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Dear Applicant

Navigator, Barnsley Futures (Ref: FBAR7-2018)
Permanent and full-time (40 hours per week)
We thank you for your interest in the above vacancy and attach the following documents:

(i) Guidance Notes
(ii) Role Profile for the position
(iii) Application Form
(iv) Equal Opportunities Monitoring Form

(v) Advertising Monitoring Form
If you would like this application pack to be supplied in large print, Braille or any other format, please let us know.

In order to apply for this position, you will need to hold a full driving licence and have access to a vehicle.  Adjustments may be possible where applicants cannot drive as a result of a disability.

The closing date for this post is Wednesday 23rd May 2018 at 9:00am and it is anticipated that interviews will be held on Wednesday 6th June 2018.

If you would like an informal chat about the role, please contact the Project Manager, Nikeisha Bragger on 07891 874370.
Once completed, please submit your application by e-mail and as a Word document to recruitment@foundationuk.org.
The post holder is expected to work within the policies and procedures of Foundation and be committed to its ethos and values.  This will include promoting and demonstrating the principles of equal opportunity (including encouraging diversity and tackling discrimination) and sensitivity to the environment.

Please note that Foundation does not accept CVs, so please complete all sections of the application form in full.  We are, however, happy to accept your own version of the form, provided it covers all of the questions and is signed.

Many thanks.
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Yours sincerely

Holly Garczynski

HR Consultant

Guidance Notes

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

Completing the Application Form
1. Think about the job you are applying for and exactly what it involves and then read through the application form so that you know exactly what information is required.

2. Read through the Role Profile so that you know exactly what the role is and the skills and abilities you need and then 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, please do not assume that the title "secretary" provides us with an explanation of the role you currently do).

3. Complete the application form, ensuring that you cover all the essential criteria from the Role Profile and, if you wish, add any evidence of how you meet the desirable criteria.

4. Please ensure that you have signed and dated the Declaration at the end of the application form.

5. Please e-mail your completed application form to the address in the covering letter.
6. If you have no alternative but to complete the form by hand, please use black ink.  You must then ensure that, when posting your application to us, you have paid the correct postage as we will not be responsible for collecting any underpaid correspondence.  Please also ensure that you post your application at least three days before the closing date, to allow time for it to reach us.

What happens next?

1. Your completed application form will be forwarded to the shortlisting panel on the closing date and they will decide whether or not you are selected for an interview, based upon the selection criteria.

2. If you are shortlisted, we will contact you as soon as possible after the closing date.  If, however, you have not heard from us within 10 working days, please assume that your application has not been successful.

3. The interview panel is normally made up of three people who will ask pre-determined questions based on the Role Profile.  The questions are intended to allow you to expand upon your application and to show the panel how well you meet the requirements of the role.  You will have the opportunity to ask questions about the job, conditions of service or anything else about the organisation.

4. The interview panel will keep a record of their assessment of each candidate so that the reason(s) for their decision are clear, consistent and justifiable.  If you wish to discuss why you have been unsuccessful, please contact the relevant manager who will be pleased to provide you with feedback.

	Role Profile

	Title
	Navigator

	Office
	Barnsley Futures

	Contract
	Permanent and full-time (40 hours per week)

	Salary
	£20,661 to £22,658  (NJC Scale Points 22 – 25) per annum

	Leave
	Foundation offers a competitive annual leave entitlement

	Report to
	Project Manager

	Background

	Barnsley Council is reshaping its support services to move away from the delivery of ‘housing related support’ to an holistic outcome focused provision, able to support service users with multiple needs.  People with multiple needs have several problems at the same time, such as homelessness, offending, mental ill health and substance misuse.  They live chaotic lives with multiple problems exacerbating each other.

Interserve, through its West Yorkshire Community Rehabilitation Company (CRC) is leading a partnership with Foundation and Touchstone to deliver a new Barnsley Futures service.  Barnsley Futures will support service users who have committed high risk offences (including MAPPA offenders), have experienced repeat homelessness and rough sleeping and those not engaged with substance misuse treatment or mental health services.  Our six service principles are recovery focused, integrated and multi-disciplinary, strengths and asset-based, person- centred, co-produced and trauma-aware.

Barnsley Futures will deliver appropriate and effective support to service users who may have been unable to access or achieve outcomes within ‘traditional’ support services, due to the range, level and complexity of their presenting needs.  It will deliver person-centred support to enable the service user to achieve successful independent living.
 

	Role Summary

	Foundation is a registered charity and the largest third sector provider of housing-related support services to socially excluded groups across the north of England.  We provide services for vulnerable and disadvantaged individuals and families.  We are looking to a positive future, with aspirations for further developing the range of creative services we deliver, in partnership with organisations who share our values across sectors and communities. 
The Navigator will provide holistic, person-centred support to Barnsley Futures’ service users to address multiple needs, such as:

· supporting people to achieve outcomes through navigating access to external services and support; and

· providing flexible and focused support to service users, with continuity in the relationship between the Navigator and service user, as they may journey through different accommodation options including hostels, managed dispersed accommodation and their own homes.   

Navigators will adopt a Housing First approach, ensuring that, wherever possible, people enter the service at the lower end of the stepped care pathway and the number of times people move accommodation is minimised.

	Key Responsibilities 

	· Transporting service users in your own car (it is therefore essential that you hold a full driving licence and have access to a car). 
· Adopt an assertive outreach approach to engagement and referrals into the service (for example, delivering support at regular surgeries and hosting drop-ins at community centres) and proactively linking to partners who support vulnerable adults.

· Work in collaboration with service users, to enable them to achieve their optimum degree of independence and promote social recovery.  

· Assess levels of risk and agree risk management plans, including liaising with multiple agencies.

· Encourage and support social inclusion through outcomes focused work, co-producing support plans in collaboration with service users.  

· Be proactive in varying the intensity of Navigation support offered according to each individual’s situation and make appropriate interventions when a service user's support requires it or may represent a risk to themselves or others.

· Co-ordinate multi-agency meetings through a ‘case conferencing’ approach, including the service user and his/her support network.  This will ensure that there is a person-centred approach to multiple needs and gain buy-in from all appropriate partners to deliver a package of support.

· Advocate on behalf of service users, introduce them to advocacy services or support them to self-advocate (as appropriate to their needs and wishes) at multi-agency meetings.

· Be aware of and work in accordance with Foundation’s/Touchstone’s policies and procedures, including support planning, assessment, health, safety and safeguarding and to ensure that these are adhered to at all times.

· Help service users to identify and move into more independent or suitable accommodation, or to obtain ongoing support services, as appropriate. 

· Work alongside colleagues to offer more structured group and training support to service users, as required by Barnsley Futures (for example, this could be tenancy training).
· Ensure that all contacts, observations and other relevant information is recorded and reported appropriately.
· Support the effective delivery of the service through partnership working with Barnsley Futures’ partners, local authorities, housing associations, social services, probation services, benefit agency, employment service and health agencies, in order to maximize service to individuals.
Working alongside housing management colleagues, you will:

· Ensure that Housing Benefit claims are submitted promptly at the start of a tenancy and whenever changes in a service user's circumstances occur. 
· Collect any rent and charges that are due from service users and to maintain accurate records of these in line with Foundation's policies and procedures. 
· Ensure that void properties are let promptly and move people into accommodation.  
Generally, you will:

· Work flexibly, in accordance with the needs of the service, including working and undertaking out of hours and weekend work as required.
· Maintain records as required by your line manager, ensuring that minimum standards are maintained with regards to service user records and updating information systems within agreed timescales.
· Provide information and prepare reports about the service and developments, as and when required by your line manager.
· Supervise the work of volunteers, including peer volunteers, students or work placements on a daily basis, including supporting them to carry out support work tasks.
· Contribute towards discussions around policies, procedures and practice.
· Work at all times as part of a team.  This includes working with other staff, attending team and staff meetings and developing a teamwork approach to all aspects of the work.
· Be inducted, supervised, performance monitored and appraised, in line with the employing organisation’s performance management policies and procedures.
· Be responsible for personal learning and development, where appropriate, and undertake training (both mandatory and optional), to increase knowledge, skills and awareness.
· Participate in the further development of the service and organisation in conjunction with your line manager and Foundation’s/Touchstone’s Senior Management Team, as requested.
· Operate within the aims, policies and practices of Foundation/Touchstone at all times and be committed to and promote the organisation’s equal opportunities and anti-discriminatory policies. 
· Ensure information is dealt with in accordance with Foundation’s/Touchstone’s policies (around confidentiality, communications, internet, e-mail and telecommunications) and steps are taken to ensure that confidential information is secure (e.g. service user data). 
· Promote the work of Barnsley Futures and Foundation/Touchstone to people/agencies interested in the organisation’s work. 
From time to time, you may be required to:

· carry out similar duties in other parts of Foundation/Touchstone to contribute to the effective operation of the organisations; and
· undertake any other duties, as directed by your line manager, in line with the responsibilities of this post.
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	Application Number
	[for office use only]


	Application Form

	Vacancy
	Navigator
	Vacancy Ref
	FBAR7-2018

	

	Personal Details

	Title
	
	First Name(s)
	
	Surname
	

	

	Address
	

	
	Post Code
	

	

	Mobile Tel
	
	Work Tel
	
	Home Tel
	

	

	E-mail address
	

	May we contact you at work?
	

	Do you hold a full, valid Driving Licence?
	

	Do you have access to a vehicle?
	

	

	Employment History

	Date
	Employer
	Salary
	Position and Responsibilities
	Reason for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Education/Qualifications/Training Relevant to the Role

	Date
	Course/Qualification

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Role Requirements

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



	References

	Please provide contact details for two referees, 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.  If you are offered the post, it will be completely conditional upon receipt of satisfactory references.

	
	Referee 1
	Referee 2

	Name
	
	

	Position
	
	

	Relationship
	
	

	Address
	
	

	Telephone
	
	

	E-mail
	
	

	Please ensure that the above information is complete and up to date.  Where possible, please provide an e-mail address to help speed up the reference request process.


	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 necessary, complete a separate sheet providing details of dates, offences and sentences and then send under separate cover, marked “Private and Confidential”.  All exempt posts will be subject to criminal record checks via the Disclosure Barring Service.  Having a criminal record may not prevent you from working with Foundation.

	Do you have a criminal conviction?
	Yes
	No

	

	Asylum and Immigration Act 

	Under the Asylum and Immigration Act, we have a legal obligation to ensure that all staff has the right to work in the UK.  Therefore, any offer of employment will be subject to the provision of documentary evidence to demonstrate that the successful candidate is entitled to work in the UK.  If you are invited for an interview, you will be asked to provide evidence of your eligibility.

	I confirm that I am entitled to live and work in the United Kingdom and have the relevant documentation to evidence this (e.g. original birth certificate/UK Passport)
	Yes
	No


	Declarations

	Are you related to (or a partner of) a Foundation customer, employee or Board Member?  (If yes, please provide brief details on a separate sheet)
	Yes
	No

	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.  I understand that misleading statements may be sufficient grounds for dismissal.

	Signed
	
	Dated
	


Equal Opportunities Monitoring Form
Foundation wants to meet the aims and commitments set out in our equality policy.  This includes not discriminating under the Equality Act 2010 and building an accurate picture of the make-up of the workforce and encouraging equality and diversity.  The completion of this form is voluntary, however, it does help us provide a better service if this information is provided.  The completed form will remain confidential and be stored securely and limited to only certain staff within Foundation’s Human Resources department, where it will be used for monitoring purposes only.

What is your gender?
What is your age?
Do you have a disability?
	
	Female
	
	
	21 and under
	
	
	No

	
	Male
	
	
	22 to 30
	
	
	Yes (please specify)

	
	Transgender
	
	
	31 to 40
	
	Reasonable adjustments:

	
	
	
	
	41 to 55
	
	

	
	
	
	
	Over 55
	
	

	
	
	
	
	
	
	


What is your ethnic group?

	White
	
	Asian/Asian British
	
	Mixed/Multiple Ethnic Groups

	
	British
	
	
	Indian
	
	
	White and Black Caribbean

	
	Irish
	
	
	Pakistani
	
	
	White and Black African

	
	Gypsy or Irish Traveller
	
	
	Bangladeshi
	
	
	White and Asian

	
	Other (please specify)
	
	
	Kashmiri
	
	
	Other (please specify)

	
	
	
	
	Chinese
	
	
	

	
	
	
	
	Other (please specify)
	
	
	

	Black/African/Caribbean/Black British
	
	
	
	
	
	

	
	Caribbean
	
	
	Other Ethnic Group (please specify)
	

	
	African
	
	
	
	
	
	

	
	Other (please specify)
	
	
	
	
	
	


What is your religious belief?

	
	No religious belief
	
	
	Hindu
	
	
	Sikh

	
	Christian*
	
	
	Muslim
	
	
	Other (please specify)


* including C of E, Catholic, Protestant and all other Christian denominations
What is your sexual orientation?

	
	Heterosexual
	
	
	Lesbian/Gay
	
	
	Bisexual


Have you ever been a customer of Foundation?
	
	Yes
	
	
	No


If you have been a Foundation customer, please complete the boxes below:
	Start Date
	
	
	End Date
	


Advertising Monitoring

We also monitor how effective our advertising is and, in order to assist us, we would ask that you please let us know where you saw the advertisement for the vacancy which you are applying for.  Please be specific, if you saw the advertisement on the internet, please let us know on which website you saw it and do not just write “internet”.

Where did you see the advertisement for this vacancy?

	
	Foundation Website
	
	Linked-In

	
	Indeed
	
	Gumtree

	
	Job Centre/Directgov Jobs
	
	Best Companies

	
	Homeless Link
	
	Word of Mouth

	
	HAYH
	
	E-mail from a Foundation colleague

	
	Involve Yorkshire/Humber
	
	E-mail from a colleague (not at Foundation)

	
	Clinks
	
	Facebook/Twitter

	
	North Yorkshire County Council
	
	Other (please specify below)


Unit 8 Northwest Business Park


Servia Hill


Leeds LS6 2QH





Tel	0113 303 0150


E-mail	recruitment@foundationuk.org


Website	www.foundatiouk.org
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