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Application Form

Administrator
SS Peter and Paul, Wakefield




STAFF APPLICATION FORM FOR A POST IN THE DIOCESE OF LEEDS



NAME OF CANDIDATE:




POSITION BEING APPLIED FOR:



PLEASE RETURN ALL COMPLETED APPLICATION FORMS AND/OR SUPPLEMENTARY DOCUMENTS TO:
Email:	recruitment@dioceseofleeds.org.uk
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By post:


Recruitment
Diocese of Leeds
Hinsley Hall
62 Headingley Lane
Leeds
LS6 2BX




Safeguarding Statement
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.

PLEASE COMPLETE ALL SECTIONS OF THIS APPLICATION FORM

1. Personal Information

	Surname:
	
	Forename:
	

	Address (for correspondence):
	

	Telephone:
	
	Email:
	




2. Most recent employment

	Employer:
	
	Job Title:
	

	Date of appointment:
	
	Date of Termination:
	

	Current Salary:
	
	Notice Period:
	

	Please describe the main duties and responsibilities of your current/most recent post:



3. Employment history: Please give full details of ALL previous employment and explain any gaps. (Please complete in chronological order, starting with the most recent)

	Name of Employer
	

	Job Title
	

	From
(Month/Year)
	

	To
(Month/Year)
	

	Main Duties
	

	Reason for leaving
	




	Name of Employer
	

	Job Title
	

	From
(Month/Year)
	

	To
(Month/Year)
	

	Main Duties
	

	Reason for leaving
	




	Name of Employer
	

	Job Title
	

	From
(Month/Year)
	

	To
(Month/Year)
	

	Main Duties
	

	Reason for leaving
	


If there are any periods of time that have not been accounted for in your application, for instance, periods spent raising a family or of extended travel, please give details of them here with dates. The information provided in this form must provide a complete chronology from the age of 18. Please ensure that there are no gaps in the history of your education, employment and other experience. Failure to provide a full account may lead to your application being rejected.

	Dates (from - to)
	Activity

	
	



4. Education and qualifications
(Please complete in chronological order, starting with the most recent)
	School/College/University
	From
(Month/Year)
	To
(Month/Year)
	Qualification: Date of Award

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



5. Interests and hobbies
Please list your interests and hobbies outside of work:


6. Supporting Statement
Please provide a written statement detailing why you believe your experience, skills, personal qualities, training and/or education are relevant to your suitability for the post advertised and how you meet the person specification.




7. References
Please give the names and addresses of two people we may approach for a reference, who can comment on your suitability for this position. One referee must be your present or most recent employer.

All information provided by referees will also be compared for consistency with the information you provide on this form and you will be asked about any discrepancies. Please advise if you do not want us to take up references at this stage and provide reasons.

Referees will also be asked for information about:

· All disciplinary offences (including those where the penalty is “time expired” if related to
children); and

· All child protection allegations including the outcome of any child protection investigations.
If any of your referees knew you by another name please specify that name alongside the details of the relevant referee.
Present/Most recent employer

	Name:
	
	Job title:
	

	Address:
	

	Postcode:
	
	Telephone:
	

	Email:
	

	Permission to contact the referee prior to interview
	YES/NO




	Second Referee

	Name:
	
	Job title:
	

	Address:
	

	Postcode:
	
	Telephone:
	

	Email:
	

	Permission to contact the referee prior to interview
	YES/NO








	Parish Priest/Priest of the Parish where you regularly worship (if applicable):

	Name:
	
	Job title:
	

	Address:
	

	Postcode:
	
	Telephone:
	

	Email:
	

	Permission to contact the referee prior to interview
	YES/NO




8. Disclosure of criminal and child protection matters and disclosing and barring service checks
The Diocese of Leeds is obliged by law to operate a checking procedure for employees who have access to children and young people.

Please answer the following question: Do you have any convictions, cautions, reprimands or final warnings which are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)? Yes/No.

If the role is NOT subject to a DBS check, please answer the following question: This post is not exempt from the Rehabilitation of Offenders Act 1974. We only ask applicants to disclose convictions which are not yet spent under the Rehabilitation of Offenders Act 1974. If you are not sure whether your convictions are spent, please contact us for further advice or see www.gov.uk for further advice.
Do you have any unspent convictions? Yes/No.
If you have answered yes to either of these questions, please disclose your record under a separate cover, mark a cross on the line below and attach the details in an envelope stapled to this form. The envelope should be marked CONFIDENTIAL and should state your name and details of the voluntary role.
I have attached details of my conviction separately   (please mark with an X if appropriate).

Declaration
I declare that the information provided on this form is correct. I understand that the declaration of a criminal record will not necessarily prevent me from being offered this role.
SIGNATURE:	DATE:


(Please type your initial and surname above if you are returning the form by email or sign if you are returning by post)
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