[image: ]Application for Employment – Moya Cole Trading Company

Please complete this form electronically or by hand in black ink.  All sections must be fully completed including the applicant declaration for your application to be considered.  

	
Please return completed application form to: recruitment@moyacole.org.uk




Vacancy Details

	
Position applied for:

	


	
Location:

	



Section 1- Personal Information
This section will not be shared with those involved in the hiring process

Contact Details

	Forename (s): 
	Surname:

	Home telephone:
	Personal Email address:

	Home Address:


Postcode:



Right to Work Status

	
Evidence of your right to work in the UK will be requested before any offer of employment is confirmed.


	
Do you currently have the legal right to work in the UK for the duration of the employment offered?

	
YES ☐           NO ☐


	Will you require visa sponsorship now or at any point during your employment to continue working in the UK?

	
YES ☐           NO ☐


	Please note: Moya Cole Hospice does not currently hold a Home Office sponsorship licence and is therefore unable to sponsor applicants requiring a Skilled Worker Visa or other employment-based visa sponsorship. Applicants must have an existing right to work in the UK that does not require sponsorship from Moya Cole Hospice.


                
References

	Please provide details of two referees from two separate organisations. One referee must be your current or most recent employer. Together, your references should cover a minimum of the last three years of your employment history.

Referees should be able to comment on your suitability for the role and must not be related to you. 

We will seek your permission before contacting referees and will only do so after a conditional offer of employment has been made. Any offer of employment will remain conditional upon receipt of satisfactory references where these are required for the role.


	
Name:

Job Title:

E-mail address:

Tel. Number:

Capacity in which your referee knows you:



	
Name:

Occupation:

E-mail address:

Tel. Number:

Capacity in which your referee knows you:






Conflicts of Interest / Relationships

	
To support transparency and appropriate working arrangements, we ask all new starters to declare any close personal relationships with current employees, volunteers, or Trustees of Moya Cole Hospice.

This information will be used to ensure that any potential conflicts of interest are identified and managed appropriately, in line with Hospice policies.


	
Do you have a personal or close relationship with anyone currently working or volunteering at the Hospice? 

	
YES ☐              NO  ☐

	
If YES - Please provide their name, job role, and the nature of your relationship:


	


	
Recruitment Information

	
To help us understand which recruitment channels are most effective, please tell us where you saw this vacancy advertised.


	Where did you see this vacancy advertised?  
e.g. Indeed, LinkedIn, Moya Cole Hospice website, employee recommendation, or another source

	



Reasonable Adjustments

	
Moya Cole Hospice is committed to providing an inclusive recruitment process.

If you require any reasonable adjustments to support you during the recruitment and selection process, please let us know below. This information will only be used to help us make appropriate arrangements and will not be used as part of the selection decision.


	
Do you require any reasonable adjustments during the recruitment process?

	
YES ☐       NO  ☐

	
If yes, please provide details:






Privacy Policy

	
Moya Cole Hospice is committed to protecting your personal data and handling it in a lawful, fair and transparent way.

As part of the recruitment and onboarding process, we collect and process personal data about you (including, where relevant, more sensitive information such as health information) in order to assess your suitability for the role, carry out pre-employment checks, and manage your employment or engagement with the Hospice.

Full details of how and why your personal data is collected, used, stored and shared — including your rights under data protection legislation — are set out in our Privacy Notice:

https://moyacole.org.uk/privacy-policy/

Please ensure you have read and understood this information before confirming below. If you have any questions, you can contact our Data Protection Officer using the details provided in the Privacy Notice.	


	
I confirm I have read and understood the Moya Cole Hospice Privacy Policy  ☐
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Section 3 – Application Applicant Number:
Office use only

This section will be shared with the managers involved in the hiring process
Employment History

	Please provide a summary of your career history in the table below. You may add more rows as needed.

Alternatively, you may submit your CV with your application to provide your career history information in which case, tick here:
CV submitted to provide employment history on CV ☐

	Name of Organisation
	From (mm/yyyy)
	To (mm/yyyy)
	Role
	Key responsibilities
	Reason for Leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Gaps in Employment History

	Please account for any gaps in your employment history.

	







Qualifications

	
Include all relevant qualifications with reference to the role profile. 


	Subject/Qualification
	Awarding body
	Grade/ Result
	Year obtained or Completion date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Supporting Statement

	
Please describe how your skills and experience demonstrate your ability to meet the essential and desirable criteria set out in the job advert. 

A decision to shortlist for interview will be based on the information provided. 


	






Applicant Declaration

	

	
I declare that the details and information given in this application form and any additional sheets are true and accurate. 

I understand that deliberately providing false or misleading information may result in my application being withdrawn or, if appointed, may lead to disciplinary action and dismissal.

I understand that any offer of employment will be subject to the satisfactory completion of pre-employment checks applicable to the role, which may include Right to Work check, satisfactory references, qualifications and medical clearance.

I acknowledge that personal information contained in the application may be removed before the application is shared with recruiting managers for shortlisting purposes.


	
Name:

	

	
Signature:  
                                                                                                      
	

	
Date:
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