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Dear Applicant,

Thank you for your enquiry about the post of Apprentice, based in York. Please find enclosed in this pack a role profile for the post and an application form.

The closing date is Friday 10th February. If shortlisted we will get in touch with you shortly after the closing date to arrange an interview.

Please e mail your application to:

 emma.gatenby@foundationuk.org
or post to 

Emma Gatenby 

Tennant Hall

 Blenheim Grove

 Leeds

 LS2 9ET

 and ensure you include the reference for this post – FY045

Yours sincerely,

Emma Gatenby

Central Services Admin
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	 Role Profile

	Title
	Apprenticeship in Health and Social Care

	Location
	York

	Salary
	£95 per week

	Hours
	30

	Leave
	30 days (plus public holidays) pro rata

	Role summary

	We will train and support you to ;

· Engage and support care leavers and other vulnerable young people to access services, such as Connexions, supported housing projects, benefits advice and social support. 

· Work with groups and individuals. 

· Help deliver training to workers and foster carers.

· Be creative and develop new projects. 

· Undertake the training required to complete an apprenticeship in Health and Social Care.

You will be employed by Foundation but work closely with City of York colleagues in the Pathway Team.

	Key Responsibilities

	· To encourage young people to participate and be actively involved in services.

· To work as part of the overall Foundation team and Pathway team, participate in staff meetings and training. 

· To operate within all Foundation policies, including Equal Opportunities, Risk Assessment, Health and Safety etc. 

	Requirements

	· It would be beneficial for the post holder to have had experience of the care system, homelessness or similar services.

· An enhanced CRB check will be required. Not all offences will automatically exclude employment.
· You are not eligible for an apprenticeship if you have a higher education qualification



	Qualities we are looking for in candidates

	Customer focus
	· Commitment and enthusiasm to motivate young people 

· Knowledge  and understanding of the care system



	Working with others
	· Able to build good and professional relationships with young people

· Able to build and maintain good relations with partner agencies. 
· The potential to support and lead groups of young people.

Communication

· Good communication and interpersonal skills

· Able to present spoken and written information clearly.

· Good listening skills

Diversity

· Builds trust and demonstrates respect for others.
· Shows an awareness of the impact of own behaviour on others
· Treat everyone fairly and consistently.
· 

	Approach to Work
	· Able to take responsibility for own work, 

· Be trustworthy

· Be willing to learn and develop and have a flexible, approach to work.

· Willingness to learn IT skills.



	The post holder is expected to work within policies and procedures of Foundation and be committed to its ethos and values.  This includes promoting and demonstrating the principles of equal opportunity (including encouraging diversity and tackling discrimination) and sensitivity to the environment.

	Foundation is a registered charity, providing a service for vulnerable and disadvantaged individuals and families. This post will report to the Foundation York Young People’s Services Project Manager. The post holder will also have considerable contact with the City of York Pathway team, who provide services to support care leavers and others across the City.




Application for Employment

	Vacancy (Job Title):
	
	Ref No:
	


Personal Details 

	Title: 
	
	Surname:
	
	Forename:
	


	Address:
	
	Postcode:
	


	Telephone
	Home:
	
	

	
	Mobile:
	                                                                                         
	

	
	Work:
	
	May we telephone you at work?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 



	Do you have a full valid driving licence?
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
 (answer only if post requires a licence)

	Do you have a vehicle available for work?
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 



Employment History

	Dates
	Employer
	Salary
	Position held and brief outline of responsibilities
	Reasons for leaving

	
	
	
	
	


Education/Qualifications & Training Relevant to Post


	Date
	Qualification/Course

	
	


Role Requirements

Please comment on your ability to carry out the duties and responsibilities for this role, and also demonstrate how you meet role requirements.
	


References

Please give contact details, one of which should be your present or most recent employer. Where you have been in post with your current or last employer (if currently not working) for less than 12 months, we will automatically take up references from your last two employers. Please provide their details.  We do not employ people without satisfactory references. If you were offered a post it would be completely conditional upon receipt of these.  Make sure the information is complete, current and appropriate, e mail contact details help to speed things up. 
	
	First Referee
	Second Referee

	Name:
	
	

	Position:
	
	

	Relationship:
	
	

	Address:
	                                                                                                 
	

	Postcode:
	
	

	Telephone:
	
	

	E-mail:
	
	

	May we contact them prior to interview? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
                May we contact them prior to interview? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Convictions

Please state any convictions you have had for criminal offences.  Most of our posts are exempt from the Rehabilitation of Offenders Act.  If the post you are applying for is not exempt, this will be stated in the covering letter and you need only declare unspent convictions.  If none state “none”.  If necessary attach a separate sheet giving details of dates, offences and sentences, place in separate envelope marked Private and Confidential.  All exempt post will be subject to criminal record checks via the criminal records bureau.  Having a criminal record will not necessarily bar you form working with Foundation.  



	


Declarations 

Are you related to or a partner of a Foundation customer, worker or Board member? (If yes give brief details on a separate sheet) Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

To the best of my knowledge there is no reason in respect of my physical or mental health why I would not be able to carry out fully the tasks described for this post.  I confirm that the information I have given on this form is correct and complete and that I understand misleading statements may be sufficient grounds for dismissal.

	Signed:
	
	Date: 
	


Please return the completed form either by e-mail or to the address stated in the covering letter by the date specified. 

Equal Opportunities Recruitment Monitoring Form

This form will be detached from your application form upon receipt and the selection panel will not have access to the information during the Short listing or interviews.
Foundation provides support for single people regardless of their background and therefore intends to ensure equality of opportunity in our recruitment process.  People seeking employment will not be refused on the grounds of gender, ethnic origin, colour, sexuality, disability, religion, appearance or HIV status.

To ensure that this policy is effective, we monitor our Job Applicants according to the categories below.  Completion of this form is voluntary, but it does help us provide a better service if this information is given.  Thank you.

THE INFORMATION YOU GIVE ON THIS FORM WILL BE CONFIDENTIAL TO FOUNDATION AND USED FOR MONITORING PURPOSES ONLY.

	Name:
	
	Post applied for:
	


I define my gender as:



FEMALE      FORMCHECKBOX 


MALE  FORMCHECKBOX 

I define my ethnic origin as:


	White
	
	Mixed 
	

	
	British
	 FORMCHECKBOX 

	
	White and Black Caribbean
	 FORMCHECKBOX 


	
	Irish
	 FORMCHECKBOX 

	
	White and Black African
	 FORMCHECKBOX 


	
	Other (please give details)
	 FORMCHECKBOX 

	
	White and Asian
	 FORMCHECKBOX 



	Asian and Asian British
	
	Black
	

	
	Indian 
	 FORMCHECKBOX 

	
	Caribbean
	 FORMCHECKBOX 


	
	Pakistani
	 FORMCHECKBOX 

	
	African
	 FORMCHECKBOX 


	
	Bangladeshi
	 FORMCHECKBOX 

	
	Other (please give details)
	 FORMCHECKBOX 


	
	Kashmiri
	 FORMCHECKBOX 

	
	

	
	Other (please give details)
	 FORMCHECKBOX 

	Chinese 
	 FORMCHECKBOX 


	
	
	Other (please give details)
	 FORMCHECKBOX 



I define my sexuality as:

	Lesbian/Gay
	 FORMCHECKBOX 

	Bisexual
	 FORMCHECKBOX 

	Heterosexual
	 FORMCHECKBOX 



Do you define yourself as having a disability?

	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	If yes, please specify 
	


Age:
	 FORMCHECKBOX 

	20-30
	 FORMCHECKBOX 

	31-40
	 FORMCHECKBOX 

	41-50
	 FORMCHECKBOX 

	51+


	Where did you see the advertisement? 
	


Please be specific as this helps us to see where our advertising is effective.  If you saw it on the internet please tell us which site, not just “internet”.  Thanks.
Guidance Notes on Completing your Application Form

If you would like this application form to be supplied in large print, Braille or disc format, please telephone the person on the covering letter who will arrange this.

For any post in Foundation, the application form plays an essential part in choosing the right person for a job.  It is only the information contained in your application form  that  will decide whether or not you are shortlisted for an interview.

The following will help you complete the form:

· Think about the job you are applying for and exactly what it involves.

· Read through the application form so that you know exactly what information is required.

· Read through the Job Description, Person Specification and (where povided) the project profile so that you know exactly what the job is and the skills and abilities you require to do the job.

· Make a rough list of all your skills and experiences.  Choose those you think are relevant to the job.

· No assumption will be made about your skills and experience so it is essential that you tell us how you meet the criteria - e.g. if you are a secretary tell us what is involved, do not assume the title "secretary" explains everything.

· Complete the Application Form legibly, ensuring you cover all the essential criteria from  the Person Specification.  If you wish, add any evidence of how you meet the desirable criteria.  If there is insufficient space, you may like to photocopy page 3.

· Check you have signed the declaration at the end of the application form.

· Make sure you know the closing date and return the form in plenty of time.

· Email is our preferred submission method but if you do post your form to us please ensure that you have paid the correct postage.  We will not be responsible for collecting any under paid correspondence from the sorting office.

Word Processing

We will be happy to accept your own version of the form provided it covers all of the questions and is signed.  CV’s are not accepted.

What happens next?

· Your completed application form will be used to decide whether or not you are selected for an interview.  If you are shortlisted, you will hear within 15 days of the closing date.

· The interview panel is normally made up of 3 people who will ask pre-determined questions based on the person specification.  The questions are intended to allow you to expand on your application and to show the panel how well you  meet the requirements of the post.  You will have the  opportunity to ask questions about the job, conditions of  service or anything else about the organisation. The panel  has to keep a record of their assessment of each candidate so that the reasons for their decision are clear, consistent and justifiable. 

Complaints

If you feel you have been treated unfairly, please write to us and we will investigate.

We are trying very hard to ensure that every stage in our recruitment process is fair and properly thought out.  We have a duty to ensure that everyone is treated without discrimination.  We hope that you have been treated fairly and helpful even if you are not appointed.  If you wish to discuss why you have been unsuccessful, please contact the relevant manager who will be pleased to talk to you.

Equal Opportunities

Enclosed with this form you will find our equal opportunities statement and overleaf, a voluntary monitoring form to send in with your application form.  This is not made available to the interview panel and is used to monitor whether we are reaching all sections of the community and to check that our recruitment process operates fairly. 
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