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Direct fax 020 7713 5497

August 2006

Dear Candidate,

Thank you for your interest in the post of Senior Development Officer – Participation (Council 

for Disabled Children):  Ref: 06/94.

The enclosed set of information is designed to give you a fuller picture about the post and a brief description of NCB’s current activities.  You should have:

-
general background information on NCB  

-
a job description and person specification

· brief terms and conditions of service


· information about criminal conviction screening for posts at NCB


The job description is designed to summarise clearly the scope and responsibilities of the job and should be read thoroughly.  The purpose of the person specification is to state, as precisely as possible, the minimum skills, experience and knowledge applicants must have to meet the requirements of the job.  Again it is essential to read this carefully and address your application to the criteria contained in the person specification.  Failure to do so will lessen considerably your chances of being selected for interview.

Assessments and interviews will take place on at NCB’s offices in London on 20 September 2006.  We will be shortlisting on 13 September and it would be helpful to have a daytime telephone number so that we can contact you quickly should you be selected for interview.  In the interests of economy we will only notify those candidates who are shortlisted.  

I would like to thank you for your interest in this post and we look forward to receiving your completed application form by noon on 7 September 2006.
Yours faithfully

Marion O’Brien

Human Resources Officer 

Mission

NCB promotes the voices, interests and well-being of all children and young people across every aspect of their lives.

Aims

NCB aims to 

· Challenge disadvantage in childhood
· Work with children and young people to ensure they are involved in all matters that affect their lives
· Promote multidisciplinary cross-agency partnerships and good practice
· Influence government through policy development and advocacy
· Undertake high quality research and work from an evidence-based perspective
· Disseminate information to all those working with children and young people, and to children and young people themselves
Strategic work themes

· Promoting participation and young citizenship
NCB believes that all children and young people should have a voice in all matters affecting their lives.

· Communicating positive attitudes and images
NCB believes we should all demonstrate respect for children and young people, and the issues important to them

· Enhancing health and well-being
NCB believes they physical and psychological well-being of all children and young people is paramount.

· Addressing inequality, valuing diversity
NCB believes all children and young people should have equality of opportunity through the recognition and valuing of diversity

· Developing safe and positive environments
NCB believes all children and young people should experience safe, non-violent yet stimulating environments and spaces

· Improving social and economic opportunities
NCB believes all children and young people should be supported in improving their life chances to reach their full potential

Operational Objectives
1. to develop cross-cutting, integrated outcome-focused work programmes for each of NCB’s work themes

2. to determine and maintain an appropriate level of activity for all work areas

3. to undertake high quality research and work from an evidence-based perspective

4. to strengthen NCB’s financial situation and diversify our funding base

5. to support the internal development of NCB
6. to promote NCB and its messages

7. to further develop partnership working

8.   to explore options for collaborative working with a view to relocating into better          quality accommodation

What does the Council for Disabled Children do?

The Council for Disabled Children provides a national forum for the discussion and development of a wide range of policy and practice issues relating to service provision and support for disabled children and young people and those with special educational needs. 

· We talk to parents of disabled children, and disabled children themselves, as well as voluntary and statutory agencies, in order to collate and share examples of good practice in children’s services and other types of support. 

· We work with government departments and service providers to translate policy into real improvements in provision and support for disabled children and their families.

· We provide a free email information service, summarising news from disabled children’s organisations and government, and updating on policy and practice issues. 

· We produce publications that provide guidance on rights and best practice to service providers and parents. Our publications list is included in this pack.

· We support a number of networks, which bring together a range of organisations and individuals across the disabled children’s sector. See the CDC Networks sheet in this pack for details.

Our membership is drawn from a wide range of professional, voluntary and statutory organisations, including parent representatives and representatives of disabled people. This ensures we have a good balance of interests and expertise.

Our broad based membership and extensive network of contacts gives us a unique overview of current issues. It also helps us promote collaborative and partnership working among organisations, and develop quality support for disabled children and their families.

CDC Networks

CDC currently hosts four networks and we will also be developing a Participation Network:

· National Parent Partnership Network (NPPN)

NPPN offers support to all parent partnership services. There is a parent partnership 

service in every local education authority in England. They provide information, 

advice and support to parents and carers of children with special educational needs. 

· Special Educational Consortium (SEC)

SEC aims to protect and promote the interests of children and young people with 

special educational needs and disabilities when there are proposals for changes in 

legislation, regulations or guidance.

· Association of Directors of Social Services (ADSS)

This network aims to stimulate and inspire good practice, compliance with the National Service Framework and innovation in Local Authorities by bringing together leaders of disabled children’s services. It provides a forum for discussion between policy officials in central government and staff putting policy into practice in local government. 

· Transition Information Network (TIN)

The Transition Information Network, (TIN) is an alliance of organisations and individuals who came together with a common aim: to improve the experience of disabled young people’s transition to adulthood. TIN is a source of information and good practice for disabled young people, families and professionals.

The Participation project

It is anticipated that the postholder will, during the first year, undertake a mapping exercise of current national resources, identifying existing good practice and then developing general good practice criteria which can be used by all organisations carrying out participatory work.  We have a consultant who has already begun some of this work.

During year two the focus will be on bringing together identified groups and working with young people to raise awareness of key issues through planning seminars and conferences, using networks, publications and external conferences to disseminate information.  Year three will involve a continuation of this and preparing an evaluation report on the impact of the project. 

Throughout the life of the project the postholder will work closely with CDC and NCB colleagues and in particular with the NCB Participation Unit. They will also work externally with a range of agencies and partners including national and local government, the office of the children’s commissioner as well as disabled people’s networks, children’s services and local and regional government.

The postholder will have 2 days support from a recently appointed Administrator who will be responsible for developing a electronic network of organisations supporting disabled children and young people
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Job Description

Post:


Senior Development Officer - Participation

Grade:


H

Reports to:

Principal Officer – Council for Disabled Children (CDC)

Department:

Social Inclusion

Scope and objectives

To develop and support a national network of organisations working directly with 

disabled children and young people to:

· promote the participation of disabled children and young people to enable services to be more responsive to their wishes and feelings

· support the development of expertise in settings to embed the participation of disabled children and young people as a matter of course

To develop the participation of disabled children and young people in the work of CDC, the National Children’s Bureau and other agencies.

Specific responsibilities

Development 

1. To carry out a national audit of all current practice in specialist and mainstream settings involving the effective participation of disabled children and young people

2. To make links with organisations working with hard to reach groups and those who are not historically involved in mainstream networks.

3. To work with these groups to promote involvement in decision making for disabled children and young people on a personal, local and national level.

4. To support the administrator in setting up and maintaining an electronic network of organisations who support disabled children and young people. 

5. To identify and participate in initiatives within CDC and NCB which promote the inclusion and participation of disabled children and young people. 

6. To set up a monitoring and evaluation process for the project.

Dissemination

7. To disseminate good practice on the effective participation of disabled children and young people in both specialist and mainstream areas using networks, at conferences, through running workshops and at other opportunities.

8. To identify barriers to participation for disabled children and young people, in specialist and mainstream settings and work with others to develop ways to tackle these.

9. To work with groups of disabled children and young people to develop a series of positive images and case studies of disability in childhood.

10. To work closely with CDC staff and other colleagues to provide expert advice, consultancy and training on how organisations can learn from disabled children and young people’s experience.

11. To speak on behalf of and represent CDC at conferences, seminars and meetings
Sustainability

12. To work with national government, the office of the children’s commissioner 

and local government to ensure disabled children and young people are fully included in local and national plans.

13. To keep up to date with national developments and innovative practices affecting disabled children and young people and with the relevant policy, legislation and current issues relating to the rights and needs of all children and young people.

14. To prepare and present reports as required, and put in place an effective exit strategy.

15. To be aware of and act on recommendations for further income generation.

General responsibilities

16. To be an active member of the Participation Theme Team and attend other theme teams as appropriate

17. To assist in the supervision of work experience students

18. To work within the framework of the UN Convention on the Rights of the Child and NCB’s Statement of Values and Principles.

19. To attend departmental, staff and other NCB meetings as required.

20. To be administratively self-servicing (although some administrative support will be provided).

21. To participate and comply with NCB’s adopted quality assurance programme (PQASSO).

22. To attend training courses as appropriate.

23. Take on other specific responsibilities and work as requested.

NCB is committed to anti-discriminatory policies and practices and it is essential that the postholder is willing to make a positive contribution to their promotion and implementation both in organisational and research policies and practices.

Special conditions

This is an established post with funding until 31 March 2009.  Employment beyond then will be dependent on further funding being secured.

There will be some travel to meetings and events, including early starts, late finishes and occasional overnight stays, with notice.

.
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Person specification

Senior Development Officer - Participation

Essential criteria

Relevant professional qualification or significant experience and or training appropriate to working with children and young people

At least one year’s experience of working with disabled children and an understanding of the issues that affect them

Experience of working collaboratively and in partnership with a range of agencies (from Government departments to community groups) and ability to develop effective and sustainable networks 

Evidence of planning and delivering accessible and innovative participative work with children and young people

Excellent written, communication and presentation skills

Proven project management skills

Proven ability to implement good practice in relation to equal opportunities and anti discriminatory practice 

Ability to research and contribute to project proposals 

Knowledge of IT including word processing skills

Ability to travel and to undertake out of hours working with notice
Desirable

Experience, in a paid or voluntary capacity, of working with children with complex needs or who use non verbal communication methods

Experience of group work and facilitation 
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Summary of Terms and Conditions of Employment

Senior Development Officer - Participation 
Salary

The salary for this post is £31,323 to £35,589 per annum inclusive.  This is related to Local Government grades and salaries are incremental on an annual basis until staff reach the top of the scale.  Appointments are usually made at the bottom of the scale.  Where appointments are made further up the scale, they are based on the appointee's present or most recent salary as well as the experience and skills the successful candidate is able to offer.

Nature of Contract

This is an established post with funding until 31 March 2009.  The contracted hours are 35 per week and there is one unpaid hour for lunch each day.  There will be out of hours working (including weekends) and some travel for which notice will be given.

Base

The post is based at the National Children’s Bureau offices in London.

Holidays

Leave entitlement is at the rate of 30 days per annum.  In addition to the statutory and Bank Holidays, NCB gives three fixed "extra statutory" days' holiday which will be taken over the Christmas period for staff who complete one calendar month's service prior to 25 December.
Probationary Period

NCB has a standard probationary period of six months for posts of this nature.

Pension

NCB is an admitted body to the Local Government Superannuation Scheme.  Staff are automatically included in the scheme unless they choose to opt out.

Alternatively, staff have an option to join their own personal pension plan to which NCB will contribute.

Staff who do not choose to join Superannuation or NCB's scheme will automatically be included in the State Pension Scheme for which higher National Insurance deductions are made.

Season Ticket Loan

NCB has a scheme for providing an interest‑free loan for the purchase of an annual season ticket from the relevant rail company or London Underground Ltd.

Smoking Policy

NCB has a no smoking policy.

Equal Opportunity Policy

NCB has an equal opportunity policy and implements a programme of positive action to make this policy fully effective by ensuring that no job applicant or employee receives less favourable treatment on the grounds of age, colour, culture, disability, ethnicity, gender, HIV status, marital status, nationality, religion or sexual orientation.

The principle applies to recruitment, pay, terms and conditions of employment, promotion, training, career opportunities and service delivery.

Applications

An application form is enclosed.  Informal enquiries about this post can be made to Helen Wheatley – Principal Officer, Council for Disabled Children on 0207 843 6446 and Marion O’Brien, Human Resources Officer 0207 843 6020 (Wed-Fri).

Please return your completed application form to:


Human Resources Unit


National Children's Bureau


8 Wakley Street


London EC1V 7QE

Pre-employment checks - Information for applicants

To ensure we safeguard the children and young people that we work with, NCB will carry out a number of pre-employment checks as part of our recruitment and selection process to enable us to make informed recruitment decisions.    

This information sheet gives a brief outline of the process and further information can be obtained from NCB’s Human Resources section.

NCB’s pre-employment checks

After interview we will ask potential staff members for consent to a Disclosure check which will be carried out by the Criminal Records Bureau, an executive agency of the Home Office*.  

What is Disclosure?

A Disclosure is a document containing information held by the police and government departments and will assist NCB in making safer recruitment decisions.  

There are three levels of disclosure: Enhanced, Standard and Basic and NCB will carry out Enhanced Disclosure checks on all potential staff after the interview process has been completed.

Disclosures will provide details of a person’s criminal record including convictions, cautions, reprimands and warnings held on the Police National Computer (PNC).  It will also provide details from lists held by the Department of Health (DH) and the Department for Education and Skills (DfES) and information held by local police forces.  

A copy of the Disclosure document will be sent directly to the applicant and to a countersignatory at NCB who will have been registered with the CRB and, as such, has agreed to comply with the Criminal Records Bureau Code of Practice.

Please note that you do not have to consent to these checks being carried out.  However, if consent is withheld, NCB will have to withdraw any offer of employment. 

With some exceptions having a criminal record will not necessarily bar an individual from working at NCB (see Policy Statement on the Recruitment of Ex-offenders enclosed).  This will depend on the nature of the position sought and the circumstances and background of the offences.

Proof of identification

In order to process the Disclosure check, NCB is required to confirm the identity of any potential staff members.  For this reason we will seek documentation as evidence of identity and a list of the documents required will be discussed with the potential staff member by the Human Resources Unit.

Please note that any information supplied will be treated in confidence and in accordance with the Data Protection Act and the Criminal Records Bureau Code of Practice.

* www.crb.gov.uk or telephone 0870 90 90 844


Hr/recruit/cr/pre-employment                 March 2002

Policy Statement on the Recruitment of Ex-offenders

As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, NCB complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information received.

All recruitment packs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position as well as a copy of NCB’s Policy Statement on the Recruitment of Ex-offenders.

We encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process.  We request that this information is sent under separate, confidential cover to a designated person within NCB and we guarantee that his information is only to be seen by those who need to see it as part of the recruitment process.

We ensure that all those in NCB who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also ensure they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

At interview, or in a separate discussion, we ensure that an open and measured discussion takes part on the subject of any offences or other matter that might be relevant to the position.  Failure to reveal information that is directly relevant to the position sought could lead to the withdrawal of an offer of appointment.

We make every subject of a CRB Disclosure aware of the CRB Code of Practice and make a copy available on request.

We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working with us.  This will depend on the nature of the position and the circumstances and background of your offences.

Criminal/rehab_of_offend

March 2002

