The Roman Catholic Diocese of East Anglia

Application for Employment Form

(To be completed electronically or in manuscript)
POSITION
CLERGY WELFARE CO-ORDINATOR
The contents of this form will be treated as confidential

Employment history
(beginning with your most recent employer)

	Dates Employed

Month/Year

From - To
	Name & address of Employer
	Job Title and Key Duties and Responsibilities
	Salary
	Reason for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Notice period required with current employer:


Post-11 Education aND TrAINING history

(Academic and Professional: Beginning with your most recent course)

	School / College /

University / Trainer attended
	Dates of attendance
	Course attended/Qualifications Gained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SUPPORTING STATEMENT
Please REFER TO THE JOB PROFILE

Please detail here your reasons for applying for this position and why you believe your experience, skills, personal qualities and training/education help to meet the job profile and make you a suitable candidate for this position. Please highlight any relevant achievements to date and the strengths and qualities you would bring to this post.

Please limit your statement to no more than 1,200 words.
	


VOLUNTEERING, INTERESTS AND HOBBIES
Please give details of your leisure interests, sports and hobbies and any voluntary work.

	

	

	

	


References

Please give details of 3 people from whom we may obtain a character and work experience reference. One of these should be your present or most recent employer. Given the nature of the position, it is recommended that one referee should be a priest, a minister of religion or other member of the clergy. 

References will only be taken up if you are called to interview.
	1
	Name:

Designation (if applicable):

Address:

Telephone:

Email:

	2
	Name:

Designation (if applicable):

Address:

Telephone:

Email:

	3
	Name:

Designation (if applicable):

Address:

Telephone:

Email:


DISCLOSURE OF Criminal AND SAFEGUARDING MATTERS AND DISCLOSURE AND BARRING SERVICE CHECKS
The Diocese takes its civil and moral responsibilities in respect of safeguarding with the highest seriousness. Diocese is obliged by law to operate a checking procedure for employees who have substantial access to children and young people and vulnerable adults.


For the purpose of this post you are required to provide this information.

	Please confirm whether you have ever been the subject of any safeguarding concern either in your work or personal life, or been the subject of, or involved in, any disciplinary action in relation thereto, including any which is time expired.
YES (  NO (
If Yes, please provide details:



	In the event of a successful application, an offer of employment may be made to you which is conditional upon receipt of satisfactory Disclosure and Barring Service Checks (“DBS” Checks, formerly “CRB” or “ISA” Check) in relation to criminal and safeguarding matter.
By checking the box below, you hereby consent to a DBS Check being made to the Disclosure and Barring Service (“DBS”): (  

	REHABILITATION OF OFFENDERS ACT 1974
If you have been convicted of a disclosable criminal offence, the details must be disclosed on the separate document entitled “Rehabilitation of Offenders Act 1974 – Disclosure Form” together with any cautions or bind-overs, pending criminal convictions, criminal actions and/or court hearings against you. The Rehabilitation of Offenders Act 1974 – Disclosure Form must be enclosed with your application in a sealed envelope marked “confidential.” The Disclosure Form will only be seen by those persons within the Diocese who are required to see it as part of the recruitment process.




	Do you have any disabilities that might affect your application?
	YES      /       NO

	If YES, please tell us if:

a. there are any reasonable adjustments we can make to assist you in your application

b. there are any reasonable adjustments we can make to the job itself to help you carry it out




Proof of eligibility

Under Section 8 of the Immigration Act we are required to check that all employees are eligible to work within the UK. Please confirm that, if you are offered a position within our organisation, which of the document(s) you would be prepared to supply to us and allow us to check and make a copy.

You must include either: One document from List One OR 
Two documents from One of the Combinations in List Two
	LIST 1 – ONE DOCUMENT ONLY
	Please Tick

	· A British Citizen passport.
	

	· A passport or national identity card issued by a State which is a party to the EEAA (European Economic Area Agreement) or Switzerland, describing the holder as a national of that State.
	

	· A Home Office issued residence permit to a national from a State which is a party to the EEAA or Switzerland.
	

	· A passport or other document endorsed and issued by the Home Office stating that the holder has a current right of residence in the United Kingdom as the family member of a named national of a State party to the EEAA or Switzerland who is resident in the United Kingdom.
	

	· A passport or other travel document endorsed showing the holders entitlement to indefinite stay in the United Kingdom, or no restrictions on the length of stay.
	

	· A passport or other travel document endorsed to show that the holder can stay in the United Kingdom; and that this endorsement allows the holder to do type of work you are offering if they do not have a work permit.
	

	· A Home Office issued Application Registration Card for the asylum seeker stating that the holder is permitted to take employment.
	


OR ALTERNATIVELY

	LIST 2 – COMBINATION A. 

DOCUMENT 1, PLUS ONE FROM THE OTHER SEVEN:
	Please Tick

	1. A document giving the person’s permanent National Insurance Number and name. This could be: P45, P60, National Insurance Card, or a letter from a Government Agency.
	

	2. A full Birth Certificate issued in the United Kingdom, which must include the names of the holder’s parents.
	

	3. A Channel Islands, Isle of Man or Ireland issued Birth Certificate.
	

	4. A Registration or Naturalisation Certificate confirming the holder is a British Citizen.
	

	5. A Home Office issued letter to the holder confirming that the named person is entitled to indefinite stay in the United Kingdom, or has no time restriction on their stay.
	

	6. A Home Office issued Immigration Status Document to the holder, which is endorsed confirming the named person is entitled to indefinite stay in the United Kingdom, or has no time restriction on their stay.
	

	7. A Home Office issued letter to the holder confirming that the named person is entitled to stay in the United Kingdom, and this allows them to undertake the type of work you are offering.
	

	8. A Home Office issued Immigration Status Document to the holder, which is endorsed confirming the named person is entitled to stay in the United Kingdom, and this allows them to undertake the type of work you are offering.
	


OR ALTERNATIVELY

	LIST 2 - COMBINATION B.  

DOCUMENT 1, PLUS ONE FROM THE OTHER TWO
	Please Tick

	1. Work Permit or other approval to take employment issued by Work Permits UK
	

	2. Passport or other travel document endorsed, showing the holders entitlement to stay in the United Kingdom and can take the work permit employment in question.
	

	3. A Home Office issued letter to the holder confirming that the named person is entitled to stay in the United Kingdom, and can take the work permit employment in question.
	


PERSONAL DETAILS

	Surname
	Forenames 

	Mr/Mrs/Ms/Miss (delete as appropriate)
	Address

	

	

	Post Code
	Telephone numbers:



	Do you have a current driving licence?      YES (  NO (

	If there any endorsements on your driving licence, please give details below:

	

	E-mail:


Declaration

(Please read this carefully before signing the application)

	Note: If you know that any of the information that you have given in this application form is false or if you have knowingly omitted or concealed any relevant fact about your eligibility for employment which comes to our attention, then your application may be withdrawn from the recruitment process. 



	I confirm the above information is complete and correct 
and any untrue or misleading information will give my employer the right
to terminate any employment contract offered.

	I authorise you to contact the above 3 stated referees if I am shortlisted for this position.

	Signed
:
	Dated :



FOR OFFICE USE ONLY

	NAME OF APPLICANT:

	POSITION APPLIED FOR:

	Rejection letter – Yes  (  :   No (
	If yes – date sent:

	Reasons for rejection /acceptance for interview:

	

	

	

	

	

	

	

	First interview date: 26 March 2020
	Rejection letter   (  Offer/2nd Interview (

	Notes on First interview for Feedback to Candidate:

	

	

	

	

	

	

	

	

	Second interview date: TBC if required
	Rejection Letter  (   Offer letter (

	Notes on Second interview for Feedback to Candidate:

	

	

	

	

	

	

	Acceptance
	YES
	NO

	Proof of Eligibility of 
UK Employment – Doc 1
	
	Checked
	Copied

	
	
	
	

	Proof of Eligibility of
UK Employment – Doc 2
	
	Checked
	Copied

	
	
	
	

	References
	YES
	NO

	Medical
	YES
	NO

	DBS Clearance Required
	Yes
	
	IF “YES”, confirm receipt of Suitable Disclosure Document
	Received

	
	
	
	
	

	Start Date
	


2

