CONFIDENTIAL

Rochester Cathedral 
Growing in Christ since AD604
APPLICATION FORM
PART A

PERSONAL DETAILS

	Position applied for:   


	Family Name (BLOCK CAPITALS)


	Title
	Other Names in Full

	Permanent Address:


	Tel No. Home:

            Office:

Mobile:



	Email: 




INFORMATION IN SUPPORT OF YOUR APPLICATION





PART B
	Please explain why you are applying for this job and the reasons you feel you would be suitable. Please refer to the job description and person specification in your response. 
Please continue over/



INFORMATION IN SUPPORT OF YOUR APPLICATION (Cont…)

	Please continue on separate sheet if necessary 



EDUCATIONAL AND TRAINING DETAILS





PART C
	Secondary Schools attended


	from
	to
	Details of subjects and examination results and qualifications held



	University/College (and other Further Education)


	from
	to
	Details of subjects and examination results and qualifications held



	Further formal training and other job related courses


	from
	to
	Details and duration of course, qualification where relevant

	Membership of professional bodies


	
	
	


EMPLOYMENT DETAILS








PART D
Present & Previous Appointments

Starting with your present appointment, please state what you have done in the course of your career, in reverse chronological order

	Dates
	Name & address

of employer
	Position held
	Brief Description 

of Responsibilities
	Reasons for Leaving

	from
	to


	
	
	
	


SUPPLEMENTARY INFORMATION
PART E
	Please give details of voluntary work of relevance to this application

(including any offices held in the church)




	Leisure interests, hobbies etc.




	Where did you see this vacancy advertised?      
	

	How much notice are you required to give to your current employer?
	

	Do you need a work permit to take up employment in the UK?
	

	Do you hold a current driving licence?
	

	Have you any convictions (other than spent convictions under the Rehabilitation of Offenders act 1974)?
	

	If YES, please give full details:




	Please give names of two persons from whom a reference can be obtained one of whom should be your current or most recent employer.
(1) General
Name



Address

Email 



Occupation




	(2) Present or most recent employer - 
Name



Address

Email 



Occupation


Can we approach your current employer before an offer of employment is made?  YES/NO


DECLARATION

I declare that the information given in this form is complete and accurate.  I understand that any false information or deliberate omissions will disqualify me from employment or may render me liable to summary dismissal.

I understand these details will be held in confidence by the Cathedral for the purposes of assessing this application, ongoing personnel administration and payroll administration (where applicable) in compliance with the Data Protection Act 1998.

Signed:
Date:
Part F
Church of England Confidential Declaration Form
This confidential declaration form must be completed by all those wishing to work with children and/or adults experiencing or at risk of abuse or neglect. It applies to all roles that are to be in substantial contact with children and/or adults experiencing, or at risk of abuse or neglect. This form is strictly confidential and, except under compulsion of law, will be seen only by those involved in the recruitment/appointment process. All forms will be kept securely in compliance with the Data Protection Act 1998.
If you answer yes to any question, please give details on a separate sheet if necessary, giving the number of the question which you are answering.
1. Have you ever been convicted of or charged with a criminal offence or been bound over to keep the peace that has not been filtered in accordance with the DBS filtering rules
 (include both spent
 and unspent convictions)?
Yes



No

2. Have you ever received a caution, reprimand or warning from the police that has not been filtered in accordance with the DBS filtering rules
?
Yes



No

3. Are you at present (or have you ever been) under investigation by the police or an employer or other organisation for which you worked for any offence/misconduct?
Yes
         

 No

4. Are you or have you ever been prohibited and/or barred from work with children and/or vulnerable adults?
Yes


 
No

5. Has a family court ever made a finding of fact in relation to you, that you have caused significant harm to a child and/or vulnerable adult, or had any such court made an order against you on the basis of any finding or allegation that any child and/or vulnerable adult was at risk of significant harm from you
 ?
Yes



 No

6. Has your conduct ever caused or been likely to cause significant harm to a child and/or vulnerable adult, and/or put a child or vulnerable adult at risk of significant harm?
Yes



 No

NOTE: Make any statement you wish regarding any incident you wish to declare.

7. To your knowledge has it ever been alleged that your conduct has resulted in any of those things?
Yes



 No

If yes please give details including the date(s) and nature of the conduct, or alleged conduct, and whether you were dismissed, disciplined, moved to other work or resigned from any paid or voluntary work as a result.
NOTE: Declare any complaints or allegations made against you, however long ago, that you have significantly harmed a child, young person or adult who is vulnerable.  Any allegation or complaint investigated by the police, Children’s Services, an employer, voluntary body or other body for which you worked must be declared. Checks will be made with the relevant authorities
8. Has a child in your care, or for whom you have had parental responsibility ever been removed from your care, been placed on the child Protection Register or been the subject of child protection planning, a care order, a supervision order, a child assessment order or an emergency protection order under the Children Act 1989, or similar order under any other legislation?
Yes         .........................


 No..................
NOTE:  All these matters will be checked with the relevant authorities.

Declaration
I declare the above information (and that on attached sheets) is true, accurate and complete to the best of my knowledge.

Signed: .............................................................................
Full Name: .........................................................................

Date of birth: ......................................................................

Address: .............................................................................

Dated:

Please return completed form with your application.


Rochester Cathedral

GUIDANCE NOTES ON COMPLETING THE APPLICATION FORM

The purpose of these notes is to provide you with some guidance on completing the application form.

Please DO NOT
(a)
submit a CV instead of completing this form

(b)
enclose additional material with this form, (e.g., printed matter), other than additional pages when you run out of space on the form.

The job description and person specification will list the skills, knowledge, qualifications and experience required.

The application form plays an important part in the selection process – both in deciding whether or not you will be short-listed for interview and as a basis for the interview itself.

GENERAL POINTS

Part A - Personal Details

This section asks for some basic details about yourself.  Please fill in the details as requested.

Part B - Other information in support of your application

This is your opportunity to give information about your abilities, experience, skills, knowledge and achievements from all areas of your life, (e.g., home, work, leisure interests), that you believe will demonstrate how you would meet the requirements of the advertised post.

Do not repeat your career history in this section; and please specify examples of your own responsibilities and achievements, (not those of your section, branch or department), which are relevant to the successful undertaking of this post.

Please remember that the selectors can only use the information you provide on your application and will not make assumptions or deductions.  You must provide evidence by describing or explaining the things you have done or achieved which demonstrate that you can meet the requirements rather than just saying that you can.

Part C - Education and Training

Please give as many details as you can about your education and training.  Formal qualifications and relevant experience or training will be considered whether it be at work, in the home or in your social life.

Part D - Employment Details

Please include a brief summary of the main duties and responsibilities in your present and in any previous position.  Check that dates are correct and in the right order.  Where you have a break in your employment history, please give details about the date and what you were doing at this time, (e.g., travelling, bringing up a family, studying, unemployed).

Part E - Supplementary Information
Please fill in the details as required and don’t forget to sign the form.
Part F – Declaration Form - All applicants are required to fill in this section where a post requires a DBS check.
Before an appointment can be made applicants who will have substantial contact with children and /or adults experiencing or at risk of abuse or neglect in their roles will be required to obtain an enhanced criminal record check ( with or without a barred list check      (as appropriate) from the Disclosure and Barring Service.





All information declared on this form will be carefully assessed to decide whether it is relevant to the post applied for and will only be used for the purpose of safeguarding children, young people and /or adults experiencing or at risk of abuse or neglect.





Please note that the existence of a criminal record will not necessary prevent a person form being appointed, it is only if the nature of any matters revealed may be considered to place a child and/or an adult experiencing, or at risk of abuse or neglect.








� You do not have to declare and y adult conviction  where : (a)11 years (or 5.5 years if under 18 at the time of the conviction) have passed since the date of conviction; (b) it is your only offence; (c) it did not result in a prison sentence or suspended prison sentence (or detention order) and (d) it does not appear on the DBS’s list of specified offences relent to safeguarding ( broadly violent, drug related and/or sexual in nature).  Please note that a conviction must comply with (a), (b), (c) (d) in order to be filtered.


� Please note that ten ‘rehabilitation periods’ (i.e. the amount of time which has to pass before a conviction etc. can be spent’) have recently been amended by the Legal Aid, Sentencing and Punishment of Offenders Act 2012. Since 10 March 2104, custodial sentences greater than 4 years are never ‘spent’.


� You do not have to declare any adult caution where: (a) 6 years (or 2years if under 18 at the time of the caution, reprimand or warning) have passed since the date of the caution etc. And (b) it does not appear on the DBS’s list of specified offences referred to in footnote 1 above.  Please note that a caution etc. must comply with (a) and (b) in order to be filtered.


� ‘Significant harm’ involves serious ill-treatment of any kind including neglect, physical, emotional or sexual abuse, or impairment of physical or mental health development. It will also include matters such as sexual relationships with a young person or adult for whom and individual had pastoral responsibility or was in a position of respect, responsibility or authority, where he/she was trusted by others. 
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