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	Dear Applicant
Thank you for the interest you have shown in this post.
Please find attached the following information for the insert job title post at insert name of church:
·   Information on the application process;
·   job advert;
·   Information about insert name of church Church;
·   job description and person specification; 
·   information on proof of eligibility to work in UK

·   Equality and diversity monitoring form 

·   application form.


We hope that you will feel able to submit an application for this post and we look forward to receiving it in due course.
(Churches - Please feel free to tailor this letter – it is purely a template)
How to Apply
Please read through all the information carefully before beginning your application.

If you then decide you wish to apply for the position, please complete the enclosed application form. You should fill in the form step by step, noting the following points:

· Make sure the information given is accurate by checking for errors after you have filled in the form.

· The supporting statement is your opportunity to ‘sell’ yourself. In answering this section, it is important to provide evidence of your knowledge and skills as they relate to the post. Merely stating that you are good or competent at something will score fewer points than if you are able to support your statements with work based examples. Please do not assume that we have prior knowledge of your capabilities.

· If you need to use additional sheets for the supporting statement (and elsewhere on the application form) then please do so clearly stating which part of the application form the sheet relates to.

· Please do not attach a CV as it will not be accepted.

Applications, marked ‘Confidential’ on the envelope (if sent as a hard copy), should be sent to:

Insert name, address, email etc 
Applications need to be received by insert date, 12 midday. 
Short-listing will be carried out thereafter and all applicants will be contacted following this. Interviews will be held on insert date. 
Those invited to attend an interview will be required to come to insert place.

insert name of church APPLICATION PROCESS

1. After the advertised deadline date, all application forms will be processed.  Late application forms, however, will not be considered.  

2. The first page of the completed application forms will be detached by insert name and used for monitoring purposes only. This will also apply to the equality and diversity monitoring form, should you choose to submit this.   

3. Shortlisted applicants will be contacted by insert name to be notified of interview times and the format of the interview.
4. Unsuccessful applicants will be contacted by the insert name of church according to the volume of applications.  If you have not heard by insert date , please assume your application was unsuccessful. 

5. Once all interviews have taken place, applicants will be contacted and told of the outcome by phone/letter and a provisional job offer will be made to the successful applicant.  

NB: Please note that shortlisted applicants must bring with them their proof of eligibility to work in the United Kingdom at the point of interview. This is most commonly a UK passport, but more information on this can be found at https://www.gov.uk/check-job-applicant-right-to-work . 
EQUALITY AND DIVERSITY MONITORING FORM

In the interests of monitoring our recruitment procedures we would be grateful if you could answer the questions below.  We will separate this from your application and it will not take any part in the selection process.

Please tick as appropriate:

	Age:
	 FORMCHECKBOX 
 16 - 17 
	 FORMCHECKBOX 
 18 - 21 
	 FORMCHECKBOX 
 22 - 30 
	 FORMCHECKBOX 
 31 - 40     
	 FORMCHECKBOX 
 41 - 50     

	
	 FORMCHECKBOX 
 51 - 60 
	 FORMCHECKBOX 
 61 - 65 
	 FORMCHECKBOX 
 66 - 70 
	 FORMCHECKBOX 
 70 + 
	


	Sex :
	 FORMCHECKBOX 
 Male   
	 FORMCHECKBOX 
 Female  
	 FORMCHECKBOX 
 Prefer not to say

	
	 Is the sex you indicated the same as your sex at birth?  

 FORMCHECKBOX 
 Yes             FORMCHECKBOX 
 No


	Asian or

Asian British
	 FORMCHECKBOX 

	Bangladeshi
	Black or

Black British
	 FORMCHECKBOX 

	African

	
	 FORMCHECKBOX 

	Indian
	
	 FORMCHECKBOX 

	Caribbean

	
	 FORMCHECKBOX 

	Pakistani
	
	 FORMCHECKBOX 

	Other black background

	
	 FORMCHECKBOX 

	Other Asian background
	
	

	Chinese
	 FORMCHECKBOX 

	Chinese
	Mixed
	 FORMCHECKBOX 

	White & Asian

	
	
	
	
	 FORMCHECKBOX 

	White & Black African

	
	
	
	
	 FORMCHECKBOX 

	White & Black Caribbean

	
	
	
	
	 FORMCHECKBOX 

	Other mixed background

	White
	 FORMCHECKBOX 

	British
	Other ethnic group
	 FORMCHECKBOX 

	Other

	
	 FORMCHECKBOX 

	Irish
	
	
	

	
	 FORMCHECKBOX 

	Other white background
	
	Any other ethnic group please specify 


	Religion/Belief/Faith:

	 FORMCHECKBOX 
 Baha’i
	 FORMCHECKBOX 
 Buddhist
	 FORMCHECKBOX 
 Christian
	 FORMCHECKBOX 
 Hindu
	 FORMCHECKBOX 
 Jain 
	 FORMCHECKBOX 
 Jewish 

	 FORMCHECKBOX 
 No Religion
	 FORMCHECKBOX 
 Muslim
	 FORMCHECKBOX 
 Sikh
	 FORMCHECKBOX 
 Other (please specify) 
	 FORMCHECKBOX 
  Prefer not to say


	Sexual Orientation:

	 FORMCHECKBOX 
 Bisexual 
	 FORMCHECKBOX 
 Gay man
	 FORMCHECKBOX 
 Gay woman/ lesbian
	 FORMCHECKBOX 
 Heterosexual

/straight 


	 FORMCHECKBOX 
 Other

(please specify) 
	 FORMCHECKBOX 
 Prefer not to say


	Disability:

	The Equality Act 2010 defines disability as "a physical or mental impairment which has a substantial & long term effect on a person’s ability to carry out normal day to day activities".



	 Do you consider yourself to have a disability? 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	 FORMCHECKBOX 
   Prefer not to say

	If Yes, please advise of any reasonable adjustments you require for the purposes of the recruitment exercise below:





Thank you for assisting us by completing the Questionnaire.
Completion of this form is entirely voluntary
	Instructions to church:  Please do NOT circulate this form along with the application form. 


Wessex Synod 

January 2017
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