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	Job Application Pack

	

	Thank you for the interest you have shown in working with Fife Council…


Post – Temporary Occupational Therapist/ Senior Practitioner – Housing (10 hrs/wk) 
Vacancy Reference Number – SW/OT/01
Closing date – Monday 25 August 2008
The application pack for this post comprises: 

· Information Sheet

· Job Details

· Service Information

· Living and Working in Fife

· Application Form

Please ensure you have all the information before completing your application.

Note about Application Forms

The Application Form is tailored to the type of post, so please complete the form included in this pack.

To complete electronically, download and save the Word version form to your PC.  The form will expand as appropriate to allow you to complete it.  You should then send it to the person named overleaf either by e-mail or post.

A PDF File is also available for printing, completion and posting, if you can not access Word. . 

	Information Sheet


	


How to apply

Applications should be made on the Fife Council Application Form included with this pack and returned to Social Work Service, Payroll & Recruitment, Medway Huts, Fife House, North Street, Glenrothes, KY7 5LT or E-mail SWrecruitment@fife.gov.uk  by 5pm on the closing date.   Please note that, in the interests of equality, we do not accept Curriculum Vitae (CVs).  

Applications are encouraged by e-mail and will be acknowledged on receipt. If you have not received confirmation within 48 hours please contact the Service on your application form. There is no need to send a hard copy as well. You will be asked to sign your application form if invited to interview. 

If you wish an acknowledgement of receipt of your printed application form, please enclose a stamped addressed envelope with it.

Please note that you need to complete a separate Application Form for each post that you wish to apply for.  The Council advertises all vacancies on their website and via JobcentrePlus and we do not keep applications on file for future vacancies. 

Selection Process

Shortlisting normally takes place in the week following the closing date.  Given the high costs of postage and that the Council is a publicly funded body we do not contact applicants who are not being invited to interview, therefore, if you have not heard within four weeks of the closing date you should assume that you will not be called for interview.
There will be a short assessment.
Before any firm offer of employment can be made, you will be asked to complete a Pre-employment Health Screening Form and a Criminal Convictions Declaration Form.  For some posts, a Disclosure Scotland check will be required.  Also, we are legally required to ensure that you are eligible to work in this country and you will be asked to provide appropriate evidence.  

Information for applicants with disabilities.

If you require it, we will arrange to have the application form made available in other formats such as tape, Braille or large print, but please let us know in plenty of time, as we may need to ask for assistance from other agencies.     Please contact us if there is any other assistance you require.

Fifedirect website.

Fifedirect website contains information from Fife's public, voluntary and community organisations and as such will provide you with a great deal of general information.
If you do not have access to the Internet at home or work, you can get free access at all Fife Libraries. 

Contacts

· If you have an queries about  packs, forms or the application process, please contact  Social Work Service (Payroll & Recruitment), E-mail SWrecruitment@fife.gov.uk, telephone 08451 55 55 55 extension 440038. 

· If you wish an informal discussion about the job, then please contact Karine Gibbon, Team Leader, 08451 55 55 55 extension 460481
SW/OT/01
FIFE COUNCIL 

SOCIAL WORK SERVICE

JOB OVERVIEW
This Description is intended to give prospective applicants an overview of the post, the task and the context within the job is being offered.  It does not purport to be an exhaustive statement of Terms and Conditions of Employment with the Fife Council.  Applicants will be given an adequate opportunity to discuss issues of that nature at initial interview.

	Job Title and Salary Range:


Occupational Therapy

Temporary Occupational Therapist/ Senior Practitioner (Housing) (10 hrs/wk), Central Fife
Salary, FC8/9 £26,474 - £36,999, pro rata
Temporary for 6 months

*Placing on senior practitioner grade will be dependent on meeting additional requirements as detailed on the senior practitioner person specification

Service Policy:

To enable every person with a disability to achieve their own personal objectives, within their chosen environment.

This is not simply a matter of supplying the appropriate piece of equipment or adaptation to property, but is a response to the whole person, their family and their life style.

	The Job:


Local authorities are required to assess requirements of individuals determined by them to be substantially and permanently disabled.  It is the policy of Fife Council to place emphasis on ability and individuality and to assist people to develop their own arrangements for independent living.

You will be expected to use your professional skills to provide and develop a service which meets the assessed needs of individuals within an identified geographical area of Fife.

To assess, identify and implement appropriate interventions to enable individuals to maximise their independence.

To provide a responsive and effective service through liaison with professions and health care workers in Health, Social Work and Voluntary Organisations.

	The Resources:


The postholder will be responsible to a Social Work Service Occupational Therapy Team Leader and will have access to the resources of Fife Council's Occupational Therapy Service.

A framework of policies and procedures is provided by the Social Work Service and technical support is available to assist with the design of adaptations.

Professional support and supervision is provided on a regular basis.

	The Task:


Intervention Strategies

To undertake clinical responsibilities appropriate to the skills and experience of the individual or as required to meet the demands of the Occupational Therapy Service/ Housing service.

To undertake assessments in relation to housing applications on illness /disability

grounds.

Provide advice and recommendations on the allocation of appropriate housing/sheltered housing.
To develop and maintain high professional standards.

To provide professional support and advice to Occupational Therapy staff, Local Service Centre staff, Fife Housing Register staff.
Managerial

To provide statistical returns and evaluate data at regular intervals.

To develop good working relationships with other professional groups and departments within Social Work, the Health Service and Voluntary Agencies.

To play an active part in the development of Fife Council's Occupational Therapy Service/ housing service.

To share responsibility for the administration and management of the service and represent the service when required.

Educational

To contribute to the development of Occupational Therapy staff/Housing staff.

To participate in education/training opportunities identified as appropriate for professional development and to meet the demands of the post.

Professional

To establish and maintain professional standards which conform to the College of Occupational Therapy Code of Professional Conduct and to its Standards, Policies and Procedures.

To undertake a regular review of performance with line manager and to agree on personal and service goals.

To meet with line manager to review operational features of the Service.

To play an active part in the promotion and development of the profession.

Any other reasonable duties identified as required to meet the demands on the Occupational Therapy Service. Post holders may be required to work at different office bases.

	Qualifications and Experience:


You are required to hold a recognised diploma or degree in Occupational Therapy.  Significant post qualification experience in community practice is desirable.

Good self-management skills and an ability to work independently will be essential for success in this post.

Appointment or progression to the Senior Practitioner grade is subject to:

· extensive post-qualifying experience

· an accredited post-qualifying training award

· registration with the HPC

	Special Conditions:


It is essential that you are registered with HPC.

Ability to attend meetings throughout Fife. 

Prior to confirming appointment, we will undertake an enhanced criminal records check through Disclosure Scotland.

	Further Information for Applicants:


The closing date for this post is MONDAY 25 AUGUST 2008.  Please return completed application forms to the Social Work Service, Payroll & Recruitment, Medway Huts, Fife House, North Street, Glenrothes, KY7 5LT.  E-mail SWrecruitment@fife.gov.uk.  Please do not attach any curriculum vitaes.

For an informal discussion, please contact Karine Gibbon, Team Leader 08451 55 55 55 extension 460481.
AN EQUAL OPPORTUNITY EMPLOYER

Person Specification

Person Specification for Occupational Therapist.

	Attributes
	Essential
	Desirable
	Method of assessment

	Experience


	Experience of working with older people or adults with disabilities
	Significant post qualifying experience.

Experience of working in a community setting.

Evidence of working in a multi-professional setting.

Special knowledge or post qualification training in medical conditions/rehabilitation techniques/alternative therapies relevant to the post.

	References

Application form

Qualifications

Interview 

	Education, Qualifications and Training
	Diploma /BSc/BSc Hons/ recognised post graduate qualification in Occupational Therapy. 
	Evidence of continued commitment to professional development.

Driving Licence.
	References

Qualifications

CPD Portfolio

Documents

	Skills/Abilities (general) e.g. supervisory skills


	Ability to communicate clearly and concisely both verbally and in written form.

Evidence of experience of managing time/priorities within work.

Ability to accept responsibility and use initiative and also work under direction when appropriate.

Ability to use assertiveness and negotiation skills appropriately.

Ability to problem solve.

Ability to form effective working relationships.

Ability to attend meetings throughout Fife.
	Experience effective liaison with other agencies.

Experience of supervising the work of others.

Basic computer literacy.

Interested in promoting Occupational Therapy.
	Interview

References 

	Skills/Abilities specific to post


	Experience of interpretation and implementation of procedures/guidelines

Experience of functional assessment and of working in client's home/work environment.

Evidence of sound anti-discriminatory practice.
	Evidence of understanding of political policies/situations which may affect the service e.g. Carers Act, Community Care Legislation Building Regulations, Direct Payments Act.

Evidence of awareness of budgetary control and implications for practice.
	Interview

Reference



	Interpersonal and Social Skills
	Evidence of managing pressure of work.

Flexible approach to work.

Ability to work as part of a team.

Ability to work in a collaborative way with other agencies.
	Experience of working within supervision structure and seeking support/direction when necessary.
	References

Interview

	Health and Physical Attributes
	Ability to provide a regular and effective service.
Ability to work under pressure.
	
	Health Check



	Professional Membership
	Registration with the HPC.
	
	Registration Number


FORM B

Endorsement Form for Appointment at Interview (Recruitment) Panel

Social Work Service
EXTERNAL CANDIDATE

Application for Progression to Senior Practitioner 

 (Social Worker/Occupational Therapist)

	Full Name:



	Title of Professional Qualification:

	Awarding Body:



	Date Professional Qualification obtained:



	Title of post-qualifying accredited training:

	Awarding Body:



	Years P.Q. held:
	years
	Date of award obtained:
	

	SSSC Registration No:

	HPC Registration No:



	Attach evidence in support of application: 
Evidence to Include:

Copy of current payslip or
Copy P60 or
Letter from existing employer confirming salary placing

Verification of qualifications obtained



	Signature of applicant:
	
	Date:
	


Endorsement:

I confirm that in my opinion, the above-named meets/does not meet (delete as appropriate) the criteria for progression to senior practitioner and attach relevant documentation.

	Signature of Lead Officer, Interview Panel:
	
	Date:
	


Terms and Conditions of Employment (Single Status)

	Pay Method
	Every 4 weeks by electronic funds transfer

	Hours
	36 hours p.w - a flexi scheme is in operation

	Leave
	24 days annual leave rising to 29 after 5 years continuous service

8 fixed public holidays per annum (based on full time employment)

	Sick Pay
	As per National Terms and Conditions, up to 6 months full pay and 6 months half pay after 5 years service.

	Pension
	A Pension Scheme is in operation.

	Employee Benefits
	Fife Council has a benefits package for employees which we believe is one of the best and most comprehensive around. As well as such long standing benefits as a final salary pension scheme, flexible working options and a range of training and development opportunities we offer the following benefits:

Discounts scheme – a wide choice of discounts on goods and services (both local and national) via a brochure and website including high street/supermarket shopping, holidays/travel, health, leisure and entertainment 


Sports and Leisure Discount scheme – substantial savings at Council leisure and sports facilities including gyms, swimming pools, golf and bowls 


Childcare Voucher scheme – savings of up to £1000 a year through tax and NI reductions when purchasing vouchers via gross pay

Bike To Work scheme – savings of up to 40% on a bike and safety equipment package of up to  £1,000 


Healthcare – for employees and their families we offer contributory Healthcare plans providing support for everyday expenses such as dental and optical treatments/products and diagnosis and medical treatments (where NHS waiting lists are too long), cancer support and health information services (e.g. 24hour GP consultation service)

Financial related benefits – such as preferential rate mortgages, loans, affinity/credit cards and car and home insurance and the services offered by the Tay Valley Credit Union

For further information on the benefits available please go to: 

www.fifedirect.org.uk/fcemployees  and search under “Employee Benefits”




Human Resource Policies
Fife Council has a number of employment policies in place including:

	Equality of Opportunity

Recruitment and Selection

Temporary Employment

Fair Treatment at Work (grievances, bullying and harassment)

Support for Employees Experiencing Domestic Violence

Induction

Employee Development

Flexible Working Hours

Job Sharing

Career Break


	Occupational Health

Violence at Work

Smoking (see below)

Counselling

Alcohol and Substance misuse,

HIV/Aids

Attendance Management

Compassionate Leave

Adoption Leave

Maternity and Adoption Support Leave

Special Leave

Time Off for Trade Union and Public Duties


SMOKING POLICY

The Council operates a smoking policy which prohibits smoking in all shared areas eg offices, depots, cars, canteens.  We have some designated smoking areas but not all employees have access to them.

NOTE
The Terms and Conditions have recently been negotiated under the Modernising Employment programme, referred to as Single Status. Further details are available on www.fifedirect.org.uk
Journey To Work

· Have you experience of a mental health problem?

· Want help with the application process for a post with Fife Council? 

· Would you benefit from some support even after you start work?

· Are you unemployed and live in Fife?

Then ‘Journey to Work’ can provide free, independent and confidential support through the whole process of applying for a job with either NHS Fife or Fife Council and, if successful, for the first few weeks after starting work.

The service is provided by Fife Employment Access Trust (FEAT) a well-respected voluntary organisation with 10 years experience of supporting people with mental health problems into employment.  

FEAT is independent of Fife Council and the fact that someone has received support will not adversely affect the recruitment outcome.

For more information on the support available or if you would like to take advantage of the service contact:

Fife Employment Access Trust

www.f-e-a-t.co.uk 

Tel: 01592 749880

Email: feat@f-e-a-t.co.uk 
(Please do NOT email completed applications form to FEAT)
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