
Date as postmarked
Dear Applicant 
Re: Job Ref: AS CG 
Please find enclosed job description and application form for the post with the above job reference.

Lothian Centre for Inclusive Living is only passing this information on to you on behalf of an individual employer. If you are short-listed you will be contacted by our client. 

If you do not hear from them within four weeks from the closing date, you can presume that you have been unsuccessful. Unfortunately we are unable to write to those who have not been short-listed for interview. 

Thank you for applying for the job and Good Luck with your application!

Yours faithfully

Admin Support

Independent Living Team
Personal Assistant required for disabled 16year old male - £10 per hour – Edinburgh (Niddrie, EH16)
Alex is a 16 year old male with Epilepsy and a mild to moderate learning disability. He is awaiting assessment for Autism Spectrum disorder.  Alex can occasionally have issues with encopresis (soiling) he can clean himself up but may need support (via verbal prompts) to be reminded to use the toilet before journeys and in the worst case scenario the support worker must be willing to support Alex to clean himself and change into clean clothes.  Appropriate PPE for this purpose would be provided. 

Alex is in his final year of special education at secondary school and his personal assistant will be required to help him develop and put into practise some life skills to ease his transition to college and independent living. These will mainly be around meal planning and food preparation plus assisting Alex to gain confidence travelling independently on the public bus.   Alex has a concession plus 1 bus pass so the support worker bus fare would be covered when travelling with Alex.  The cost of the support worker having a meal & drink of their choice at McDonalds would be covered also.   Alex is a very friendly trusting individual whose passions include Pokémon, music, X-Box and Lego.

6 Hours per week.  Wednesday 5-7pm (2 hours) and 2 slots on Fridays 12.30-2pm (1 hour 30 minutes) and 5pm-7.30pm (2 hours and 30 minutes) – 4 hours in total on Friday

Hourly rate: £10 p.h
Main duties 

Wednesday 5-7pm (EH16)
· Supporting Alex to plan an evening meal.
· Potentially accompanying Alex on a trip to the local Lidl to purchase ingredients for preparing a family meal. (5 mins walk from house)
· Encouraging and assisting Alex to cook a basic meal for his family.
· Helping Alex to develop skills in kitchen safety, food handling and cleaning his working area. 
· Time allowing playing Uno or board games with Alex.
Friday 

2 support slots

12.30-2pm (EH14)
· Meeting Alex at school  support Alex to independently travel to either:
Home (EH16) via public transport or to the 6VT Youth Café  (EH1) where he attends Epilepsy Youth Group which starts at 2pm (this will be advised by Wednesday which venue Alex is traveling to).  

5-7.30pm (EH1 – travelling to EH16)

· Meeting Alex at 6VT Youth Cafe as he finishes Epilepsy Youth Group at 5pm (or to meet Alex at home 
· Helping Alex to plan the route to Cameron toll and use the appropriate public bus to Cameron Toll shopping centre.  
· Support Alex in ordering a meal and eating at Mcdonald’s (food expenses for PA covered by employer)

· Encouraging Alex to effectively plan his time to walk from Mcdonald’s to Explorer Scouts on the other side of Cameron Toll Shopping Centre for his meeting starting at 7.30pm 
The candidate should … 

· Be patient and calm as the Personal Assistant encourages Alex to take steps towards being independent and don’t do the tasks for him.
· Be a non-smoker 
· Be friendly

· Alex is looking for a support worker who will be consistent and become a trusted adult who he can relate to

Advantageous if candidate has experience working with teenagers who have learning disabilities, a first aid certificate/ food handling certificate.  
Applicants will be required to join the PVG scheme if not already a member. 

Application Form for Job Reference AS CG
Please complete the following application form as accurately and in as much detail as possible.  Shortlisting for interview will be based on the information you supply on the application form read in conjunction with the job description.

Please do not send in the job description or covering letter when returning the application form.  If you require more room please use a separate piece of paper with the job reference and your name on it.  If completing electronically press tab whilst the final cell in a table is selected to insert a new row.

Personal Details

	First Name
	

	Surname
	

	Telephone Number
	

	Mobile Number
	

	Email Address
	

	Postal Address, first line.
	

	Postal Address, second line
	

	Postal Address, third line
	

	Postal Address, Town.
	

	Post Code
	


Declaration

I agree that the information I have supplied in this application form is true and accurate to the best of my knowledge.  I understand that any deliberate falsification on my part will be viewed as gross misconduct and may lead to my dismissal without notice.

Signature of applicant: ____________________ Date: ________

(Please leave the signature and date blank if you are sending in the form electronically.  If you are invited to interview, you will be asked to sign a printed out copy then.)

History of Education and Training
	Name of Educational Establishment
	From
	To
	Qualifications Gained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Work History (including voluntary work)
	Name of Employer
	Position held
	From
	To
	Main Duties and reason for leaving 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Additional Information 

	After reading the Job Description carefully, consider what skills and experience you have that are suited to this post.  They need not have been gained in paid employment and may include special interests relevant to the post.  

	


Work Availability
Please indicate in the table below what times you would be available for work within the period of the day, i.e. if you are available from 7am to 11am Tuesday morning, then put 7-11am in the box.  If you are available for any time write yes and please write no if you are not available.

	
	Morning
	Afternoon
	Evening
	Overnight

	Sunday
	
	
	
	

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday
	
	
	
	


Supporting information
You do not need to fill out the following questions if they are not applicable to the post.  e.g. if the job description does not ask for PVG membership, then you may put N/A in the space provided.

	Are you a member of the PVG Scheme? 
	

	PVG Membership Number
	

	Do you have a full driving license that is valid in the UK?
	

	Do you have the use of a vehicle?
	

	If applicable, would you be prepared to use the vehicle for work?
	

	When could you start work?
	

	Where did you see this post advertised?
	


References
Please write the names and contact details for two independent people who would be willing to provide a reference for you.  One of them should be your most recent employer.  Note that a telephone number is not sufficient.

	
	Reference 1
	Reference 2

	Name
	
	

	Position
	
	

	Relationship to you
	
	

	Title of referee 
	
	

	Company
	
	

	Postal Address, line 1
	
	

	Postal address, line 2
	
	

	postal address, town
	
	

	Post code
	
	

	Email address
	
	

	Telephone number
	
	


Closing date: Friday 06 November 2020
Application forms may be returned by email to: pajobs@lothiancil.org.uk or can be posted to:

PA Recruitment, Lothian Centre for Inclusive Living, Norton Park Centre, 57 Albion Road. Edinburgh, EH7 5QY

Please ensure that you have paid adequate postage to send any application forms by mail as LCIL does not accept postage otherwise.

Please note Lothian Centre for Inclusive Living (LCIL) provides support to individual disabled employers.  LCIL is not the employer and only provides the recruitment and administrative support to the individual employer. 


