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Private & Confidential

APPLICATION FORM

Associates & Operational Staff

Thank you for your interest in London City Mission and for completing our application form. Guidance Notes have been included in this document for your information and to help you complete your application. If you are completing this form by hand please print the form and write in BLOCK CAPITALS using BLACK INK.  If you are completing the form electronically please use key F11 to move between fields to enter your information, or double click to check a box.

	Position applied for:
	     


Section 1
A.
Your Personal Details

	Surname:
	     

	First Names:
	     

	Title: Please put a cross in the appropriate box
	Mr  FORMCHECKBOX 
 / Mrs  FORMCHECKBOX 
 / Miss  FORMCHECKBOX 
 / Ms  FORMCHECKBOX 
 / Other  FORMCHECKBOX 


	Permanent Address:
	     

	Town:
	     

	County:
	     

	Country:
	     
	Post/Zip Code:
	     

	Telephone Private:
	     

	Telephone Business:
	     

	Telephone Mobile:
	     

	Email address:
	     

	

	National Insurance Number:
	  
	  
	  
	  
	  
	  
	  
	  
	  

	B.
Your Right to work

Please note that you will be required to provide proof of your right to work in the UK and it is essential that you complete this section in full

	Are you a British Citizen?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If YES, please identify which of the following applies

	I have a British Birth Certificate:
	Yes  FORMCHECKBOX 


	I have a British Citizen Certificate:
	Yes  FORMCHECKBOX 


	Reference Number:
	     
	Date:      

	British Passport Number:
	     
	Expiry Date:      

	If NO, then please fill in all information below:

	Other passports

	Passport Number:
	     

	Country:
	     

	Issue Date:       
	Expiry Date:      

	Visa Details

	Type:      
	Expiry Date:      

	Please give relevant details of any restrictions or official statements relating to your visa

     


C.
Criminal Convictions
You are required to disclose any convictions which are not ‘spent’ by virtue of the Rehabilitation of Offenders Act 1974
	Do you have any unspent criminal convictions as defined in the above act?
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	If Yes, please give details.

Having a conviction will not automatically affect your employment opportunities with London City Mission. The information you provide will be treated as strictly confidential and will be considered only in relation to the role you have applied for.

	Date
	Offence
	Sentence

	Date to be spent

	     
	     
	     
	     

	     
	     
	     
	     


Due to the nature of our work, we need to identify candidates who would be unsuitable for certain jobs, especially work that involves vulnerable groups including working with children. It may be that the role you have applied for will be identified as exempt from the Rehabilitation of Offenders Act 1974 and will be eligible for a criminal record check processed through the Disclosure and Barring Service. The level of check (standard/ enhanced/ and/or Barred List checks) will be determined by the role and the position being applied for.

D.
Driving Licence 
	Do you have a current driving licence?

	Provisional
	 FORMCHECKBOX 

	Full
	 FORMCHECKBOX 

	Other
	 FORMCHECKBOX 

	None
	 FORMCHECKBOX 


	Driving Licence Number:       

	Expiry date of Licence:       

	Are you entitled to drive a minibus?
	Yes   FORMCHECKBOX 

	No   FORMCHECKBOX 


	Do you have any current endorsements?  Please give details if relevant.       


E.
Further details
	Have you applied for a position with the London City Mission in the past?  If so, please give details.

     

	How much notice would you be required to give your present employer?

     

	Please give dates when you are not available for interview

     

	How did you hear about LCM and this position?  *Please tick as appropriate.
Social media  FORMCHECKBOX 


Friend or family member  FORMCHECKBOX 


Church  FORMCHECKBOX 

Word of mouth  FORMCHECKBOX 


LCM employee  FORMCHECKBOX 



LCM website  FORMCHECKBOX 

Other:      


F.
Equal opportunities monitoring
We ask you to complete this section to enable us to monitor the effectiveness and fairness of the London City Mission’s recruitment policy.  Please see the guidance notes for further information.  This questionnaire will be used to provide statistics for monitoring purposes and will not form part of the selection process.
	Ethnic group
Ethnic origin is not about nationality, place of birth or citizenship. It is about broad ethnic groups. You might belong to any of the groups indicated.

	Bangladeshi
	 FORMCHECKBOX 

	White & Black African
	 FORMCHECKBOX 


	Chinese
	 FORMCHECKBOX 

	White & Asian
	 FORMCHECKBOX 


	Indian
	 FORMCHECKBOX 

	White & Black Caribbean
	 FORMCHECKBOX 


	Pakistani
	 FORMCHECKBOX 

	Other Mixed Race
	 FORMCHECKBOX 


	Other Asian
	 FORMCHECKBOX 

	White British
	 FORMCHECKBOX 


	Black African
	 FORMCHECKBOX 

	Other White
	 FORMCHECKBOX 


	Black Caribbean
	 FORMCHECKBOX 

	Do not wish to declare
	 FORMCHECKBOX 


	Other Black
	 FORMCHECKBOX 

	
	

	Age

	Date of birth:       


Disability
	The Equality Act 2010 defines a person with disability as someone who has a physical or mental impairment that has a substantial and long term adverse effect on their ability to perform normal day to day activities.  

	Would you consider yourself to have a disability?
	
	Yes FORMCHECKBOX 

	
	No FORMCHECKBOX 


	If YES please provide details explaining how we could best support you.  If you have any specific needs that you would like us to be aware of for the recruitment process please contact the Personnel & Compliance Department.
     


* Please be advised that pages 1-4 will be detached from
the rest of the application form prior to it being considered
because they contain information that is strictly private and confidential

Section 2
A.
Education and Training Details 
Please list details of your relevant educational and /or professional qualifications.
	Secondary, Further and Higher Education

	Name of educational establishment
	Subjects studied
	Qualification obtained
(include grades)

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


	Professional/Other Qualifications and memberships

	Awarding body/qualification
	Level/grade of membership
	Date obtained

	     
	     
	     

	     
	     
	     

	     
	     
	     


	Occupational Training Courses 

	Dates
	Details

	     
	     

	     
	     


B.
Your Employment and Volunteering History
	Employment

	Present or most recent position:       

	Employer:       

	Job Title:       
	Start Date:       

	Description of Job:       

	Reason for Leaving:       


	Please list details of your previous three positions and any other posts held which you consider to be relevant. You may wish to include voluntary work if appropriate.

	Dates
	Employer’s name, address and nature of business
	Job title and main responsibilities
	Reason for leaving

	 MM/YY 
	     
	     
	     

	 MM/YY 
	     
	     
	     

	 MM/YY 
	     
	     
	     

	 MM/YY 
	     
	     
	     

	 MM/YY 
	     
	     
	     

	 MM/YY 
	     
	     
	     

	 MM/YY 
	     
	     
	     


C.
Evidence of Relevant Experience

Please tell us how your previous experience, knowledge, skills and training make you a suitable candidate for this role.  Please refer to the Job Description to support your answer
	     


D.
Interests and Hobbies

	Let us know about ways that you relax, your pastimes, sports, etc.

	     

	Please tell us about any languages and cultures that you have particular knowledge of.

	     


E.
Applying for a role without an Occupational Requirement
This section needs to be completed if you have applied for a role that does not have an Occupational Requirement (OR) attached to it

	I am applying for an exempt post and agree to respect and not undermine the Christian beliefs and values of London City Mission 
	Yes:
	 FORMCHECKBOX 

	No:
	 FORMCHECKBOX 



F.
Applying for a role with an Occupational Requirement

The questions in Section F only need to be completed if there is an Occupational Requirement (OR) attached to the job that you are applying for

F.1 
Your Personal faith and Christian Experience
Please tell us about your spiritual life, your conversion, your walk with God and how you have shared your faith with others. We’d love to know how you have persevered through life’s difficulties and challenges as well as hearing about your joys and encouragements.  

	     


F.2
Church Background and Support

This section only needs to be completed if there is an Occupational Requirement (OR) attached to the job that you are applying for.
	Name of your current church:       

	Address:       

	Website address:       

	To which denomination/grouping does it belong?       

	How long have you been part of this church?       

	In what capacity have you served as a member of this church?       

	Have you carefully read the Statement of Faith and Conduct? (please see p.13 of the Guidance Notes)
*Please tick as appropriate
	Yes:
	 FORMCHECKBOX 

	No:
	 FORMCHECKBOX 


	Do you have any doubts or reservations about any part of the statement or any doctrinal or practical implications that might be drawn by them
	Yes:
	 FORMCHECKBOX 

	No:
	 FORMCHECKBOX 


	If YES please specify       

	


G.
References

Please make sure that you provide the appropriate information or we will not be able to process your application.

Referee 1: Current or most recent employer
This reference will only be taken up if you are successful and are being offered the position
	Name:
	     

	Company or Organisation:
	     

	Position held:
	     

	Address:
	     

	Telephone number:
	     

	Email address:
	     


Please indicate by ticking the box if we can take up these references before your interview if you are successfully shortlisted      FORMCHECKBOX 

Referee 2: See Guidance Notes
	Name:
	     

	Church:
	     

	Position held:
	     

	Address:
	     

	Telephone number:
	     

	Email address:
	     


Referee 3:  Character reference
Someone who has known you for longer than two years (who is not a relative)
	Name:
	     

	Job title/Relationship to you:
	     

	Address:
	     

	Telephone number:
	     

	Email address:
	     


H. 
Declaration 

Please read and sign below:
I hereby consent to the processing of sensitive data defined by the General Data Protection Regulation 2018 involved in the consideration of this application.
For more information on processing special category data, please visit:

https://gdpr-info.eu/art-9-gdpr/
I declare that the information provided on this application form and on any accompanying documents is true, to the best of my knowledge and belief. 
I also understand that any misleading statement or deliberate omission of information may lead to the termination of employment or withdrawal of a job offer.
Please check the box to say that you agree with the above:  FORMCHECKBOX 

	Print Name:       
	Date:       


Thank you for completing this form. We will be in touch to let you know
how your application is progressing.
Please return your completed form to:

HR Department
London City Mission

175 Tower Bridge Road

London SE1 2AH

Or email: recruitment@lcm.org.uk

	
	GUIDANCE NOTES

Associates & Operational Staff



	General points

	

	The application form is in 2 parts. Section 1 contains general personal information and Section 2 provides us with a background to your experience, knowledge and interest in the role. Section 1 will be detached from the rest of the application because it contains information that is Private & Confidential.

	

	We would advise you to complete the application form electronically. If this is not possible please complete all the sections in BLACK INK and print clearly, bearing in mind that Section 2 of your application may need to be photocopied.

	

	Please remember that there are a number of different sections on the form. Each of them will need to be completed or your application may not be considered.

	

	Please make sure that you return your completed form to London City Mission by the specified date. We will not be able to consider late applications.

	

	Section 1

	

	1A Your Personal Details

	Please present and complete the information in this section clearly so that we are able to inform you of the outcome of your application.  

	

	1B Your Right to Work 

	Information relating to your right to work in the UK is essential. Please make sure you provide all the required information. We will need to see evidence of your right to work in the UK.

	

	1C Criminal Convictions 

	We require you to complete this part of the form; failure to do so will invalidate your application. 

	

	1D Driving Licence

	London City Mission may sometimes provide employees with access to a vehicle for specific ministry related activities.

	

	1E Further Details

	These details provide us with some background information to your application

	

	1F Equal Opportunities Monitoring

	This form will only be used to provide statistics for monitoring purposes. Without this monitoring London City Mission will be unable to measure whether its Equal Opportunities policy is working.

Please read our Equal Opportunities statements below:

The London City Mission is a Christian organisation and resolutely opposed to discrimination in society.  We are committed to providing services on a fair and equitable basis, regardless of race, ethnicity, religion, life-style, sex, sexuality, physical/mental disability, offending background or any other factor.  No person requiring services from the London City Mission will be treated less favourably than any other person on any grounds.

In recruitment and employment we actively seek the right mix of talent, skills and potential, promoting equality for all, and welcome applications from a wide range of candidates.  We select all candidates for interview based on their skills, qualifications, experience and commitment to the values and purposes of the organisation.

As an organisation seeking to advance the Christian faith and to deliver services within a distinctively Christian context, some posts can only be filled by Christians.  These posts are kept under regular review.  The nature of these posts or the context in which they are carried out, and their link to the ethos of the organisation, give rise to an occupational requirement (OR) for the post-holders to be Christians.  All staff in these posts are required to demonstrate a clear personal commitment to the Christian faith. This policy is implemented in accordance with the Equality Act 2010 and ACAS guidance.


	Section 2

	

	2A Education and Training Details

	Please provide the relevant information on all types of education and training.  Please note, should your application be successful, we may need to see originals of your certificates.  These should be provided on request.

	

	2B Employment and Volunteering History

	Please list, as well as your current job - past positions (both paid and unpaid) starting with the most recent and working backwards.  Be sure to account for any gaps in your employment record. We acknowledge that voluntary experience can be equally as valuable as paid work which is why we are interested in hearing about your involvement with voluntary organisations, committees or councils etc. 

	

	2C Evidence of Relevant Experience

	Please use the Job Description and Person Specification to address how your previous experience, knowledge, skills and training demonstrate your suitability for this position. You may wish to use examples to support your answer.

	

	2D Interests and Hobbies

	We recognise that you may have interests and language skills that may be relevant to the role or that you may just do for fun. Either way, we are interested to understand a little bit more about you and how you spend your time.

	

	2E Applying for a role without an Occupational Requirement 

	The nature of some roles or the context within which these roles are carried out does not always give rise to an Occupational Requirement (OR) for the post-holders to be Christians.

	

	2F Applying for a role with an Occupational Requirement

	As an organisation seeking to deliver services within a distinctively Christian context, some posts can only be filled by Christians.  These posts are kept under regular review.  The nature of these posts or the context in which they are carried out, and their link to the ethos of the organisation give rise to an Occupational Requirement (OR) for the post-holders to be Christians.  All staff in these posts are required to demonstrate a clear personal commitment to the Christian faith. This policy is implemented in accordance with the Equality Act 2010 and ACAS guidance.



	2F.1 Personal Faith and Christian Experience

	This section is designed to help you set the scene and the context for your application. It gives you an opportunity to describe your background, your Christian experience and why you are drawn to pursue a role in outreach ministry with London City Mission.

	

	2F.2 Church Background and Support

	It is important that our outreach staff have the appropriate level of support from their church. We will be contacting your church for a reference so please ensure that the details are correct.

	

	2G References

	Please give the names and contact details of three people who may be approached for references as to your suitability for the position. In order that we can process your references efficiently please provide us with the correct email address for each referee.

1. Current or most recent employer 

(We only take up this reference if we are offering you a position)
2. Minister or Leader of your church

(This is only necessary if there is an OR attached to the position you are applying for)
3. Character Reference

(Someone who is over 18, is unrelated to you and has known you for more than 2 years)
If you have applied for a role that does not have an OR attached to it you will need to provide 2 character references


	2H Declaration

	By signing or completing the check box on the application you are indicating that the statements you have made are true and complete. Making a false statement may affect your future employment with London City Mission. If you submit your application in electronic form you will need to complete the check box. If you submit your application in hard copy you should sign and date the form. 

	



 Statement of Faith and Conduct 

As Evangelical Christians we accept the following doctrines which we regard as crucial to the understanding of the faith, and which should issue in mutual love, practical Christian service and evangelical concern:-

· The revelation of the triune God given in the Scriptures of the Old and New Testaments and the historic faith of the Gospel therein set forth.

· The sovereignty and grace of God the Father, God the Son and God the Holy Spirit in creation, providence, revelation, redemption and final judgement.

· The divine inspiration of the Holy Scripture and its consequent entire trustworthiness, clarity and supreme authority in all matters of faith and conduct.

· The universal sinfulness and guilt of fallen man, making him subject to God's wrath and condemnation.

· The substitutionary sacrifice of the incarnate Son of God as the sole and all-sufficient ground of redemption from the guilt and power of sin, and from its eternal consequences.

· The justification of the sinner solely by the grace of God through faith in Christ crucified and risen from the dead.

· The illuminating, regenerating, indwelling and sanctifying work of God the Holy Spirit.

· The priesthood of all believers, who form the universal Church, the Body of which Christ is the Head and which is committed by His command to the proclamation of the Gospel throughout the world.

· The calling of all Christian people to a life of holiness and prayer according to the Holy Scripture.

· The expectation of the personal, visible return of the Lord Jesus Christ in power and glory.

PAGE  
7
Application Form/Associates & Operations /2015 

P&C/Shared



