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Dear applicant

Children’s Consultation Worker
Thank you for your interest in the above role. This is an exciting post that is fundamental to the objectives of the Forum and we very much look forward to receiving your application.

Highland Children’s Forum was created ten years ago by the parents and carers of children and young people with additional support needs to attempt to have the voice of their young people heard and acted on by policy makers.

The Forum has pioneered consultation with children in need in Highland and through its work with a wide range of partners put it firmly on the agenda within all aspects of children and young people’s services in the area. The Forum’s reports have been widely used and have had a direct bearing on policy decisions in Highland. 

The Forum website hosts the Scottish Government funded Consultation Toolbox and we have contributed to a range of interactive tools now in use in services.

Key to our work is high quality engagement with children and young people with the full range of additional support needs and the development of innovative ways that they can have their voices heard and acted on. It is the objective of the Forum to see this work become a mainstream part of the activities of all service providers and working with partners to spread and embed best practice is a key part of the role of the Children’s Consultation Worker.

The Forum’s initial Children’s Consultation Worker has established the Forum as an important resource and we are now seeking somebody to take forward our work bringing to the post new skills and perspectives.

If being part of this sounds like something you’d like to do, then we’d like to hear from you! I very much look forward to receiving your application,

Yours faithfully,

Frances Nixseaman
Chair, Highland Children’s Forum
A Closer Look at Highland Children’s Forum
Highland Children’s Forum was established in 2000 by parent carers who struggled to get the voice of their children heard by service providers. The Forum see it as key to giving children with additional support needs the best chance in life that they have a clear say in the design and development of services provided to them and their peers. The Forum was constituted as a charity under Scottish Charity number SC031945.
HCF Aims to 

· Represent and enable the expression of the views and needs of children and young people with additional support needs in the age range 0-19 years

· Incorporate the views of their families and carers

· Share relevant information and experience

· Represent the interests of members in a coordinated way to agencies for the purposes of general consultation and in specific joint future planning of service provision

The Forum is directed by an elected Management Committee and employs two part time members of staff – a Children’s Consultation Worker and a Development Manager.

In Highland the Forum attends the Joint Committee for Children and Young People created by Highland Council and NHS Highland. This gives the Forum important access directly to both the policy designers and the elected members who decide on resource allocation. The Forum contributes to a range of policy groups and working parties delivering the agenda of the Joint Committee. The Forum receives the majority of its funding from the Joint Committee. Funding is also obtained from contracts for specific pieces of work out with the core funding. The Forum’s offices are currently funded through a grant from the Scottish Government’s Unified Voluntary Sector Fund. 

The Forum seeks to hear the concerns of children and their carers and to identify examples of best practice. It then works with agencies to spread these across the area to improve the opportunities of these children and to ease the impacts on their carers. It will take areas of concern to service providers where these exemplify issues. It does not act as an advocate for individual members but will direct such members to sources of support.

The Forum’s ability to undertake its role depends on it having a membership that reflects the whole spectrum of children in need in Highland including children and young people with Physical disabilities, Learning disabilities, Mental Health problems, Communication disorders, those that are Chronically sick,  Young carers, those affected by social need and the Siblings of children with additional needs. 
Membership is also open to Parents, Carers, and Personnel from the care services, Policy makers, Politicians and Representative organisations or support groups.

In the past seven years the Forum has published reports on a range of topics including Inclusion, respite care, the three year “Are We There Yet?” study, “It’s My Journey” transition project, the Getting It Right For Every Child process and various health service consultations. The Forum has developed the draft participation framework with children and young people who have experience of domestic violence. Consultations are under underway on Child and Adolescent Mental Health issues, young people who have experience of the criminal justice system, of bereavement, young parenting and play.  
The Consultation Worker has also developed and maintains the Scottish Government Consultation Toolkit and has contributed to the creation of a range of interactive tools.

Further details of the Forum’s work and copies of all its publicly available reports can be accessed form its website www.highlandchildrensforum.org  

Children’s Consultation Worker Role:

i) consult with children and young people about the issues which are important to them and about their experience of services

ii) where children are not able to fully express their views, consult with parent carers about the issues affecting their children/young people

iii) listen to staff/professionals about issues affecting their delivery of services to children and young people with additional support needs

iv) carry out consultations in support of public sector ongoing service evaluation, inspection and design 

v) enable/represent the views provided by children and young people to service providers as part of the evaluation of their service provision; to policy makers to affect policy design; to inspectorates as part of evaluation of service and policy

vi) to encourage the development of good practice in involving children and young people, whatever their support needs, in personal planning, service evaluation and policy design

Children’s Consultation Worker Responsibilities:

i) Consultations are to be: ethical, giving regard to inclusion, consent issues, confidentiality and child protection; methodical, academically sound and effective in answering the research question or in evaluating practice; representational, sample frames consider age range, ability range, social and economic range and Highland geographical range, as well as gender, race and culture; relevant, consulting on issues raised by children and young people themselves, as part of the evaluation of a service to children and young people, as part of informing the current design of policy or practice; child/young person led, the methodology, media and timing of consultations should be developed from the needs and wishes of young people wherever possible
ii) Reports and Presentations are to be: Well presented, clear, well laid out, attractive, interesting; valid, the reports/presentations should be true to the message gained from the consultation and should be verifiable as such; effective in highlighting good practice, exposing gaps/flaws in practice and in making evidence based recommendations from the consultation; delivered to all appropriate persons/bodies to affect the recommendation
iii) Continue to develop and update the Forum’s web site and online toolbox
iv) Attend meetings, when invited, to contribute the views of young people to policy makers or to ensure the views of young people will be taken in to account
v) Attend networking events which provide opportunities to meet with young people or those who work with them 
vi) Keep up to date with research, policy and practice on local, national and international levels within reasonable time limits
vii) Encourage children and young people on youth fora to represent the views of children and young people with additional support needs
viii) Manage resources to deliver consultations within agreed timescales and budgets.
The Profile

	Role Requirements
	

	Job Title
	Children’s Consultation Worker

	Disclosure
	This post will require the holder to pass the highest levels of disclosure for working with both vulnerable children and adults. 

	Hours
	Initially 15 hours per week with a view to expanding the role to 24 hours per week
There may also be the opportunity to undertake additional hours when the Forum is awarded contracts out with its core funding.

	Location
	The Forum’s office at Lotland Street Inverness

	Reports to
	The Committee via the Chair

	Supported by
	Mentoring by members of the Committee

	Role Purpose and Dimensions
	To undertake consultations with children and young people with additional support needs in Highland and to use their testimony to create reports to services, practice developers and policy makers. To support the embedding of consultation best practice in the activities of services and partners.

	Key external contacts
	You will work closely with the colleagues in statutory services and third sector partner organisations. 

	Key internal contacts
	You will work closely with the Development Manager who has responsibility for the overall development of the Forum and for influencing key policy committees in the statutory sector.

	Financial Dimensions
	You will be responsible for managing the consultation projects within the resources allocated by the Committee. 

	Key areas for decision making
	Working with the Development Manager you prioritise work to ensure that the Forum’s core funding objectives are fulfilled and to maximise opportunities to take forward the Forum’s agenda.

	Other considerations
	You will be required to programme your work and on occasions work out with normal office hours to attend meetings and give talks. You will also be required to travel frequently throughout the north of Scotland for which you must have access to a suitable vehicle. A mileage and expenses package is in place to compensate for this. 


Person Specification

	     Disclosure

	· This post will require the holder to pass the highest levels of disclosure for working with both vulnerable children and adults.


	     Education



	· Ideally educated to degree level in an appropriate subject.


	      Essential Skills and Abilities 



	· To be a confident communicator both when speaking and when writing

· To be able to work within a team 

· To be have excellent observational and listening skills
· To have strong time management skills with the ability to work flexibly when required

· To work to budgets, timeframes and deadlines 

· To be proficient using IT on a daily basis

· To have a full car driving license and access to an appropriate vehicle 



	Essential Experience

	· Experience of working with children and young people


	Desirable Skills and Abilities

	· An understanding of the principles of consultation
· Preparation of written reports

· Making presentations and presenting reports in public

· Facilitating workshops

	Desirable Experience

	· Experience of working with children and young people with additional support needs
· To have experience of undertaking consultations with children or young people with additional support needs


	Education

	· Ideally educated to degree level in an appropriate subject.




Working at Highland Children’s Forum
The starting salary we offer for this post is:

£16.02 per hour
The hours we work are:

Flexible hours, initially 15 hours per week but hopefully expanding to 24 hours per week. You will be responsible for planning your hours to achieve the projects that you are managing. There may be a requirement for occasional evening and weekend work.
The Forum operates a policy where workers may accumulate no more than 40 hours of Time Off in Lieu. 
The holiday entitlement is:

28 days per year (including Public Holidays) on a pro rata basis 
Contract

This contract is offered on a year to year basis depending on funding
The probation period for this role is:

Six months from the date of starting. During the probation period only one week’s notice is required on either side. After this one months notice is required. 
Is there a pension?

Highland Children’s Forum does not currently operate a pension scheme but a modest supplementary payment is made to staff in lieu of pension. 

Where is this job located?

This job is located within the Forum’s office in Lotland Street, Inverness. With the requirement to travel across Highland and out with on occasions.
The Recruitment Process

How to apply
HCF would prefer that you submit your application by e mail
To apply for this post please email the following information:

1.
A very brief covering email with “CCW Application” in the subject line.

2.
Your Application Form as an attachment with your name in the document file name.
Where qualifications are detailed on the application form the panel will expect to see original copies of certificates etc at interview. 

Please email these to info@highlandchildrensforum.org
Where e mail is not an option please send your completed application form and covering letter to:
Recruitment

Highland Children’s Forum

Unit 6 

15 Lotland Street

Inverness

IV1 1 ST

The closing date for applications is noon on Friday 29th April 2011. 

Interviews are expected to be held in late May in Inverness. 
A full disclosure check under the new regulations will be undertaken prior to confirmation of appointment of the successful candidate.

Listening to Children and Young People – Speaking with Policy Makers

Unit 6, 15 Lotland Street, Inverness, IV1 1 ST

Telephone and Fax  01463 223000
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