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APPLICATION FORM

Please complete all pages in full



Confidential


	Post Applied for:


PERSONAL DETAILS

	Title: (Mr, Mrs, Miss, Ms, etc.)


	Surname:


	Forenames:


	Address:

Post code:


	Telephone:                                                 Mobile:


	E-mail address:


	National Insurance Number:


Employment (current/most recent)

	Name and Address of current/most recent Employer:

Telephone:
Post held:
From:                                                           To:

Salary:

Notice period required:

Reason for leaving:


	Please give details of your main duties and responsibilities:


Employment Experience: please give details of your previous employment (most recent first)

	 Name of Employer
	Position held


	To/From


	Reason for leaving



	
	
	
	


Education and Training:
Please give details of secondary education, further/higher education and

Qualifications gained.

	School/College/University
	From
	To
	Subjects/Examination results

	
	
	
	


	Other qualifications and relevant training:



	Membership of Professional Bodies etc:



	Hobbies/Interests:



	ADDITIONAL INFORMATION TO SUPPORT YOUR APPLICATION

Please give details of your relevant skills, knowledge and experience (see job description and person specification)




REFEREES

Please give the name of two referees, not related who are able to provide us with information to support your application. One should be your most recent employer or if you have not had previous employment your Head teacher, lecturer/college tutor or a member of a community or volunteer co-ordinator where applicable.

Please note: employment will only be commence on receipt of two references.

	Name:

Position:

Relationship:

Address:

Tel No:

E-mail:


	Name:

Position

Relationship:

Address:

Tel No:

E-mail 


Rehabilitation of Offenders Act:
	Do you have any convictions, cautions, reprimands or final warnings that are

not “protected” as defined by the Rehabilitation of Offenders Act 1974

(Exceptions) Order 1975 (as amended in 2013) by SI 2013 1198’

http://www.legislation.gov.uk/uksi/2013/1198/pdfs/uksi 20131198 en.pdf
Please give details:




	Should you require any special arrangements for your interview eg. special equipment or access arrangements, please give details below. We will contact you prior to any interview to discuss this further.


	For posts where an occupation requirement exists for the post holder to be a practising Christian or a member of the Church of England or a Church in full Communion with the Church of England in accordance with the Equality act 2010.

Please give details of your Christian denomination:
Are you a member of any local church or religious group? Yes/No

If so, please give details:
 


Other Details:

	For roles that require travel around the Diocese of Carlisle.

Do you hold a full driving licence:

Yes/No:

Do you have access to a vehicle:

Yes/No:



	Are you, to your knowledge, related to any member of staff or any member of the Carlisle Diocesan Board of Finance.

If yes, please give details:



	Please state where you saw the job advertisement (website/newspaper/other)


DECLARATION

· I understand that an offer of appointment will be subject to satisfactory references

· I understand that providing false or misleading information will disqualify me from any appointment or if appointed will render me liable to dismissal without notice

· I declare that the information I have given is, to the best of my knowledge, true and complete

I agree that the information provided is to the best of my knowledge correct and complete.

Signature:





Date:

Please return your completed application by the closing date to: humanresources@carlislediocese.org.uk or
Church House, 19-24 Friargate, Penrith, CA11 7XR.

Applicant and Candidate Privacy Policy

Carlisle Diocese Board of Finance (CDBF) are committed to respecting the privacy of their job applicants and we have a duty to protect the personal data of job applicants. Personal data is information that can identify a person, such as name, address, telephone number and email address.

Types of information we collect

This policy covers the information you share with us and/or which may be acquired during the application or recruitment process including:

The organisation collects a range of information about you. This includes:

· your name, address and contact details, including email address and telephone number;
· details of your qualifications, skills, experience and employment history;
· information about your current level of remuneration, including benefit entitlements;
· whether or not you have a disability for which the organisation needs to make reasonable adjustments during the recruitment process;
· information about your entitlement to work in the UK; and
· equal opportunities monitoring information, including information about your ethnic origin, sexual orientation, health and religion or belief.
The organisation collects this information in a variety of ways. For example, data might be contained in application forms, CVs or resumes, obtained from your passport or other identity documents, or collected through interviews or other forms of assessment, including online tests.

The organisation will seek information from third parties only once a job offer to you has been made and will inform you that it is doing so.
Data will be stored in a range of different places, including on your application record, in HR management systems and on other IT systems including email.
How we use information we collect

Your information will be used by CDBF for the purposes of carrying out its application and recruitment process which includes:

· Assessing your skills, qualifications and interests against our job opportunities;

· Verifying your information and carrying out reference checks and/or conducting background checks (where applicable) if you are offered a position;

· Communications with you about the recruitment process and/or your application(s), including, in appropriate cases, informing you of other potential job opportunities;

· Making improvements to CDBF’s application and/or recruitment process including improving diversity in recruitment practices;

· Complying with applicable laws, regulations, legal processes or enforceable governmental requests.

We will also use your information to protect the rights and property of CDBF, our affiliated organisations, applicants, candidates, employees or the public as required or permitted by law.

If you are offered and accept employment with CDBF, the information collected during the application and recruitment process will become part of your employment record.

Who has access to data?
Your information may be shared internally for the purposes of the recruitment exercise. This includes members of the HR team, recruiting managers and interviewers involved in the recruitment process. The organisation will not share your data with third parties (although it may do so with our affiliated organisations) unless your application for employment is successful and it makes you an offer of employment. The organisation will then share your data with former employers to obtain references for you, employment background check providers to obtain necessary background checks and the Disclosure and Barring Service to obtain necessary criminal records checks. It is your responsibility to obtain consent from referees before providing their personal information to CDBF.
The organisation will not transfer your data outside the European Economic Area.

How does the organisation protect data?
The organisation takes the security of your data seriously. It has internal policies and controls in place to ensure that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed except by our employees in the proper performance of their duties. 

For how long does the organisation keep data ?
If your application for employment is unsuccessful, the organisation will hold your data on file for six months after the end of the relevant recruitment process. If you agree to allow the organisation to keep your personal data on file, the organisations will hold your data on file for a further six months for consideration for future employment opportunities. At the end of that period or once you withdraw your consent, your data is deleted or destroyed.

If your application for employment is successful, personal data gathered during the recruitment process will be transferred to your personnel file and retained during your employment. The periods for which your data will be held will be provided to you in a new privacy notice.
Your rights
As a data subject, you have a number of rights. You can:

· access and obtain a copy of your data on request;

· require the organisation to change incorrect or incomplete data;

· require the organisation to delete or stop processing your data, for example where the data is no longer necessary for the purposes of processing; and

· object to the processing of your data where the organisation is relying on its legitimate interests as the legal ground for processing.

If you would like to exercise any of these rights, please contact humanresources@carlislediocese.org.uk

If you believe that the organisation has not complied with your data protection rights, you can complain to the Information Commissioner.

What if you do not provide personal data?
You are under no statutory or contractual obligation to provide data to the organisation during the recruitment process. However, if you do not provide the information, the organisation may not be able to process your application properly or at all.

Automated decision-making
Recruitment processes are not based solely on automated decision-making.
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