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A WORLD OF OPPORTUNITIES





Application for Employment

Private and Confidential

	Return this form to: annette@deafvillage.org and Deborah.blades@deafvillage.org, zoe@deafvillage.org

	Position Applied for: 
	


	Personal Details

	Contact Information
	Title:
	

	
	Forename(s):
	

	
	Surname:
	

	
	Has your name changed since birth (please circle, if Yes, please provide details): Y / N
	Yes
	No

	
	Details: 

Previous Surname
	

	
	Date Previous Name Used from


	Year
	
	Mth
	

	
	Date Previous Name Used Until
	Year
	
	Mth
	

	
	 Current Address (If you have not lived at your current address for 5 year or more, please provide last 5 years addresses):

	
	Current Address:



	
	Post Code:
	

	
	Email:
	

	
	Tel No. (Home):
	

	
	Tel No. (Mobile)
	

	
	Please provide last 5 years Addresses

	
	Previous Address: 

	
	
	Post Code
	

	
	Date Moved In: 
	Month
	Year
	Date Moved Out
	Month
	Year

	
	
	
	
	
	
	

	
	Previous Address:

	
	

	
	
	Post Code
	

	
	Date Moved In
	Month
	Year
	Date Moved Out
	Month
	Year

	
	
	
	
	
	
	

	
	

	Personal Details Continued…

	
	N.I Number:
	

	Current Driving Licence

	
	Yes:
	
	No:
	
	Driving Licence No.
	

	
	Groups:
	

	
	Expiry Date:
	

	
	Details of Endorsement(s):


	Are there any restrictions on you taking up Employment in the UK?

	
	Yes:
	
	No:
	
	

	
	If Yes, Please Provide Details:


	Education (please complete in full and use a separate sheet if necessary)

	
	Schools/College/University Names
	Qualifications Gained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Employment History (please complete in full and use a separate sheet if necessary) 

	Last/Current Employment #1


	Employer:

	
	Address:

	
	Dates of Employment:

	
	 Job Title:

	
	Duties:

	
	Rate of Pay:

	
	Reason for Leaving:



	
	  Notice Period: 


	Employment History Continued (please complete in full and use a separate sheet if necessary) 

	Previous Employment #2
	Employer:

	
	Address:

	
	Dates of Employment:

	
	 Job Title:

	
	Duties:

	
	Rate of Pay:

	
	Reason for Leaving:



	
	Notice Period:



	    Previous                      Employment #3
	Employer:

	
	Address:

	
	Dates of Employment:

	
	Job Title:

	
	Duties:

	
	Rate of Pay:

	
	Reason for Leaving:



	
	Notice Period:


	Please tell us about your relevant experience, knowledge and skills (please complete in full and use a separate sheet if necessary) 

	


	Current Membership of Professional bodies (i.e. CIPD, NMC)

	
	Please note any professional bodies you are a member or registered with:

	
	


	Other Employment

	
	Please note any other employment that you would continue with if you were to be successful in obtaining the position:

	
	


	Leisure

	
	Please note here your leisure interests, sports and hobbies, other pastimes, etc.:

	
	


	References (please note here two persons from whom we may obtain both character and work references)

	Reference #1
	Title:

	
	Forename(s):

	
	Surname:

	
	Address:

	
	Post Code:

	
	Contact No.

	
	Email: 

	
	Position Held

	
	May we approach the above prior to interview?
	Yes
	
	No
	


	Reference #2
	Title:

	
	Forename(s):

	
	Surname:

	
	Address:

	
	Post Code:

	
	Contact No.

	
	Email:

	
	Position Held

	
	May we approach the above prior to interview?
	Yes
	
	No
	


	Criminal Record

	Please note any criminal convictions except those 'spent' under the Rehabilitation of Offenders Act 1974. If none please state. In certain circumstances employment is dependent upon obtaining a satisfactory Disclosure & Barring Certificate from the Disclosure & Barring Service/Disclosure Scotland.

	


	Data Protection

	1. We are aware of our obligations under data protection legislation, including the obligation to collect only the data that is required for our specific purpose. The information collected in this application form is specific to our recruitment exercise and necessary for the performance of the role that you have applied for. If you are recruited for the role you have applied for, or any other role you are offered by us, the information provided will then be used for the purposes of your employment with us, together with further information collected upon recruitment for those purposes.

2. We will treat all personal information about you with utmost integrity and confidentiality. Our data protection policy sets out our approach to ensuring that your data is processed in line with the data protection principles within current data protection legislation.

3. Our privacy notice for job applicants gives you information on, amongst other things, the data we will hold about you during the recruitment exercise and what we use it for. A copy of the privacy notice is attached to this application form.

	Declaration (please read this carefully before signing this application)

	1. I confirm that the information provided in this application is complete and correct and that any untrue or misleading information will give my employer the right to terminate any employment contract offered.

2. Should we require further information and wish to contact your doctor with a view to obtaining a medical report, the law requires us to inform you of our intention and obtain your permission prior to contacting your doctor. I agree that the organisation reserves the right to require me to undergo a medical examination.

3. I agree that should I be successful in this application, I will, if required, apply to the Disclosure & Barring Service/Disclosure Scotland for a Disclosure & Barring Certificate.  I understand that should I fail to do so, or should the disclosure not be to the satisfaction of the company any offer of employment may be withdrawn or my employment terminated.

	Only ask this question if the job role requires this.  If it is not applicable, write NA in the box.
CAUTIONS AND CONVICTIONS - You are applying for a job role with access to children/ young people &/or vulnerable adults (and/or their details), you are therefore required to disclose all convictions & cautions, regardless of whether they are spent. Have you ever been convicted or cautioned for any offence (inc driving offences), or are there any outstanding charge or summons against you at present?  This includes driving convictions.  If so, please provide further details: If candidate has answered ‘YES’ – Please can you give us some details on the conviction(s) – When? What for?
Candidate response:

Are there any reasons that we should know about which may affect you being offered this post, for example, relating to professional registration or references?  Have you ever been subject to any child safeguarding internal or external disciplinary or other types of investigations? Are there currently any disciplinary or other investigations outstanding relating to child safeguarding?   Have you ever been subject to any other internal or external disciplinary or other types of investigations NOT relating to child safeguarding? Are there currently any disciplinary or other investigations outstanding NOT relating to child safeguarding? 



	Please specify below

	  Full Name:
	

	Signed:
	
	Date:
	


CANDIDATE PRIVACY NOTICE

WHAT IS THE PURPOSE OF THIS DOCUMENT?  

Disclosure: The School of Sign Language Ltd operates alongside the White House Deaf Specialist Provisions Ltd which are incorporated under the brand of the Deaf Village – North West CIC Ltd. For the Purpose of documentation 
Deaf Village is a “data controller”. This means that we are responsible for deciding how we hold and use personal information about you. You are being sent a copy of this privacy notice because you are applying for work with us (whether as an employee, worker or contractor). It makes you aware of how and why your personal data will be used, namely for the purposes of the recruitment exercise, and how long it will usually be retained for. It provides you with certain information that must be provided under the UK General Data Protection Regulation (UK GDPR).

DATA PROTECTION PRINCIPLES  

 

We will comply with data protection law and principles, which means that your data will be:

 

· Used lawfully, fairly and in a transparent way.

· Collected only for valid purposes that we have clearly explained to you and not used in any way that is incompatible with those purposes.

· Relevant to the purposes we have told you about and limited only to those purposes.

· Accurate and kept up to date.

· Kept only as long as necessary for the purposes we have told you about.

· Kept securely.

THE KIND OF INFORMATION WE HOLD ABOUT YOU  

 

In connection with your application for work with us, we will collect, store, and use the following categories of personal information about you:

 

· The information you have provided on our application form.
· Any information you provide to us during an interview.

We may also collect, store and use the following types of more sensitive personal information:

 

· Information about your health, including any medical condition, health and sickness records.

· Information about criminal convictions and offences.

HOW IS YOUR PERSONAL INFORMATION COLLECTED?  

 

We collect personal information about candidates from the following sources:

 

· You, the candidate.

· Recruitment agencies.

· Disclosure and Barring Service in respect of criminal convictions.

· Your named referees.

HOW WE WILL USE INFORMATION ABOUT YOU  

 

We will use the personal information we collect about you to:

 

· Assess your skills, qualifications, and suitability for the work.

· Carry out background and reference checks, where applicable.

· Communicate with you about the recruitment process.

· Keep records related to our hiring processes.

· Comply with legal or regulatory requirements.

· It is in our legitimate interests to decide whether to appoint you to work since it would be beneficial to our business to appoint someone to that work.

We also need to process your personal information to decide whether to enter into a contract with you.

 
Having received your application form, we will then process that information to decide whether you meet the basic requirements to be shortlisted for the work. If you do, we will decide whether your application is strong enough to invite you for an interview. If we decide to call you for an interview, we will use the information you provide to us at the interview to decide whether to offer you the work. If we decide to offer you the work, we will then take up references and carry out a criminal record check before confirming your appointment.

 

If you fail to provide personal information

 

If you fail to provide information when requested, which is necessary for us to consider your application (such as evidence of qualifications or work history), we will not be able to process your application successfully. For example, if we require a credit check or references for this work and you fail to provide us with relevant details, we will not be able to take your application further.

 

HOW WE USE PARTICULARLY SENSITIVE PERSONAL INFORMATION  

 

We will use your particularly sensitive personal information in the following ways:

 

· We will use information about your disability status to consider whether we need to provide appropriate adjustments during the recruitment process, for example whether adjustments need to be made during an interview.
INFORMATION ABOUT CRIMINAL CONVICTIONS  

 

We envisage that we will process information about criminal convictions.

We will collect information about your criminal convictions history if we would like to offer you the work. (conditional on checks and any other conditions, such as references, being satisfactory). We are entitled to carry out a criminal records check in order to satisfy ourselves that there is nothing in your criminal convictions history which makes you unsuitable for the work. In particular, to assess your suitability to work with or around vulnerable adults and under 18’s.

We have in place an appropriate policy document and safeguards which we are required by law to maintain when processing such data.

We may collect information about any driving convictions or offences if we would like to offer you the work (conditional on checks and any other conditions, such as references, being satisfactory). We are entitled to gather this information in order to satisfy ourselves that there is nothing in your driving convictions history which makes you unsuitable for the work and that you are legally able to carry out the work.

 

AUTOMATED DECISION-MAKING  

 

You will not be subject to decisions that will have a significant impact on you based solely on automated decision-making.

 

DATA SHARING  

 

Why might you share my personal information with third parties?

 

We will only share your personal information with the following third parties for the purposes of processing your application: Recruitment Agencies and the Disclosure and Barring Services. All our third-party service providers and other entities in the group are required to take appropriate security measures to protect your personal information in line with our policies. We do not allow our third-party service providers to use your personal data for their own purposes. We only permit them to process your personal data for specified purposes and in accordance with our instructions.

 

DATA SECURITY  

 

We have put in place appropriate security measures to prevent your personal information from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In addition, we limit access to your personal information to those employees, agents, contractors and other third parties who have a business need-to-know. They will only process your personal information on our instructions and they are subject to a duty of confidentiality. Details of these measures may be obtained from our Operations Director, Annette Butler.
 

We have put in place procedures to deal with any suspected data security breach and will notify you and any applicable regulator of a suspected breach where we are legally required to do so.

 

DATA RETENTION  

 


How long will you use my information for?

 

We will retain your personal information for a period of 6 months after we have communicated to you our decision about whether to appoint you to work. We retain your personal information for that period so that we can show, in the event of a legal claim, that we have not discriminated against candidates on prohibited grounds and that we have conducted the recruitment exercise in a fair and transparent way. After this period, we will securely destroy your personal information in accordance with applicable laws and regulations.

If we wish to retain your personal information on file, on the basis that a further opportunity may arise in future and we may wish to consider you for that, we will write to you separately, seeking your explicit consent to retain your personal information for a fixed period on that basis.

 

RIGHTS OF ACCESS, CORRECTION, ERASURE, AND RESTRICTION  

 

Your rights in connection with personal information

 

Under certain circumstances, by law you have the right to:

 

· Request access to your personal information (commonly known as a “data subject access request”). This enables you to receive a copy of the personal information we hold about you and to check that we are lawfully processing it.

· Request correction of the personal information that we hold about you. This enables you to have any incomplete or inaccurate information we hold about you corrected.

· Request erasure of your personal information. This enables you to ask us to delete or remove personal information where there is no good reason for us continuing to process it. You also have the right to ask us to delete or remove your personal information where you have exercised your right to object to processing (see below).

· Object to processing of your personal information where we are relying on a legitimate interest (or those of a third party) and there is something about your particular situation which makes you want to object to processing on this ground. You also have the right to object where we are processing your personal information for direct marketing purposes.

· Request the restriction of processing of your personal information. This enables you to ask us to suspend the processing of personal information about you, for example if you want us to establish its accuracy or the reason for processing it.

· Request the transfer of your personal information to another party.

If you want to review, verify, correct or request erasure of your personal information, object to the processing of your personal data, or request that we transfer a copy of your personal information to another party, please contact the Operations Director, Annette Butler, in writing.

  

DATA PROTECTION OFFICER  

We have appointed our Operations Director, Annette Butler, as data protection officer (DPO) to oversee compliance with this candidate privacy notice. If you have any questions about this candidate privacy notice or how we handle your personal information, please contact the DPO. You have the right to make a complaint at any time to the Information Commissioner's Office (ICO), the UK supervisory authority for data protection issues.

If you have any questions about this privacy notice, please contact the Annette Buttler on annette@deafvillage.org 

Declaration 

	I acknowledge that on the date stated below, I received a copy of School of Sign Language Ltd (which incorporates the Deaf Village – North West and the White House Deaf Specialist Provision, the Candidate Privacy Notice and that I have read and understood it.



	Signature

Name

Date




 

JOB DESCRIPTION: BSL Level 3+ Communication Support Worker 

	Job Title
	BSL Level 3+: Communication Support Worker 

*[Those with a dual role of also being a Wellbeing Officer or Specialist Support Worker, please see the Wellbeing Officer and/or Specialist Support Worker Job Description/s and Person Specification/s also please]

	Pay 
	£27,000.00-£30,000.00 per annum, dependant on experience

	  Contract Duration
	  Full Time, Permanent

	Hours
	40 hours per week, variable over 7 days

	Location
	Based from Our Deaf Hub, 740 Preston Old Road, Blackburn, Lancashire. BB2 5EN, and also various across Lancashire, but may vary due to clients needs with adequate notice provided

	Reports to
	Deaf Hub Manager: Zoe Taylor / Vicki Foulds (Acting Manager)

	  BSL Supervisor/Mentor
	 Zoe Taylor / Debra Cartlidge / Vicki Foulds /Nick Cash 

	  Frontline Support:
	 Lead CSW Co-ordinator 

	Liaises with


	Client, client’s other members of the team/colleagues, manager and other relevant persons and organisations


	JOB PURPOSE: To provide communication support for a Deaf employee in their role as BSL Level 3+ Communication Support Worker for the School of Sign Language, Interpreting Service, which offers BSL Interpreting and Translation for deaf people in employment to fulfil their job role.  

A Communication Support Worker (CSW) enables access to communication, using a variety of support strategies and communication modes to match individuals’ needs and preferences.

KEY RESPONSIBILITIES:

1. To support Lead Support Worker through bilingual communication, using BSL and English language communication, note-taking, language modification and lip-speaking.

2. To work with deaf employee to enable him/her to share fully in the life of the company and to promote the social and emotional development of the employee.

3. To encourage and promote the confidence and independence of deaf employee.

4. To work on own initiative, referring matters to the Deaf Hub Manager if required.

5. To provide and respond to information from colleagues, operations manager and managing director. If the deaf employee is studying as part of their personal development to provide relevant communication support to enable studying (e.g. for assignments, coursework and exams).

6. To maintain current and accurate records of communication support work at all times via the PASS System.

7. Ensuring the deaf employee maintain current and accurate records of the care they provide to their client/s, checking grammar and spelling is of an acceptable standard for all other parties, including auditors at all times via the PASS System.

8. To work closely with the Managing Director and Senior CSW to continually a deliver professional service, which places the deaf employee at the centre of what you do.

9. To provide a professional customer service to internal and external customers.

10. To attend staff meetings as required.

11. To demonstrate flexibility in responding to changing demands in personal, team and college workloads.

12. To provide communication support for the deaf employee in a variety of settings including annual reviews, examinations and meetings (Trained CSWs).

13. To deliver Deaf Awareness to the deaf employee colleagues (Trained CSWs)

14. To take responsibility for your own training and professional development needs and to continually update them. Achieving BSL Level 4 or 6, then TSLI is the preferred method of development in the first instance.

15. To comply with Equal Opportunities and Diversity policies and their implementation and development within the company.

16. To comply with all Health and Safety and Risk Management policies and legislation whilst carrying out your duties.

17. To ensure confidentiality of employee and company information and to comply with the Data Protection Act and General Data Protection Regulations

18. To comply with relevant company IT and computer user policies.

19. To carry our risk assessments for new activities the deaf employee is asked to do as part of their role as Lead Support Worker role. 

20. To carry out any other reasonable duties within the CSW team function, which are appropriate with this level of responsibility.

Confidentiality and neutrality: CSWs should:

a. Respect confidentiality. All personal information about an employee to which a CSW has access should be treated as confidential. Information about the employee's needs, progress and development can be shared within the management team to aid continuity of support. However, the CSW should be aware of the implications of the Data Protection Act and General Data Protection Regulations.

b. Remain impartial and neutral when providing communication support.

c. Remain objective and respect individual employee identity regardless of culture, race, ethnicity, disability, gender, sexuality and age.

d. Be aware of the legal implications of professional practice. e.g. Be aware of Health and Safety issues.

Equal opportunities: CSWs should:

a. Promote equality of access to education and training opportunities for deaf employees and promote positive attitudes.

b. Recognise and respect the individual support needs of employee. The CSW should not advocate one method of communication in preference to another but should seek to meet the needs of the employee.

c. Employ direct and indirect support strategies that will empower employee.

d. Display non-discriminatory behaviours at all times, e.g. in relation to culture, race, ethnicity, disability, gender, sexuality and age.

e. Support a cultural awareness of the employment setting and enable employee to understand the context in which they are employed.

f. Enable employee to work in a linguistic and cultural environment that may not reflect that of the minority group to which they belong.

g. Recognise the importance of inclusion by using appropriate means of communication at all times in the presence of deaf people.

Professional relationships: CSWs should:

a. Establish a good professional relationship with colleagues. When necessary, a CSW should be able to ask for clarification, support from other staff and in turn offer reasonable assistance and cooperation. A CSW should be in a position to advise and guide members of staff on deaf issues and be able to obtain and provide BSL and Deaf Awareness learning resources to relevant members of the deaf employee colleagues and peers.

b. Develop respectful and professional working relationships with all involved with the deaf persons employment and service provision they provide to their client/s.

c.  Be able to liaise clearly with other CSWs and those responsible for booking CSWs, to ensure continuity of support.

d. Be able to explain the role of the CSW in a clear professional manner.

e. Understand the role of other professionals within the deaf employee’s employment environment. e.g. Establish and maintain links with organisations working with deaf employee.

f. Take part in professional reviews (appraisals).

g. Receive feedback from Lead Support Worker, Managers and colleagues and managers, in a professional manner and act on their comments accordingly.

h. Contribute to reviews of deaf employee to enable employee support to be as effective as possible

OTHER DUTIES:

1. To participate in annual performance appraisals and undertake relevant staff development.

2. To participate in regular supervision as part of Safeguarding protocol.

3. To be responsible for the health and safety of self and others (in accordance with the Health & Safety Policy).

4. To support deaf employee with the development of their numeracy and literacy skills.

5. Providing cover in other areas as required.

6. To carry out any other appropriate duties requested by the Deaf Hub Manager or Managing Director 

7. Promote safeguarding in accordance with the company’s Safeguarding Policy & Procedures.

The above list is indicative and not exhaustive. The CSW is expected to carry out all such additional duties as are reasonably commensurate with the role.

Declaration
I accept this job description as a definition of the key responsibilities and duties of the post of Communication Support Worker – BSL Level 3+ . 

I appreciate that the above list is not indicative and exhaustive and that additional duties as reasonably commensurate with the role may be required of me.

Employee signature

Employee name (print)

Date




Person Specification* 

Communication Support Worker – BSL Level 3+: 
*[Those with a dual role of also being a Wellbeing Being Officer or Specialist Support Worker, please see the Wellbeing Officer and/or Specialist Support Worker Job Description/s and Person Specification/s also please]
Essential (E) -Essential to be considered for appointment 

How assessed: 
AF - Application form SS - Supporting statement 

Desirable (D)- Beneficial for the successful applicant I – Interview 

	Criteria 
	Essential/ Desirable 
	How assessed 

	Personal 
	
	

	1. A genuine desire to help children to do the best that is possible 
	E 
	AF 

	2. Patience and empathy with children and other adults 
	E 
	AF 

	3. Optimism, enthusiasm, vision and creativity 
	E 
	AF 

	4. Determination and a ‘can do’ approach 
	E 
	AF 

	5. Reliability and consistency 
	E 
	AF 

	6. Ability to work well as part of a team and individually 
	E 
	AF/I 

	7. Adaptability and resilience 
	E 
	AF/I 

	8. Ability to take the initiative 
	E 
	AF/I 

	9. Ability to relate to and inspire vulnerable adults or young people 
	E 
	AF/I 

	10. Ability to communicate clearly both verbally and in written form 
	D 
	AF/I 

	11. Ability to develop good working relationships with all staff members 
	D 
	AF/I 

	Experience 
	
	

	1. Successful experience of working with disabled/vulnerable Adults/ vulnerable children. 
	E 
	I/ AF/SS 

	2. An understanding of the diverse learning and social needs of young people particularly with social communication difficulties. 
	D 
	I/ AF/SS 

	3. Previous learning support experience 
	D 
	AF/SS/I 

	Criteria 
	Essential/ Desirable 
	How assessed 

	4. Proficient in using Microsoft Office applications such as Outlook and Word [Note: 1-1 Training Sessions are expected to be taken to reach required minimum skill level in these applications to carry out this role]
	D
	AF/SS/I

	5. Experience within the Deaf Community
	D
	AF/SS/I

	Qualifications 
	
	

	1. BSL Level 3+ Qualification
	E 
	AF/SS/I 

	2. Willing to undertake BSL level 4 - 6 qualifications
	D 
	AF/SS/I 

	3. HLTA 
	D 
	AF/SS/I 

	4. Experience in working with Deaf people/Disabled or NEETs (even voluntary) 
	D 
	AF/SS/I 

	5. NVQ L2/L3 
	D
	AF/SS/I

	Specialist Knowledge and Skills 
	
	

	1. Excellent communication skills 
	E 
	SS/I 

	2. An understanding of how people learn, including specific knowledge of how deaf people learn
	
	

	Service 
	
	

	1. A commitment to working for the benefit of others 
	E 
	SS/I 

	1. A commitment to ‘going the extra mile for the pupils in our care 
	E 
	SS/I 
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