
 
 
 

GUIDELINES FOR APPLICANTS 
 

Thank you for your interest in applying for a position with St Margaret’s Hospice. 
By visiting our website at www.somerset-hospice.org.uk you can find out more about us and the services we 
provide. 
 

St Margaret’s philosophy is to keep the patient at the heart of everything we do and we expect staff to uphold 
our values at all times and fulfill our commitment to providing excellent specialist palliative care for patients 
and support to their families.  We go to great lengths to recruit the right people. We want people with a 
positive attitude who are willing to go the extra mile, not because they are asked to but because they are 
passionate about working for St Margaret’s. 
 

If you have any enquiries regarding the post or your application, please contact the person named as the 
informal contact on the job vacancy advertisement.  
 

Before you start  
Please read the job description and person specification thoroughly. 
 

Completing the application form  
This information is designed to help you complete our application form as effectively as possible. Please 
ensure that the application form is fully completed.   
 

Personal details  
Please complete all sections of the form relating to your personal details. These include your full name and 
contact details. 
 

General education and qualifications  
Please provide full details of your general education and qualifications. As a minimum, ensure that you have 
the essential qualifications required for the position (listed in the person specification) and please bring 
relevant certificates to interview. 
 

Right to work in the UK  
It is important that you tell us about your current immigration status, whether or not you are a British 
National.  We are required to see and keep a copy of specified documents to establish an ongoing entitlement 
to work in the UK, or a restricted entitlement to be in the UK.  You can find out about any restrictions on your 
right to work from the UK Borders Agency www.ukba.homeoffice.gov.uk  
 
Previous employment  
Please list your complete job history, including the month and year you worked for each employer. Start with 
your most recent job. If there are any gaps in your employment history, please explain why. Include any 
voluntary or other unpaid work you have done. 
 
Further information in support of your application  
This is where you should make your case for the job focusing on the requirements in the person specification.  
Consider how your past experience, skills and knowledge are relevant to the post you are applying for, and try 
to give examples.  

http://www.somerset-hospice.org.uk/
http://www.ukba.homeoffice.gov.uk/


 

References  
It is important that you provide details of two referees. We recommend that you contact your referees to 
ensure that you have correct, up-to-date details for them and that they are willing to respond quickly to the 
reference request.  
 
One referee must be your current (or most recent) employer, or course tutor if you are a school/college 
leaver.  To comply safer recruitment by submitting an application you agree to us obtaining a reference from 
human resources department of your current and/or most employer(s).  
 

Your referees must be able to provide direct knowledge of your work performance. Friends and relatives must 
not be used as referees. St Margaret’s will only request references if you are successful at interview and 
receive a conditional offer of employment. Any final offer of employment will be subject to satisfactory pre-
employment checks (including references) so it is important not to resign from your current post until your 
final offer has been confirmed.  
 

Criminal record  
The majority of positions within St Margaret’s are exempt from the 1974 Rehabilitation of Offenders Act which 
means that you must declare all police cautions, warnings or reprimands, criminal convictions, criminal 
convictions pending or bind-overs which may be considered ‘spent’ for the purposes of other employment.  
 

St Margaret’s is committed to ensuring that no job applicant is treated unfairly on the basis of any criminal 
record revealed on a job application form and will ensure that an open and measured discussion takes place 
regarding any such information that you provide. We will discuss with you any matters revealed in your DSB 
check prior to making the decision to withdraw a conditional offer of employment.  
 

Diversity Monitoring Form  
This information is for monitoring purposes only and is removed from the selection process.  This sensitive 
information will be kept in accordance with the Data Protection Act 1998 and all unsuccessful candidates 
information will be destroyed after six months. 
 

What happens next?  
After the closing date, the relevant manager will consider the applications that have been received and 
objectively and consistently, select candidates for interview by comparing each application with the employee 
specification using a shortlisting matrix which scores the information provided in your application against the 
requirements of the job.  
 

If you are shortlisted for an interview, we will contact you by phone, email or by letter. This is normally within 
two weeks of the closing date and we will give you details of the interview arrangements.  
 

Please note that all appointments to St Margaret’s are subject to satisfactory pre-employment checks. You will 
be unable to start your new job before all pre-employment checks have been completed.  
 

Equal opportunities in employment  
St Margaret’s Hospice is committed to providing equal opportunities in employment and to avoiding unlawful 
discrimination in employment. St Margaret’s recognises that every person is an individual with different 
needs, preferences and abilities.  We aim to reflect this diversity in all our activities. 

We believe that there are benefits to having a diverse workforce and aim to ensure that everyone can enjoy 
equal opportunities in an environment which is free from discrimination, harassment, bullying and 
victimisation. 


