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JOB DESCRIPTION

P/T CARE WORKER

(12-18’s Sunday Club)

Accountable to:  Unity Service Co-ordinator

Within Norwood’s overall aim of offering each person high quality, appropriate facilities of residential care, education, training, social work, employment and recreation, the specific purposes of this post are:
MAIN DUTIES

1.
To be responsible for all aspects of care of the young people and to assist in the managing of the 12-18’s Sunday Club.

KEY TASKS
2.
To be responsible for assisting the Service Co-ordinator in the management of challenging behaviour of specific individuals.

3.
To ensure that member’s health and safety needs are met under current 
legislative standards.

4. To ensure that risk assessments for activities are read, understood and  implemented. 

5. To ensure that risk assessments on individual members are read, understood and implemented.

6. To be responsible for providing personal care to the young people as required.
7. To prepare the necessary rotas and issue to staff.

8.
To provide staff with relevant information on each member.

9.
To have access to each members Profile Form for use in meeting the 
needs of young people.

10.
To deputise for the Service Co-ordinator in their absence.

11.
To assist the Service Co-ordinator in administering medication, as required.

12.
To organise staff to meet members when arriving at club.  To ensure staff remain with the members until they are collected by parents/guardians.

13.
To arrange for the storage, safe-keeping and return of members possessions.

14. In consultation with the Service Co-ordinator to provide parents/guardians with feedback regarding their child.

15. To support the Service Co-ordinator in the running of staff preparatory and debriefing meetings as required.

General
1. To work within the context of all Norwood's policies & procedures.

2. It is the duty of every employee to take all reasonable care of the health and safety of her/himself and of other persons who may be affected by her/his acts or omissions.  As regards to any duty or requirement imposed upon Norwood by or under any of the relevant statutory provisions, to co-operate with Norwood as far as it necessary to enable that duty or requirement to be performed or complied with.  To report to the Health and Safety Manager either serious risks or your concerns over safety issues.

3. To maintain standard of dress that is appropriate to role and in accordance with the organisation’s dress policy.

4. To work within the context of a Jewish organisation and enable Jewish users to take full part in a Jewish way of life by being culturally sensitive to their needs. 

5. To work in a way consistent with the principle of equal opportunities, and anti - discriminatory practice.

6. To be aware of and sensitive to the impact of class, gender, race, age and prejudice on attitudes, professional relationships and professional judgment and be willing to intervene.

7. To work collaboratively with volunteers to ensure that their contribution enhances the quality of service provision and support across the organisation.
8. To maintain confidentiality at all times and to ensure respect for, proper observance of and adherence to Norwood's confidentiality policy for all staff.

9. To attend regular supervision sessions with line manager.

10. To attend regular staff appraisal and development meeting with line manager.

11. To undertake appropriate training as agreed with line manager.

12. To undertake any other duties which are consistent with the post.

13. To work in any other Norwood home/location if necessary.

This job description is subject to periodic review and it is expected the post holder will contribute to the active development of the role as the needs of Norwood alter

UNITY

CARE WORKER
PERSON SPECIFICATION

	
	Essential
	Desirable
	Method of Assessment

	Ability to relate effectively to the users of Unity Services 


	*
	
	Application form/Interview

	Previous experience of working with children with disabilities  
	*

	
	Application form/Interview

	Relevant qualification e.g. NVQ in childcare, playwork etc
	*
	
	Application form

	Ability and willingness to work according to  Norwood’s policies and procedures, eg on supporting a Jewish environment, equal opportunities, etc.
	*


	
	Application form/Interview

	Ability to work well as a member of a team and on own initiative. 
	*
	
	Application form/Interview

	Basic awareness of Health and Safety.
	*
	
	Application form/Interview

	Good inter-personal skills. 
	*
	
	Application form/Interview

	Awareness of or keen willingness to learn about the Jewish community.
	*
	
	Application form/Interview

	To be willing to undertake any duties that may arise.
	*
	
	Application form/Interview

	Self awareness and awareness of impact on others
	*
	
	Application form/Interview

	Ability to uphold and maintain strict confidentiality in all aspects of the work.
	*
	
	Application form/Interview

	18 years or older
	*
	
	Application form/Interview

	A clean driving licence and ability to provide your own transport (for business reason).
	
	*
	Application form/Interview


STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT 

Job Title:

Care Worker
Place of Work:
Your normal place of work will be Kennedy Leigh Centre, Edgeworth Close, London, NW4.

You may from time to time be required to travel to other locations as reasonably required in the performance of your duties. 

Probationary Period:
Your appointment is subject to a 6 month probationary period, which may be extended if it is deemed necessary.  During this period it is expected that you will achieve Norwood’s standards of conduct and performance.  In the event that you do not meet these standards, your contract of employment may be terminated. 

Hours of Work:
Your normal hours of work will be 3 per week on Sundays (term time only) plus 1 hour per month supervision.


Your hours of work may be varied in order to meet the needs of the service.

Annual Salary:
£9.95 per hour 

Your salary will be paid monthly in arrears on or around 28th of each month.

Your salary will be reviewed annually in April.

Norwood reserves the right to deduct from pay any amounts which are owed by you to the organisation, e.g. over payment of salary (should this occur, the method of repayment will be agreed with you).

Holiday Entitlement:
Your annual leave will be based on a full time entitlement of 21 days’ paid holiday and 8 Bank Holidays.  The holiday year runs from the first day of your appointment with Norwood.   Holiday entitlement increases with length of service, rising by one day per annum for every completed year of service up to 28 days (plus BH).

You will be paid for all major Jewish Holidays when they fall on normal working days.

Sickness:

If you are unable to attend work through ill health or incapacity you must comply with the absence reporting procedures contained in the Staff Handbook.

During probationary period SSP only (where applicable)

6-12 months of service 

4 weeks’ full pay

During second year of service 
6 weeks’ full pay

During third year of service

8 weeks’ full pay

During fourth year of service

10 weeks’ full pay

During fifth year of service 

12 weeks’ full pay

Sickness absence is calculated on a rolling year basis

Pension:
Norwood operates a non-contributory pension scheme, which you will be eligible to join.  Norwood will contribute 3.75% of your salary to the scheme; you may make your own contributions to the scheme and decide on the % of salary that you wish to contribute.  Once you have commenced employment further details of the scheme will be sent to you.

Normal Retirement


Date:



65 years 

Notice:
You are required to give the following periods of notice:





During the probationary period – 1 week



Thereafter – 1 month

If your employment is terminated by Norwood, you are entitled to receive one months’ notice for continuous employment of less than 5 years. Notice will then increase by 1 week for each completed year of employment, subject to a maximum notice entitlement of 12 weeks.

Policies & Procedures: 
Norwood has a range of policies and procedures to support its staff in their work. These include Confidentiality, Health & Safety, Equal Opportunities, Protection of Vulnerable Adults and Child Protection, Grievance and Disciplinary Procedures.  

All employees are bound by Norwood’s policies and procedures.

Additional Rules:
You are required to disclose any other employment, which you undertake whilst in Norwood’s employment.


If you are a member of a professional body you must maintain your registration, and abide by their Code of Practice.  You must inform us if you are the subject of an investigation by your professional body. 

You must inform us if you are the subject of any criminal investigation. 

Kosher Buildings:
As Norwood is a Jewish Organisation the laws of Kashrut must not be contravened. To ensure this, no meat or shell fish or certain other fish may be brought into office buildings and only kosher products may be brought into residential buildings. During Passover leavened products are also excluded.

Collective Agreements:
These terms and conditions are not bound by any collective agreements.

