




Ashtead PCC 
                                           Registered Charity No: 1132244, Registered Office: 

                             Parish Office, St George’s Christian Centre, 


                     Barnett Wood Lane, Ashtead, Surrey KT21 2DA
Ashtead PCC Application Form
Please complete this form electronically and send it by email to ministrypa@ashteadparish.org or print and return it in an envelope marked “Confidential” to: Sarah Jones, Ministry PA at the address above. Please answer the questions having considered the job description. If you require additional space, please add an extra page marking it clearly with your name, the role you are applying for and the question you are answering. Thank you.
	St Giles and St George’s Church, Ashtead               Please type or write neatly in black ink

	Please tell us which role you wish to apply for:


	Surname (BLOCK CAPITALS)


	Other names in full



	Address (BLOCK CAPITALS)                                                      

                                                                                       

	Bearing in mind the working hours for this role, please confirm when you can work the hours you are applying for. (Please circle the days of the week that you can work, ensuring the hours add up to the requirements of the job)

                                Mon                Tues               Weds                 Thurs                    Fri            
From (time)

To (time)

Total Hours 

  on this day


	Please complete the details for the contact method that suits you best. 

Telephone numbers: Daytime:                                           Evening
Mobile:                                                                                Email: 



	Do you have any special requirements that we should be aware of to facilitate your application? 

Yes/No                       If yes, please give details:



	Page 2. Your name:


	1. Relevant Qualifications including Membership of Professional Organisations and Other Professional/Practical Qualifications: 

	Relevant qualifications, exam results / level and year obtained



	2. Present and Previous Appointments



	Starting with your present role, please list details of any employment, voluntary or paid.

	Dates

from           to
	Name and Location of Employer
	Job Title and Brief Description of Role/Job



	
	
	

	3. Describe why have you applied for this role? 


	4. Please tell us what relevant experience you have that will help you in this role? 
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	5. Please tell us what relevant skills or knowledge you have that will help you in this role? 


	6. Please give an example of when you have shown initiative to resolve an issue and worked through the issue to find a solution? 

	7. Please describe your working style. Please give an example of a relevant situation you have encountered at work, what you did and the outcome? 


	8. Please give an example of when you have had to handle a challenging situation with a team member? 


	Page 4. Your name:


	9. Is there anything else you wish to tell us in support of your application?  


	10a Please give details for two references relating to your work. Reference 1:

Referee Name                                                 

Job Title

Their relationship to you

E-mail, telephone number and postal address



	10b Please give details for two references relating to your work. Reference 2:

Referee Name                                                 

Job Title

Their relationship to you

E-mail, telephone number and postal address




DECLARATIONS

	This section to be completed only for roles which are a regulated activity relating to St Giles’ & St George’s Ashtead within the meaning of Schedule 4 to the Safeguarding Vulnerable Groups Act 2006.

The post you are applying for is ‘exempt’ from the Rehabilitation of Offenders Act 1974 and therefore you are required to declare any convictions, cautions, reprimands and final warnings that are not "protected" (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.
In addition, the post you are applying for is a regulated activity with St Giles’ & St George’s Ashtead. If you have been barred from undertaking regulated activity with St Giles’ & St George’s, you cannot continue with this application. A barred person is breaking the law if they seek, offer or engage in regulated activity with a group from which they are barred from working.
Having a criminal record will not necessarily prevent you from working with us; this will depend on the nature of the position and the circumstance and background of the offence. Suitable applicants will not be refused posts because of offences which are not relevant to the role and which do not make them a risk in the role for which they are applying.

In addition, the post you are applying for is a regulated activity with a vulnerable group within the meaning of Schedule 4 to the Safeguarding Vulnerable Groups Act 2006. If you have been barred from undertaking regulated activity with St Giles’ & St George’s, you cannot continue with this application. A barred person is breaking the law if they seek, offer or engage in regulated activity with a group from which they are barred from working.

Have you at any time been convicted of an offence, spent or unspent?   
*YES / NO    *Delete as appropriate
Have you ever received any cautions, reprimands, final warnings or convictions? 


*YES / NO    *Delete as appropriate


PROFESSIONAL CONDUCT

	Have you been subject to any investigation into your professional conduct by any licensing, regulatory or professional body in the UK or any other country where the outcome was adverse?                                    
*YES / NO    *Delete as appropriate

Are you currently the subject of any investigation by any professional organisation in the UK or any other country, which might lead to your removal from any of their lists?
                                      

*YES / NO    *Delete as appropriate

At the same time I agree to inform the Diocese of Guildford immediately if any such investigation should be initiated.  This includes issues, which may lead to such an investigation and/or have any bearing on my suitability to this post?  *YES / NO    *Delete as appropriate

If you have answered YES to any of the above questions, please give details on a separate sheet.  Any information supplied will remain confidential and will be considered only in relation to your application for this post.



GENERAL DATA PROTECTION REGULATIONS  

	Consent for Job Applicants

In May 2018 the law changes about how companies record, store and use individuals’ personal data. Currently the Data Protection act cover how this is managed, but this new GDPR law means we have to change some of our working practices.

As a Diocese we need to collect and hold data about you to enable us to process your job application. The GDPR laws places a further, and new, obligation for employers to tell their job applicants in more detail why we collect your data, what we do with it, and how long we expect to retain it.

We wish to obtain your informed consent about the data that we may hold about you as it provides you with a better understanding of how we will use your data.

We are not planning to transfer your data outside the EEA.

Your consent is requested

We would like your consent to hold personal and special data about you in order that we can process your employment application.

The data we wish to obtain and hold (a range of examples provided, but not limited to)

Type of data

Why we wish to hold it

How long it will be kept for 

Recruitment data 

Previous employers

Types of job held at other companies.

Previous salaries.

Skills and qualifications obtained.

This will allow us to make a decision on your suitability for employment/engagement.

It will help us to decide which team you may be most suitable in. 

Data obtained during recruitment will only be kept until your application has been declined and then destroyed after 6 months. 

If a job offer is made and more comprehensive GDPR consent form will be issued.

Agreement to use my data 

I hereby freely give my prospective employer Ashtead PCC consent to use and process my personal data relating to my job application (examples of which are listed above).  

In giving my consent:

I understand that I can ask to see this data to check its accuracy at any time via a subject access request (SAR).

I understand that I can ask for a copy of my personal data held about me at any time, and this request is free of charge.

I understand that I can request that data that is no longer required to be held, can be removed from my file and destroyed.

I understand that if I am unsuccessful with my application my data will be destroyed after 6 months.

I understand the Data Protection Officer for our Diocese is Diocesan Communications Director, and I can contact him/her directly if I have any questions or concerns.  

I understand that if I am dissatisfied with how my company uses my data I can make a complaint to the government body in charge (Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or at www.ICO.org.uk)

Name  ______________________________  
Signed _______________________________  Date: ___________________________




	Declaration 

I confirm that the information given on this form is, to the best of my knowledge and belief, true and complete.  I understand that the PCC is not legally allowed to employ persons who are deemed “not fit” to work with vulnerable adults or children and that if any of the information I have given is found to be false or misleading, the PCC can withdraw their offer of employment to me, or cancel their agreement with me.  I understand that if this is discovered at a later date, I may be dismissed.

I also give my consent to the processing of my personal data by computer or other means in relation to my job application and possible future employment.

Signed: _____________________________     Date: ___________________________




Thank you for applying for this opportunity. We will contact you once we have

reviewed your application.
PRIVATE AND CONFIDENTIAL
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