APPLICATION FORM
THE DEAN & CANONS OF
WINDSOR

NB: This post may require DBS disclosure to be completed
POSITION APPLIED FOR:

The following information will be treated in the strictest confidence.

PERSONAL

(Please complete this section in BLOCK CAPITALS)
Surname: First Name(s):
Address:
Contact Tel. No: Mobile Tel No.
NI Number
Are you involved in any activity which might limit your availability to work or your working hours YES/NO
e.g., local government?
If YES, please give full details.
Are you subject to any restrictions or covenants which might restrict your working activities? YES/NO
If YES, please give full details
Are you willing to work overtime and weekends if required? YES/NO
Please give details of any hours which you would not wish to work:
Have you any convictions (other than spent convictions under the Rehabilitation of Offenders YES/NO
Act 1974)?
If YES, please give full details
If offered employment, you will be required to complete a Pre-Employment Medical YES/NO
Questionnaire. Are you prepared to undergo a medical examination before employment?
Have you ever worked for the Dean & Canons before? YES/NO
If YES, please give full details
Have you applied for employment with the Dean & Canons before? YES/NO
Do you need a work permit to take up employment in the U.K.? YES/NO

How much notice are you required to give to your current employer?




EDUCATION

Schools attended since age 11 From To Examinations and Results
College or University From To Courses and Results
Further Formal Training From To Diploma/Qualification
Job related Training Courses Date Subject

Name of Organisation

Please give details of membership of any technical or professional associations:

Please list languages spoken and the level of competence:




EMPLOYMENT DETAILS

Please give details of your past employment, excluding your present or last employer, stating the most recent first.

Name and address of employer Dates Position held/Main duties Reason for leaving
PRESENT OR LAST EMPLOYER
Are you currently employed? YES/NO

Name of present or last employer:

Address:

Telephone No:

Nature of business:

Job title and a brief description of your duties:

Reason for Leaving:

Length of Service: From:

To:




INTERESTS, ACHIEVEMENTS, LEISURE ACTIVITIES (e.g. hobbies, sports, club memberships)

SUPPLEMENTARY INFORMATION

Please set out below any further information to support your application, e.g. past achievements, future aspirations,

personal strengths.

DECLARATION

| declare that the information given in this form is complete and accurate. | understand that any false information or
deliberate omissions will disqualify me from employment or may render me liable to summary dismissal. |
understand these details will be held in confidence by the Dean & Canons, for the purposes of assessing this
application, ongoing personnel administration and payroll administration (where applicable) in compliance with the

Data Protection Act 1998.

Signature:

Date:

REFERENCES

Please give the names of two people (one of which should be your present or most recent employer) whom we may

approach for a reference.

Can we approach your current employer before an offer of employment is made? YES/NO
Name: Name:
Position: Position:
Address: Address:
Tel. No: Tel. No:

SOURCE OF APPLICATION

How did you hear of this vacancy?




POLICY STATEMENT ON THE RECRUITMENT
OF EX-OFFENDERS

As an organisation using the Disclosure & Barring Service (DBS) Disclosure service
to assess applicants' suitability for positions of trust, the Dean & Canons complies with
the DBS Code of Practice and undertakes to treat all applicants for positions fairly. It
undertakes not to discriminate unfairly against any subject of a Disclosure on the basis
of conviction or other information revealed.

The Dean & Canons is committed to the fair treatment of its employees, potential
employees or users of its services, regardless of race, gender, religion, marital status,
sexual orientation, responsibilities for dependants, age, physical/mental disability or
offending background

We have a written policy on the recruitment of ex-offenders, which is made available
to all Disclosure applicants at the outset of the recruitment process

We actively promote equality of opportunity for all with the right mix of talent, skills and
potential and welcome applications from a wide range of candidates, including those
with criminal records. We select all candidates for interview based on their skills,
qualifications and experience.

A Disclosure is only requested after a thorough risk assessment has indicated that
one is both proportionate and relevant to the position concerned. For those positions
where a Disclosure is required, all application forms, job adverts and recruitment briefs
will contain a statement that a Disclosure will be requested in the event of the individual
being offered the position.

Where a Disclosure is to form part of the recruitment process, we encourage all
applicants called for interview to provide details of their criminal record at an early
stage in the application process. We request that this information is sent under
separate, confidential cover, to a designated person within the Dean & Canons and
we guarantee that this information is only be seen by those who need to see it as part
of the recruitment process.

Unless the nature of the position allows the Dean & Canons to ask questions about
your entire criminal record we only ask about "unspent” convictions as defined in the
Rehabilitation of Offenders Act 1974.

We ensure that all those in the College who are involved in the recruitment process
have been suitably trained to identify and assess the relevance and circumstances of
offences. We also ensure that they have received appropriate guidance and training
in the relevant legislation relating to the employment of ex-offenders, e.g. the
Rehabilitation of Offenders Act 1974.

At interview, or in a separate discussion, we will ensure that an open and measured
discussion takes place on the subject of any offences or other matter that might be
relevant to the position. Failure to reveal information that is directly relevant to the



position sought could lead to withdrawal of an offer of employment.

We make every subject of a DBS Disclosure aware of the existence of the DBS Code
of Practice and make a copy available on request.

We undertake to discuss any matter revealed in a Disclosure with the person seeking
the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working with us. This
will depend on the nature of the position and the circumstances and background of
your offences.

Security Checks

The work of the Dean & Canons and the College’s physical location requires that in
addition to DBS disclosures it must ensure that no individual is a security risk. All who
are employed by the Dean and Canons, whether a disclosure is relevant to their role
or not, are subject to successfully passing a security check by the Metropolitan Police
via the Royal Household Security Liaison office.



