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Thank you for your interest in St Leonard’s Hospice and the Post.

Further information regarding the Hospice and its services can be found on our website: www.stleonardshospice.org.uk
PLEASE TAKE A FEW MINUTES TO READ THIS GUIDANCE BEFORE COMPLETING YOUR APPLICATION FORM.

The Hospice can be a challenging environment to work in.  The primary and paramount concern of the Hospice is the care, welfare and safety of patients, service users, staff, volunteers and others who come into contact with our organisation.
Guidance on completing your application form
1.
Please make time to read the details that came with this form including the Job Profile, Person Specification and Job Details.

2.
Your application form and accompanying details (if applicable) are the only basis we use for selection.  It is important your application is as comprehensive as possible.  This is your opportunity to promote yourself to the selection panel. It is really important you tell us WHY you want the post and what you can offer..  The information you supply will be measured against the Person Specification.

3.
Application forms can be submitted electronically via (insert email address) or if handwritten please use dark ink.  Additional information (if supplied) may be word-processed or handwritten on white paper with your name on each copy.  It is advisable not to add more than three sheets of A4 paper. Other forms of submission will be accepted but please contact us first.

4.
You must complete ALL sections of the application form and ensure it is signed.  Incomplete applications will not be accepted.

5.
Curriculum Vitae’s (CV’s) may be included with your completed application form, but not instead of. Please ensure that you do not include any diversity information (such as age, religion, ethnicity, health information or photos) on your CV as these do not form part of the selection decisions.
.

6.
Ensure there are no gaps in your employment history.  If there are gaps, tell us about them, ie, unemployment, college, gap year  etc.
7.
If you are applying for more than one post you must submit an application form for each post you are applying for.

8.
There is usually an opportunity to speak with a named person or visit the Hospice informally before you submit an application.  This is also possible if you are short-listed.

9.
If you have any difficulties completing the application form don’t hesitate to contact the Human Resources team and ask for assistance.

10.
Once you are happy the application form has been completed in full, signed and any additional information is completed you should return it by email to hr@stleonardshospice.nhs.uk by , post or hand deliver it to the Hospice Reception.  The Hospice will not be responsible for applications posted but not received. Application details should be received at the latest by 9.00am or 1st post on the closing date and will not usually be accepted after this time or date.

11.
Envelopes should be marked ‘Confidential’ and addressed to:


Human Resources (Applications), 
St Leonard’s Hospice, 185 Tadcaster Road. 
YORK, 
YO24 1GL.
Selection Process

1.
All applicants will be informed in writing of the outcome of their application, usually within four weeks of the closing date. Email is our preferred method of communication.
2.
Candidates called for interview will receive a letter outlining the date, time and location, the names of the interview panel and details of the format. It is usual procedure for two-three people to form the panel.  

Hospice Appointment Policy

It is the policy of the Hospice that all staff appointments are made subject to the following conditions:

1.
A minimum of two written references are received that meet the standard required (one reference MUST be from a current employer or if not in current employment your last/most recent employer).  For students, the Headteacher, Principal or Dean of the School, College or University is appropriate. Where possible it is our preference to receive employment references.
2.
References may be requested prior to interview. If you do not wish this to be taken up until the point of a conditional offer please indicate this clearly on the reference section of the application form. A refusal by a referee to provide a written reference will not necessarily prevent an applicant from being appointed.

3.
Candidates will be required to produce evidence of right to work in the UK at interview. You are advised to bring your passport with you.

4.
Satisfactory completion of a medical questionnaire and subsequent follow up by the Occupational Health Department if required.

5.
For some posts, original evidence of qualification level, certificates, diplomas, degrees, pin numbers and professional membership will be verified.  Original documentation will need to be produced and copied.  Professional Associations and Colleges will be contacted.

6.
Previous employers and/or education establishments may be contacted and employment histories will be checked. For some posts, evidence of publications, research or papers may be requested and verified.

7.
Dependent upon the role, applicants may be subject to a criminal records check from the Disclosure and Barring Service before an appointment is confirmed. Please see their privacy statement via https://www.gov.uk/government/publications/dbs-privacy-policies
8.
Criminal records will be taken into account for recruitment purposes, only when the conviction is relevant and will not necessarily be a bar to obtaining a position.  Successful candidates will be required to complete a confidential declaration detailing any criminal convictions, cautions, reprimands, final warnings and any other information that may have a bearing on their suitability for the post.

9.
In the case of ‘joint appointments’ eg, with the NHS Primary Care Trust, NHS Hospital Trust or Local Authority Social Services Department, other criteria may be added.

10.
There is a six-month probationary period for all posts.

11.
Any information or details provided, which are found to be false, inaccurate or incorrect may lead to the withdrawal of an offer of employment, disciplinary procedures or the summary dismissal from employment.

12.
Following the offer of appointment the following documentation must be presented and may be asked for again connected with the DBS check or pension scheme:

*
Passport






*
Birth Certificate


*
Marriage Certificate where appropriate


*
National Insurance Number
(Card or Tax Notice)

*
Driving Licence
(if held)
*
Evidence of Home Address
(Bank Statement, Credit Card Bill,
     Utility Bill, Council Tax Book)
13.
If you have any questions or wish to discuss anything contained in the appointments policy you should contact the Recruiting Manager.

St Leonard’s Hospice is striving to be an Equal Opportunities Employer.  

We operate a ‘No Smoking’ Policy within all Hospice premise & grounds and vehicles.
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