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CONFIDENTIAL APPLICATION FOR EMPLOYMENT

We are committed to equal opportunities in employment and service delivery and are only interested in your ability to do your job.

Please return completed application form to The Personnel Department, St Luke's Hospice, Stamford Road, Turnchapel, Plymouth, Devon, PL9 9XA.

	Position Applied For:
	

	Where did you see this post advertised? (Please specify publication and date):
	

	Are you related to any current member of staff (please give details here):
	


	1.  Personal Details

	Surname:__________________

(Mr / Mrs / Ms / Miss)
	Forename:___________________

	Address:
	Tel (daytime):

	
	Tel (evening):

	
	Tel (mobile):

	
	Email address:

	Post Code:


	NI Number:


	2.  Employment History


	a)  Present or most recent employment

	Employer’s name and address:



	Position Held:
	Salary:

	Dates from / to:

	Period of notice / date available to start:



	Principal responsibilities and duties of current position:



	Reason for seeking new position / leaving:




	b) Employment History

Please start with the most recent, including any unpaid or voluntary work & continue on a separate sheet if necessary

	Employer
	Dates from – to (month / year)
	Position held
	Reason for Leaving
	Salary

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	c)  Please give details and an explanation of any gaps in your employment history

	


	3.  Education, Training & Development


	a) Secondary school / college / university / apprenticeship – including current studies with the most recent first.  Continue on a separate sheet if necessary

	Name of Institution:
	Full or Part-Time
	Courses / Subjects Taken
	Qualifications / Grade obtained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	NB: We reserve the right to contact employers or educational establishments to verify any details given.


	b)  Details of any relevant learning and development (e.g. short courses, first aid, computer skills, work-based NVQ including any current ones)

	


	c)  Professional membership / qualification

	Name of Professional Body
	Grade of membership / qualification / status / professional registration or PIN number
	Date / Expiry Date

	
	
	


Guidelines for completing section 4

St Lukes are confident that they can select, develop and promote the right people by using principles which best reflect the necessary qualities/skills required across the organisation. We know what kind of people we want and we work hard to recruit them. The following principles are what guide us to selecting the right person.

Passion for Results is about ensuring high levels of personal and service achievement, having the stamina and willpower to deliver results. It is about working with consistency, integrity and professionalism.

Communicating – Effective communication is about having the ability to communicate clearly and effectively with a diverse range of people, it involves identifying what others are communicating (e.g. through listening) and the development of relationships.

Learning and Improving – This is about self-development using a variety of means and contributing to the development of others.

Embracing Change – This about having the ability to plan adapt and work with a variety of situations, individuals and groups, about having the ability to adapt to changing demands and work.

Equalities and Diversity – This is about recognising and valuing difference in the broadest sense. It is about creating a working culture and practices that recognise, respect, value and harness diversity for the benefit of the organisation and all individuals.

Working Together  - This is about using interpersonal skills to work co-operatively with colleagues, internal and external partners, sharing.

In the pages that follow you will be asked to give examples of times your behaviour has reflected any or all of the above principles. You can give examples not just from work you have done, but also from things you have done in your spare time or with friends and family.

4. Supporting Statement

	With reference to the Job Description and any person specification and using any of the guiding principles from above please outline evidence of why you would be suitable for this post. This section gives you the opportunity to impress on St Lukes why you should be considered for the next stage of the recruitment process.

	


4. Supporting Statement - Continued

Communication – in more detail we would like you to give us an example of when you have had to communicate clearly, tell us about the situation, what you had to do and what the end result was.

Working Together – in more detail we would like you to tell us about a time that you worked as a member of a team, e.g. describe a project that you have worked on, what was your role within the team,

Remember the information you provide will be used as the basis for deciding who to short-list for the next stage of the selection process.

	5.  Additional Information


	a) Please write below any other information you may care to provide such as interests, hobbies, specialised knowledge, languages etc, not included previously.

	


	c)  Please circle YES or NO for each of the following questions:

	Are you eligible to work in the UK?
	YES
	NO

	Do you require a work permit?
	YES
	NO

	Do you hold a full driving licence?
	YES
	NO

	Do you have regular access to a reliable vehicle?
	YES
	NO

	If offered this position, would you continue to work elsewhere?
	YES
	NO

	If yes, please give details:




	d)  Please give any experiences of any major losses in the last two years (i.e. bereavement, divorce, illness etc.) 

	


	6.  References

Please give details of two referees, one of whom should be your most recent employer.  If you are in, or have just completed, full-time education, one referee should be from your school, college or university.  Referees must not be related to you and must be able to comment on your skills and abilities in relation to the post.  References may be taken up before an interview or offer of employment, unless you request otherwise.


	Reference 1:
	Reference 2:

	Name:
	Name:

	Address:
	Address:

	Tel No:
	Tel No:

	Position:
	Position:

	How long have they known you?
	How long have they known you?

	Relationship to you?
	Relationship to you?

	I agree to this reference being taken up before an interview or offer employment being made:
	I agree to this reference being taken up before an interview or offer of employment being made:

	YES
	NO
	YES
	NO


	7.  Other

Rehabilitation of Offenders Act 1974 - Exemption form S 4(2)

This employment is exempted from the above and employees are not therefore entitled to withhold information about 'spent' convictions.  In the event of your ever having been convicted of any offence by a court of law please see below. 


	Do you have a prosecution pending or have you ever received a caution, been conditionally discharged or been convicted by a court of any offence? IF ‘Yes’, please tick the “Conviction(s)” box and supply details of the offence(s) with dates, in a separate sealed envelope marked “Strictly Private & Confidential: HR Department Only”.  If you have no convictions please tick the “No” box.
	YES
	NO


	8.  Your Signature

I certify that to the best of my knowledge the details provided on this form and all other supporting papers are true and correct.  Furthermore, I understand that if I have provided false or misleading information in response to any questions on this form or have failed to disclose information, this will result in the termination of any contract of employment entered into, or withdrawal of any offer of employment.  I also hereby give my explicit consent to the processing of data contained or referred to on this form, in accordance with the Data Protection Act 1998 and any subsequent legislation.

I also understand that appointment may be subject to satisfactory medical examination.


	
	
	

	Signature of applicant
	
	Date
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EQUALITY & DIVERSITY POLICY - SUMMARY DOCUMENT FOR EMPLOYEES

POLICY STATEMENT 
St Luke’s recognises that discrimination is both unlawful and unacceptable. We are committed to being an equal opportunities employer and to building equality, diversity and inclusiveness in to everything that we do. St Luke’s will ensure that all employees are treated fairly, with dignity and respect, irrespective of sex, race, age, disability, sexual orientation, marriage/civil partnership status, religion/belief, pregnancy & maternity and gender reassignment (Protected Characteristics). We wish to promote a culture where employees are able to seek, obtain and hold employment without discrimination, harassment and infringement of their human rights. 

What is Equality?

Equal opportunities is about good management practice in order to maximize employee potential and create a framework ensuring all employee and job applicants receive equal access in relation to employment, terms and conditions, training, promotion and services, and are able to maximize their potential. 

What is Diversity? 

Diversity is about recognising, respecting and valuing the differences between individuals within the workforce and among service users. It is not about treating everyone exactly the same, but about treating people as individuals and accounting for inequalities and disadvantages. 

Types of Discrimination 

Direct: This takes place when one (or more) person(s) is treated less favourably than others because of a protected characteristic

Discrimination by Association: Direct discrimination against someone because they associate with another person who possesses a protected characteristic.

Discrimination by Perception: Direct discrimination against someone because the others think they possess a particular protected characteristic.

Indirect: Can occur when you have a rule or policy that applies to everyone but disadvantages a particular protective characteristic.

Harassment: Employees can now complain of behaviour they find offensive even if it is not directed at them.

Harassment by a third party: Employers are potentially liable for harassment of their staff by people they don’t employ.

Victimisation: Someone treated badly because they have made/supported a complaint, or or grievance under the Act. 

Your Responsibilities 

All employees have a personal responsibility to carry out their duties and behave at all times in 

accordance with the principles of this policy. Employees must not practice discrimination, coerce 

others to discriminate nor victimise individuals who make complaints of discrimination or provide 

information for investigation. Employees should be aware that discrimination on the grounds of race, sex, disability, sexual orientation and religion is illegal and could result in legal proceedings against St Luke’s. Employees have a duty to report any discrimination or suspected discrimination occurring within St Luke’s whether by colleagues, service users, visitors or contractors. Employees can seek advice on any aspect of this policy from their line manager, or the Human Resources Department.

St Luke’s will not tolerate any form of discrimination or harassment and will investigate all 

discrimination complaints. St Luke’s will ensure that all complaints will be treated sensitively, and 

investigated confidentially, thoroughly and in a timely manner. All employees who have been discriminated against can expect action to be taken on their behalf and support to be received from St Luke’s.

This is a summary from the Equality and Diversity Policy. Copies of the full Policy can be obtained from your line manager, the nurses’ station, the reprographics room, the library or the HR Department
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ST LUKE'S HOSPICE PLYMOUTH

AL OPPORTUNITIES FOR

All information on this page is treated as confidential and assists us in monitoring under our equal opportunities policy

Date of birth _____________________________
MALE/FEMALE

What is your Nationality? 

______________________________________________

How would you describe your ethnic origin? (please tick relevant box)
( EUROPEAN

( AFRO CARIBBEAN

( INDIAN

( PAKISTANI

( BLACK AFRICAN

( CHINESE

( BANGLADESHI

( OTHER (please specify)

Signed ____________________________________________________________
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INVESTOR IN PEOPLE



Print name 

Date 
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Policy on the Recruitment of Ex-Offenders

	Approved by:              

Date of approval:       January 2009
Originator:                  Tracey Holman




Policy Statement

	· St Lukes Hospice uses the Criminal Records Bureau (CRB) Disclosure service to assess applicant’s suitability for positions of trust, and therefore complies fully with the CRB Code of Practice.  We undertake to treat all applicants fairly, and not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.

· We are committed to the fair treatment of our staff, potential staff or users of our services, regardless of:

· Race

· Gender

· Religion

· Sexual orientation

· Responsibilities for dependents

· Age

· Physical/mental disability

· Offending background

We have a written ‘Equal Opportunities Policy’ for all staff which is made available to applicants for paid or unpaid positions.

· We make our written Policy on the Recruitment of Ex-Offenders available to all applicants.

· We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records.  We select all candidates for interview based on their skills, qualifications and experience.

· A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned.  For those positions where a Disclosure is required, all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position.

· The nature of the work carried out by the Hospice means that St Lukes is exempted from the ‘Rehabilitation of Offenders Act 1974’ and this allows us to ask questions about an individual’s entire criminal record including ‘spent’ convictions.

· We ensure that all those involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974, and the Police Act 1997.

· At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position.  Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

· We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.

· We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working with us.  This will depend on the nature of the position and the circumstances and background of your offences.




Related Hospice policies/procedures:

	· Equal Opportunities Policy

· Policy on the Secure Storage, Handling, Use, Retention and Disposal of Disclosures and Disclosure Information from the Criminal Records Bureau

Policy on the Secure Storage, Handling, Use, Retention and Disposal of Disclosures and Disclosure Information from the Criminal Records Bureau


Responsibility/Accountability

It is the responsibility of the Personnel Department to ensure that fair recruitment methods are employed.

Chief Executive and other staff

The ultimate responsibility for ensuring this policy is applied fairly and consistently is that of:

Name:


Sally Taylor


Title:
Chief Executive

Policy Monitoring and Review

· This policy will be reviewed every three years, or if there is a change in the legislation, whichever is sooner.

Compliance with Statutory Requirements

· Rehabilitation of Offenders Act 1974
· Police Act 1997
· Explicit reference to National Care Standards Commission
Scope 

· All staff of the Hospice, both paid and volunteers are covered by this policy.

Staff training requirements 

· A copy of this policy is available in the nurses station and the library at the Hospice, reprographics room at Pearn and in the Palliative Care Office Derriford. It is also available on the St Luke’s public drive.


“POSITIVE ABOUT DISABLED PEOPLE”

Policy Commitments
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In April 2001 the Hospice was delighted be awarded the status of Disability Symbol User.  This symbol (which we are able to include on our recruitment literature etc) makes it clear to both potential job applicants and existing employees that we value them for their abilities and not their perceived disabilities. 





In return for using the symbol we have made the following hospice-wide commitments:





To interview all applicants with a disability who meet the minimum criteria for a job vacancy and consider them on their abilities.





To ensure there is a mechanism in place to discuss at any time with disabled employees what we and they can do to make sure they can develop and use their abilities.





To make every effort should a Hospice employee become disabled to make sure they stay in employment.





To take action to ensure that all employees develop the appropriate level of disability awareness needed to make these commitments work. 





Each year, to review the five commitments and what has been achieved, to plan ways to improve on them and keep Hospice employees and the Employment Service up-dated on progress and future plans. 





If you have any questions concerning our commitment to the scheme please do not hesitate to talk to a member of the Personnel department. 








�





Our status as a Disability Symbol User guarantees that we will offer an interview to all applicants with a disability who meet the minimum criteria for a job vacancy – and consider these applicants purely on their abilities 
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