Date as postmark

Dear Applicant

Independent Living Officer – West Lothian
Thank you for your interest in the above post.  Enclosed please find:

· Job Description

· Person Specification

· Application Form

· Equal Opportunities Monitoring Form

· Criminal Convictions Declaration

· Introduction to Services Leaflet

Applications will be judged on ability to relate skills and experiences to the Person Specification.  Please return the application form and equal opportunities forms to Florence Garabedian, Chief Executive, LCIL, Norton Park, 57 Albion Road, Edinburgh EH7 5QY, marking the envelope "Application - Confidential". Deadline for completed applications is 12 noon on Friday 18 October 2013.
Please give information as requested on the application form, highlighting relevant experience and in particular any previous involvement you have in working with disabled people.  Please note a C.V. will not be accepted.

Yours sincerely

Florence Garabedian

Chief Executive
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Lothian Centre for Inclusive Living


Job Description

Post title:


Independent Living Officer 

Post salary:

Equivalent to AP4, Points 27-30, pro-rata of 21hrs
Responsible to:

Independent Living Team Co-ordinator

Post objective: 

To develop flexible, independent living opportunities for disabled people, using their direct experience as a basis for service development and delivery.  

Purpose of post
The Independent Living Officer will work within a small development team whose joint approach is to provide an inclusive service to Service Users in all aspects of Independent Living.  The Team, consisting of Independent Living Team Coordinator, Training Officers and Independent Living Officers, supports people to set up and sustain Independent Living options and also provides relevant training to Service Users.  A substantial amount of work will be conducted on an "outreach" basis, in the Lothian’s.  

All the areas of work are very closely linked, it is therefore essential that the postholder has a good understanding of the issues involved in all aspects of the team's work.  A certain amount of flexibility will be expected and at times it may be necessary for the post holder to be directly involved in aspects of each other’s work. The post holder will be based in the West Lothian outreach office.
Main Tasks and Duties
1
Assessment


Consult with individual disabled people, supporting them throughout the assessment process to identify their requirements for independent living. This will take account of their needs for independent living, and training.


Identify all existing services and facilities in order to match individual needs to available resources.

Provide service users with impartial information and advice regarding the options available to them within Self-Directed Support to enable them to make an informed decision.
2
Liaison


Work with individual disabled people to establish, prepare and develop independent living plans tailored to the individual's aims, needs and expectations.


Liaise with appropriate statutory agencies with and on behalf of disabled people to ensure they receive flexible, comprehensive and person centred community care assessments.
Work with individuals who choose to employ their own Personal Assistants and wish to take up LCiL’s payroll service informing them of their roles and responsibilities as an employer and explaining how LCiL’s payroll service operates.  Support with this area of the post will be provided by LCiL’s payroll service.  (Note: comprehensive telephone support for Personal Assistant Employers re all payroll issues and actual payroll processing will continue to be carried out at LCiL’s premises in Edinburgh). 


Liaise with other LCiL staff to identify the range of services that LCiL can offer and co-operate with the staff and LCiL's Board in delivering these services to individuals.

3
Support

Provide information on a range of subjects and services to enable people to make informed choices and decisions about what "Independent Living" means to them.

Ensure that all information is available in accessible formats according to individual requirements.  

Provide support to disabled people and their families/friends while they are going through the process of setting up their own independent living situations.


To work with service users to assist them to self-advocate, if desired, in areas of negotiation such as community care assessments etc. 

Support individuals in all aspects of recruitment, selection and good employment practice of personal assistants.


Actively promote and encourage LCiL's Training for disabled people and their Personal Assistants.


In conjunction with LCiL's Training Officers develop a series of training opportunities for disabled people and their Personal Assistants.


Provide follow‑up support as and when required once people have set up their own independent living situations.

4
Development


To develop awareness about Independent Living and self directed support, through talks, presentations, workshops, using a variety of methods aimed at individuals, statutory or voluntary organisations. 

To participate in relevant working groups regarding the development of Self-Directed Support.
5
Administration


Record and collate gaps and deficiencies in community services as expressed by users and pass these on to LCiL’s Independent Living Team Coordinator & CEO. The CEO/Independent Living Team Coordinator will share this information with the relevant Local Authority member of staff.


Undertake recording of information in accordance with LCiL policies and procedures and ensure people have access to their own confidential file.

Assist the Independent Living Team Coordinator in collating statistics and preparing reports.

6         Other

Any other reasonable tasks which are appropriate to the smooth running of LCiL.

Decisions made in the course of the job
Accountable to the Independent Living Team Coordinator for tasks concerning individual case work, support of independent living schemes, and promotion of training.

Decisions relating to:-

Initiating contact with individual disabled people, disability organisations and service providers.

Responding to assessment of user's needs and determining with them appropriate "packages" of care/support.

Determining effectiveness of individual independent living schemes and deciding with users when changes should be made.

Supporting service users to self-advocate.

Making recommendations to the Independent Living Team Coordinator regarding gaps in services and provision for Service Users.

Contacts
· Disabled people, families and carers

· Disability organisations in Lothian and elsewhere

· National disability organisations

· Local Authority Officials

· Local Authority Councillors

· Statutory Social Work, Health, Housing and Education Providers

· Local & National Voluntary and charitable bodies

· Government departmental officials

· Private Sector Organisations

Supervision received 

The post holder will receive regular individual supervision from the Independent Living Team Coordinator in accordance with the terms and conditions of service.  The postholder will be expected to attend staff meetings, team meetings, training courses, LCiL events and other meetings deemed appropriate to the functioning of the work.  
Complexity and creativity 
The Lothian Centre for Inclusive Living is an innovative and demanding initiative which will have a significant impact on the lives of disabled people, their families and the statutory authorities in the Lothians.

The provision of support which enables disabled people to increase their level of self control in all aspects of their lives is highly complex.  It requires sensitivity, an extensive knowledge of services which are available to disabled people and a wide knowledge of the concerns of disabled people.

The postholder would need to maintain an up to date knowledge of all relevant legislation.  She/he would be required to use ingenuity and imagination to find the most appropriate solutions to individual situations.

She/he would require the ability to communicate effectively with a wide range of people.

She/he would be required to take initiative on a wide range of tasks and work as part of a team to ensure LCiL maintains an inclusive approach.

September 2013
Person specification: Independent Living Officer
These are the qualifications, skills and experience that are either essential or desirable for this post.

	PRIVATE 

	
Essential
	
Desirable

	Education and Qualifications
	· Educated to secondary level
	· Relevant professional qualification or higher education training

	Skills and Abilities
	· Ability to communicate clearly

· Ability to prioritise a complex 

work load and work on own initiative as necessary

· Good organisational/time 

management skills

· Good interpersonal skills

· Negotiation skills

· Creative problem solving skills

· Advocacy skills
	

	Experience & Knowledge

(Paid or voluntary work)
	· Experience of being a facilitator

· Understanding of Independent Living philosophy and Social Model of Disability

· Understanding of person centred working

· Knowledge of current community care issues

· Ability to translate relevant work or personal experience into general principles

· Understanding of equal opportunities/anti-discrimination practice

· Experience in use of Microsoft Office software
	· Use of Personal Assistance

· Work or personal experience in a user controlled environment

· Knowledge of services available to disabled people

· Knowledge of the issues people face when setting up Independent Living Schemes

· Specific knowledge in relation to DSS benefits and housing etc

· Direct personal experience of disability

· knowledge/experience of DPs/SDS

	Personal Attributes
	· Flexible and responsible

· Non judgemental

· Team worker

· Enjoys a challenge

· Ability to work under pressure

· Ability to recognise work/personal boundaries

· Innovative approach
	· Sense of humour

· Persistence

	Other Requirements
	Occasional work at evenings or weekends according to needs of service
	


Form 1

Lothian Centre for Inclusive Living

Lothian Centre for Inclusive Living has an Equal Opportunities Policy.  This application form is in four parts:  Form 1 contains personal information; Form 2 will be used to select candidates for interview; Form 3 is for monitoring purposes only and has no bearing on selection; Form 4 will only be read if you have demonstrated the skills, knowledge and experience for the post, following the interview.  

All applicants must complete all parts of this form.
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Application for Post of:
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Closing Date:

Personal Information
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Form 2

Education and Training History – starting with most recent
	Dates
	Education Establishment

Attended
	Subjects and

Qualifications Gained

	
	
	


	Please give details of any other qualifications or skills you have acquired which are relevant to this application, including voluntary work and commitments, membership of organisations etc.




Employment Record

[image: image10.jpg]



[image: image11.jpg]


[image: image12.jpg]


[image: image13.jpg]







Form 3

LCiL: Equal Opportunity in Employment Policy Monitoring

LCiL is committed to the successful development of an equal opportunities policy in relation to the recruitment and selection of staff.  

To assist in the implementation and monitoring of this procedure, applicants for posts with LCiL are asked to provide the information below.

This document will be separated from your application form. The information you provide will be treated in strictest confidence. 

Post applied for:  Independent Living Officer
__________________________________________________

Where did you find out about this post? 

__________________________________________________

Notes:



Racial Equality

(The categories used in section 1 have been recommended by the Commission for Racial Equality.)

Disability Equality

LCiL operates within the Social Model of Disability and as such uses the following definition of disability and impairment namely:

Disability:

The loss or limitation of opportunities to take part in the normal life of the community on an equal level with others due to physical and social barriers

Impairment:

The loss or limitation of physical, mental or sensory function on a long-term or permanent basis 
(Disabled People’s International, 1981)
Form 3

LCiL: Equal Opportunity & Diversity Monitoring Form


1. What is your ethnic group? 

Choose 1 section from A - E then tick to indicate your cultural background

A. White







 ( Scottish 


( Other British

            



( Irish                                       


( Other White background   Please write in the box
B. Any mixed background 
Please write in the box

C. Asian

( Scottish

( Other British

( Indian

( Pakistani
( Bangladeshi

( Chinese

( Other Asian background
Please write in the box
D. Black

( Scottish 

( British

( Caribbean

( African

( Other Black background    Please write in the box


E. Other Ethnic background  Please write in the box
( I do not wish to disclose this 

2. Age









16-25 (   26-34 (   35-44 (  45 +
 (
3. Gender



Male
 (
Female (
Transgender (
( I do not wish to disclose this 
4. Disability

Do you consider yourself to be a disabled person?


Yes   (      No ( 
( I do not wish to disclose this 
5. What is your sexual orientation?
( Bisexual            ( Gay man
 ( Gay woman/lesbian          
( Heterosexual/straight     
( I do not wish to disclose this 
6. Religious Belief (Please indicate your religious belief)

( Atheism   ( Buddhism  ( Christianity   ( Hinduism   (Islam ( Jainism

( Judaism
 ( Sikhism     ( Agnosticism  ( Other  ( I do not wish to disclose 

Form 4

Lothian Centre for Inclusive Living

Criminal Convictions Declaration

Important:

Please read carefully to ensure you fill in this part of the application correctly. 

It is LCIL policy to ask for a criminal conviction declaration where this could be relevant to a particular post. This offers an opportunity for an applicant to provide more detailed information about the circumstances of their conviction. 

You Should:

· Answer the question about criminal convictions on the next page.

· Fill in Part 1 of this form if you have any convictions spent or unspent.

· Read & sign Part 2.
· Place the form in a self addressed envelope and enclose with the rest of your application.

If you are not going to be offered the post, the Criminal Conviction Statement will be returned to you in the unopened envelope, either after short-listing or after interviews.

If the Interview panel intend to offer you the post following interview the information you have provided on the form will need to be considered in relation to the requirements and nature of the post. Only at this stage will the envelope be opened.

The panel may decide on any of the following actions:

· Decide not to appoint you. The reasons for this will be explained to you in writing.

· Invite you to discuss the details and seek a standard or enhanced criminal records disclosure.

· Offer you the post subject to a standard or enhanced criminal records disclosure.

Any information given in this form will be treated in the strictest confidence. 

  Form 4    



The post that you have applied for is exempt from the Rehabilitation of Offenders Act 1974 by the (Exceptions) Order 1975.

Should you be selected for interview you are required to disclose all convictions (spent or unspent).

Should you be appointed to the above position you will also be required to provide permission for a Standard/Enhanced disclosure under the terms of the Police Act 1997 (Part v).
Do you have any criminal convictions (spent or unspent) or any which are pending against you?     

No (
   (If you have no convictions and no action pending against you please go to part 2  and sign the declaration form). 

Yes (  (If you have conviction(s) please go to part 1 ).

Part 1

a) Please give the date and details of the conviction(s) that you were charged with, the sentence that you received and the court where your conviction(s) was heard. 

b) Please give details of the reasons and circumstances that led to your offence(s).

c) Please give details of how you completed the sentence imposed, 

for example: 

· Did you pay your fine as required? 

· What conditions were attached to your probation, community service, supervised attendance order? 

· Did you comply with the requirements of your order/custodial sentence?

d) Has any other organisation(s) supported you to work through any of the above issues?

e) What have you learned from the experience?

Part 2

Declaration (I certify that all of the information contained in this form is true and correct to the best of my knowledge and realise that any false information or omissions may lead to dismissal. I give permission to Lothian Centre for Inclusive Living  to seek an enhanced disclosure from Disclosure Scotland under the terms of the Police Act 1997 (Part v)).

Signature:                                                Date:                                       .

The information given in this form will be treated in the strictest confidence. 

Please seal this form in a self addressed envelope and enclose it with your application.







Independent Living Officer





18 October 2013





Surname:





Initials:





Address:





Home Telephone No:





Work Telephone No:





References:


Please give the names, addresses and daytime telephone numbers of two people willing to act as referees on your behalf.  Both should be able to comment on your work experience and at least one should be able to refer to your present (or most recent) employment.





Name:							Name:


Address:							Address:








Email:							Email:


Telephone & Fax number:				Telephone and Fax number:





Relationship to Referee:				Relationship to Referee:




















Signed:						Date:





May these referees be contacted prior to an offer of employment being made?  


Yes / No





Present Post:


Title of post held:						Name and Address of Employer:





Date appointed:





Present salary:





Notice required / Date left:				Reason for leaving:








Describe the main duties and responsibilities in the above job:








Previous Job History:





Employer’s Name &         Job Title 		             Main duties and responsibilities


Address                           Start & Finish dates 	    (including reason for leaving)


(most recent first)	(month & year)


				         											



































































































































Where and when did you see this post advertised?





Before posting please make sure you have completed Forms 1, 2, 3 & 4


Form 4 should be placed in a separate self-addressed envelope and enclosed with the rest of the application.





Completed applications in envelope marked   


"Application, Confidential" to be returned to:  Florence Garabedian, Chief Executive,  Lothian Centre for Inclusive Living,  Norton Park, 57 Albion Road, Edinburgh  EH7 5QY.   Email: � HYPERLINK "mailto:Florence.garabedian@lothiancil.org.uk" �Florence.garabedian@lothiancil.org.uk�








Additional Information:





Please use this section to explain how your previous experience, abilities, skills and achievements would enable you to meet the requirements of this post.  (Please ensure you refer to the person specification as this will be used as the basis for shortlisting).



















































































You may wish to add a continuation sheet.





Name:





Post Applied For:     Independent Living Officer














Getting in touch





Grapevine 


0131 475 2370 


(Mon-Thur, 10–4)


� HYPERLINK "mailto:grapevine@lothiancil.org.uk" �grapevine@lothiancil.org.uk�











0131 475 2350 (10am – 4pm)


18001 0131475 2383 (text direct)


� HYPERLINK "mailto:lcil@lothiancil.org.uk" �lcil@lothiancil.org.uk�





or visit our website:


www.lothiancil.org.uk








LCiL is a registered charity number SC017954





Pictures from CHANGE Picture Bank & London People First











Introduction to our services





To find out more, contact us at:


Lothian Centre for Inclusive Living 


Norton Park, 57Albion Road


Edinburgh, EH7 5QY





(our offices are fully accessible, with parking available)





Information is available on request in a range of formats:





Audio       Braille         Easy words         Large Print 











LCiL works with disabled people, people with long-term conditions and older people, parents and carers in Edinburgh and the Lothians.








We support people to:


live more independently


be more in control 


use self-directed support





Lothian Centre for Inclusive Living





About us 





Wages processing and administration if you employ your own personal assistants (PAs).





Enhanced support to help 


you budget and plan, make payments and manage paperwork.





We are a user-led disabled people’s organisation, and a registered charity.





We’re part of the Independent Living Movement and we work with disabled people to take control of their own lives, support their choice to take up their rights and enable their full participation in society.





Our services are designed and delivered by disabled people.





Free, confidential disability information and advice to people in Edinburgh, East Lothian or Midlothian.








Information and advice to individuals and employers on Access to Work – a UK Government programme providing practical and financial support to enable people to start or remain at work.  








Unlocking the


Best Kept Secret





Providing you with information and one-to-one support to manage your own self-directed package.








For individuals or organisations, on topics such as Disability Equality and self-directed support.  


Skills training for disabled employers and PAs.





Free courses to help you explore options for the future, and gain practical skills for independent living if you’re a disabled adult in the Lothians.  














 








