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Independent Living Team Services

What the LCiL Independent Living Team can provide support with;

LCiL is committed to the principles of equal opportunity and anti-discriminatory practice.  We reflect this and promote good employment practice in the services we provide to support disabled people to recruit their personal assistants.  We reserve the right to challenge any discriminatory practice.

LCiL can:

· Provide support to our Service Users regarding pre- assessment planning prior to and in some cases during a Social Work assessment. 

· Provide all necessary information about recruitment including equal opportunities and anti-discriminatory practices.

· Promote good employment practice.

· Provide information to the employer regarding the necessary administration and paperwork required 

The following is a list of employment issues on which LCiL can provide advice and practical support. The extent of any advice and support will be agreed between you and the worker from LCiL.  

•
Drawing up a job description

•
Drawing up an application form

•
Drawing up an advert

•
Thinking about how and where you want to advertise

•
Short listing and interviewing 

•
Making a job offer

•
Statement of terms and conditions of employment

•
Equal Opportunities

•
Planning for emergencies

•
Insurance

•
Payroll

•
Health and Safety

•
Training needs for employer and employee

•
Setting up a bank/building society account for your funding

1.
Pre assessment support

An Independent Living Officer can give you advice on preparing for an assessment and even support you at the assessment meeting.  It is important that you are comfortable and confident about the assessment process so make sure you ask for advice before the assessment.

2.
Advertising

LCiL will support you to advertise, we can place an advert on the LCiL website and in the local Job Centres, colleges and universities where there is no cost. If you decide to advertise in the press or other publications where there is a cost you will need to place the advert; please include the following LCiL contact details: 

Message box number 0131 475 2558 

Website www.lothiancil.org.uk/pajobs 

Email pajobs@lothiancil.org.uk 

LCiL will also receive completed applications and forward them to you.

We are often supporting large numbers of people to recruit personal assistants, we ask that you help us with the following conditions:

•
Let us know at least two weeks in advance when you are going to advertise.

•
Let us know where you are advertising – whether it is the press, job centres, or local advertising in shops etc.

•
Use a reference number such as your own initials and the ILOs initials on the advert.  This helps us to identify completed applications sent to us.

•
Let us know if you require us to prepare the paperwork (job descriptions etc) or if you doing that yourself.

•
Include a closing date in your advert – usually 2-3 weeks after the date of the advert.

•
Let us know when your recruitment is closed.

3.
Interviewing

You may want LCIL to assist you with interviewing and/or to use our offices rather than your own home.  Again we ask for your help with the following conditions:

•
Give us adequate notice (at least two weeks) that you require us to help you with interviews - remember this before contacting applicants and setting dates for interview. This will be dependent on the ILOs workload and prior commitments.  

•
Please give us the same notice if you require the use of our offices for interviews.

•
If you require our help with your interviews, you should discuss the extent of our involvement prior to the interview; for example, would you require us to ask questions, be note-takers etc.

•
Unless otherwise agreed, it is your responsibility to let candidates know whether they have been successful or not after their interview.

4.
Conditions of Employment (Contract)

Legally you must provide your employees with a statement of their conditions of employment within eight weeks of their starting work.  LCiL will provide comprehensive information on this, but it is your responsibility to issue the final statements to your employees.

5.
Employer’s Liability Insurance

Insurance cover is a legal requirement when you employ staff.  LCiL will provide information on the various Insurance schemes available. You need to choose which policy you take out. It is your responsibility to have adequate insurance cover.

6.
Health and Safety 

LCiL ILOs can provide information from the Health & Safety Executive 

7.
Employment Law  

ILOs are not employed or qualified to provide employment law advice.  When we receive queries we will contact the Advisory Conciliation and Arbitration Service (ACAS) for advice which we will then pass onto you. It is then up to you how to use the information provided. If ACAS is unable to provide an answer, we will not be able to offer further support with these particular queries. This means that most complex employment queries cannot be answered by LCiL ILOs

8.
Training for You and Your Staff

Managing staff and dealing with potentially difficult situations can be daunting.  The LCiL Training Service provides a comprehensive training programme to help you develop the necessary skills to manage your staff as well as your personal development. Basic training is also available on the role of a PA, for your Personal Assistants.  You will have an opportunity to discuss your training needs and those of your staff with the LCiL training team, who may be able to offer contacts for further/specific training.

We strongly recommend that you take up our training opportunities. Not only will you have the input from an experienced disabled trainer; you will also have the opportunity to share your views with other employers in the same situation.  

Training can often provide you with the confidence to deal with difficult situations that may arise between you and your employee.

9.
Agencies 

We can also provide support when contracting with an agency by:-

•
providing a list of agencies 

•
suggestions of questions you might want to ask the agency

•
support with drawing up a contract with the agency
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