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ST. LUKE’S
CHURCH

LODGE MOOR




	SURNAME: 


	TELEPHONE:

Home:

Work:

(may we phone you at work?   YES/NO)

Mobile: 

	TITLE & FIRST NAMES:


	

	Post applied for:
	

	ADDRESS:

                                                     Post Code:
	

	
	EMAIL:

	
	Please state preferred method of contact:

	NATIONAL INSURANCE No:
	
	

	Are you eligible to work in the UK?
	
	

	

	CRIMINAL CONVICTIONS:

	1. Do you hold a current Enhanced Disclosure and Barring Service Certificate? 
	

	2. If you do not hold a current Certificate are you aware of any reasons why the granting of such a Certificate would be withheld?
	

	

	DRIVING:
Do you hold a full UK Driving Licence?
	
	Please detail any driving convictions here:


	
	
	

	Do you hold a mini bus Driving Licence?
	
	

	Do you have any current driving convictions?
	
	


PERSONAL INFORMATION

PRESENT EMPLOYMENT OR MOST RECENT EMPLOYMENT   
If you are currently in employment, please provide the following details:
	EMPLOYERS NAME & ADDRESS:


	JOB TITLE:



	DATE APPOINTED:
	NOTICE PERIOD REQUIRED:

	If you have already left this job please provide the following details:

	DATE LEFT:

	REASON FOR LEAVING:    




EMPLOYMENT HISTORY

Please list all former employers and account for any gaps in your employment. 
	Dates
	Previous Employment History (most recent first)

	From
	To
	Employer’s Name &

Nature of Business
	Position held & brief

Description of duties
	Reason for

Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


ACADEMIC QUALIFICATIONS 

Please provide details of your education, including secondary education and degrees                                                                                                                                                                                              

	Establishment Attended
	Qualifications Obtained

	Name & Location
	Course / Subject:
	Grade

	
	
	


VOCATIONAL TRAINING, QUALIFICATIONS AND PROFESSIONAL MEMBERSHIPS 
Please provide details of all vocational training & qualifications relevant to this job and also details of any professional memberships you may have
	Details of Training / Qualifications
	Level Attained (if any)
	Date

	
	
	


WHAT ATTRACTS YOU TO THIS TYPE OF WORK AND THIS JOB IN PARTICULAR?
	


WHICH AREAS OF WORKING IN ADMINISTRATION DO YOU PARTICULARLY ENJOY?

	


EXPERIENCE & SKILLS

With reference to the Job Description for this post, please state what knowledge, skills and experience you have relevant to the job. Include relevant information from both employed and voluntary positions and details of any experience working with non-church families and children
	


APPROACH
Having read the Job Description, please give your initial thoughts and ideas on how you would approach fulfilling the requirements of this job. 
	


CONFIDENTIALITY

What do you understand by the term “confidentiality” in administrative work?
	


PLEASE PROVIDE DETAILS OF ANY PARTICULAR INTERESTS OR HOBBIES
	


PLEASE PROVIDE ANY FURTHER INFORMATION IN SUPPORT OF YOUR APPLICATION

	


CONFIDENTIAL DECLARATION FORM

If you answer yes to any question, please give details in the space at the end of this form, giving the number of the question you are answering. This form is strictly confidential and, except under compulsion of law, will be seen only by those responsible for the appointment and, when appropriate, the Diocesan Safeguarding Adviser. All forms will be kept securely under the terms of the Data Protection Act 1998. All information declared on this form will be carefully assessed to decide whether it is relevant to the role applied for, and will only be used for the purpose of safeguarding children, young people or vulnerable adults. Please note: you do not have to declare any 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 the 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 relevant to safeguarding (broadly violent, drug related and/or sexual in nature). Please note that a conviction must comply with (a), (b), (c) and (d) in order to be filtered. Further guidance is provided by the DBS and can be found at www.gov.uk/government/publications/filtering-rules-forcriminal-record-check-certificates and www.gov.uk/government/publications/dbs-filtering-guidance Please note: that the ‘rehabilitation periods’ (i.e. the amount of time which has to pass before a conviction etc. can become ‘spent’) have recently been amended by the Legal Aid, Sentencing and Punishment of Offenders Act 2012. Since 10 March 2014, custodial sentences greater than 4 years are never ‘spent’. For further guidance in relation to the ‘rehabilitation periods’, please see http://hub.unlock.org.uk/knowledgebase/spent-now-brief-guide-changes-roa/ Please note: you do not have to declare any adult caution where: (a) 6 years (or 2 years 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

1.Have you ever been convicted of a criminal offence (including any spent convictions under the Rehabilitation of Offenders Act 1974)? Declare all convictions, cautions, warnings or reprimands however old. Posts where the person is working or coming into contact with children or vulnerable adults are exempt from the ‘Rehabilitation Act 1974’. Convictions abroad must be declared as well as those from the UK.
 [image: image1.wmf]Yes [image: image2.wmf]No
2. Have you ever been cautioned by the police, given a reprimand or warning or bound over to keep the peace? 
[image: image3.wmf]Yes [image: image4.wmf]No

3. Are you at present under investigation by the police or an employer for any offence?. 

[image: image5.wmf]Yes [image: image6.wmf]No

4. Has your name been placed on the Protection of Children Act (POCA) List 99, or the Protection of Vulnerable Adults List (POVA), barring you from working with children of vulnerable people?
 [image: image7.wmf]Yes[image: image8.wmf]No

5. Have you ever been found by a court exercising civil jurisdiction (including matrimonial or family jurisdiction) to have caused significant harm to a child or vulnerable adult, or has any such court made an order against you on the basis of any finding or allegation that any child or vulnerable adult was at risk of significant harm from you? *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 a sexual relationship with a young person or adult with whom you had pastoral responsibility. 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. Declare any complaints or allegations made against you, however long ago, that you have significantly harmed a child, young person or vulnerable adult. Any allegation or complaint investigated by the Police, Children’s Services, an employer or voluntary body must be declared. Checks will be made with the relevant authorities.
 [image: image9.wmf]Yes [image: image10.wmf]No

6. Has your conduct ever caused or been likely to cause significant harm * to a child or young person under the age of eighteen, or put a child or young person at risk of significant harm? * 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 a sexual relationship with a young person or adult with whom you had pastoral responsibility. 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. Declare any complaints or allegations made against you, however long ago, that you have significantly harmed a child, young person or vulnerable adult. Any allegation or complaint investigated by the Police, Children’s Services, an employer or voluntary body must be declared. Checks will be made with the relevant authorities.
 [image: image11.wmf]Yes [image: image12.wmf]No
7. To your knowledge, has it ever been alleged that your conduct has resulted in causing significant harm * to a child? * 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 a sexual relationship with a young person or adult with whom you had pastoral responsibility. 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. Declare any complaints or allegations made against you, however long ago, that you have significantly harmed a child, young person or vulnerable adult. Any allegation or complaint investigated by the Police, Children’s Services, an employer or voluntary body must be declared. Checks will be made with the relevant authorities.
 [image: image13.wmf]Yes [image: image14.wmf]No
8. Has a child in your care, or for whom you have or had parental responsibility, ever been removed from your care, been placed on the Child Protection Register or been the subject of a care order, a supervision order, a child assessment order or an emergency protection order under the Children Act 1989, or a similar order under other legislation?
 [image: image15.wmf]Yes [image: image16.wmf]No
9. Have you any health problem(s) which might affect your work with children or vulnerable adults? Declare in confidence any health issues that may affect your ability to work with children or adults. This question is primarily intended to help you if you subsequently need to withdraw from work, e.g. because of a recurring health issue..

[image: image17.wmf]Yes [image: image18.wmf]No
10. Have you, since the age of eighteen, ever been known by any name other than that given below? If yes, please give details of any previous names.
 [image: image19.wmf]Yes [image: image20.wmf]No

11.Have you, during the past five years, had any home address other than that given below? If yes, please give details of all previous addresses in the past 5 years, in the space at the end of this form.

[image: image21.wmf]Yes [image: image22.wmf]No
12.Please use this space for any additional information. 
13.Declaration I declare that the above information is accurate and complete to the best of my knowledge. Please enter your full name below which will be accepted as your digital signature
Name: 

14.Please enter todays date. 
Date: 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


15.Please enter your full address and postcode
DISABILITY – EQUALITY ACT 2010
Detail here any special arrangements you would need if invited for interview

REFERENCES
Please provide name and addresses of two referees - where appropriate at least one should be from your present or last employer. A referee should be able to comment upon your ability to carry out the duties for which you have applied.

	NAME:

ADDRESS:

TEL No:

POSITION:

RELATIONSHIP TO APPLICANT:

May we contact this referee prior to interview?        YES / NO   (delete as applicable)

	

	NAME:

ADDRESS:

TEL No:

POSITION:

RELATIONSHIP TO APPLICANT:

May we contact this referee prior to interview?        YES / NO   (delete as applicable


DECLARATION
	I declare that to the best of my knowledge and belief the information given in each section of this application is true.

I understand and acknowledge that should I knowingly make a false, incomplete or misleading statement, my employment with St Luke’s Church may be terminated without notice. 
I am aware that appointment will be subject to satisfactory references and completion of 
St Luke’s Safe Recruitment procedure including basic DBS check
Signed:                                                                             Date:   



	Return application form by the closing date: 5th March 2021
Interviews will take place from w/c 15th March 



	Please return the completed form:
	Any queries about the job or application form please contact:

	By Email to: 


	hon.sec@slclm.org 

	Rev. Chris Stebbing
Tel: 0114 230 3538

Email: vicar@slclm.org



Please list any dates when you would not be available for interview
Please let us know where you learned of this vacancy
GUIDANCE NOTES ON COMPLETING YOUR APPLICATION FORM
Completing the Application Form 
We strongly recommend that you carefully read the Job Description and Person Specification before completing this form. A copy can be downloaded from our website (http://www.slclm.org/jobs) or is available from the Trustees’ secretary by email hon.sec@slclm.org l. Your application form can be completed either by hand (in black ink) or in type. Add additional sheets as required. Applications will only be accepted on the enclosed application form. C.V’s will not be accepted as substitutes in part or in whole. Completed application forms by email will also be acceptable when the Declaration can be signed if attending for interview. Copies of references and qualification certificates should not be enclosed with the application form. Short-listing of candidates and selection for interview will be based entirely on responses on the application form.
Confidentiality

Any information you provide in connection with this application will be treated as strictly confidential and will only be used in relation to your application
Jobs working in Church administration
As the job for which you are applying may involve handling information concerning under 18s and vulnerable adults, your application will be subject to pre-employment checks. These checks will include the Disclosure and Barring Service for all criminal convictions, cautions and any impending cases

Person Specification & Job Description
The information you supply will be compared to the criteria set out in the Person Specification and job description. Please make sure you include evidence relating to as many of the criteria as apply to you. 

References

Please include the names and addresses of two referees. The first referee should be your present or last employer. If you are in full time training/education, you should obtain a reference from the Head Teacher/College Principle/Course Tutor. References are generally taken up on short-listed candidates. If you do not wish your current employer to be contacted, please circle “No” on the Application Form. Please note we do not accept references from referee’s related to the applicant.

Evidence of Qualification

Short-listed candidates invited to interview will be required to provide evidence to verify qualifications, membership of professional bodies and any specialist training.

Interests

When stating your main leisure interests please include any skills / knowledge gained through your activities which you feel are relevant to the job.

Additional Information

Please provide in the “Additional Information” section why you feel you are suited to the job. It is recommended that you relate your experience and skills to the criteria set out in the Job Description and Person Specification.

Return of Application Form

Please return the application form no later than the closing date. Forms received after the closing date will not be accepted for consideration. We will notify you of the outcome of your application by email. 
APPLICATION FORM


for the posts of


Church Administrator
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