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Addressee

Address line 1

Address line 2

Address line 3

Address line 4

Post Code

Date:

Dear Headteacher,

Re:  INCOMPLETE CHECKS on a SUPPLY TEACHER and OUR PROCEDURE

	Teacher’s Name
	Department for Education Number
	Date and Place of Birth:

	
	
	


We have, as you are aware, arranged for the aforementioned supply teacher to come into your school. You need to be aware that this teacher has still not achieved full clearance. The table below shows which checks, at the time of writing, have already been made and proved clear.

	CHECKS MADE
	
	CHECKS in PROGRESS

	
	IDENTITY (EMPLOYING PHOTO ID)
	

	
	MEDICAL APPROVAL (FREE FROM NOTIFIABLE DISEASE)
	

	
	PERMISSION to WORK in the UK (for NON-CITIZENS)
	

	
	RESPONSE to REFERENCE REQUESTS
	

	
	QUALIFICATION CHECK
	

	
	POLICE / CRIMINAL RECORDS BUREAU CHECK
	

	
	INDEPENDENT SAFEGUARDING AUTHORITY CHECK
	

	
	CONFIRMATION of TEACHING STATUS
	

	
	OTHER (PLEASE STATE)
	


We understand that there is no fundamental reason why the teacher cannot commence work, and we believe that there is a legitimate reason for the delay in the documentation process. However, in good faith we are sure that this teacher will indeed be given full clearance. We’ll let you have the full documentation ASAP.
Meanwhile we are hesitant to even send an applicant with incomplete checks into a school for an interview. We therefore require you to confirm by fax ASAP your acceptance of this risk. The candidate should be supervised.

Thanks in anticipation,

for the agency
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