	CONFIDENTIAL

Application Form

	Post: 
 Rector for the Parish of St Chad, Lichfield
Closing Date:

22nd August 2011
Shortlisting Date:
Familiarisation Date:

10th September 2011
Interviews:

20th  September 2011 
Please return this form, preferably by e-mail, to: archdeacon.lichfield@lichfield.anglican.org or by post to: The Venerable Chris Liley
     Archdeacon of Lichfield

     24 The Close

     Lichfield

     Staffordshire

     WS13 7LD

     Tel: 01543 306145
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Thank you for your interest in applying for a post with the Diocese of Lichfield. 

In order to progress your application further, you will need to complete an application form which has four parts:
· Part A (Sections 1-6) will be used at shortlisting and interview to assess your suitability for the role.

· Part B (Sections 7-10) will be used to ensure candidates are eligible and to facilitate the appointment process.

· Part C (Section 11) is a Confidential Declaration Form which must be completed in line with House of Bishops’ guidance.

· Part D (Section 12) is an equalities monitoring form and will not be used in reference to your application. 

The purpose of these notes is to provide you with some guidance on completing the application form. 
Please print the information on this page to help you complete your application.
The Person Specification enclosed with the details of the post lists the criteria against which the suitability of each candidate for the post will be assessed.  The person appointed will be the one who most closely meets the criteria.

Travelling expenses and subsistence allowance (in accordance with General Synod regulations) will be allowed to candidates selected for interview.

GENERAL POINTS
Please complete the application form either typed or in black pen so that it can be photocopied.

If you do not have enough space on the form at any point you may continue on a separate page.

Section 1 – Personal  Details
Email Address

Please be advised that if you have provided an e-mail address on your application form we will send further communication regarding selection for interview via this method.  Please be sure to check this account regularly.  If you have not provided an e-mail address any communication will be via first class post.
Section 2 –  Current appointment
Please include a brief summary of your main duties and responsibilities. 

Section 3 – Pre Ordination (Education, Training, Career before ordination )
Please give us as many details as you can about your education, training and career before ordination.  Formal qualifications and relevant experience or training will be considered whether it be at work, in the home or your social life. 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 or unemployed.
Section 4 – Ministry since Ordination

Please detail all posts held since Ordination, including dates. 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.

Section 6 –  Statement of suitability, skills and experience
This is your opportunity to give information about your skills, abilities, knowledge, experience and achievements from all areas of your life (e.g. home, work, leisure interests) that you believe will demonstrate how you meet the criteria contained in the person specification. Please focus particularly on criteria in the “Proven experience” section of the Person Specification. The criteria in the “Personal attributes” section will be assessed at interview and via References.
It may help if you read the Person Specification carefully and make notes against each of the criteria about the things you have done or achieved that show that you can meet the criteria.

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

Section 7 – References 
Please provide us with the names and contact details of three referees. At least one referee should be clerical and one lay.
If you are applying from outside the Diocese of Lichfield, one referee should be a Bishop in the Diocese you minister in, preferably your Diocesan Bishop but alternatively an Area or Suffragan Bishop who knows you well.

If you are a Team Vicar, Priest-in-Charge of a daughter church or Assistant Curate, you should give your Team Rector's or Incumbent's name as a reference.  If not, be prepared to defend the omission.

References will only be requested for those invited to interview. The Data Protection Act of 1998 applies to all references and commendations.

Sections 8-11

If you are completing these sections electronically, where you are required to tick a box, please substitute the relevant box with the tick symbol (() provided.
Section 8 – Proof of Right to Work

If you are invited for interview you will need to bring documents to prove your right to work in the UK. Further information will be sent to you with your interview details.

Section 9 – Convictions  and Disclosures

A criminal record is not necessarily a barrier to appointment. Each case will be dealt with on its merits. The Rehabilitation of Offenders Act 1974 gives individuals the right not to disclose details of old offences as they are deemed to be “spent”.  However for some jobs employers are allowed to ask about these offences, such as those working with children or vulnerable adults, which will require a check on previous convictions (including those deemed to be spent), plus details of any cautions, reprimands, warnings, bindovers or no case to answer. It is your responsibility to distinguish between those convictions, which require to be declared and those that do not.  This post requires a Criminal Records Bureau Enhanced Disclosure.
Declaration

If you are completing the Application Form electronically and sending by email, you will be asked to sign and date this Declaration at interview. If you are sending your application by post, please sign and date it.

Section 11 – Confidential Declaration form

In line with House of Bishops guidance, all applicants are asked to fill in a Confidential Declaration form. This must be completed. 

If you are completing this form electronically, where you are required to tick a box, please substitute the relevant box with the tick symbol (() provided. If you are sending the form by email, as with the Declaration after Section 10, you will be asked to sign and date this Declaration at interview. If you are sending your application by post, please sign and date it.
Section 12 - Monitoring Details
In order to ensure that the Diocese’s equal opportunity policy is carried out all applicants are asked to provide information on their ethnic origin, sex, any disability, etc.

Our aim is that all Clergy should be able to work in an environment which is free from discrimination, harassment and bullying and where they feel valued and respected. To help us ensure that our recruitment and selection process is fair to all, would you please complete the equal opportunities monitoring information
Our preferred method of receiving completed application forms is by email. Please send your application to the address on the cover of this application form.  If you send an electronic copy, you will be asked to sign the declaration if you are invited to interview. 

Alternatively, please send a hard copy by post to the address shown on the cover.
We wish you every blessing with your application and thank you for your interest.
CONFIDENTIAL
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For office use only:
	Application for the post of
	

	Application Form Reference
	

	Date Received
	


It is important that this application form is completed by applicants.  A Curriculum Vitae is not an acceptable substitute.  Please type or use black ink.

Data Protection Act

Under the terms of the Data Protection Act 1998, the information provided on this form will be held in confidence and used for the purpose of recruitment, selection and HR administration/monitoring and no other purpose.
SECTION 1   
PERSONAL DETAILS

	Surname
	
	 
	

	Forename
	

	Address
	

	
	

	
	

	
	

	
	

	Telephone
	
	E-Mail
	

	Mobile
	
	   Fax
	

	
	

	Ordained Deacon in the Diocese of
	
	In (year)
	

	Ordained Priest in the Diocese of
	
	In (year)
	

	Currently Beneficed/Licensed in the Diocese of
	
	
	

	 Lay Ministers
	
	
	

	 First licensed/commissioned in the Diocese of
	
	In (year)
	


SECTION 2   
CURRENT APPOINTMENT

Please give a brief description of the work and duties.

	


SECTION 3   
PRE ORDINATION

Please give details with dates.
i) Principal secondary schools

	Dates
	School

	
	


ii) Further education (including theological college or course) 

Please give qualification obtained with class if degree.

	Dates
	College, course etc

	
	


iii) Other professional/practical qualifications obtained (eg teaching, social work).

	Dates
	Qualification / experience

	
	


iv) Career before ordination
Please give an indication of the nature of the work and responsibilities.

	


SECTION 4 
MINISTRY SINCE ORDINATION
i) Posts held since Ordination (full and part-time not including present appointment).  
Please list in chronological order, with separate entries for posts held concurrently (eg Rural 
Dean, chaplaincies etc) and indicate major parish features (eg team ministry, ecumenical).

	Dates
	Post and description

	
	


ii) Responsibilities in the wider church
Please indicate tasks undertaken for the wider Church (eg synodical responsibilities at any level, diocesan committees and working parties served on, ecumenical involvement or work for a Church voluntary organisation).
	Dates
	Description

	
	


iii) Continuing Ministerial Education
Please list training courses attended (other than Post Ordination Training).
	Dates
	Course 

	
	


iv) Publications (use separate sheet if necessary)
	Date
	Publication

	
	


v)      
Theological and Ecclesiological 

	(a) What theological traditions have shaped your ministry and with which do you feel most at ease today?



	(b) With what patterns of worship are you most at ease?



	(c)  What are your priorities in ministry?



	(d) What spiritual disciplines have moulded, and now mould, your daily life and ministry?




SECTION 5   
COMMUNITY AND OTHER INTERESTS

i) Responsibilities in the community

Please list tasks undertaken (eg school governor, political or community service).
	


ii) Other areas of interest
Please indicate special areas of concern (eg particular issues in contemporary life,    international matters, academic or artistic interests).

	


SECTION 6   
STATEMENT OF SUITABILITY, SKILLS & EXPERIENCE
Please state your reasons for applying for this post and why you think you are a suitable candidate, making particular reference to the section entitled “Proven experience” in the Person Specification. Please continue on additional pages if required.
	


PART B

SECTION 7   
REFERENCES

Please give names and addresses of three persons to whom reference can be made.  At least one should be clerical and one lay.  Please obtain their permission.
Please see guidance note for further information.

	Name
	

	Occupation
	

	Address
	

	Email address
	

	Telephone number
	


	Name
	

	Occupation
	

	Address
	

	Email address
	

	Telephone number
	


	Name
	

	Occupation
	

	Address
	

	Email address
	

	Telephone number
	


SECTION 8 
PROOF OF RIGHT TO WORK IN THE UK

Under Sections 15 to 26 of the Immigration, Asylum and Nationality Act 2006 employers have a responsibility to check the entitlement to work in the United Kingdom of their prospective employees.  This includes office holders who may be sponsored by the Church.  
The successful applicant will be required to provide evidence such as a UK passport, full birth certificate or other appropriate documentation from the Home Office Border & Immigration Agency Lists A or B.

Do you have the right to take up employment in the UK and, if necessary, a Work Permit?

(Please tick ()

    Yes  (    No  (
SECTION 9 
CONVICTIONS (Rehabilitation of Offenders Act 1974)

Under the above Act, most sentences awarded by a Court for criminal offences may be regarded as spent and disregarded, for most purposes, after a specified period of time and need not be disclosed.  However, if the appointment for which you have applied is one to which the Rehabilitation of Offenders Act (Expectations) Orders apply, you are required to declare any criminal convictions and enquiries and checks may be made in that respect.

It is your responsibility to distinguish between those convictions that require to be declared and those that do not, and enquiries and checks may be made in that respect.

Any convictions declared?        

    Yes  (    No  (
If YES, please state details:

SECTION 10
FURTHER APPLICATION INFORMATION

1.
Do you possess a current full Driving Licence?


    Yes  (    No  (
Do you own or have access to a car?




    Yes  (    No  (
Or other vehicle (please specify)………………………………………..




2.
Are your papers available from the Archbishops’ Secretary for Appointments?
    Yes  (    No  (
3
Clergy, ordinands and such employed lay people as have duties that require them to represent or speak on behalf of the Church (which, for the purposes of this policy, includes all employees of the national church) may not be a member of or promote or solicit support for a party or organisation whose constitution, policy objectives or public statements are declared in writing by the House of Bishops to be incompatible with the Church of England's commitment to promoting racial equality. This explicitly includes the BNP.
Please confirm that you are able to comply with this?      

    Yes  (    No  (
DECLARATION
I declare that, to the best of my knowledge, the information on this application is true.  I understand that if the information I have supplied is false or misleading in any way, I will automatically be disqualified from the appointment or dismissed without notice.

Signature: 
Date:



PART C

SECTION 11 
CONFIDENTIAL DECLARATION FORM

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/Bishop's Child Protection Officer. All forms will be kept securely under the terms of 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 you are answering.

Please tick ( either the YES or NO Box in answer to EVERY QUESTION

1a 
Have you ever been convicted of a criminal offence (including any spent convictions under the Rehabilitation of Offenders Act 1974)?  *


Yes  (    No  (
1b 
Have you ever been cautioned by the police, given a reprimand or warning or bound over to keep the peace?

Yes  (    No  (
1c
Are you at present under investigation?

Yes  (    No  (
1d
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 young person under the age of eighteen years, or has any such Court made an order against you on the basis of any finding or allegation that any child or young person was at risk of significant harm from you?
Yes  (    No  (
2a 
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?


Yes  (    No  (
2b
Has your conduct ever caused or been likely to cause significant harm to a vulnerable adult, or put a vulnerable adult at risk of significant harm?

Yes  (    No  (
2c
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 on a separate sheet, 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.

3
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?

Yes  (    No  (
4
Have you any health problem(s) which might affect your work with children, young people under the age of eighteen or vulnerable adults?

Yes  (    No  (
5
 Have you ever been known by any name other than that given on this form?

Yes  (    No  (
6
Have you, during the past five years, had any home address other than that given below?

Yes  (    No  (
* 
All previous convictions, with the exception of technical motoring offences leading only to a fine, should be disclosed.

**
Significant harm involves serious ill-treatment of any kind including neglect, physical, emotional or sexual abuse, or impairment of physical or mental health development.

***
Please delete if not applicable.

Declaration:

I declare that the above information [and that on the attached sheets]*** is accurate and complete to the best of my knowledge.

Signed: _________________________________  
Date: ________________________

	Full name

	Address

	Post code
	Tel number

	Email address
	Date of birth


Before an appointment can be confirmed, an Enhanced Disclosure from the Criminal Records Bureau will be required (processed by the Diocesan Office).
-----------------------------------------------------------------------------------------------------------------------------------
Office use only:

Progress to Official CRB Clearance Application:  YES/NO


Authorising Signature and Date:
PART D

SECTION 12
MONITORING 
Please note:  This information will be used to enable us to monitor our performance as an equalities employer effectively, and for that purpose only.  This information will be treated in the strictest of confidence, and will be detached from your application and not seen at any time by the Selection Panel.  
We would be grateful if you would provide the following information.  It will not be used in assessing candidates and all information supplied will be treated in the strictest confidence.  It will be detached from your application form.

Tick (the appropriate boxes below and thank you for your time in completing the form.
	Gender
	Female
	Male


	Age
	20-25
	
	26-35
	
	36-45
	
	46-55
	
	56-65
	
	65+


	What is your ethnic group?

White – British

White – Irish

White – Other

Mixed – White and Black Caribbean

Mixed – White and Black African

Mixed White and Asian

Mixed – Other

Asian or Asian British – Indian

Asian or Asian British - Pakistani


	(

	Asian or Asian – Bangladeshi

Asian or Asian British – Other

Black or Black British – Caribbean

Black or Black British – African

Black – Other

Chinese

Other ethnic group

If other, please specify:
	(



Do you have a disability as defined by the Disability Discrimination Act 1995?  
Yes  (    No  (
For office use only:

	Application form Reference:


Date Received:

	


Guidance notes on completing the application form
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