Every Parent & Child
Job description


Title: 	My Time Counselling Service Co-Ordinator
Service area: 	Counselling & Training
Responsible to: 	Chief Executive
Responsible for: 	Volunteer Councillors 
Salary: 	£14,073 plus 6% employer pension contribution 
Hours: 		25 hours per week, term time plus 3 weeks 
		(subject to funding)
Contract type: 		Temporary until 28 February 2021 
		(subject to funding)

Purpose of role: 

· To support and facilitate a safe professional counselling service for children and young people in line with Every Parent & Child policies and strategic objectives and BACP ethical standards.
· To assess all new referrals into the service and allocate them into 1 to 1 counselling with an appropriate counsellor and/or into group therapy.
· To work in partnership with the Counselling & Training staff and volunteers to ensure quality assurance standards are met and funding agreements are adhered to. 
· To ensure that BBC Children in Need funded service is delivered successfully within the identified schools.

Main duties include:

	To assist the Volunteer Coordinator in the recruitment and induction of sessional group therapists, group facilitators and volunteers counsellors

	Liaise with the EPC Volunteer Coordinator to ensure references, DBS checks, CP training and other organisational policies and procedures are in place


	To induct the volunteers and sessional therapist in the service admin, referral and assessment, monitoring and evaluating systems


	To provide sessional worker and volunteer counsellors with ongoing support with client referrals and assessment information


	To organise initial appointments for new referrals (1-1s and groups) assessing level of need and risks


	To allocate clients to counsellors or group therapist based on the level of need of the client and level of experience of the counsellor and make appropriate room bookings


	Manage and maintain the counselling and training waiting list


	Coordinate training workshops and groups


	To be proactive in promoting and developing the service in order to generate appropriate referrals


	Ensure counsellors’ session notes and monitoring and evaluations are maintained


	To input monitoring data for reporting purposes


	To be responsible for evaluating data, writing and submitting reports and statistics as required for the Board of Directors and Funders


	To involve service users in the ongoing development of the Service and highlight issues concerning child, young people and family emotional well-being by organising focus groups and information day


	To sign post service users to other sources of appropriate support and advice.

	To ensure that by working in partnership with service users and referring agencies that any unmet needs are identified and where appropriate actioned


	To ensure that all clinical staff and volunteers receive regular clinical supervision


	Recognise and work within the ethos of the service and organisation


	Receive managerial and clinical supervision and to be appraised in line with EPC policies and procedures


	Attend staff, team meetings and external meetings as required


	Attend annual child protection and safeguarding training and other training as required for professional development


	To be willing to work flexibly including evenings/after school hours


	Carry out any work or duties that are reasonably requested  



Every Parent & Child
Person Specification
Post Title:   My Time Counselling Service Co-ordinator

	Requirements of the Post:
	Essential
	Desirable

	Diploma level in Counselling with or working towards BACP accreditation
	
	

	Clinical supervision qualification
	
	

	Post qualifying experience of assessing and counselling children, young people and families 
	
	

	Background/Experience:
	
	

	Experience in undertaking and managing referral and assessment procedures including undertaking risk assessments

	
	

	Experience  of working within a voluntary sector organisation  

	
	

	Experience of working with a variety of professionals

	
	

	Experience in assessing and working therapeutically with complex family issues

	
	

	Experience in supporting and developing volunteer counsellors 

	
	

	Experience of working with Child Protection and Safeguarding policy and practice
	
	

	Experience of providing training
	
	

	Skills, Knowledge and Abilities:
	
	

	To have good interpersonal and team development skills

	
	

	High standard of accurate record keeping and documentation

	
	

	Ability to present written information in a structured and balanced way appropriate to the needs of the reader
	
	

	Good organisational and administrative skills

	
	

	Good ICT skills and knowledge of windows applications
	
	

	Ability to manage a database and input data
	
	

	Understanding of child development and parenting issues
	
	

	Demonstrable commitment to continuous professional development 
	
	

	Working Style:
	
	

	Ability to work independently and as part of a team

	
	

	Ability to manage and prioritise and own work load, meet deadlines and work under pressure

	
	

	Demonstrate a commitment to equal opportunities and diversity and anti-discriminatory practices
	
	

	To be warm and approachable but to set and hold firm boundaries
	
	

	Willing to travel occasionally to attend meetings and to work flexibly, including some evenings if required
	
	

	Other Requirements:
	
	

	Enhanced DBS check
	
	

	Car use
	
	







	
	Every Parent & Child
An Equal Opportunities Employer
Community House
311 Fore Street
London N9 0PZ

	Return completed form to the address above. Phone no. for enquiries only: 020 8373 6243

	The information given in this form will be treated in confidence. Any offer of employment will be subject to satisfactory medical clearance and enhanced Disclosure Barring Service checks and, where appropriate, documentary evidence showing your entitlement to work in the UK.
So we compare candidates fairly, this form is the only document we consider when screening applications. Therefore, please do not send a CV, written references, examples of work or other supporting information unless it is specifically requested. 

	CLOSING DATE:  18th September 2020
	INTERVIEW DATE:  23rd September 2020


	Post applied for:
	My Time Counselling Service Co-ordinator

	PERSONAL DETAILS

	[bookmark: Dropdown1][bookmark: Text106]Title:      
	[bookmark: Text104]Surname:      
	[bookmark: Text105]Forename:      

	Address:
[bookmark: Text3]     

	Home Phone:
	[bookmark: Text4]     
	Mobile:
	     

	Email:
	     

	Are you a vehicle owner?
	[bookmark: Check1]YES |_|
	[bookmark: Check2]NO |_|

	Do you hold a full UK driving licence?
	[bookmark: Check3]YES |_|
	[bookmark: Check4]NO |_|

	Do you have any restrictions on your right to work in the UK?
	[bookmark: Check5]YES |_|
	[bookmark: Check6]NO |_|

	If YES, please give details.
[bookmark: Text103]     

	Are you registered with the Disclosure Barring Service? 
	YES |_|
	NO |_|

	REFERENCES
Please complete both boxes below, giving the names and addresses of two people, who should not be related to you, from whom references may be obtained. One should be your present, or most recent, employer (or teacher/tutor in the case of a college/school leaver), and the other, preferably, a previous employer.
NB - References may be taken up prior to an interview unless you wish otherwise (see below). Please indicate if you are known to your referees by another name.

	[bookmark: Text6]Name:      
	[bookmark: Text7]Name:      

	[bookmark: Text107]Organisation:      
	Organisation:      

	Address:
	Address:

	[bookmark: Text8]     
	[bookmark: Text9]     

	[bookmark: Text10]Phone:      
	[bookmark: Text11]Phone:      

	[bookmark: Text12]Email:      
	[bookmark: Text13]Email:      

	[bookmark: Text14]Occupation:      
	[bookmark: Text15]Occupation:      

	Capacity in which known to you:
	Capacity in which known to you

	[bookmark: Text16]     
	[bookmark: Text17]     

	May references be taken up prior to interview?
	[bookmark: Check7]YES	|_|
	May the references be taken up prior to interview?
	[bookmark: Check9]YES	|_|

	
	[bookmark: Check8]NO	|_|
	
	[bookmark: Check17]NO	|_|



	EMPLOYMENT HISTORY

	Name and Address of Present or Most Recent Employer
	Date Started

	[bookmark: Text18]     
	[bookmark: Text19]     

	
	Date of Leaving
(if applicable)

	
	[bookmark: Text20]     

	[bookmark: Text21]Position held:      

	[bookmark: Text22]Present salary:      

	[bookmark: Text23]Amount of notice required:      

	Write a brief description of your present duties/responsibilities, stating to whom you report (i.e. their position), and, if appropriate, who reports to you. (You may attach a simple diagram of your position in the organisation to illustrate this.)
[bookmark: Text24]     



	PREVIOUS EMPLOYMENT / VOLUNTARY WORK
Please show most recent first, accounting for any breaks in employment. Continue on a separate sheet if necessary.

	Name & Address of Employer
	Job Title & Salary
	Reason for Leaving
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	[bookmark: Text35]     
	[bookmark: Text38]     
	[bookmark: Text39]     

	EDUCATION AND QUALIFICATIONS

	Schools/Colleges attended from age 11. Please indicate whether full-time (FT), part-time (PT) or correspondence (C), most recent first. Should you be invited for interview, evidence of qualifications and training will be required.

	Name and Address of School/College
	Qualification studied for
	Qualification gained/grade

	[bookmark: Text45]     
	     
	     

	[bookmark: Text46]     
	[bookmark: Text57]     
	[bookmark: Text60]     

	[bookmark: Text47]     
	[bookmark: Text62]     
	[bookmark: Text65]     

	[bookmark: Text48]     
	[bookmark: Text67]     
	[bookmark: Text70]     

	[bookmark: Text49]     
	[bookmark: Text84]     
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	[bookmark: Text85]     
	[bookmark: Text76]     

	[bookmark: Text50]     
	[bookmark: Text86]     
	[bookmark: Text75]     

	TRAINING ATTENDED AND SUCCESSFULLY COMPLETED

	Please give details (e.g. short courses, relevant specialist training). Continue on a separate sheet if necessary.

	Course Title
	Date attended (most recent first)

	     
	[bookmark: Text87]     

	     
	[bookmark: Text88]     

	     
	[bookmark: Text89]     

	COURSES IN PROGRESS

	Please give details of courses currently being undertaken.

	Course Title
	Date started

	     
	[bookmark: Text90]     

	[bookmark: Text110]     
	

	     
	[bookmark: Text91]     

	MEMBERSHIP OF PROFESSIONAL BODIES [OR TECHNICAL ASSOCIATIONS]
(if applicable)

	Name
	Entry Date
	Status

	     
	[bookmark: Text92]     
	[bookmark: Text95]     

	     
	[bookmark: Text93]     
	[bookmark: Text96]     
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	[bookmark: Text97]     

	IT Skills
Please state your level of competence; training can be provided where appropriate.

	Microsoft Office

		
	Basic
	Competent
	High
	
	Basic
	Competent
	High

	Word
	|_|
	|_|
	|_|
	PowerPoint
	|_|
	|_|
	|_|

	Excel
	|_|
	|_|
	|_|
	Access
	|_|
	|_|
	|_|

	Outlook
	|_|
	|_|
	|_|
	Publisher
	|_|
	|_|
	|_|






	REASONS FOR APPLYING FOR THIS POST

	Please note that CVs will not be accepted. Please demonstrate your suitability for this post by relating your skills, qualifications, training, and experience (both through your employment and otherwise) to the job description and person specification.
NB: Please use a separate sheet if necessary and attach them securely

	     

















	Are you, to your knowledge, related to any member of the Management Committee or to any member of staff of EPC? Failure to disclose this will disqualify you for the appointment, or, if appointed, render you liable to dismissal without notice.
	[bookmark: Check11]YES	|_|

	
	[bookmark: Check12]NO	|_|

	If YES, please give details.
[bookmark: Text51]     

	[bookmark: Text111]Please tell us where you heard about this position:      

	DECLARATION
I understand that canvassing of Members of the Management Committee, directly or indirectly, for any appointment, shall disqualify my application.
I understand that any post within EPC is subject to an enhanced Disclosure Barring Service check.
I understand that EPC may keep my application on file for up to 6 months.
I declare that the information I have given on this form is complete and accurate and that I am not banned from or disqualified from working with children nor subject to any sanctions or conditions on my employment imposed by the Independent Safeguarding Authority, the Secretary of State or a regulatory body. I understand that to knowingly give false information, or to omit any relevant information, could result in the withdrawal of any offer of appointment, or my dismissal at any time in the future, and possible criminal prosecution.

	[bookmark: Text112]Signature of Applicant:      
	[bookmark: Text108]Date:      

	All candidates applying for employment via email must sign the form electronically and will be required to sign and date this form if invited to attend an interview. 
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	Every Parent & Child
An Equal Opportunities Employer
Community House
311 Fore Street
London N9 0PZ


	Equality and diversity monitoring form

	Every Parent & Child wants to meet the aims and commitments set out in its equality policy.  This includes not discriminating under the Equality Act 2010, and building an accurate picture of the make-up of the workforce in encouraging equality and diversity.

	The organisation needs your help and co-operation to enable it to do this, but filling in this form is voluntary.

	The information you provide will stay confidential, and be stored securely and limited to only some staff in the organisation’s Human Resources section.

	Please return the completed form in the envelope marked ‘Strictly Confidential’ to 
…………………………………………………………………………………………………………………………


	Name:
(optional)
	[bookmark: Text1]     
	Please click a box relevant to you:

	
Gender

	Male ☐
	Female ☐
	Transgender ☐
	Other   ☐
	Prefer not to say            ☐

	Are you married or in a civil partnership? 
	Yes       ☐
	No         ☐
	Prefer not to say            ☐

	Age






	
	16 – 24   ☐
35 – 39   ☐
50 – 54   ☐
	25 – 29   ☐
40 – 44   ☐
55 – 59   ☐
	30 – 34  ☐
45 – 49  ☐
60 – 64  ☐
65+       ☐

	
	Prefer not to say ☐

	What is your ethnicity?
Ethnic origin is not about nationality, place of birth or citizenship.  It is about the group to which you perceive you belong.  Please tick the appropriate box

	White

	English	☐
British			☐
Northern Irish 		☐
Welsh			☐
Scottish		☐

	Gypsy or Irish Traveller	☐
European	☐
Turkish 	☐
	Prefer not to say           ☐
Any other white background, please write in:
[bookmark: Text2]     



	Mixed/multiple ethnic groups

	White and Black
Caribbean                    ☐
	White and Black
African                        ☐
	White and Asian	☐
Prefer not to say	☐
Any other mixed background, please write in:
     

	Asian/Asian British

	
Indian                        ☐
Bangladeshi                ☐

	
Pakistani                     ☐
Chinese                      ☐
	Prefer not to say	☐
Any other Asian background, please write in:
     

	Black / African / Caribbean / Black British

	
African                       ☐
	
Caribbean                   ☐
	Prefer not to say          ☐
Any other Black/African/Caribbean background, please write in:
     

	Other ethnic group

	
Arab                          ☐
	
Prefer not to say         ☐
	Any other ethnic group, please write in:
     

	Do you consider yourself to have an impairment or health condition?

	
Yes                            ☐
	
No                             ☐
	
Prefer not to say          ☐

	If Yes, do you require additional support from us to ensure your participation in the office?
     


	The information in this form is for monitoring purposes only. If you believe you need a ‘reasonable adjustment’, then please discuss this with your manager, or the manager running the recruitment process if you are a job applicant.

	
What is your sexual orientation?

	Heterosexual	☐
Gay woman/lesbian	☐
	Gay man                    ☐ 
Bisexual                     ☐
	Prefer not to say	☐
If other, please write in
     


	What is your religion or belief?

	
No religion or belief	☐
Buddhist		☐

	
Christian ☐
Hindu     ☐
	
Jewish  ☐
Muslim  ☐
Sikh      ☐

	Prefer not to say	☐
If other religion or belief,
please write in:
     

	What is your current working situation?

	Full-time ☐	☐
	Part-time ☐
	Self-employed	☐
	Unemployed ☐	☐
	Prefer not to say            ☐

	Do you have caring responsibilities? 

	Yes 	☐
	No	 ☐
	Prefer not to say	☐
































EVERY PARENT & CHILD
EQUALITY AND DIVERSITY POLICY

EPC fully supports the principle of equality and diversity. We aim to encourage, value and manage diversity and we recognise that talent and potential are distributed across the population. Not only are there moral and social reasons for promoting equality of opportunity, it is in the best interest of this organisation to recruit and develop the best people for our jobs from as wide and diverse a pool of talent as possible.

The benefits include:
· ensuring our workforce really does represent the community we serve,
· being able to attract and retain the very best staff,
· giving our organisation the edge over other employers in an increasingly diverse and competitive labour market,
· improving staff morale and productivity,
· avoiding under-using and under-valuing able staff,
· managing all staff and volunteers better.


EPC recognises that certain groups and individuals in society are oppressed and disadvantaged due to discrimination directed against them. We aim to remove any barriers, bias or discrimination that prevents individuals or groups from realising their potential and contributing fully to our organisation’s performance and to develop an organisational culture that positively values diversity.

Discrimination operates through commonly held assumptions and prejudices, which are reinforced by laws, rules and customs. This makes discrimination appear normal and inevitable.  Discrimination works by stereotyping people into different roles, by treating some people worse than others, or simply by ignoring them.

EPC is committed to opposing all forms of discrimination including that based on protected characteristics such as age, disability, gender reassignment, race (including colour, nationality, and ethnic or national origins), religion or belief, sex, sexual orientation, marriage or civil partnership, pregnancy and maternity.  This list is not exhaustive.

Discrimination can be direct, associative, perceptive, indirect, harassment (including by 3rd parties) or victimisation.  (See glossary at end for definitions). All forms of discrimination are unacceptable, regardless of whether there was any intention to discriminate or not.
Employees have a duty to co-operate with EPC to ensure that this policy is effective in ensuring equal opportunities and in preventing discrimination. Employees should draw the attention of their line manager to suspected discriminatory acts or practices or cases of bullying or harassment.

EPC recognises that the promotion of equal opportunities requires more than passive opposition to discrimination; we are therefore committed to taking positive action towards
equality of opportunity. We further recognise that the limited resources and the operational needs of the Centre may impose justifiable restrictions upon our ability to take such action. However, we will undertake regular monitoring and review the effectiveness of this Policy.

Responsibilities
EPC values its staff, contractors, volunteers, Trustees and service users, and expects them to be treated in a respectful manner. Accordingly, all have a responsibility to treat others with dignity and respect. The Chief Executive is responsible for providing advice and guidance on equality and diversity issues, and to ensure the Policy document is kept up to date. The policy will be reviewed on an on-going basis and amended in line with new developments in Equality and Diversity best practice.

Aims

EPC aims to:
· Promote equality of opportunity
· Celebrate and value diversity
· Eliminate unlawful direct and indirect discrimination

EPC will provide equality of opportunity and equal treatment as an integral part of good practice. The organisation is committed to a working environment in which the contribution and needs of everyone are fully valued and recognised. We will support our staff, workers, volunteers, Trustees and contractors in not tolerating any inappropriate, violent or abusive behaviour from colleagues, other organisations or service users.

General purpose
EPC’s practices will ensure that staff, volunteers, Trustees, and service users will not be discriminated against on any grounds including age, disability, race, sex, religion or cultural beliefs, gender reassignment, marital status and civil partnership, sexual orientation, pregnancy and maternity (often called protected characteristics) and any latest legislation relating to Equality and Diversity.
EPC’s commitment to anti-discriminatory practice relates to all kinds of discrimination, as set out below:
· Direct discrimination - where someone is treated less favourably than another because they have a protected characteristic
· Indirect discrimination – when a requirement or a condition is applied which has a detrimental effect on a particular group or individual. This applies even if there was not a deliberate intention to discriminate.
· Associative discrimination – direct discrimination against someone because they associate with another person who has a protected characteristic.
· Perceptive discrimination - direct discrimination against someone because others think they have a protected characteristic even if they do not possess that characteristic.
· Harassment – unwanted conduct related to a protected characteristic which violates a person’s dignity or creates an intimidating, hostile, degrading, humiliating or offensive environment for them. This applies even if the conduct is not directed at the individual or if they do not have the protected characteristic.
· Third party harassment – potential liability for the harassment of staff by others such as clients or service users.
· Victimisation – when someone is treated badly because they have made or supported a complaint under the Equalities Act 2010 or it is thought that they have done so.

Employment Practices
EPC aims to promote equality and diversity as an employer and to ensure that no job applicant or employee receives less favourable treatment or is disadvantaged by conditions or requirements that cannot be shown to be justifiable in the context of the policy.  Selection, recruitment, training, promotion and employment practices will be subject to regular review to ensure that they comply with the Equality and Diversity Policy.  EPC regards discrimination, abuse, harassment, victimisation or bullying of staff, service users or others in the course of work as disciplinary offences that could be regarded as gross misconduct.

EPC as Service Provider
In developing its services and support materials EPC will seek to ensure access to its service users. This will include, wherever practicable, making specific access arrangements for its service users with disabilities or learning difficulties, or any other protected characteristic which may apply, such as religion and belief. EPC will attempt to ensure that none of its policies discriminate directly or indirectly against any group or individual.

Data Collection
EPC complies with the requirements of the Data Protection Act. Any data, either qualitative and or quantitative, required in order to monitor the requirements or the impact of the Equalities Act 2010, will be collected where it is reasonable, proportionate and practical to do so. Any such requirements will be notified to EPC service users and will follow a common data format.

Equal Opportunities Policy Implementation:
i) EPC is committed to promotion of equal opportunities in all aspects of the operation of the Charity including management, employment practices with both paid workers and volunteers, access to services and service provision.

EPC’s Mission Statement:
Our mission is to offer children in our community opportunities to learn, develop and thrive in their families and in society.

EPC’s values:
EPC is an approachable, flexible, resourceful, supportive, holistic organisation with high professional standards and its aim is to empower service users. We work with families, staff and all our partners in public services and other voluntary and community organisations for the benefit of local families. EPC adheres to the principles of equal opportunities and diversity.
EPC’s objectives:
To advance the education of children resident or educated in the London Borough of Enfield and surrounding areas regardless of culture, beliefs or language who, because of difficulties in the school or home environment, require special assistance to help them complete their education.

We achieve this through:
· Enabling children and young people with social, emotional, and mental health needs to access appropriate support.
· Informing children, young people and their families about the Special Educational Needs and Disability reforms and their entitlements.
· Engaging with children, young people and parents using our services to ensure their voice is heard when decisions affecting their lives are being made.
· Ensuring parents and carers have the knowledge to make decision on the services and support their families need.
The Management Committee (also known as Board of Trustees)shall ensure that it acts in such a way that no individual or group referred to in this policy is discriminated against, in particular, in so far as is reasonable for it to do so:
· by making arrangements to accommodate the needs of the Management Committee and volunteers including travel and care costs;
· by providing information, as far as resources allow, in a way that is accessible, for example, large print, community languages etc.;
· by meeting in premises with facilities which are physically accessible to those participating;
· by encouraging representation on the Management Committee of all groups facing discrimination for whom the Charity is relevant;
· by making training in discrimination awareness and equal opportunities available
· The recruitment of paid workers and volunteers shall be undertaken in accordance with this policy, in particular:
· by ensuring that posts are advertised wherever possible in such a way as to encourage applications from groups experiencing discrimination;
· by preparing job descriptions which clearly set out what the worker is to do, and person specifications which recognise that relevant experience can be as valuable as qualifications or previous paid employment;
· by ensuring that in all selection procedures only factors relevant to the requirements of the post are taken into account, and that the spirit of the policy statement is adhered to
· a copy of this policy is available on request by prospective applicants

ii) The employment of paid workers and volunteers shall be undertaken in accordance with this policy, in particular:
· by providing training relevant to the needs of staff and designed to enable them to carry out their jobs;
· by ensuring that any staff member who, in the course of their work, displays attitudes contrary to this policy to any person whether by word, behaviour or other manner shall be liable to disciplinary action;

· by recognising and responding to the individual needs of staff, especially those who are carers or who have disabilities, and ensuring that, within available resources, the necessary support is provided to enable them to work effectively.

Client Needs
In every aspect of the planning, management, access, provision and monitoring of services, the Management Committee and staff shall seek to promote equality of opportunity in accordance with this policy, in particular:
· by improving physical access to the charity for all individuals where resources allow and it is within the power of EPC, who is a tenant, to do this;
· by seeking to identify and respond to the needs of those groups experiencing discrimination, altering priorities and methods of service delivery where necessary;
· by seeking the views of client’s through regular client feedback;
· by liaison and consultation with relevant groups and by regular analysis of the user profiles, to monitor the extent to which services are being taken up by groups experiencing discrimination.


Dealing with third parties
EPC will not unlawfully discriminate in dealings with third parties.

Training
EPC will ensure that all new employees, volunteers, and Management Committee members will receive induction on the policy and update training where necessary.

Review
The management of EPC shall regularly monitor and evaluate the effectiveness of this policy in achieving the stated aims. Information on the effectiveness of the policy will be included in the Annual Report. This policy will be reviewed every 2 years by the Board of Trustees.

Complaints and Sanctions
EPC will treat seriously any complaints of unlawful discrimination on any of the stated grounds made by employees, volunteers, Management Committee members, service users or other third parties and will take action where appropriate.

All complaints made by external parties will be investigated in accordance with EPC’s Complaints Procedure and the complainant will be informed of the outcome.

In the event of an investigation concerning a complaint against an employee, EPC’s Grievance Policy and Procedures will be followed and any action necessary dealt with under EPC’s Disciplinary Procedure.

Complaints will be monitored annually and any outcomes/action recorded.






Appendix
Legislation
We will take all reasonable steps to ensure that we and our staff do not unlawfully discriminate under:

(a) the Rehabilitation of Offenders Act 1974;
(b) the Employment Rights Act 1996;
(c) the Human Rights Act 1998;
(d) the Part-Time Workers (Prevention of Less Favourable Treatment) Regulations 2000;
(e) the Fixed-Term Employees (Prevention of Less Favourable Treatment) Regulations 2002;
(f) the Civil Partnership Act 2004
(g) the Work and Families Act 2006;
(h) the Equality Act 2010; and
(i) any other relevant legislation in force from time to time relating to discrimination in employment and the provision of goods, facilities or services.


Glossary

Protected Characteristics
The protected characteristics as listed in the Equality Act 2010 are sex, sexual orientation, marriage or civil partnership, gender reassignment, race, religion or belief, age, disability, pregnancy and maternity.

Disability
Under the Equality Act 2010, a person is disabled if they have a physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day-to-day activities.

Gender reassignment
A transsexual person is someone who proposes to, starts or has completed a process to change his or her gender. The person does not have to be under medical supervision.

Race
Race includes colour, nationality and ethnic or national origins.  A racial group can be made up of two or more different racial groups (e.g. Black Britons).

Religion or belief
Under the Equality Act 2010, religion includes any religion. It also includes lack of religion, in other words employees or jobseekers are protected if they do not follow a certain religion or have no religion at all. Additionally, a religion must have a clear structure and belief system. Belief means any religious or philosophical belief or a lack of such belief. To be protected, a belief must satisfy various criteria, including that it is a weighty and substantial aspect of human life and behaviour.
Sexual orientation
Includes bisexual, gay, heterosexual, and lesbian people.

Direct discrimination
Direct discrimination occurs when someone is treated less favourably than another person because of a protected characteristic they have or are thought to have (see perceptive discrimination below), or because they associate with someone who has a protected characteristic (see associative discrimination below).

Associative discrimination
This is direct discrimination against someone because they are linked or associated with another person who possesses a protected characteristic.

Perceptive discrimination
This is direct discrimination against an individual because others think they possess a particular protected characteristic. It applies even if the person does not actually possess that characteristic.

Indirect discrimination
Indirect discrimination can occur when you have a condition, rule, policy or even a practice in your company that applies to everyone but particularly disadvantages people who share a protected characteristic and which cannot be justified in relation to the job.

Harassment
Harassment is “unwanted conduct related to a relevant protected characteristic, which has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that individual”.

Third party harassment
Harassment of employees by people (third parties) who are not employees of your company, such as clients. EPC has a duty to prevent harassment and may be liable if aware that harassment has occurred on at least two previous occasions and does not take reasonable steps to prevent it from happening again.

Victimisation
Victimisation occurs when an employee is treated badly because they have made or supported a complaint about discrimination or harassment, or raised a grievance under the Equality Act; or because they are suspected of doing so.  An employee is not protected from victimisation if they have maliciously made or supported an untrue complaint.

Positive action
Some people with protected characteristics are disadvantaged or under-represented in some areas of life, or have particular needs linked to their characteristic. They may need extra help or encouragement if they are to have the same chances as everyone else. The new positive action provisions held within the Equalities Act 2010 enable service providers to take proportionate steps to help people overcome their disadvantages or to meet their needs.

Cross ref:	All EPC Policies, but particularly: Complaints Policy and Procedure Grievance Procedure Disciplinary Procedure Recruitment and Selection Policy Volunteer Handbook
Data Protection Policy Whistleblowing Policy

This policy applies across the range of employment policies and practice, including those relating to Discipline, Grievance, Harassment and Complaints.

Last Reviewed:	July 2017 Next Review:	July 2019
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This form must be completed by all applicants. The information disclosed on this form will not be kept with your application form during the application process.

Policy statement on recruiting applicants with criminal records

The post you are applying for is ‘exempt’ from the Rehabilitation of Offenders Act 1974 and therefore you are required to declare any convictions, cautions, reprimands and final warnings that are not "protected" (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)?

For further information on filtering please refer to Nacro guidance and DBS website. 

We recognise the contribution that former or ex-offenders can make as employees and volunteers and welcome applications from them. A person’s criminal record will not, in itself, debar that person from being appointed to this post. Any information given will be treated in the strictest confidence. Suitable applicants will not be refused posts because of offences which are not relevant to the role and which do not make them a risk in the role for which they are applying

All cases will be examined on an individual basis, taking the following into consideration:
 
· Whether the conviction is relevant to the position applied for.

· The seriousness of any offence revealed.

· The age of the applicant at the time of the offence(s).

· The length of time since the offence(s) occurred.

· Whether the applicant has a pattern of offending behaviour. 

· The circumstances surrounding the offence(s), and the explanation(s) offered by the person concerned.

· Whether the applicant's circumstances have changed since the offending behaviour.

It is important that applicants understand that failure to disclose all convictions, cautions, reprimands or final warnings that are not “protected” could result in disciplinary proceedings or dismissal. Further advice on disclosing a criminal record can be obtained from Nacro. 



	Surname:
	     

	Forename:
	     

	
Criminal record declaration

Do you have any convictions, cautions, reprimands or final warnings which are not ‘protected’ as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)?	Y/N      

If you have answered yes, you now have two options on how to disclose your criminal record. 


Option 1: Please provide details of your criminal record in the space below. 

     




















Option 2: You can disclose your record under separate cover provided that you mark a cross on the line below and attach the details in an envelope stapled to this form. The envelope should be marked CONFIDENTIAL and state your name and the details of the post.

[bookmark: _GoBack]I have attached details of my conviction separately |_| (Please mark with an X if appropriate.)



	DECLARATION

I declare that the information provided on this form is correct. I understand that the declaration of a criminal record will not necessarily prevent me from being offered this role at Every Parent & Child


Signed: 	Date:      
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