JOB DESCRIPTION CARE WORKS - ROBINS

Care Workers at Robins are expected to work as a team member with the responsibility to ensure the safety, physical, emotional, social welfare and development of the children and young people is maintained and high professional standards are achieved.

Job Description

DIRECT CHILDCARE

1. To participate under supervision in creating an enjoyable, comfortable and safe living environment within the aims and objectives of the centre.

2. To ensure that high standards of personal care are maintained within the boundaries of choice, dignity and respect.

3. To support & enable the young people to participate in appropriate leisure activities, both within the centre and externally.

4. To be involved under supervision with the planning and implementation of life skills training in accordance with the philosophy of the centre.

5. To ensure Safeguarding issues are pursued.

INDIRECT CHILD CARE

1. To maintain written records and reports of the young people in accordance with centre policy. 

GENERAL

1. To work as a team member.

2. To aim for best practice in all duties.

3. To participate in internal and external staff training and development.

4. To attend and participate in staff meetings and centre meetings as required.

5. To attend and participate in staff supervision and appraisals.

6. To be responsible for Health and Safety standards within the centre.

7. To participate in the duty rota and to carry out sleep in duties as required.

8. To carry out domestic duties as required.

The job description is not intended to be exhaustive and will be reviewed in conjunction with the service and post holder as required.

The post holder’s duties must at all times be carried out in compliance with the Company’s policies and procedures; in particular the post holder must act in accordance with the Equality & Diversity Policy and the Health & Safety Policy.

The Job Description is an outline of the main duties of the post. The post holder will be required to undertake other duties commensurate with the grade as directed by the Centre Manager

Person Specification

The successful candidate will posses the qualifications, skills and personal qualities detailed below:

· Good General Education 

· Ability to work within a team

· Ability to carry out good written communications

· A confident, empathic, caring and friendly manner

· Excellent communication skills

· Understand the importance of confidentiality.

SHIFT TIMES

Term time 




07.00 to 09.45, 

14.45 to 21.15

School Holidays and Weekends

07.00
 to 15.00

14.15 to 21.15

12 hour shifts between 07.00 to 21.15

THE BIDWELL BROOK FOUNDATION t/a LIFEWORKS

Application for Employment

	PRIVATE AND CONFIDENTIAL
	

	

	How did you hear of this vacancy? (include date)
	

	

	A. PERSONAL PARTICULARS

	

	Full Name: 


	

	Address:
	Telephone Number (including STD Code)

	
	

	
	Home:

	
	

	
	Mobile:

	
	

	
	Work:

	
	

	
	(Tick box if you do not want to be contacted at work).
	
	

	
	

	
	Applicants will be required to provide documentary 

	
	evidence of their right to work in the United Kingdom

	e-mail address:
	if invited for interview.

	
	

	N.I. Number:
	Do you have the right to work in the United Kingdom?

	
	Yes / No


B. EDUCATION AND QUALIFICATIONS

QUALIFICATIONS: Please give details of examinations attempted and results (including any examinations failed)

	Name(s) and Address(es)

of School(s)/College(s)
	Dates
	Subject/Courses 

Studied & Level
	Examination Result/

Grade (include any 

examinations failed)

	
	From
	To
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


C. EMPLOYMENT HISTORY

Please list starting with the most recent, all the organisations for which you have worked during the last 20 years:

	Name(s) and Address(es)

of Employer(s)
	Dates
	Position Held/

Main Duties
	Starting/

Leaving Salary
	Reason for

Leaving

	
	From
	To
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please explain any gaps in employment

	


D. SUPPORTING STATEMENT

Please give any details of experience, skills, or achievements, which you feel may be relevant in your application for employment. (You may continue on no more than 1 sides of A4).

	


E. SUPPLEMENTARY INFORMATION 
	Have you ever been convicted of a criminal offence? (which is not a spent conviction under the Rehabilitation of Offenders Legislation)

If Yes, please give details:
	Yes / No

	
	

	Do you have a current full driving licence?

(Please list any current endorsements)
	Yes / No

	
	

	Are you willing to work overtime and weekends when required?

	Yes / No

	Do you have any commitments, which may limit your working hours?

 
	Yes / No

	If so please give details.  
	

	
	

	Please give details of any holidays arranged:


	

	
	

	Are you currently subject to any contractual “restraint of trade” clauses?


	Yes / No

	If yes please give further information.  
	

	
	

	How much notice do you need to give your current employer?
	

	
	

	Have you worked for us before?


	Yes / No

	If yes, give details of reason for leaving.
	

	
	

	Please list your interests, sports, hobbies, etc.
	

	
	


F REFERENCES

Please give the names and addresses of two referees who are not related to you, who we can approach for a confidential assessment of your suitability for this job. (One of these must be your current/most recent employer. If you have not recently been employed or are returning to work following a career break/full-time education a course tutor or personal references are acceptable).

	1st Referee

Name

Company

Position

Address

Postal Code

Business telephone number
Email Address

	2nd Referee

Name

Company

Position

Address

Postal Code

Business telephone number
Email Address



	DECLARATION OF APPLICANT

I confirm that the above information is correct.

I understand that any false information or deliberate omissions will disqualify me from employment or may render me liable for dismissal.

I consent to the Organisation using and keeping information, I have provided on this application or elsewhere as part of the recruitment process and/or personal information supplied by third parties such as referees, relating to my application or future employment. I understand that the information provided will be used to make a decision regarding my suitability for employment and if successful, the information will be used to form my personnel record and will be retained for the duration of my employment. If I am not successful, I understand that the Organisation will retain the form for a period no longer than 12 months and that the Organisation may use it to contact me in the event of there being any other vacancies for which I may be suitable.



	Signed:
	
	Dated:
	


Please return to: 

Aimee Rollings, Administrator, Lifeworks, Blacklers, Park Road, Dartington Hall Estates, Totnes, Devon.  TQ9 6EQ
LIFEWORKS POLICY ON RECRUITMENT OF EX-OFFENDERS

As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, Lifeworks complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed.

Lifeworks is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, 
responsibilities for dependants, age, physical/mental disability or offending 
background.

This policy on the recruitment of ex-offenders is made available to all Disclosure applicants at the outset of the recruitment process.

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.
Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide further details of their criminal record at an early stage in the application process. We request that this information is sent under separate, confidential cover, to the Business Manager within Lifeworks and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process.

Unless the nature of the position allows Lifeworks to ask questions about  your entire criminal record, we only ask about ‘unspent’ convictions as  defined in the Rehabilitation of Offenders Act 1974. 

We ensure that all those in Lifeworks who are 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.

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 the offences.
