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		APPLICATION FOR EMPLOYMENT

	Post: Safeguarding Administrator
	Location: Diocese of Hexham and Newcastle, St Cuthbert’s House, West Road, Newcastle upon Tyne, NE15 7PY	

	Please return completed application form to: annie.leaver@diocesehn.org.uk or bernadette.aquino@diocesehn.org.uk 
or post to:
Private & Confidential
Bernadette Aquino, HRBP 
Diocese of Hexham and Newcastle
St Cuthbert’s House
West Road
Newcastle upon Tyne
NE15 7PY				



PERSONAL DETAILS

	Title: 
	Surname: 

	Forenames:

	Please kindly provide us with your current home address and the length of time residing at this property. If you have lived at this location for less than 5 years please provide full details of all properties including any shared dwellings, multiple occupancy and halls of residence, (including university term time occupation changes if you used this as a resident address) that you have lived at during the last 5 years. 

	Home address including postcode
	From
	To

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	





	Previous surname:

Reason for surname change such as marriage or civil partnership etc. 


	Known as:

	Home telephone number:
	Mobile telephone number:

	Work telephone number (if it may be used):

	Email address:

	On what date would you be available to commence this employment?

	If you require any reasonable adjustments to assist you at an interview, please tell us.






	Where did you see this vacancy advertised?



DRIVING

Some positions require you to have access to a vehicle that you can use for work. You will find this in the Essential criteria of the Person Specification of the position you are applying for.
You only need to answer the Driving part of the form if the job that you are applying for requires you to drive for your role.

	Do you have access to a vehicle that you can use for work?
	Yes or No
	Do you hold a valid UK Driving Licence?
	Yes or No



RIGHT TO WORK IN THE UK
	UK or European Economic Area National?              Yes          No    

	If no, please detail work permit you currently hold:

	Nationality:

	National Insurance Number:




EDUCATION AND QUALIFICATIONS
	

	QUALIFICATION DETAILS

	Secondary Education

	Name of school/college:
	
	From:

	To:


	Subject
	Qualification
	Grade/Result
	Awarding Body

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	


	
	
	

	FURTHER EDUCATION


	Name of College or University: 
	From:
	To:

	Qualification:
	Grade/Result:

	Subject:
	Awarding Body:



	Name of College or University:
	From:
	To:

	Qualification:
	Grade/Result:

	Subject:
	Awarding Body:



	Name of College or University:
	From:
	To:

	Qualification:
	Grade/Result:

	Subject:
	Awarding Body:



	Name of College or University:
	From:
	To:

	Qualification:
	Grade/Result:

	Subject:
	Awarding Body:



	CURRENT QUALIFICATIONS BEING STUDIED FOR


	Name of College or University:
	From:
	To:

	Qualification:
	Expected completion date:

	Subject:
	Awarding Body:



	TRAINING, SEMINARS OR SHORT COURSES THAT ARE RELEVANT TO THE POST

	

	
	

	

	
	

	

	
	



Please continue onto a separate sheet if needed.

MEMBERSHIP OF PROFESSIONAL BODIES

	Institute:
	Date of membership:

	
	Expiry date:

	Membership Status:
	Membership number:



EMPLOYMENT HISTORY

Please ensure you include your last three positions. You may attach a CV with all and any additional information on your previous employment or you can add to this on a separate sheet. However, you must complete the employment section and all other sections in full. You must not say refer to CV. 

	MOST RECENT OR CURRENT EMPLOYER

	Name, address and nature of business:


	From Month Year

	
	

	
	To Month Year

	
	

	Position held and brief details of responsibility:

	Salary: 

	
	

	
	Notice Period:

	
	

	Why do you wish to leave this post?




	PREVIOUS EMPLOYERS

	Name, address and nature of business:


	From Month Year

	
	

	
	To Month Year

	
	

	Position held and brief details of responsibility:

	Salary:

	
	

	
	Reason for leaving:

	
	



	Name, address and nature of business:


	From Month Year

	
	

	
	To Month Year

	
	

	Position held and brief details of responsibility:

	Salary:

	
	

	
	Reason for leaving:

	
	



	Name, address and nature of business:


	From Month Year

	
	

	
	To Month Year

	
	

	Position held and brief details of responsibility:

	Salary:

	
	

	
	Reason for leaving:

	
	



SUPPORTING STATEMENT

On a separate word document, in no more than 500 words, please detail how and why your experience and skills meets the essential criteria of the Person Specification. We would like to see demonstrative workplace or volunteering examples set against our Values and the core competencies and behaviours as noted in the Job Description. Finally, you should tell us why you want to work for us and particularly the Diocese of Hexham & Newcastle. 

REFERENCES

	Please give details of two employment references, one of whom should be your most recent employer.

	Name: 
	Name:

	Position:
	Position:

	Organisation:
	Organisation:

	Address:
	Address:

	Email:
	Email:

	Telephone numbers:
	Telephone numbers:

	Relationship (e.g. Manager)
	Relationship (e.g. Manager)

	May we contact this referee prior to interview?

	May we contact this referee prior to interview?



[bookmark: _Hlk206762709]DATA PROTECTION STATEMENT

The personal data you provide will be processed in accordance with our Candidate Privacy
Notice, which is available to download at http://www.rcdhn.org.uk/hr/diovac.php

I                                               (print name on gap) hereby give consent for my personal information to be processed as per this notice.

PERSONAL DECLARATION - SAFER RECRUITMENT 

I declare to the best of my knowledge and belief, all particulars I have given in all parts of this application form are accurate, complete and true. I understand that I must share with the Diocese of Hexham and Newcastle any of the following and I undertake to do so on a separate sheet of paper in the full knowledge that this additional sheet is an incorporated and legally binding attachment.

(i) Tell us if you have been previously employed by the Diocese of Hexham and Newcastle. 

(ii) When and if you have previously been employed by the Diocese and left following an agreement reached between both parties*

(iii) If you are under investigation for an alleged incident which is still ongoing*.

(iv) A criminal record (excluding youth cautions) which for the purposes of some roles within the Diocese will never be spent (see below for the Rehabilitation of Offender’s Act 1974).

(v) Employment eligibility to work in the UK. (The Diocese does not sponsor and is not registered with the Office of Immigration Services).

(vi) This point deals with personal conduct. You are required to declare any behaviour which may be considered contrary to the Equality Act 2010 including the provision for sexual harassment, and any third-party allegation which may have been raised against you in a formal employment setting. This equally extends to include any criminal matter such as, but not limited to, bullying and abuse whether physical or mental, either in a domestic or professional setting.

(vii) For the purposes of clarity and fairness and in full compliance with the law you should tell us is you have ever been investigated for matters which involved children or vulnerable adults.

(viii) Have you ever breached an internal company or organisational policy or failed to meet any conduct expectations which resulted in disciplinary action.    Yes            No                   

(ix) Declaration of Interests 

To ensure transparency and to ensure we uphold the integrity of the Diocese, you must disclose any Diocesan connection including with the Youth Ministry Trust, Diocesan Clergy, Volunteers, Employees as well as any other personal, financial, or professional interests that may present a conflict with the role applied for.

*In signing this Application Form you undertake to agree that the any false declaration or misleading statement or any significant omission may disqualify you from employment and render you liable to either:

(i) Withdrawal of our offer of employment without repudiation to the Diocese.
(ii) Dismissal. 

I understand that

(i) Completion of a satisfactory DBS application may be required if the role that I am applying for requires this

(ii) Open-source checking may be undertaken.


(iii) Two references either two Professional or one Professional from your most recent employer and one Character

(iv) Checks on relevant qualifications

(v) Employment eligibility

(vi) A satisfactory probationary period

(vii) The potential for an Experian or likeminded credit check.

Please ensure that your supplementary sheet of paper is clear in its resolve for clarity by using the corresponding number to which you are referring and commenting upon.

REHABILITATION OF OFFENDERS

	Have you ever been convicted of a criminal offence?
(Declaration subject to the Rehabilitation of Offenders Act 1974)
	Yes                           No



	If yes, please provide details.










	
Signature 

	
Date 



The Diocese of Hexham and Newcastle is proud to be an equal opportunities employer, welcoming applications from individuals of all backgrounds, including those who identify as neurodivergent. We are committed to creating a workplace where equity and diversity of thought and experience is respected and valued. We therefore welcome applications from all sections of the community.
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