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[bookmark: _Toc181786191]APPLICATION FORM



Please return your completed application to Lucy Hubberstey on hr@stlaurencechorley.co.uk by 5pm on Thursday 25th June 2026




Please complete all pages in full			                      CONFIDENTIAL

	Post applied for:
	HR Coordinator



PERSONAL DETAILS
	Title (Mr, Mrs, Miss, Ms etc):
	

	Surname:
	

	Forename:
	

	Address & Postcode:
	








	Telephone:
	

	Email:
	

	National Insurance Number:
	




COVERING LETTER
	Please detail in the section below why you are applying and what skills and experience you will bring to the role:


	






































EMPLOYMENT

	Please give details of your current/most recent employer in the section below:

	Employer name:
	

	Employer address:
	






	Employer telephone:
	

	Post held:
	

	Dates post held:
	From:
	
	To:
	

	Notice period required:
	

	Reason for leaving:
	

	Please give details below of your main duties and responsibilities:

	











	Please give details below of all previous employment (most recent first):

	Employer name
	Position held
	Dates (to/from)
	Reason for leaving

	



































	
	
	




EDUCATION AND TRAINING

	Please give details below of secondary education, further/higher education and qualifications gained:

	School/College/University
	Dates
	Subjects/Examination Results

	
	From
	To
	

	














	
	
	



	Please give details below of other qualifications and/or relevant training:

	










	Please give details below of any membership of professional bodies etc:

	












ADDITIONAL INFORMATION
	Please give details below of your relevant skills, knowledge and experience (please refer to the job description and person specification when completing this section)

	
























REFEREES
	Please give the name of two referees in the section below, not related who are able to provide us with information to support your application. 

One should be your most recent employer. If you have not had previous employment your Head teacher, lecturer/college tutor or a member of a community or volunteer co-ordinator where applicable.

Please note: employment will only be commenced on receipt of two satisfactory references.


	Referee 1
	Referee 2

	Name:
	
	Name:
	

	Position:
	
	Position:
	

	Relationship:
	
	Relationship:
	

	Address:
	












	Address:
	

	Telephone:
	
	Telephone:
	

	Email:
	

	Email:
	

	May we contact prior to interview?
please select an option below
	May we contact prior to interview?
please select an option below

	
	
	
	




REHABILITATION OF OFFENDERS ACT 

In these questions ‘harm’ involves ill-treatment of any kind including neglect, physical, emotional, financial or sexual abuse, or impairment of physical or mental health development.  It will also include matters such as a sexual relationship with a young person or adult for whom an individual had pastoral responsibility or was in a position of respect, responsibility or authority, where he/she was trusted by others. It also includes domestic abuse.

For information on spent convictions see:  https://www.gov.uk/tell-employer-or-college-about-criminal-record/what-information-you-need-to-give#:~:text=Most%20convictions%20or%20cautions%20then,fine%20or%20a%20prison%20sentence. 

	[bookmark: _Hlk123738216]1.
	Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974? 
If yes, please provide details:
	Yes
☐
	No
☐

	
	
	

	
	

	
	
	

	2.
	Are you aware of any criminal/police enquiries/investigations undertaken following allegations made against you which may have a bearing on your suitability for the post? If yes, please provide details:
	Yes
☐
	No
☐
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	3.
	Are you at present the subject of any criminal/police enquiry/investigation/pending prosecution which may have a bearing on your suitability for the post? If yes, please provide details:
	Yes
☐
	No
☐

	
	
	

	
	

	
	
	

	4.
	Have you lived, worked or volunteered outside the United Kingdom for a continuous period of six months or more at any point within the previous 10 years? If yes, please provide details, including the name of the country/countries:
	Yes
☐
	No
☐

	
	
	

	
	

	
	
	

	5. 
	Are you or have you ever been barred from work with children?
	Yes 
☐
	No
☐

	
	
	

	6.
	Are you or have you ever been barred from work with vulnerable adults?
	Yes
☐
	No
☐
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	7.
	Are you currently or have you ever been subject to any formal action as a result of an allegation that your conduct has amounted to, resulted in or put a child and/or vulnerable adult at risk of harm[endnoteRef:2]? If yes, please provide details: [2: ] 

	Yes
☐
	 No
☐

	
	
	

	
	

	8.
	Are you currently or have you ever been subject to a court order either made against you or in relation to you that you have caused harm to a child and/or vulnerable adult, or that a child and/or vulnerable adult was at risk of harm from you? If yes, please provide details and a copy of the court order:

	Yes
☐
	No
☐
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	9.
	This question must be answered in relation to circumstances that have arisen from a child/ren being in your care. If you are an adoptive and/or foster parent and the circumstances either relate to the child/ren’s previous situation, or to the removal/placement/child protection or child in need plan, which formed part of the planned management or transition of the child/ren into your care, then you do not need to answer yes to this question. 

	
	
	

	
	Has a child/ren in your care or for whom you have or had parental responsibility ever been removed from your care, placed by you in care and/or been made subject to a child protection or child in need plan as a result of a safeguarding concern that has arisen whilst the child/ren has been in your care and/or in relation to your provision of their care? If yes, please provide details:
	Yes
☐
	No
☐

	
	
	

	
	

	
	
	

	10.
	Is there any other information that may be considered relevant to the questions in this Confidential Declaration Form, and which may have a bearing on your suitability for the post you are applying for, (i.e. working with children and/or vulnerable adults)? If yes, please provide details:
	Yes
☐
	No
☐

	
	
	

	
	



	


I declare the above information and that on any additional sheets (number attached: __) is true, accurate and complete to the best of my knowledge.  After I have been appointed and during my appointment, I agree to inform the responsible person immediately if my answers to any of the above questions change and provide the relevant details.

	
	
	

	Signed: 
	
	Date:
	

	
	
	

	Consent statement (this statement should only be signed if the answer to Question 4. is Yes)
I consent to my details being transferred outside the UK for the purposes of an overseas criminal records check.

	
	
	

	Signed:
	
	Date:
	

	
	
	

	



	Should you require any special arrangements for your interview e.g. special equipment or access arrangements, please provide details below.  We will contact you prior to the interview to discuss this further.

	










DECLARATION 
	Please read the section below and sign/date to accept:


	· I understand that an offer of appointment will be subject to satisfactory references 
· I understand that providing false or misleading information will disqualify me from any appointment or if appointed will render me liable to dismissal without notice 
· I declare that the information I have given is, to the best of my knowledge, true and complete 
· I agree that the information may be used for registered persons under the Data Protection Act 2018 (personal information will not be passed to other organisations without your prior consent. 
 
I agree that the information provided is to the best of my knowledge correct and complete.

	Signature:
	





	Date:

	





Timeline
Applications close: 5pm Thursday 25th June 2026
Shortlisting: Friday 26th June 2026
Interviews: Tuesday 30th June 2026
Start Date: ASAP
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