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Please complete this form either by hand written or typed in black ink.  All sections must be fully completed in order for your application to be considered.  You may enclose your Curriculum Vitae as a supplement to the information given on this form but not as a substitute for it.  

	Please Return Completed Application Form To:

	Human Resources, Moya Cole Hospice

St Ann’s Road North, Heald Green, Cheadle  SK8 3SZ


	Vacancy Details
	

	Position applied for:
	

	Location: 


	Heald Green
	(
	Little Hulton
	(
	Neil Cliffe
Centre
	(
	Shops
	(

	
	Other

(
If Other, please specify:




	How did you find out about this vacancy?  (If applicable please state in which publication/web-site you saw our advert):  




	Are you related to or associated with any employee of Moya Cole Hospice?           YES    /    NO

(If YES please provide the employee’s name, job role and explain your relationship with them):  




	Personal Details

	Forename (s): 
	Name in which you are registered with a professional body (if a different one is used)


	Surname:

	Home telephone:

	Address:

Postcode:
	Work telephone: 
(Indicate if we may contact you at work).


	
	Mobile telephone:



	
	Email address:


	Professional Registration or Membership (NMC, GMC, CIPD, etc)

	Issuing Body
	Registration Number
	Date of Registration
	Expiry Date

	
	
	
	

	Revalidation date (if applicable)
	

	Please note that you will be asked to supply proof of registration if you are short listed for interview.


    




Moya Cole Hospice is a Registered Charity, number 258085
Employment History
	Please provide a full and complete career history using the boxes provided starting with your present/most recent employment.  Please continue on a separate sheet if necessary.

	Employer Name:

Address:

Postcode:

Tel. Number:
	Job Title:



	
	Dates Employed From: dd/mm/yy To: dd/mm/yy


	
	Reason for leaving:

	Salary:


	Notice period:

	Brief description of main duties:

                                                                                                                  


	Employer Name:

Address:


	Job Title:



	
	Dates Employed From: dd/mm/yy To: dd/mm/yy


	
	Main duties:



	Reason for leaving:
	


	Employer Name:

Address:


	Job Title:



	
	Dates Employed From: dd/mm/yy To: dd/mm/yy


	
	Main duties:



	Reason for leaving:
	


	Employer Name:

Address:


	Job Title:



	
	Dates Employed From: dd/mm/yy To: dd/mm/yy


	
	Main duties:



	Reason for leaving:
	


Gaps in Employment History
	Please account for any gaps in your employment history.

	


Qualifications
	Education & Professional Qualifications. Include in this section all relevant qualifications and any qualification currently being undertaken. Please note that if you are selected for an interview, you will be required to bring along the original certificates of all qualifications listed.

	Subject/Qualification
	Place of study
	Grade/ Result
	Year obtained or Completion date

	School Qualifications:
Further Education Qualifications:

	
	
	

	Training/Other Courses Attended.  Include in this section any other relevant training courses attended or details of courses currently being undertaken. 

	Course Title
	Training Provider/ Establishment
	Duration
	Year obtained or Completion date

	
	
	
	


Relevant/Further Information

	Hobbies/Interests/Outside Activities



	


References
	Please provide the names and full contact details of two references. References must include at least two positions with separate employers (including your most recent employer) and at a minimum cover a period of three years of employment, where this is possible. You must declare to a member of the HR team if either referee provided is related to you. 
Referees will be required to comment on your competencies, personal qualities and suitability for the post. This may be your line manager / department manager, or someone in a position of responsibility for any work experience or placement undertaken. If you are a student or trainee, this should include a teacher / tutor at your education institution. 

If you have not been employed for a considerable amount of time but have had previous employment, then you should seek one reference from your last known employer and a personal reference from a person of standing within your community such as a doctor, solicitor or MP. Where it is genuinely not possible to obtain references from any of the sources outlined above, you must provide contact details of two personal acquaintances who would be willing to give a reference. Personal acquaintances must not be related to you, or have any financial arrangement with you. 

Please note that all reference requests will be followed up verified by the recruiting manager. 

References may be approached prior to interview, unless you indicate otherwise below.

	Name:

Occupation:
Address:

E-mail address:

Tel. Number:

Capacity in which known:

	Name:

Occupation:
Address:

E-mail address:

Tel. Number:
Capacity in which known:

	Can they be contacted prior to interview?

       YES                   NO
	Can they be contacted prior to interview?

       YES                   NO

	If you have requested that we do not contact your referees prior to interview, please be aware that both referees will need to be contacted following interview to aid the selection process.

If you do not wish us to do this without prior consultation with yourself please tick box.    


	Transport – Please answer the questions below if they are applicable to the role you are applying for?

	Do you possess a valid full driving licence?
	 YES    /    NO

	Do you have access to a car?

Is the car insured for business purposes?  (This must be specified as part of the insurance)
	 YES    /    NO    (if no, please provide details on how you will carry out this aspect of the role)?
YES    /    NO    (if no are you prepared to obtain this)?  YES / NO



	Work Status



	Are you legally able to work indefinitely in the UK?
	YES    /    NO

	Are you required to have a UK Work Visa/Permit? 

If you have a work permit or other documentation then please supply photocopies with your application.
	YES    /    NO

Copies provided            YES    /    NO



Supporting Information

	This part of the application form gives you an opportunity to provide further information in support of your application.  Please state how previous and present experience enables you to satisfy the essential and desirable criteria on the person specification and provide details of any other skills you have that are relevant to the role to which you are applying.  You may wish to continue on a separate sheet if necessary.  A decision to shortlist can only be based on the information provided. 

	


The following page will be detached from the rest of your application form and will not be used in the selection process.  The form will be part of your personnel record should you be appointed.
	Rehabilitation Of Offenders

	Convictions will not necessarily be a bar to obtaining a post within the Hospice.  However because of the nature of the work for which you are applying, this post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act, 1974.  Applicants must declare information about convictions, cautions, reprimands and final warnings, which for other purposes are “spent” under the provisions of the Act. In the event of employment any failure to disclose such convictions could result in disciplinary action or dismissal by Moya Cole Hospice. 

	Have you ever been convicted, cautioned, reprimanded or given a warning for a 
criminal offence?                                                                                                                      YES    /    NO

	Are you waiting to hear about any prosecutions pending?                                                 YES    /    NO          

	Are you aware of any police enquiries undertaken following allegations made against
 you, which may have a bearing on your suitability for this post?                                      YES    /    NO    

	Have you ever been the subject of a disciplinary investigation or proceedings by a
 previous employer in any position you have held?                                                             YES    /    NO     

	If your occupation is covered by a governing body e.g. General Medical Council, 
Nursing & Midwifery Council, have you ever been under investigation from them?        YES    /    NO  

	Have you ever been disqualified from practise/profession?                                               YES    /    NO

	Are you subject to any restriction, prohibition or limitation that would mean that
 you could not be considered for this role?                                                                           YES    /    NO 

	If you are appointed for this position we will approach your present or most recent employer for a reference, and may contact any of your previous employers.  Is there anything that they might say that you would like to discuss at interview?                                                                                  YES    /    NO


	If you have answered yes to any of the questions above, please give details below, including details of offences, penalties/outcome and dates where applicable (this may be supplied in a sealed envelope addressed to the Director of Organisational Development and Support Services marked confidential):



	Disclosure and Barring Service (DBS) and Independent Safeguarding Authority

	Disclosure is an information service provided by the Disclosure and Barring Service (DBS), an executive agency of the Home Office. Disclosure will be required for successful candidates only as a condition of employment.  A disclosure is an impartial confidential document that details an individual’s criminal record, including convictions, cautions, reprimands and warnings held on the Police National Computer (PNC). These checks enable us as an organisation to make safer recruitment decisions by identifying candidates who may be unsuitable for certain work, especially those involving children or vulnerable adults.  However, convictions will not necessarily be a bar to obtaining the position.  There is a Code of Practice available on request should you wish to see it.

NB Please note that the process of obtaining a disclosure check can take upto 6-8 weeks. 

	Declaration

	I DECLARE that the details and information given in this application form and any additional sheets are true and accurate. I understand that any misrepresentation found, or falsification and omissions discovered after appointment may lead to dismissal.  I also understand that any offer of appointment is subject to two satisfactory references, medical clearance and receipt of a satisfactory DBS check, for eligible posts.


	Signature:                                                                                                         Date:






Equal Opportunities Monitoring Form
The following page will be detached from the rest of your application form and will not be used in the selection process, but may be used for monitoring purposes.  The form will be part of your personnel record should you be appointed.

	Name:
	

	Job Title:
	

	Location:
	

	EQUAL OPPORTUNTIES

	Moya Cole Hospice has an Equality, Diversity and Inclusion Policy, the aim of which is to ensure that no job applicant or employee receives less favourable treatment or is disadvantaged by requirements which cannot be shown to be justified.  In order to ensure that this policy remains effective, you are requested to answer the following questions (but it is not a legal requirement).  This form will be treated in the strictest confidence and is designed for monitoring purposes only.  

	DATE OF BIRTH:
	

	TITLE – Please specify 
	Mr / Mrs / Ms/ Miss / Dr / Rev / Lord / Lady / Other

	GENDER:  
	MALE  / FEMALE /TRANSGENDER / PREFER NOT TO SAY

	MARTIAL STATUS: 
	SINGLE / MARRIED / CIVIL PARTNERSHIP / LIVING WITH PARTNER / DIVORCED / SEPARATED / WIDOWED/ OTHER  …………………………………………………….

	SEXUAL ORIENTATION:
	BISEXUAL / GAY / HETEROSEXUAL / LESBIAN / PREFER NOT TO SAY / UNKNOWN

	NATIONALITY (Please Specify)
	

	RELIGION (please tick):

	Agnostic

Baha’i

Christian – Catholic

Christian – Protestant

Humanism

Jewish

Pagan

Scientologist

Sikhism

Prefer not to say

Other …………………………………………………….
	Atheist

Buddhism

Christian – Other

Hinduism

Jainism

Muslim

Rastafarianism

Shinto

Zoroastrians (Parsi)

No religion or belief


	

	ETHNIC ORIGIN (please tick) :

	WHITE

(  British

( Irish

( Gypsy or Irish Traveller

( European

( Other White
MIXED / MULTIPLE ETHNIC GROUP
(  White & Black Caribbean 

( White & Black African 

( White & Asian

( Other mixed 

BLACK / AFRICAN / CARRIBEAN / BLACK BRITISH

( African 
	( Caribbean
( Other Black

ASIAN / ASIAN BRITISH 
( Indian

( Pakistani
( Bangladeshi

( Chinese

( Other Asian
OTHER ETHNIC GROUP

( Arab
( Any other ethnic background (please state)...................................................                                                                     

( Prefer not to say

	DISABILITY 

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

	Do you consider yourself to be disabled in line with the above definition?
	YES  /  NO / PREFER NOT TO SAY

	If yes, please state the nature of your disability


	


Your Information
The General Data Protection Regulation Article 6 legal basis for processing the personal information submitted on this form is that it necessary to apply for a contract of employment with Moya Cole Hospice. The General Data Protection Regulation Article 9 legal basis for processing the special category personal information submitted on this form is that it is necessary to carry out our obligations in the field of employment, which are underpinned by the Equality Act 2010. If you are appointed into a role with Moya Cole Hospice, this data will form part of your personnel records and will be retained for 6 years following the termination of the contract and in line with the NHS guidelines for record management. If this is a speculative application, it will be retained for a period of 6 months and following this will be destroyed.  If you are unsuccessful your data will be securely retained for up to 12 months for all purposes relating to the selection process and will then be destroyed. 
For further information relating to how we process your information, you can see our full privacy policy on our website: www.sah.org.uk.  

You have the right to correct, erase, have access to and restrict our use of your information. In order to exercise any of these rights, please contact dataprotectionofficer@sah.org.uk. 

If you are unhappy about the way in which your information is processed, you have the right to contact the Information Commissioners Office: https://ico.org.uk/global/contactus
Application for Employment
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