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[image: ]Application Form: Safeguarding & Bookings Administrator
Please complete and return to hr@stleonards.church by 18/12/2023
[bookmark: _zidixfu2h1to]Your details
	Name:
	[bookmark: Text1]     

	Address:
	[bookmark: Text2]     

	Postcode:
	[bookmark: Text3]     

	Phone:
	[bookmark: Text4]     

	Email:
	[bookmark: Text5]     

	NI No:
	[bookmark: Text6]     


[bookmark: _obvz8px9oj35]Education and training
Please give details:
	[bookmark: Text7]     


Qualifications
Please give details of any qualifications:
	[bookmark: Text8]     


[bookmark: _97j1ykgd1f2u]Employment history
[bookmark: _itppkk92vaqm]Your current or most recent employer
	Name of employer:
	[bookmark: Text9]     

	Address:
	[bookmark: Text10]     

	Postcode:
	[bookmark: Text11]     

	Job title:
	[bookmark: Text12]     

	Pay:
	[bookmark: Text13]     

	Length of time with employer:
	[bookmark: Text14]     

	Reason for leaving:
	[bookmark: Text15]     



Please give details of your duties:
	[bookmark: Text16]     


[bookmark: _81dqi68kkna8]Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.
	[bookmark: Text17]     


[bookmark: _2hk78iv0b9mh]Supporting statement
Please tell us why you applied for this job and why you think you are suited for the role:
	[bookmark: Text18]     


[bookmark: _ojwn8qfpdqo4]Interview arrangements and availability
If you have a disability, please tell us if there are any reasonable adjustments we can make to help you in your application or with our recruitment process.
	[bookmark: Text19]     



Are there any dates when you will not be available for interview?
	[bookmark: Text20]     



When can you start working for us?
	[bookmark: Text21]     


[bookmark: _l4j9qclj5v1t]
Right to work in the UK
[bookmark: WorkPermit]Do you need a work permit to work in the UK?		
[bookmark: _t2k2hyav6xgs]References
Please give the names and contact details of 2 people who we can ask to give you a reference. One of these should be a professional reference and the other should be a reference from your church. We may ask them before an employment offer is made. We will not ask your current employer until we have your permission. 
[bookmark: _w5ptqqnrjpr0]Referee 1 – Professional Reference
	[bookmark: Text22]     


Referee 2 – Church Reference
	[bookmark: Text23]     


[bookmark: _fimrf6f4wc5k]General Data Protection Regulation Consent
St Leonard’s Church needs to collect and hold data about you to enable us to process your job application. GDPR places an obligation for employers to tell job applicants why we collect your data, what we do with it, and how long we expect to retain it.
We would like your informed consent for us to hold personal and special data about you in order to process your application.
The data we wish to obtain and hold:
	Type of data
	Why we wish to hold it
	How long it will be kept for

	Personal data 
Name and date of birth
Address and contact information
NI Number
	This will allow us to identify and contact you during the recruitment process.

	Data obtained during recruitment will only be kept until your application has been declined and then destroyed after 3 months of the closing date 
OR
If a job offer is made, further consent will be required in the employment contract as part of your induction

	Recruitment data
Education and qualifications
Previous employment
Previous salaries
Right to work
References
	This will allow us to make a decision on your suitability for employment.
	

	Special data
Details of disabilities which would require reasonable adjustments 
	This will allow us to make appropriate arrangements during the recruitment process
	


Agreement to use my data
I hereby give St Leonard’s Church consent to store and process the personal data provided relating to my job application.
In giving my consent:
· I understand that I can ask for a copy of my personal data held about me at any time.
· I understand that I can request that data that is no longer required to be held can be removed from my file and destroyed or deleted. In this instance I understand that I must provide details as to why I believe that the data being held is incorrect or being held unlawfully.
· I understand that if I am unsuccessful with my application my data will be deleted or destroyed after 3 months.
· I understand that if I have any questions or concerns about data protection I can contract St Leonard’s HR by emailing hr@stleonards.church.
· I understand that if I am dissatisfied with how St Leonard’s Church uses my data I can make a complaint to the Information Commissioner’s Office (www.ico.org.uk)
[bookmark: Text24]Name:	     
[bookmark: Text25]Signature:	     
[bookmark: Text26]Date:		     
Declaration
I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing any true or misleading information will give St Leonard’s Church the right to terminate any employment contract offered. 
I understand that the Diocese of Exeter has in place Safer Recruitment practices and I agree that where a role may require a criminal records check the PCC will apply to the Disclosure and Barring Service for the appropriate level of disclosure. I understand that should a required disclosure not be satisfactory, any offer of employment may be withdrawn or employment terminated.


[bookmark: Text27]Name: 	     
	
[bookmark: Text28]Signature:	     

[bookmark: Text29]Date:		     


Please return your completed application form to hr@stleonards.church by 
18/12/2023

Alternatively you can print this form and post it to::

HR
St Leonard’s Church
Topsham Road
Exeter
EX2 4NG
Page 1 of 8

Page 2 of 8

image1.png
St Leonard’s
Ch u rch Exeter




