CONFIDENTIAL

ARCHDIOCESE OF SOUTHWARK

COMMISSION FOR SCHOOLS AND COLLEGES

APPLICATION FOR POST OF

MEDIA AND COMMUNICATIONS OFFICER
PERSONAL DETAILS

Surname ………………………………………………………………………….. Title …………………...

First names ……………………………………………………………………………………………..........
Any former names .………………………………………………….. ……………………………………...
Address ……………………………………………………………………………………………………...

………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………..

Home Telephone Number …………………………………………………………………………………...

Work Telephone Number …………………………………………………………………………………...

Mobile Telephone Number ………………………………………………………………………………….

Email address ………………………………………………………………………………………………..

National Insurance Number …………………………………………………………………………………

_____________________________________________________________________________________

PRESENT POST …………………………………………………………………………………………...

Employer …………………………………………………………………………………………………….

Main duties:

Details of present salary ……………………………………………………………………………………..

Notice to current employer ………………………………………………………………………………….

EDUCATION AND TRAINING

Please give details of secondary and higher education and or training in this country or abroad, academic and vocational qualifications including degrees, with class and division, post graduate and professional qualifications.
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Full Name & Address
	Full
or
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Time
	Qualifications, date award made and Awarding Body
	Dates Attended
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PREVIOUS EMPLOYMENT

Please give details of experience in chronological order, continuing on a separate sheet if necessary

	Employer
	Post held and
	Dates
	Reason for Leaving

	
	Duties undertaken
	From                  To
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


OTHER RELEVANT EXPERIENCE

Details of unpaid employment or experiences after the age of 16, in chronological order, which you wish to be taken into consideration (for example, family duties, voluntary work)

____________________________________________________________________________________

_____________________________________________________________________________________
REFERENCES

_____________________________________________________________________________________

Please nominate three referees, one of whom should be your present employer.

Name: …………………………………………………………………Position:………………………..…..

Address ……………………………………………………………………………………………………...

………………………………………………………………………… Tel. No. …………………………..

Name: ………………………………………………………………… Position:……….…………………..

Address ……………………………………………………………….………………………….………….

…………………………………………………………………………. Tel. No. ………………………….

Name: ………………………………………………………………….. Position:………………………….

Address ……………………………………………………………………………………………………...

…………………………………………………………………………. Tel. No. ………………………….

May we contact your present employer at this stage?                                                         Yes/No

INFORMATION IN SUPPORT OF YOUR APPLICATION
_____________________________________________________________________________________
Please explain how your experience and skills meet the requirements of the post and why you are attracted to it.  Continue on a separate sheet if necessary.

DISCLOSURE OF CRIMINAL AND CHILD PROTECTION MATTERS
The Trustees of the Archdiocese are obliged to operate a checking procedure for employees where posts are subject to CRB checks and ISA regulations.

I confirm that I am not disqualified from working with children and young people and I am not included on List 99.

I accept that if appointed I will be subject to any ISA regulations in place at the time.

Signed .....................................................................................................   Date .............................................

_____________________________________________________________________________________

REHABILITATION OF OFFENDERS ACT 1974
If you have been convicted of any criminal offence and/or caution or binding over you must provide details.  You must also provide details if you are subject to any pending criminal conviction, criminal action or court hearing.  You must also include details of any convictions which are considered ‘spent’ under the Rehabilitation of Offenders Act 1974.  If this applies to you, please provide details on a separate sheet and enclose it in the envelope marked ROOA and return it with the application form.  If this does not apply write ‘nil’ below.
Convictions/pending hearing ..........................................................................................................................

Signed .....................................................................................................   Date .............................................

_____________________________________________________________________________________
In the event of a successful application an enhanced disclosure will be sought from the Criminal Records Bureau in relation to criminal and child protection matters.

Please sign below to agree to a check being made.

Signed .....................................................................................................   Date .............................................

_____________________________________________________________________________________

DATA PROTECTION ACT
I hereby give my consent for personal information provided on this application to be held on computer or other relevant filing systems and to be shared with other accredited organisations or agencies in accordance with the Data Protection Act.

Signed …………………………………………………………………   Date ……………………………..

IMMIGRATION, ASYLUM AND NATIONALITY ACT 2006
In accordance with the Immigration, Asylum and Nationality Act 2006, the Trustees will require new members of staff to provide documentary evidence they are legally entitled to live and work in the United Kingdom.  Therefore, on offer of and before commencing a position candidates should provide one of the specified documents listed in Notes for Applicants.
I can confirm I am legally entitled to work in the United Kingdom.

Signed ...................................................................................................   Date ...............................................

_____________________________________________________________________________________

OTHER INFORMATION
Are you registered disabled?


Yes
/
No

If yes, please provide your registered disabled number ...............................................................................

Will you require any special arrangements to be made in order for you to undertake this post and/or attend for interview?




Yes
/
No

If yes, please give details.

_____________________________________________________________________________________
DECLARATION
Please note that should any of the information provided on this form prove to be false you will be subject to  summary dismissal.
I hereby certify that all the information given by me given on this form is correct to the best of my knowledge, that all questions relating to me have been accurately and fully answered and that I possess all the qualifications I claim to hold.  I understand if an offer of appointment is made, I will be required to provide proof of all such qualifications.

Signed ........................................................................................   Date ..........................................................
NOTES TO APPLICANTS

Rehabilitation of Offenders Act 1974:

You must declare all convictions that you have, including motoring offences and all convictions that have become “spent”.

Asylum and Immigration Act 1996:

Upon taking a post applicants should provide one of the following from the list of official documents:

1. A document from a previous employer, the Inland Revenue, the Benefits Agency, the Contributions Agency or the Employment Service (or their Northern Ireland equivalents), showing your name and National Insurance number.  This could be a P45, a pay slip, a P60, a National Insurance card or a letter issued by one of the Government bodies concerned.

2. A passport describing you as a British citizen or as having the right of abode in or an entitlement to re-admission to the United Kingdom.

3. A passport containing a Certificate of Entitlement issued by or on behalf of the Government of the United Kingdom certifying that you have the right of abode in the United Kingdom.

4. A certificate of registration or naturalisation as a British citizen.

5. A birth certificate issued in the United Kingdom or in the Republic of Ireland.

6. A passport or national identity card issued by a State which is a party to the European Economic Area Agreement and which describes you as a national of that State.

7. A passport or other travel document endorsed to show that you are exempt from immigration control, have indefinite leave to enter, or remain in, the United Kingdom or have no time limit on your stay; or a letter issued by the Home Office confirming that you have such status.

8. A passport or other travel document endorsed to show that you have current leave to enter or remain in the United Kingdom and are not precluded from taking the employment in question; or a letter issued by the Home Office confirming that this is the case.

9. A United Kingdom residence permit issued to you as a national of a State which is a party to the European Economic Area Agreement.

10. A passport or other travel document endorsed to show that you have a current right of residence in the United Kingdom as the family member or a named national of a State which is a party to the European Economic Area Agreement and who is resident in the United Kingdom.

11. A letter issued by the Immigration and Nationality Directorate of the Home Office indicating that you are a British citizen or have permission to take employment.

12. A work permit or other approval to take employment issued by Work Permits (UK) or in Northern Ireland, by the Training and Employment Agency.

13. A passport describing you as a British Dependent Territories citizen and which indicates that the status derives from a connection with Gibraltar.
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