[image: http://plus-services.biz/wp-content/uploads/2018/05/Plus-Menu-Logo-v1.png]
[image: http://plus-services.biz/wp-content/uploads/2018/05/Slider-1-1024x640.jpg]
Support Worker Job Pack

We take great pride in our reputation for quality, reliability, service and value and recognise that this is built on the commitment and skills of our staff.  It is in our joint interest that this reputation is maintained.  The success of the organisation and well–being of our staff depends largely on co-operation, trust, and respect between all levels of staff, and the information on maintaining high standards promotes this ideal.

I hope you find the job pack useful and that it helps you become part of our team.


Sally Pennington
Chief Executive


Our Values

Choice

Individuals should be listened to about what they want from their lives, giving them greater choice and control, they, their family, and their carers should be enabled to make decisions and choices, big & small

Rights and responsibilities

As equal citizens in society, people with learning disabilities should be supported to make use of their rights and fulfil their responsibilities

Community involvement

People with learning disabilities should be fully involved in their local community, to access all that the community has to offer them and to be able to contribute to that community

Access to information

People must have access to better information so they can make choices, understand their rights and responsibilities, and speak up and be heard

Safety

People with learning disabilities should be able to be confident of their own safety

Excellence

We take great pride in our reputation for quality, reliability, service and value and recognise that this is built on the commitment and skills of our staff


Staff Commitments

These are the principles or standards of behaviour we expect from all our staff.  We expect all staff to be able to say:

1. I am committed to treating people with dignity and respect. 

This means that we value everybody’s individuality and get to know them without making assumptions about what they need.  We respect people’s right to take decisions about their life and to promote their own wellbeing and self-esteem.  If we treat people with dignity, they will know that they matter all of the time, that they are listened to and that information we hold about them is treated in confidence and shared when with consent. If we respect people then we recognise & celebrate each person’s unique history and strengths as well as their needs.

We extend our commitment to dignity and respect to all employees. We recognise that if we treat our colleagues, including our team members and other staff with respect, they will be more likely to respect us, each other and service users.   

2. I am committed to continuous learning and reflection 

This will enable me to improve my working practices.  Employees begin their career at PLUS with a full induction, incorporating the Care Certificate and a discussion on values.   They then embark on a probation period where their values are reviewed alongside other core standards.  Following successful completion of the probation period, all employees should have a Learning & Development Plan which ensures they develop both personally and professionally. Employees are expected to improve their practice by listening and learning from others, and adopting new practices and methods introduced by managers.

3. I am committed to working together with others

We recognise that we cannot provide high quality care alone, but must work in genuine partnership with colleagues, professionals, service users, families and others to ensure the best outcomes for those we support. This may mean putting aside personal feelings and making compromises. It means treating colleagues with consideration and respect, and listening to others. It means using Active Support strategies to improve the wellbeing and life experience of people with learning disabilities and supporting them to develop relationships and a social life and to access ordinary community facilities. It means working positively with people whose behaviour may challenge others through the use of active support, total communication strategies and positive behaviour support, in order to support them to reduce those behaviours.

4. [bookmark: _GoBack]I am committed to being honest and reliable in my work

Our service users need to be able to trust our staff to support them in the way they choose and at the times that they need support. Members of our staff teams need to be able to rely on their colleagues to be available at the times agreed and to be consistent in providing support. All employees should ensure they communicate clearly with colleagues; and that they communicate to service users in ways they can understand and offer choices to people using a range of communication methods.

[image: http://plus-services.biz/wp-content/uploads/2018/05/Plus-2-1024x640.jpg]


Support Worker Benefits

What Benefits can I expect at PLUS? 
PLUS has an excellent reputation for supporting staff and service users to maximise their potential. 

PLUS follows the Skills for Care framework and other approved institutions and provides a range of training and development opportunities. These range from supporting staff to achieve a Diploma in Health & Social Care to specialist training in dementia, autism or a range of other related conditions to understand the needs of our service users and support them more effectively. 

A number of our staff have progressed from support worker to Assistant Manager & Service Manager level so opportunities for career development are very real. No matter whether you want to progress into a management position or would prefer to focus on providing valuable support to our service users to help them to lead fulfilling lives, we will provide you with a range of skills to enable this.

 All support staff undergo regular training in Moving & Handling, First Aid, Safeguarding, Risk Assessment and a number of other related skills to equip you with the necessary ability to work effectively in supporting adults with learning disabilities.

But don’t just take our word for this, PLUS has once again retained the Investors in People award so the support we give to our staff is nationally recognised, We are regularly reviewing the best ways of improving our service and a number of staff at all levels have contributed to the development of PLUS through our Shadow Board, which is made up of staff and service users as well as through team meetings and other focus groups so you can make a real contribution to the organisation.




What more can I expect?
· Child Care Vouchers 
· contributory pension scheme 
· Free confidential Employee Assistance Programme 
· Ride2work scheme

You would be entitled to 28 days annual leave in a full leave year including bank/public holidays. You would work 152 hours over a 4 week period (equivalent to 38 hours per week) on a shift basis. Shifts are worked over a 24-hour rota covering a 7-day week and include week ends and bank holidays.

Part Time staff would receive the same benefits on a pro rata basis.
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Application guidance

The Job Description and Person Specification
The job description lists the main duties of the post and the person specification describes the skills, and experience required, and qualifications if relevant.
The Person Specification sets out the essential skills, attributes and experience required by PLUS. Your application will be assessed to see how closely you meet the person specification. The information you provide will be the only criteria used for short-listing candidates.
The Selection Process
For most jobs we have adopted a 2 stage approach to selecting the most suitable candidate. The first stage is to shortlist candidates to progress to the next stage. As you will understand we often receive a lot of applications and the only practical method we have of deciding who to shortlist for a job is based upon the information you supply in the application form.  It is essential therefore that you take your time to complete the application form as fully as possible. Please try to give examples of how you meet all of the requirements for the job, including examples of how you have been able to demonstrate working in ways that meet our organisational values. If you fail to address any of the essential criteria you are unlikely to progress. The following information deals with specific parts of this process.

Education: An academic qualification will only influence short-listing if it is listed as a requirement for the post.
Experience, skills and values
Tell us why you want this job? Think about your experience and skills and what you have to offer. These may have been gained in previous employment, or you may have life experiences such as caring for a relative, or parenting. Remember that skills gained in community or voluntary work and leisure interests can also be applicable.  Even if you do not have previous relevant experience we might be able to consider you as it just as important that your values, commitment and approach are compatible with ours. We suggest using the following to answer each heading:


References: Give names, address and telephone numbers and email addresses of as many referees as necessary that can comment on your career over the last 5 years at least. One must 
be your present or last employer or educational establishment. Other referees should also have known you in a professional capacity as personal references will usually not be accepted. 
Presentation
If you have any difficulty filling in the form, then please ask someone to explain, or call Human Resources on 020 8297 1250
Returning the form
Send the completed form by 5pm on the closing date to: Human Resources & Development, PLUS, 6 Belmont Hill, London SE13 5BD.  Alternatively you can email it to hr@plus-services.org.
NB
If you post your application form, please ensure the correct postage is paid in full as PLUS will not pay the administration charge to collect your form and so unless it is delivered it will not be considered.
Short listing 
After the closing date, application forms are read carefully by the selection panel. People who meet the requirements of the person specification are then invited for interview and assessment. This includes job related written and numerical tests on the day of the interview. You will also be asked to complete an on line questionnaire to give us a clearer understanding of your values and approach to supporting vulnerable people. 
Eligibility for Work
On the day of the interview, you will also be asked to provide evidence of your eligibility for work as only applicants who are currently eligible for employment and who are resident in the UK or who have proven arrangements to move to the UK, will be considered. You will also be asked to complete and return a Disclosure & Barring Service Form as all appointments are subject to an Enhanced DBS check.
Final Stage
Following the interviews and tests, all the results are carefully considered to see who may be suitable for appointment. If successful, a conditional offer will be notified in writing and references and DBS clearance will be requested as quickly as possible. 
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Job Description

Job Title:		Support Worker (including Bank)

Responsible to: 	Service Manager

Job Summary:	The primary role of a Support Worker is to encourage and support adults with learning disabilities to participate in all activities that contribute to the quality of their lives. Working as part of a team, you will create a safe and caring environment for our service users that is geared towards personal development. You will promote respect, independence, choice and the inclusion of adults with learning disabilities. You will also be required to make a full and active contribution to your team by assisting with administrative tasks, and liaising and co-operating with all those involved in the support of our service users in a friendly and professional manner.

Location:	Support Workers may be required to work in any service managed by PLUS in accordance with service need.

Specific Responsibilities

1. Relationship with Service User

1.1	Provide care and support to service users, as preferred by the individual and/or advocates whilst remembering to enable personal choices. 

1.2 Promote and safeguard the well-being of service users and support them to achieve their maximum degree of independence through an increase in skills in all areas. This includes:

1.2.1 supporting education, social, leisure and employment activities appropriate to the age of the service user

1.2.2 encouraging service users in all activities including personal care & hygiene, e.g. bathing, cleaning their teeth, using toilet facilities, changing pads, grooming, etc. and provide appropriate support as necessary.

1.2.3 Encourage and assist service users in meal preparation, always remembering to enable personal choice. 

1.2.4 being involved with service users’ in the maintenance of their home, and other venues including domestic tasks and care of belongings

1.2.5 encouraging existing family links and friendships

1.2.6 supporting participation in the local community making full use of available resources

1.2.7 supporting service users with their finances

1.2.8 supporting service users to organise and go on holidays as appropriate

1.2.9 relieving carers as and when required

1.2.10 participation in review meetings to plan for the individual needs of each service user and ensuring the identified needs of the individual are met in a person-centred approach

1.2.11 Administer medication in accordance with individual needs as set out by health action plan and PLUS policies and procedures.

1.2.12 Treat service users with dignity and respect and avoid any abuse of the privileged relationship that exists with the service users or the privileged access to their property, money, home or workplace

1.2.13 Respect the confidentiality of information obtained at work and do not disclose any information about a service user without consent or the consent of the person acting on their behalf

1.2.14 Promptly report any changes in a service user’s health and/or behaviour to the appropriate person

1.2.15 Act as a key worker to a specific individual under the direction of the Service Manager

1.2.16 Where appropriate, negotiate with service user’s families and friends to create individual plans that reflect the service user’s cultural, ethnic and religious background 

2. Participation in the staff team

2.1 Adopt a flexible approach to working hours and to fully co-operate with the Service Manager and other staff in the formation and running of 24 hour rotas. This includes weekends, bank holidays, sleep-in shifts and holiday and training cover

2.2 Fully participate in and contribute to service and team meetings, providing accurate information when required

2.3 Work within the time frames and achieve the targets as set by the Service Manager

2.4 Maintain confidentiality within the staff team and management, as well as with appropriate agencies (e.g. Social Services and commissioners/funders)

3. Administrative responsibilities

3.1 Complete full and comprehensive handovers at the beginning and end of every shift

3.2 Provide written reports when requested by the Service Manager

3.3 Maintain up to date and detailed service user records 

3.4 Maintain accurate financial records of travel and other expenses incurred

3.5 Complete financial and administrative procedures as necessary

4. Training and Development

4.1 Undertake all core training within the required timeframes as indicated by your Service Manager and the training department

4.2 Undertake professional development required for the post of Support Worker

4.3 Prepare for and regularly attend planned supervision sessions and appraisals

4.4 Attend appropriate training courses and identify areas for personal development

4.5 Comply with all parts of the probationary procedure

5. Community presence

5.1 Liaise with agencies and provide support as required whilst maintaining PLUS’ reputation

5.2 Make full use of the community resources on offer

5.3 Promote a positive image of the company

5.4 Embrace and encourage a philosophy of PLUS participation

6. General

6.1 Be familiar with, and adhere to, PLUS policies and procedures

6.2 Maintain a safe environment and be aware of the Health and Safety policy, ensuring that all incidents are promptly reported to the Service Manager

6.3 Maintain proper care of PLUS offices, services and equipment belonging to PLUS and its service users

6.4 Make efficient and economical use of the organisation’s energy, power and communication equipment

6.5 Carry out and complete any other reasonable tasks as requested by PLUS management
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Person Specification – Support Worker

	Criteria	        
	           
	Standard
	Essential or Desirable
	Measured By

	Knowledge, skills & abilities
	Positive attitude and motivation to support people with learning disabilities
	
E
	Application Form & Questions at interview

	
	Understanding of issues facing those with disabilities (learning and physical).
	
E
	Application Form & Questions at interview

	
	Awareness of equal opportunities and diversity in relation to individuals with learning disabilities and provision of services
	
E
	Questions at interview

	
	Life skills which can be used in supporting people with learning disabilities to learn & develop new skills that support and promote independence.
	
D
	Application Form & Questions at interview

	
	Ability to communicate effectively with people with learning disabilities, reflecting cultural needs of service users group
	
E
	Interview

	
	Ability to keep accurate records
	
E
	Application Form

	Education, qualifications and special training
	To have a good command of English both written & verbal
	
E
	Application Form, Test & Interview

	
	Ability to use basic computer packages such as Word or Excel
	
D
	Application Form & Test


	
	Ability to work with numbers. Good management of receipts and petty cash
	
E
	Test

	
	Diploma in Health & Social Care or equivalent
	
D
	Application Form  or certificate

	Experience
	Experience of working in an environment involving face to face work with people
	
E
	Application Form & Questions at Interview

	
	
Experience of working in a team
	
D
	Application Form & Questions at Interview

	
	Experience of supporting people with learning disabilities
	
D
	Application Form & Questions at Interview


	Interpersonal skills

	Friendly and supportive attitude

	E
	Questions at Interview & references

	
	Demonstrate ability to work independently and as part of a team
	E
	Questions at Interview


	
	
	
	

	Physical requirements
	Physically able and willing to carry out all duties, including moving and handling.
	
E
	Health Questionnaire & Interview

	
	Ability to participate in or take the lead in various activities for people with learning disabilities including service users holiday’s & other events.
	
E
	
Application Form & Interview

	
	Able to support the emotional challenges individuals with learning behaviours face and a challenging service
	
E
	Questions at Interview

	
	
	
	

	Personal circumstances
	Ability to work full range of shifts as required that reflects the needs of service provision. This will include weekends, evenings, bank holidays and overnight.
	
E
	
Application Form & Interview

	
	Interested in self-development  and continuous training 
	E
	Questions at Interview


Frequently asked Questions and Answers

What are the shift patterns?

You will be working 38 hours per week over a seven-day period, which will mean you will be working some weekends and bank holidays A shift will usually be total of 8 hours and the rota will vary from house to house to meet the needs of service users. But generally you could find yourself working three time slots:
· An early shift starts at any time between 7am and 8.30am as required by the service.
· A late shift starts between 1.00pm and 3.00pm
· Sleep–in, this involves “sleeping in” at the place of work usually following a late shift. There is a specific room allocated for this purpose.  The sleep-in may involve support to clients during the night. All Support Staff should be prepared to carry out sleep in duties at least once per week but sometimes more so you should ensure you are available for this. 
Some services require a waking night shift and all support staff in that service will be expected to work these shifts on a rota basis.

Are there any extra allowances?

Salaries are paid directly into your bank account on the 23rd of each month.  £36.50 is paid per sleep – in on top of the basic salary. Waking night shifts have an enhancement of 15% for all hours worked. There are no enhancements for weekend or bank holiday working.  

How old are the service users?

We work with adults living in the community.  In PLUS houses the age range of service users is generally from 18 to 80+.

What other disabilities do service users have? 

There are varying degrees of physical disability, for example some people use a wheelchair.  Others have limited communication skills or their vision, hearing or speech is impaired.  Some of our service users need physical support to carry out even basic activities and as they get older their levels of support can increase. Although hoists and other equipment are provided, this does mean that the job can be both physically, and at times, mentally demanding. You should therefore think carefully about whether you are able to support vulnerable adults without risk to your health. 

What does personal care entail?

Personal care includes support with bathing, hair-washing, shaving and getting dressed.  We support some people to deal with continence management - or support clients to use the toilet.

What is challenging behaviour?

It is a form of communication or evasive action.  At times a service user’s actions can be inappropriate, or considered socially unacceptable.  Some service user’s have a tendency to be verbally or physically aggressive when they feel their needs are not being met.            

Where would I be working?

We currently provide services in the London Boroughs of Croydon, Greenwich, Lewisham, Southwark & Sutton. If appointed, you will be allocated to a specific service based upon business needs and will be expected to remain at that service at least until the completion of your probation period. We are not generally able to take your travel or domestic needs into account when allocating staffing resources so you should carefully consider this before submitting your application or accepting an offer. However PLUS reserves the right to move staff between services should the need arise as they are all generally within a relatively small geographical area. 

What training is provided?

There is a comprehensive induction programme that complies with the Care Certificate Standards. Mandatory training is provided in basic food hygiene, moving and handling techniques, and basic first aid.  Apart from on the job training, there are additional courses that relate to individual service user’s social, physical, and mental well-being. We also pride ourselves in developing staff to enhance and improve their skills and progress their career.

Anything Else I should be aware of?

As you would be working with vulnerable people, all appointments are subject to an Enhanced Disclosure & Barring Service check, satisfactory references, health screening and proof of your right to work in the UK. Confirmation in post is also subject to a six-month probationary / training period and to you meeting the Care Certificate Induction Standards for Learning Disabilities in that time.
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Thank you for the interest you have shown.  
We hope you found this helpful and wish you well with your application.
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Situation


Task


Action


Results


Provide context & Background


"The Service user's mother placed a complaint..."


Describe problem, & Challenges


"We had to change the support plan..."


Explain what you did & how


"We solved..."


"I put in place..."


Tell us about the benefits, savings rewards, etc


"The impact on the service users was..."
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