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We are looking for a
Quality Checking Coordinator
Inclusion Gloucestershire believes that everyone has gifts, ambitions, aspirations and strengths.  Sometimes, people with disabilities or mental ill health experience barriers, setbacks and challenges which hinder their personal potential. Our ambition is to change that through coproduction with people with disabilities. We have an exciting opportunity to join our expanding talented team as a Quality Checking Coordinator. The Coordinator will be responsible for working alongside Experts by Experience in carrying out Quality Checks.
Summary of the Role
We are commissioned to carry out Quality Checks of support services where people with a disability/mental ill health live, including Supported Living settings, Residential Homes, Day Services, Assessment and Treatment units and individual homes. The purpose of the Quality Checks is to ensure that people who live in these settings are safe, and living healthy, happy and meaningful lives and that the support that they receive is appropriate to their needs. 
All our Quality Checks involve a Quality Checker (Expert by Experience) with lived experience of disability/mental ill health working alongside a Quality Checking Coordinator.  On visits, we talk with people living in these settings to gather information regarding their quality of life and the quality of care and support they have. The Coordinator’s role is to organise the checks and facilitate them on the day, whilst the Expert by Experience asks most of the questions. The Coordinator is responsible for compiling all the information gathered during the Quality Check and producing a report which is shared with the Provider and our commissioners.
Hours and pay:

Hours:	20 per week, with Thursday as one of the working days.  There may be opportunity for additional casual hours across projects. 
Pension:                  	IG operates the NEST pension scheme and will contribute 3% subject to qualifying status
Salary:		£22401 pro rata
Location:	2 St Michael’s Court, St Michael’s Square, Gloucester, GL1 1JB and offsite at locations across and occasionally outside of Gloucestershire
Holiday:	           28 days + bank holidays pro rata

Closing date for completed applications: midnight on Monday 5th July 2021

Intended Interview date: Wednesday 14th July 2021

N.B Interviews may be held via video call – instructions will be provided on how to set this up

Job Description and Application form are below
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Job Description – Quality Checking Coordinator 



Summary of the Role



Inclusion Gloucestershire is commissioned by Gloucestershire County Council and the Clinical Commissioning Group to carry out Quality Checks of residential homes, supported living settings, assessment and treatment units, day services and domiciliary care providers across the counties, and sometimes out of county. The purpose of these checks is to ensure that people with impairments who live in these settings are safe, healthy and happy, and that the care that they receive is appropriate to their needs.



Our Quality Checks are peer-led. Every Quality Check involves a team of two people, a Quality Checker (Expert by Experience) who has lived experience of disability, autism and/or mental ill health working alongside a Quality Checking Coordinator.  The Coordinator’s role is to manage their schedule of checks, organise the checks, facilitate them on the day, record all of the information gathered and produce the report which identifies good practice and areas for improvement. The Expert by Experience will lead on asking questions during a Quality Check and contribute to the report by telling the Quality Checking Coordinator what they thought about the setting. Inclusion Gloucestershire provides a comprehensive framework of questions asked by the Expert by Experience on the visit and used to write the report with. The framework focuses on questions for the residents or tenants in the setting, and also includes questions for the staff and Manager.



Job Purpose: To organise and facilitate Quality Checks, working alongside and supporting Experts by Experience (people with lived experience) to complete Quality Assessments in a range of care and support settings.



Reports to: Quality Checking Manager



Main Duties and Responsibilities



· Carry out a minimum agreed number (dependent on hours) of Quality Checks per month alongside an Expert by Experience. Quality Checks include questions for people with disabilities/autism/mental ill health, the staff who support them and the manager of the setting. They also include observations and checks of some paperwork and processes. 

· Organize and schedule Quality Checking visits according to priority and work with providers and Experts by Experience to ensure the visits can take place.

· Support the Expert by Experience to prepare for the visit

· Capture information about the setting and liaise with individuals and providers in order to ensure the visits are accessible and inclusive.

· Support the Expert by Experience to interview and interact with participants in the process.

· Make observations during the Quality Check and look at identified documentation.

· Record all information gathered during the Quality Check using the appropriate frameworks and tools.

· Review your findings with the Expert by Experience, assess what is good practice and where improvements need to be made.

· Write an accurate and comprehensive report and action plan for each setting visited.

· Complete follow up visits, where necessary, to ensure actions are completed by Providers.

· Share reports and action plans with the Council/CCG and the Providers.

· Proofread and provide feedback to others on Quality Check reports.

· Be aware and act on the need to report safeguarding concerns.



Line management of Experts by Experience:



· Working according to the values of the organization, promoting a strength based and inclusive approach in support for your team.

· Providing day to day support for Experts by Experience with managing diaries, administration duties and facilitation of visits.

· Providing formal and recorded one to one support at a minimum of two times per year for identified colleagues, but tailored to individual need and in line with policy and procedure.

· Ensuring identified colleagues have an annual appraisal in line with policy and procedure.

· Supporting Experts by Experience to identify their skills and training needs.

· Supporting Experts by Experience to record, sign for work assignments and ensure that all timesheets are submitted each month.

· Authorise annual leave and other relevant HR processes for identified colleagues.



General: 



· Help to keep participants and staff safe and confident in their surroundings and act on Safeguarding and Health and Safety concerns in line with Inclusion Gloucestershire’s policies. 

· Completing appropriate training.

· Advocate for Inclusion Gloucestershire and its projects at meetings and events and within your own appropriate networks. 

· The role requires an ability to travel and to transport colleagues both within and outside the county.  Any vehicles or drivers used will need to be insured for business purposes



This role profile is not exhaustive and may be subject to change to meet the operational needs of the charity.



Essential Skills/Experience

Items marked * will be used as shortlisting criteria for this post



· Understanding of what good and not so good quality looks like in care and support services.*

· Understanding of legislation and policies relevant to the provision of accommodation and support to people e.g. CQC, NICE, Mental Health Act etc.*	

· Understanding of the social model of disability.*

· Able to plan, manage workload, prioritise tasks and meet deadlines *

· Good communication skills and ability to easily build rapport with individuals, staff and managers.

· Ability to show empathy and active listening skills.

· Observant and able to capture a large amount of information in a busy setting.

· Thoroughness and an eye for detail when reading through documentation.

· Ability to manage potentially difficult conversations including defusing tension and conflict management/resolution.

· Trustworthy and able to handle confidential information.*

· High standard of written English.

· Reliable.

· Team player.

· Excellent IT skills *

· Willing to learn.

· Friendly, caring and understanding.

· Able to travel independently.

· Access to vehicle and ability to travel widely and transport others.



Desirable Skills/Experience



· Experience of a range of support services for people with disabilities, mental ill health, autism. This could be in the role of staff, management, family/carer or as a disabled person.

· Experience of supporting or working with people with disabilities.

· Ability to communicate with people who have disabilities and may not be able to communicate verbally.

· Understanding of Safeguarding (training will be provided).

· Understanding of legislation and policies relevant to the provision of accommodation and support to people e.g. CQC, NICE, Mental Health Act etc.

· [bookmark: _Hlk503861155]Previous experience of formal line management.



Values and Personal Beliefs



· Inclusion Gloucestershire is driven by its values, at the heart of all that it does. Teams are expected to share and demonstrate these values:

· Make sure everyone is involved and included.

· Empower choice and control through peer support and place Experts by Experience at the centre of our delivery.

· Challenge when things are not right and give people with disabilities a strong voice.

· Treat people fairly and always behave in a way that is honest and trustworthy even when nobody is looking.

· To be a caring and professional organisation who work together towards shared goals.

· Work together to deliver exciting new ideas and support each other, our members and our community.
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APPLICATION FORM  



		POSITION APPLIED FOR:

		 







SECTION 1 – PERSONAL DETAILS



		Title

		First Name

		Last Name



		

		

		







		Home Address (Including Postcode)



		







		Telephone Number (Landline)

		Telephone Number (Mobile)



		

		







		Email Address



		







		National Insurance No:

		Do you require a Visa to work in the UK?



		

		YES / NO







Please note: if the information requested below in Sections 2 to 4 is contained in your CV, you may submit your CV with this application and go straight to Section 5



SECTION 2 - EDUCATION



Please give details of your Secondary, Further and Higher Education history.



		From

		To

		School/College/University

		Qualifications/Grade



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





Please give details of any professional qualifications



		Qualification

		Awarding Body

		Date



		

		

		



		

		

		



		

		

		



		

		

		







SECTION 3 - EMPLOYMENT



Please give details of your current or most recent employment



		From

		To

		Employer Name & Address

		Date



		

		

		

		







Please give details of your previous employment and explain any breaks in work.



		From

		To

		Job Title

		Employer

Name & Address

		Reason for Leaving



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		







Please give details of any voluntary or unpaid work you have undertaken.



		From

		To

		Details



		

		

		



		

		

		



		

		

		



		

		

		







SECTION 4 – TRAINING & PROFESSIONAL DEVELOPMENT



Please give details of any courses or conferences that you have attended that are relevant to the role you have applied for.  Please focus on the most relevant.



		From

		To

		Details

		Grade
(if applicable)



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		







SECTION 5 – REFENCES



Please provide the name and address of two referees, one of which should be your current or most recent employer.  Please do not give details of a relative or friend. References will not be taken until after interviews have taken place



		Reference 1

		Reference 2



		Name:



		Name:





		Organisation:



		Organisation:





		Address:

		Address:



		Email:



		Email:





		Telephone No:



		Telephone No:





		Relationship to you:



		Relationship to you:







SECTION 6 – DETAILS OF HOW YOU MEET THE SPECIFICATIONS OF THIS ROLE



IMPORTANT: please refer to the job description.  Ensure that you show evidence that you can fulfil the key responsibilities of the role by answering the questions below.  The more clearly you show us that you meet our requirements the easier it is to shortlist your application.



Why are you interested in this role?

		







Please outline how you think your skills and personal/professional experience would enable you to carry out the main duties and responsibilities of this role. Please also show us how you think you have the skills or experiences we are looking for 

		











Please tell us how you meet the values and personal beliefs required for this role?

		











If there is any other information that you would like to be considered with your application, please add it below:

		























SECTION 7 – EQUAL OPPORTUNITIES



We are committed to equal opportunities.  Please give us details of any assistance, adaptations or help you may need to attend an interview.

		







SECTION 7 – DECLARATIONS



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 https://www.nacro.org.uk/resettlement-advice-service/support-for-individuals/disclosing-criminal-records/rehabilitation-offenders-act/  and the DBS website https://www.gov.uk/government/publications/dbs-application-forms-guide-for-applicants



		PLEASE TICK √ 

		YES

		NO



		Do you have any unspent convictions/cautions?

		

		



		Are you disqualified from working with children, young people or

vulnerable adults?

		

		







If you have ticked yes to either of the above questions, we will contact you for further details.



Please note that the successful applicant will be required to complete a Disclosure & Barring Service form, and we will apply for an enhanced DBS check.



Are you related to anyone who already works or volunteers for 

Inclusion Gloucester.								      Yes  /  No



If yes, please indicate below the nature of your relationship:

		







How did you learn about this vacancy?

		







We keep applications on file for 6 months after the closing date to consider applicants for any future vacancies.  Are you happy for us to do this with your application?       

     YES  /  NO







I hereby declare that the information given in this form is, to the best of my knowledge, correct and that it gives an accurate record of my application and employment history. *

*Any fabrication may lead to future dismissal





		SIGNATURE

		DATE



		

		









Please email the completed form to info@inclusion-glos.org



Or by post to: Inclusion Gloucestershire, 2 St Michaels Court, St Michaels Square, Gloucester GL1 1JB



For more information about Inclusion Gloucestershire please visit our website

www.inclusiongloucestershire.co.uk
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