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1st March 2021
Dear Applicant,
Thank you for your interest in the position of:

CYP Refuge and Follow On Worker, 1 x 35 hour post

Fixed term to 31st March 2022
Salary £27,851, plus 7.5% Out of hours Allowance

Please find enclosed:

· Job description
· Recruitment guidelines

· Application form
Please ensure that you read the recruitment guidelines before completing the application form and clearly indicate on your application form which post you are applying for.

The closing date for applications is 8am on Monday 29th March 2021.  Please email your application to recruitment@glasgowwomensaid.org.uk. 

Due to a lack of resources, only applicants being called to interview will receive any further communication from us.
We would like to thank you for your interest in working with Glasgow Women’s Aid and wish you the best of luck with your application.

Glasgow Women’s Aid 
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	JOB DESCRIPTION

	Role Title:
	Children and Young People Refuge and Follow On Worker

	Post status:
	Fixed Term to 31st March 2022

	Reporting To:
	Children’s Team Manager

	Location:
	Across all refuges to meet the needs of the service

	Responsible for: 
	n/a

	Role Purpose:
	To provide therapeutic support to Children and Young People experiencing domestic abuse during their stay in refuge and in follow on. 

	Salary
	£27,851 + 7.5% Out of Hours Allowance
	Hours of work
	35 hours per week

	KEY ACCOUNTABILITIES & RESPONSIBILITIES

	Role specific

1. Provide innovative and creative 1-1 and group work support to actively support CYP recovering from their experience of domestic abuse during their stay in refuge and when they move on into their own home.

2. Provide child centered support through Health and Wellbeing Plans in line with guidance and legislation.

3. Signpost and advocate for CYP with external agencies as appropriate

4. Develop and run an innovative and creative group work programme for children and young people.
5. Devise and maintain CYP paperwork and case notes.

6. Co-ordinate and provide a variety of play sessions and activities for CYP, including play schemes during school holidays, on a one to one or group work basis

7. Prepare relevant reports in relation to CYP for statutory and voluntary organisations when necessary

8. Identify appropriate tools and resources to meet individual needs. 

9. Work out of hours when required. 

10. Work in conjunction with Child Protection Policy and Procedure. 

11. Work in conjunction with Women’s team where applicable. 

12. Travel across the city, possibly with children in the vehicle. 

13. Carry out role in a timely manner in line with policy and procedure. 

14. Provide a Crisis Support service on a rota basis.
Organisational wide

15. Work in line with GWA values and the SSSC Code of Conduct

16. Positively promote the feminist analysis of domestic abuse.

17. Participate in relevant training, team meetings and development days for continuous professional development.

18. Engage in Support and Supervision.

19. Promote Service User involvement

20. Maintain Health and Safety

21. Play an active role in awareness raising and fundraising

22. Have a contemporary knowledge of all forms of gender based violence

23. Carry out such other appropriate duties as may be determined by GWA.


	COMPETENCIES

	1. Proactive

Exploring options. Looking at new ways to do things. Being innovative. Strive to make a difference. Carry out tasks without detailed instructions. 

2. Judgement

Makes timely informed decision that take into account the facts, constraints and goals.

3. Co-operation

Works harmoniously with others to get a job done. Responds positively to instructions and procedures. Able to work well with co-workers and managers. Shares critical information with everyone involved. Works effectively on projects that cross teams. Helps to set a tone of co-operation. Seeks opinions. Values working relationships. 

4. Communication

States own opinions clearly and concisely. Demonstrates openness and honesty. Listens well during meetings and feedback sessions.  Explains reasoning behind own opinions. Asks others for their opinions and feedback. Asks questions to ensure understanding. Exercises a professional approach with others using all appropriate tools of communication. Uses consideration and tact when offering opinions. 

5. Problem solving

Anticipates problems. Sees how a problem and its solution will affect others. Gathers information before making decisions. Adapts well to changing priorities, deadlines and directions. Is willing to take action, even under pressure or tight deadlines. 

Recognizes and accurately evaluates the signs of a problem. Notifies line manager of problems in a timely manner. 

6. Making a difference

Making a difference to the service users of GWA and evidencing this using our paperwork. Look for new ways to evidence making a difference.


	PERSON SPECIFICATION (Knowledge, Experience, Skills & Abilities)

	
	Essential
	Desirable

	Experience
	Supporting children and young people who have experienced the effects of gender based violence. 
Working one to one and providing group work with children and young people.
Engaging with a wide range of individuals and groups using a variety of approaches.

Experience of person centred working. 

Advocacy work with voluntary and statutory agencies. 

Experience of developing and updating Health and Wellbeing Plans.

Experience of identifying individual needs and goals. 

Experience of carrying out risk assessments. 

Experience of working with Child Protection.

	Supporting children and young people with experience of domestic abuse.
Liaising with child centred agencies.
Providing training.

Contact issues and family law.  



	Skills and Abilities
	Planning, facilitating and evaluating service provision.
IT skills including email, word and excel.

Ability to work autonomously and use own initiative.


	Proficient with IT databases.

	Qualifications / 

Knowledge
	Qualification relevant to working with children and young people, such as SVQ Level 3 Social Service (Children and Young People). 

Knowledge and commitment to a feminist analysis of domestic abuse.
Understanding of the issues affecting children and young people with experience of domestic abuse.

Full driving licence and access to a car.

	Knowledge and understanding of diversity, equalities and human rights both in legislation and good practice.
Knowledge of discrimination in all its forms.
Understanding of the issues affecting women with experience of domestic abuse

Knowledge of Care Inspectorate requirements, funders and any other external regulator.
Knowledge of Child Protection legislation. 


	Values
	Committed to the values, aims and objectives of Glasgow Women’s Aid. 
Committed to Glasgow Women’s Aid Strategic Plan. 

Committed to valuing and respecting people and working with diversity. 

Participation in awareness raising. 

Participation in fundraising.
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Recruitment Guidelines
This document is designed to give you an understanding of what you can expect as you progress through our recruitment process.
Our Recruitment Process

· we ask that all candidates complete the same application form and we do not accept any CVs

· when we receive your application form the Capability Information, Disclosure Information and Equal Opportunities Monitoring will be removed and retained by the HR department.  These will not be given to the short listing panel.

· We will aim to complete short listing with 5 days of the closing date

· If you successfully pass the short listing stage, we will give you a minimum of 5 days notice for attending an interview

· Women, Children or Young People who use or have used our services are regularly included on our interview panels

· Following the interview the successful candidate is notified

· Due to resources it is not normal practice for us to contact those who have been unsuccessful either at the short listing or interview stage.  If 2 weeks has passed from the closing date / date of your interview and you have not had any contact from us, you can assume that you have been unsuccessful.  

Educational Qualifications and Training

Any offer of employment is subject to confirmation that you have the qualifications required for the post.  Therefore if you are offered the post, you will be asked to provide copies of any certificates that are relevant to the post.  These will be photocopied and placed in your personnel file.

Eligibility to Work in the UK

Before we can confirm a job offer we are legally required to obtain evidence that you are eligible to work in this country.  Therefore the successful candidate will be asked to provide documents to satisfy this.  This will be photocopied and placed in your personnel file.

Disclosure Scotland

Due to the nature of our work, if you are the successful candidate you will be required to complete an Enhanced Disclosure Check / PVG Check.  Any offer of employment is subject to this check being satisfactory.

Additional Information for Applicants with Disabilities
The Equality Act makes it illegal for employers to discriminate against people with disabilities when you are applying for a job.

If you are disabled and require assistance during our recruitment process please do not hesitate to contact us.
Return completed forms, with all required enclosures, by e-mail or post to

recruitment@glasgowwomensaid.org.uk 

or

HR and Admin Worker
Glasgow Women’s Aid

4th Floor

30 Bell St.

Glasgow G1 1LG
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Employment Application Form    
Please complete this form in black ink or by typing in the WHITE fields and return to

Recruitment, Glasgow Women’s Aid, 30 Bell Street, Glasgow G1 1LG

Email to recruitment@glasgowwomensaid.org.uk
Tel 0141 553 4088

Position(s) applied for

If applying for more than one post, please give this information in order of preference

	Job Title

	

	

	


	Surname
	
	First Name(s)
	

	Address
	
	Date of Birth
	

	
	
	NI Number
	

	
	
	Home Telephone
	

	
	
	Mobile Telephone
	

	
	
	Business Telephone
	

	Postcode
	
	May we telephone you at work?
	 FORMCHECKBOX 
  Yes         FORMCHECKBOX 
  No

	Email
	
	Do you hold a valid UK driving licence? 
	 FORMCHECKBOX 
  Yes         FORMCHECKBOX 
  No


Education & Training
SECONDARY EDUCATION

	Year
	Level & Subject
	Grade
	
	Year
	Level & Subject
	Grade

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


UNIVERSITY / COLLEGE (please include current studies)
	From
	To
	Institution Attended
	Degree(s), Diploma(s) obtained
	Date Awarded

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


ANY OTHER RELEVANT QUALIFICATIONS AND MEMBERSHIP OF PROFESSIONAL BODIES
	Qualification & Subject
	Place Attended
	Date Awarded

	
	
	

	
	
	

	Please name professional bodies you hold a current membership for (such as SSSC etc)
	Registration No

	
	


DETAILS OF ANY RELEVANT TRAINING
	Course Title
	Date Attended

	
	


Employment Information
ENTITLEMENT TO WORK IN THE UNITED KINGDOM
	If your application is successful, you will be required to provide evidence of your entitlement to work in the UK.  Are you entitled to work in the UK?
	 FORMCHECKBOX 
  Yes         FORMCHECKBOX 
  No


PRESENT / MOST RECENT EMPLOYMENT

	Name and address
	Other benefits

	
	

	Telephone
	
	Date of appointment
	

	Position held
	
	Notice required or date employment ended
	

	Position responsible to
	
	Reason for leaving

	Present / Final Salary
	
	

	Brief description of duties

	


PREVIOUS EMPLOYMENT

(Begin with most recent and include any voluntary work and periods of unemployment.)

	From (MMYY)
	To (MMYY)
	Employer
	Position Held
	Final Salary
	Reason for Leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Relevant Experience / Skills and Reasons for Applying for Post

Using the person specification please tell us how your skills, experience and abilities relate to this post.  Please ensure that you address all the points in the person specification as it is against these points that applicants are short-listed. Please also tell us why you are interested in this post.
	


Glasgow Women’s Aid is a feminist organisation built on feminist values. Please tell us about your ethos and values. This can be related to either your work or personal life.
	


Please tell us what you believe are the main issues experienced by women, children and young people who have experienced domestic abuse?
	


Referees

GWA require 2 written employers’ references, where appropriate, prior to making an appointment.  One must be from your present or most recent employer.  Internal applicants should indicate their line manager as a referee and someone outwith GWA who can comment on your work in a professional capacity.  Please inform your referees that we may be approaching them.
	
	Current / Most recent employer
	Previous employer
	Other

	Name
	
	
	

	Job Title
	
	
	

	Employer this relates to
	
	
	

	Work address (inc postcode)
	
	
	

	Head office address if different from above (inc postcode)
	
	
	

	Telephone
	
	
	

	Fax
	
	
	

	Email
	
	
	

	We may on occasion wish to take up additional references.

Please indicate if you are happy for us to do so.
	 FORMCHECKBOX 
  Yes         FORMCHECKBOX 
  No

	Unless stated here, it will be assumed that referees may be approached now.
	


Disclosure of Criminal Convictions

Due to the nature of the position for which you are applying, you are not entitled to withhold information about convictions, which for other purposes, are regarded as “spent”.  This is because this post is exempted from the relevant provisions of the Rehabilitation of Offenders Act 1974.

For certain posts, you will require to be a member of the Protecting Vulnerable Groups Scheme and GWA will seek detailed disclosure information for successful applicants before any offer of employment can be confirmed.  This disclosure will contain specifics of convictions and related matters.  For certain other posts, standard disclosure information will be obtained.

Please answer the following questions:
	Are you a member of the Protecting Vulnerable Groups Scheme for regulated work?

	 FORMCHECKBOX 
  Yes, my Scheme Membership Number is ____________________________________________________and is in relation to regulated work with:                      Children  FORMCHECKBOX 
            Protected adults FORMCHECKBOX 
            both Children and Protected Adults   FORMCHECKBOX 

 FORMCHECKBOX 
  No, I am not a Scheme Member

	Have you ever been charged with or convicted of a criminal offence? (include driving offences)
	 FORMCHECKBOX 
  Yes         FORMCHECKBOX 
  No

	Have any police enquiries been undertaken following allegations made against you?
	 FORMCHECKBOX 
  Yes         FORMCHECKBOX 
  No


Please now complete the separate sheet headed “Disclosure Information” and return it with this form.  If you have answered YES to either or both of the above questions, please give details of all convictions, charges and/or police enquiries.

Declaration

Read carefully and sign the declaration below.  If you are returning this form by email we will ask you to do this at a later time.  Before signing, you should have read the job description and fully completed: Pages 1-4 of the Employment Application Form; the Equal Opportunities Monitoring Form; the Capability Declaration form; the Disclosure Information form and the Personal Profile Sheet (if enclosed).

	I confirm that the information I have given in the application is, to the best of my knowledge, complete and accurate and that false information, omissions or misleading statements may lead to any offer of employment being withdrawn or dismissal without notice.

I understand that disclosure information may be sought in the event of a successful application.

I understand and agree that data contained in this application, together with the information supplied by referees and/or relevant third parties, will be used and processed for recruitment purposes and that, if I become an employee, it will used for employment purposes.



	Signature:
	
	Date:
	


Capability Information

The information on this form will not be used as part of the interview and will only be referred to at the point where an offer of employment is being made.

Have you been absent from work because of illness in the previous 2 year period?      

Yes/No

If yes, can you please provide details of all absences during this period?

	Dates of absence
	Reason for absence

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Do you have a medical condition that may affect your ability to perform the duties of this post? Please provide details. 

	


Please provide details of any adjustments, assistance or support you may need to enable you to carry out the duties of the post.

	


Declaration

	 FORMCHECKBOX 

I confirm that I have read the job description and that I am physically and mentally fit to carry out the duties of the post described.   OR
 FORMCHECKBOX 

I confirm that I have read the job description and that, with reasonable assistance, I am physically and mentally fit to carry out the duties of the post described.

	Signature
	
	Date
	


Applicants with a Criminal Record

Policy Statement
1. GWA’s commitment to provide the highest quality service to the women, children and young people we support sets the context within which decisions will be made regarding applicants with a criminal record.

2. GWA is committed to equality of opportunity and to adopting practices free from unfair discrimination. As such, we will ensure that no applicant is unfairly disadvantaged on the basis of offending background.

3. GWA will make it clear to applicants throughout the recruitment process if disclosure information will be sought for that position before an appointment can be confirmed and will make this policy available to all applicants at the start of the recruitment process.

4. Having a criminal record will not automatically debar a person from employment with GWA, except in cases involving serious offences against a vulnerable person.

5. Before taking the decision to employ a person with a criminal record, GWA will conduct a thorough assessment of the risk for that post.

6. The risk assessment will take the following factors into consideration:

· the relevance of the conviction or other matter revealed

· the seriousness of the offence

· the length of time since the offence occurred

· the circumstances which led to the offence being committed

· whether or not the offence is part of a pattern of offending behaviour

· efforts made to avoid re-offending

· whether the person’s circumstances have changed since the offence was committed

· the attitude of the person towards the offence
7. GWA will encourage applicants to disclose criminal record and related information at the start of the recruitment process in order to take full advantage of the interview stage to explore all relevant factors.

8. We will seek criminal record information from Disclosure Scotland only when a conditional offer of employment has been made.
9. Any criminal record information not provided by an applicant which is subsequently revealed by Disclosure Scotland, will be discussed with the person before any decision to withdraw a conditional offer of employment.
10. Information on convictions and related matters will be seen only by those in GWA who require to know to perform their role.
11. Anyone who does have access to such information will receive appropriate training in its use.
12. All disclosure information will be stored securely including the certificate issued by Disclosure Scotland.
Disclosure Information
Due to the nature of the position for which you are applying, you are not entitled to withhold information about convictions which, for other purposes, are regarded as “spent”.  This is because this post is excepted from the relevant provisions of the Rehabilitation of Offenders Act 1974.

Please provide full details of any convictions, charges or police enquiries together with dates and any penalty imposed.  If there is nothing to declare, please record this, sign the form and return it with your application.  If returning this form by email, signing the form may be done later in the recruitment process.

Personal Information
	First name(s)
	
	Surname
	


	Date
	Please explain fully the nature of each Conviction, Charge or Police Enquiry and include driving offences
	Penalty Imposed

	
	
	

	Signature
	
	Date
	


TO BE COMPLETED BY HR

	HR:
	
	Date:
	


Equal Opportunities Monitoring
GWA is committed to being an equal opportunities employer.  We also commit to interview all applicants who have a disability and who meet the minimum criteria for the post applied for.  To help us meet these commitments, it would be helpful if you could please complete this questionnaire.  This form will be removed prior to short listing for interview.

Position(s) applied for

	Job Title
	Location
	Ref No

	
	
	

	
	
	

	
	
	

	Date of application
	

	How did you find out about this vacancy? If from an advertisement, please specify which newspaper, journal or website
	


Personal Information
	Title 
	
	First Name(s)
	

	Address
	
	Surname
	

	
	
	Date of Birth
	

	
	
	Nationality
	

	
	
	Disability is defined as a physical or mental impairment, which has a substantial and long-term adverse effect on a person’s ability to carry out normal day-to-day activities.

	Postcode
	
	

	Home Telephone
	
	In these terms, do you consider yourself to be Disabled?
 FORMCHECKBOX 
  Yes         FORMCHECKBOX 
  No


Ethnic Origin
	White
	        Asian
	         Black 
	Other ethnic background
	Mixed or 

Multiple Ethnicity

	 FORMCHECKBOX 
 Scottish
	 FORMCHECKBOX 
 Indian 
	 FORMCHECKBOX 
  African
	 FORMCHECKBOX 
  Middle Eastern
	 FORMCHECKBOX 
  Mixed or Multiple ethnicity

	 FORMCHECKBOX 
 Other British
	 FORMCHECKBOX 
  Pakistani
	 FORMCHECKBOX 
  Caribbean
	 FORMCHECKBOX 
  any other group
	

	 FORMCHECKBOX 
  Irish
	 FORMCHECKBOX 
  Bangladeshi
	 FORMCHECKBOX 
  Black other

	 FORMCHECKBOX 
 Gypsy/Traveller
	 FORMCHECKBOX 
  Chinese

	 FORMCHECKBOX 
  Polish
	 FORMCHECKBOX 
 Asian other

	 FORMCHECKBOX 
  White other
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