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‘Children’s Hearings Service’ - Children and Young People’s Advocacy Workers 
 Dundee (1 post); South Lanarkshire (1 post); City of Edinburgh (1 post)

POST A – Dundee x 1 post
POST B – South Lanarkshire x 1 post
POST C – City of Edinburgh x 1 post

35 hours per week until 31st March 2021.

Thank you for your interest in the above opportunity.  I am delighted to enclose: 


1 	Job Description & Person specification

2	Application form 

This application form will assist you to ensure that you cover all points in the person specification. This may make it seem long, but please don’t be put off! It does actually help you – and as long as you can demonstrate that you meet the criteria, you can be concise. If possible, please complete the application form electronically but please do not extend the spaces for questions significantly. 

I look forward to receiving your completed application by 5pm on Wednesday 27th May, emailed to iain@partnersinadvocacy.org.uk marked “Confidential CHS Vacancies Post A, B or C”.  Due to the current situation regarding COVID-19 we are not asking for paper copies of applications.   Please note that we cannot accept CVs. 

If you have any enquiries meantime, please contact Pauline Cavanagh on 0141 847 0660 or by e-mail at pauline@partnersinadvocacy.org.uk marked ‘Children Hearings Service’. 



Yours sincerely
	

Tracey McFall


Chief Executive Officer



‘Children’s Hearings Service’ - Children and Young People’s Advocacy Workers  
 Dundee; South Lanarkshire; City of Edinburgh

JOB DESCRIPTION

Hours:  	35 Hours (the service is operational 9am-8pm Mon-Thurs, 9am-5pm Friday; post-holders will work back shift on a rota basis)

Salary: 	£23,934 until 31st March 2021. These posts are funded by Scottish Government

Responsible to:	Line Manager/ CEO and the Board

Based:			Glasgow, Edinburgh, Dundee (dependent on authority covered)

Job Purpose:		Through 1-1 independent advocacy ensure that: the views and opinions of children and young people going through the Children’s Hearings System are heard and respected, that they are empowered and have influence over the decisions which affect their lives so that their needs are met, their needs are promoted and their rights defended.  

Job Activities:

1. To undertake independent advocacy with those for whom the service is designed, namely any child or young person aged 5-18 going through the Children’s Hearings System
 
2. To comply with the National Practice Model Guidance document; all policies and procedures of Partners in Advocacy, and to maintain PiA’s aims & objectives

3. To support children and young people going through the Children’s Hearings system according to Children’s Hearings (Scotland) Act 2011;  have a strong understanding and commitment to children’s rights; solid knowledge base of policy and legislation related to children and young people; working knowledge of procedures related to Children’s Hearings; expertise in advocacy practice and skills in working with children and young people, to ensure consistency of practice and delivery of advocacy within the Children’s Hearings System across Scotland.

4. To support the Service Co-ordinator to promote the service amongst all appropriate agencies, e.g. SCRA, Social Work departments, other advocacy providers

5. To participate in relevant networks, including meetings to help promote good practice for independent advocacy to support children and young people within the remit of the service

6. Where necessary to challenge professionals in an appropriate manner and to present PiA and independent advocacy in a positive light

7. To keep all records and undertake all evaluation/monitoring processes as necessary and to be responsible for organising work and administration tasks effectively

8. To be an active member of PiA’s Children & Young People’s Advocacy Worker Network, contributing to PiA’s overall work and development, attending meetings and working groups as may be required.

9. To participate in any other activities as could be reasonably expected. The above is not an exhaustive list.

PERSON SPECIFICATION
 
Essential Criteria:

Strong understanding of, and commitment to children’s rights

Solid knowledge base of policy and legislation related to children and young people

Working knowledge of procedures related to Children’s Hearings

Experience and expertise in advocacy practice

Experience and sound skill base in working with children and young people

A commitment to the empowerment and inclusion of vulnerable children and young people

A knowledge of: Children’s Hearings (Scotland) Act 2011; UNCRC (United Nations Convention on the Rights of the Child,); The Children (Scotland) Act 1995; Children & Young People (Scotland) Act 2016; Education (Additional Support for Learning) (Scotland) Act 2004 (as amended); GIRFEC (Getting it Right for Every Child); Child Protection policy in Scotland.

A sound value base in relation to the rights of the children and young people who will be supported by the service.

Willingness and ability to work flexible hours across an assigned local authority area, providing occasional cover for other areas when required, and to participate in a shift system to cover the operational hours of the service. 

Personal qualities of creativity, resourcefulness, perseverance, patience, confidence and energy; an ability to work independently, take responsibility for own time management and be reliable and punctual.

Excellent interpersonal skills, including the ability to listen reflectively, to communicate sensitively and appropriately with a variety of individuals.

A satisfactory PVG scheme check

A current, clean driving license with access to a roadworthy vehicle for work use.


Desirable Criteria:

1. Previous experience of working with children and young people going through the Children’s Hearings System

2. Knowledge of education, health and social work systems


































‘Children’s Hearings Service’ - Children and Young People’s Advocacy Workers  
 Dundee; South Lanarkshire; City of Edinburgh

PERSONAL INFORMATION (CONFIDENTIAL) - This sheet will be separated from your application

	Title
	
	Last Name
	

	First Name
	

	Address for Correspondence
	






	Daytime Telephone No
	

	Evening Telephone No
	

	Email
	

	Where did you find out about this post?
	

	Please indicate which post you are applying for (A/B/C)
	



REFERENCES
Please give the names and addresses of two people whom we may contact for a reference. The first of your references must be your present or most recent employer. Personal references (i.e. from your GP or friends) are not acceptable. 

	
	Referee #1
	Referee #2

	Name
	
	

	Job Title
	
	

	Address
	



	

	Telephone
	
	

	Email
	
	

	How do you know them?
	
	

	Can we take up these references prior to interview? (Yes/No)
	





CRIMINAL RECORD
This post is subject to an enhanced police check. Please give any details of any cautions, convictions or bind overs you have received or proceedings being instituted against you.

	





DECLARATION
I confirm that the information I have given is correct and complete and that misleading or untruthful statements will result in my dismissal if they become known after my appointment.

	Signed
	

	Date
	





APPLICATION FORM – CONFIDENTIAL

	Application No. (internal use only)
	




NB: All personal details such as your name, address etc. should be supplied on the previous sheet that is separated from this section of the application form.

QUALIFICATIONS AND TRAINING

Include any relevant short courses as well as formal training.


	Date
	Qualification/
grade obtained
	Subject(s) covered
	Awarding body

	





























	






	
	



WORK HISTORY
Please give details of all posts you have held, starting with your current post, and accounting 
for any gaps in your employment history. Include also any relevant voluntary work.

	Dates
	Employer’s name, address and nature of business
	Job title, main responsibilities and major achievements
	Final salary and reason for leaving

	
	
	
	







STATEMENT IN SUPPORT OF APPLICATION

Please explain how you meet the essential criteria for this post, referring to any knowledge, skills and experience or other relevant information. Note that it is not sufficient to simply say for example “I understand the principles of advocacy” or “I am good at communicating with young people”– you must DEMONSTRATE by showing you know what they are, and detailing your capabilities and/or any relevant experience you may have had.   RESTRICTED TO 2 PAGES.



PRIVATE & CONFIDENTIAL        NB   THIS PAGE WILL BE SEPARATED FROM YOUR APPLICATION 

Equal Opportunities Monitoring Form

	Post Applied for:
	



This information will be treated in the strictest confidence. It will be used to assist us to evaluate whether we are succeeding in our attempts to create a diverse pool of advocates and other volunteers; information will be aggregated and used anonymously.

Please tick the appropriate response in each of the following sections:
Age
[image: ]  16-24	[image: ] 25-34	[image: ] 35-44	[image: ] 45-60	[image: ]  Over 60

Disability?
[image: ] Yes and Registered	    [image: ]  Yes and not Registered	     [image: ]  No

Gender
[image: ]  Man	[image: ]  Woman	[image: ] Intersex	[image: ]Non-binary  [image: ] Prefer not to say 

If you prefer to use your own term, please specify here: ………………………………………………….

How would you describe your cultural/ethnic origin?
      A	White
· Scottish
· Other British
· Irish
· Any other White background ………………………………………………

B   Mixed
· Any mixed background (specify) ………………………………………….

C   Asian, Asian Scottish or Asian British
· Indian
· Pakistani
· Bangladeshi
· Chinese
· Any other Asian background (specify) …………………………………….

D   Black, Black Scottish or Black British
· Caribbean
· African
· Any other Black background (specify) ……………………………………..

E   Other ethnic background
· Any other background (specify) …………………………………………….

Thank you for providing this information


Partners in Advocacy
Job Applicant Privacy Notice

Introduction

The purpose of this job applicant privacy notice is to explain to you the reasons why we hold and use your personal data and explain your rights under the current data protection laws.

We are committed to being transparent about how we collect, use, retain, and meet our data protection obligations with you.  As the recruiter we will collect and process personal data relating to you so that we can conduct our recruitment process, this notice explains how and why we will do this in the context of the recruitment process.   

You are under no statutory or contractual obligation to provide data to the organisation during the recruitment process.  However, if you do not provide the information, the organisation may not be able to process your application properly or at all.

You are under no obligation to provide information for equal opportunities monitoring purposes and there are no consequences for your application if you choose not to provide the information.
We are the data controller, which means we are responsible for deciding how we hold and use your personal information.

We will collect, use and retain your personal information in the context of the recruitment process and your rights in relation to your personal information.  We may amend this notice at any time.

Data Controller ICO Information Commissioner’s Office  

We are registered as a data controller with the Information Commissioner.

Where does your personal information come from?

Partners in Advocacy may collect this information in several ways which include: 

· Recruitment processes including information obtained from agencies which includes:
· Name, address, email address, telephone number;
· Your identification documents you have given us and your proof of eligibility to work in the UK;
· Background checks conditional for your engagement with us;
· PVG/Disclosure/DVLA checks relating to criminal convictions/offences/qualifications.
· 
· Current and former employers or other individuals whom you have given us permission to contact to provide a reference for you.  This data will include:
· Your work history (paid or unpaid) with them, including the dates you worked with them;
· The work tasks you did;
· Your level of responsibility;
· Job title;
· Salary on leaving;
· Time keeping;
· Reliability;
· Quality and quantity of work;
· Relationships and attitude to those you work with;
· Reason for leaving their workplace, and; 
· Whether they would be happy to have you work for them again.

What Information do we collect?

PiA controls and processes a range of information about you.  In this privacy notice ‘your personal information’ means your personal data i.e. information about you from which you can be identified.  Your ‘personal information’ does not include data where your identity has been removed (anonymous data).  It is really important that the personal information we hold on you, and process, is accurate and up to date.  Please keep us informed if your personal information changes.

This includes: 
· Your name, address, and contact details including email address and telephone number;
· Details of your qualifications, skills, experience and work history, including start and end dates with previous employers and workplaces;
· Information about your remuneration, including entitlement to benefits such as, pay, pension and holidays;
· Information about your nationality and entitlement to work in the UK;
· Information regarding whether you have a disability for which the organisation needs to make reasonable adjustments during the recruitment process;
· Equal opportunities monitoring information [collected and retained anonymously]. 
The data we hold on you will be stored electronically and is password protected and accessed via VPN.  A hard copy will also be stored in your personnel file within a locked filing cabinet.  The data is stored for a period of 6 years after an employee leaves the organisation in accordance with Partners in Advocacy’s Retention Policy. 

Processing Personal Data

We will process data in accordance with the following legal grounds:
To Enter a Contract with you:
We need to process the data we hold on you in order that we comply with our obligations with you under the contract we have with each other.  This includes; 
· Contact you regarding the recruitment process and any offer of work;
· Decide on any subsequent appointment;
· Obtain references if you have accepted an offer of work from us;
· Determine the terms of any potential contract between us;
· The need to process your data to enter into a contract of employment with you.

Legal Obligations:

We are required:
· to obtain checks regarding your right to work in the UK; 
· make a decision regarding the recruitment and any subsequent appointment;
· health information to make reasonable adjustments to attend interview and comply with employment related law.

Legitimate Interests:

We are also required to process your data in accordance with our legitimate interests during and after the recruitment process: 
· Run recruitment processes, and then select and offer a suitable candidate, worker a role with our organisation;
· Obtain references from whom you have given us permission to contact;
· Respond to and defend against legal claims;
· Confirm personal membership of professional organisations in relation to the role you are applying for;
· Conduct any regulatory checks and/or statutory check/requirements in relation to your engagement with us;
· To adhere to our own equal opportunity practices;
· Carry out regular equal opportunities monitoring to review our equality of opportunity practices.

Information regarding Criminal Convections

To enable us to make recruitment decisions and assess suitability for particular work, we will process information about criminal convictions and offences (including alleged offences), through appropriate mechanisms such as PVG Scheme and Disclosure Scotland.

We will process this information to enter a contract with you, to comply with a legal obligation, for our legitimate interests (in selecting suitable employees, workers and contractors), and to exercise or perform employment law rights or obligations.

If you have applied for a role within Partners in Advocacy, we will request the following information at the application stage: 
· confirmation as to whether you have any unspent criminal convictions regarding dishonesty if relevant for your job;
· confirmation as to whether you have any unspent driving convictions if relevant for your job.

Any offer of work from us in respect of a role within Partners in Advocacy will be subject to a satisfactory criminal record check in compliance with our Recruitment of Ex-Offenders Policy. PiA is legally required by Disclosure Scotland to carry out a PVG Scheme Record Check.

Access to Data and Security

In order to process your data in accordance with the grounds stated above the following will have access to your data: 

Internally:
· Those involved in the recruitment process
· The line manager in the area of the vacancy
Third parties:

We may share your personal information with the following third parties if, this is required by law, necessary to enter a contract with you, where there is another legitimate interest in doing so, or where it is necessary to protect your vital interests or those of another person. 

· For the purposes of pre-employment checks; current and former employers, disclosure and PVG Scheme checks
We will not share your information outside of the EU.

Your Rights
	
As a data subject, you have a number of rights, as follows:
· To be informed of the personal data we hold on you;
· Access and obtain a copy of all your personal data on request;
· Require PiA to change incorrect or incomplete personal data;
· Require to delete or stop processing your personal data e.g. where the data is no longer necessary for the purposes, and, object to the processing of your data where the organisation does not require to process it;
· Object to the processing of your data where the organisation is relying on its legitimate interests as the legal grounds for processing.
If you would like to exercise any of the above rights, please contact the CEO at G/1 Links House, 15 Links Place, Edinburgh EH6 7EZ. 

If you believe that we have not complied with your data protection rights, you can complain to the Information Commissioner.

Data Retention

We will only retain your personal information for as long as necessary to fulfil the purposes for which we collected it, including to satisfy any legal requirements. 

If your application is unsuccessful the organisation will retain your application for a period of one year in accordance with our Retention Policy.

If you start work with us following the recruitment process, we will give you a copy of our Employee Privacy Notice, and will retain your personal information as detailed in the notice.

Acknowledgement of receipt
I confirm that I have read and understood the contents of this job applicant privacy notice.

Signed:							Date:

For more information about the GDPR can be found at: https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/lawful-basis-for-processing/special-category-data/
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