Application Pack

1 x Full Time Positions - £28,061 Per Annum

Community Recovery Navigator
Contents:

e Job Description

e Person Specification

e Application Form

e Equal Opportunities Form

e Convictions Disclosure Form

e Data Protection Privacy Notice

Closing Date for Applications: Mon 14t July
Interviews to be held on TBC
This post is initially until 31t March 2026 and is open to all.

Completed applications should be sent to
Dougie.ovenstone@fassaction.org.uk
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Job Description

MAIN DUTIES

1. To receive referrals and to carry out brief assessments of individuals affected by substance misuse to
identify their personal, health and social care needs and to identify their recovery capital and to
encourage re — establishment with services. To provide home visits were necessary and support to
appointments. This will include high risk and vulnerable adults, who will be seen as a priority for this
service

2. To work in collaboration with service users to produce appropriate recovery community-based
interventions and plans that respond to identified needs and that promote service user participation in
changing behaviour and reducing the harm arising from substance misuse and the impact on their
physical/medical/mental health. To support and advocate on behalf of service users and to ensure that
where necessary that they have access to rapid treatment.

3.To provide a range of community based therapeutic interventions including information and advice,
guidance and support, problem solving and relapse prevention, motivational interviewing and referrals
to rehabilitation and recovery services.

4. The service will provide community-based access cafes/ drop in hubs and active linkage support with
other services to meet the needs of service users. several times a week to assist access for the service
user into relevant services where identified. This will continue until the service user is re-established
in the service and further support is not required.

5. The service will provide harm reduction advice including supply of IEP equipment, Take Home
Naloxone, and overdose awareness for its service users. The service will also provide drug and alcohol
brief interventions. The service will offer BBV testing to all service users and must be able to
demonstrate this. Furthermore, the service will support the service user to engage with NHS Sexual
Health and Blood Borne Virus Service if this is required and to provide high quality access to
community-based activities within the access hubs as established by the worker.

a. To manage a caseload and to liaise with all services and work closely with NHS prescribing
services in support of clients/patient’s needs.

b. Refer and support to other professionals, practitioners, and organisations, and to participate in
joint reviews or case conferences as required.

c. To assist in creating a diverse and welcoming community hub based model of interventions for
the users of the service, providing appropriate community based interventions for the service
users on behalf of the organisation.

7. To ensure that all assessments, recovery plans, records and reviews are kept up to date and stored
securely and that the electronic recording of performance indicators, service outcomes, statistical
returns and other monitoring data is carried out regularly and timeously.

8. To produce written reports on a periodic and regular basis pertaining to case work and group work
performance including service user progress reports and service monitoring, evaluation and audit
reports.

9. To follow all policies and procedures including M.A.T. Standards and Fife council Child Protection
Guidelines and The Quality Principles — Standard Expectations of Care and Support in Drug &



Alcohol Services in maintaining and developing ethical standards and good practice in day-to-day
work.

a. To adhere to the Scottish Social Services Council (SSSC) Code of Practice for Employees and
to contribute towards F.A.S.S. ADAPT compliance with the SSSC Code of Practice for
Employers.

b. To attend internal and external meetings as required on a periodic and regular basis.

c. To maintain and develop personal development and learning plans as agreed through line
management supervision and to be responsible for own professional development.

d. To carry out other duties and tasks that FASS — ADAPT. might reasonably require.

PERSON SPECIFICATION

ADAPT: Community Recovery Navigator (Adults)

Requirement Essential or How is this
Desirable? assessed?

Qualifications and Training

A professional qualification at a relevant discipline or
equivalent in one or more of the following:

sSVQ o
Nursing Desirable by application
Mental Health form

Family Work

Social Care

Community Education

Therapeutic Counselling or Psychotherapy

Experience

e Work with patients/clients with complex health and Essential
social care needs.
and/or
e Therapeutic and/or support work with substance
misuse patients/clients by application
form and
e Experience of basic care for substance using Desirable interview
patients/clients, for example:
o Naloxone distribution
Dry Blood Spot Testing
Blood Born Virus and Sexual Health
Harm reduction interventions
Suicide and self-harm prevention




Skills and Competencies

Excellent ability to work with substance using
patients/clients, their families, and friends in a
supportive, empathic, and non-judgement manner.
Group — work skills & experience

Excellent networking and communication skills,
including telephone, social media, written and verbal.

Ability to organise and prioritise work, manage time
and case workload.

Ability to work within a Multi-Disciplinary Team, take
responsibility for agreed areas of work and work on
own initiative.

Basic Counselling skills at COSCA Skills Certificate
Level 1 or 2 or equivalent, or Motivational Interviewing
skills

Craft — Smart Training.

Basic IT skills for recording patient/client records

Ability to work out of hours evening shifts on rotation
as required

Ability to travel effectively between service locations
throughout Fife.

Essential

Essential

Essential

Essential

Desirable

Desirable

Essential

Essential

Essential

by application
form and
interview




Supporting you one step at a time

APPLICATION FOR EMPLOYMENT
STRICTLY CONFIDENTIAL

Position applied for Community Recovery Navigator

How did you first learn of this vacancy?

Identification details

(block letters please)
Surname Initial(s)
Address
Postcode
Contact No(s)
Email

Education and Training
Please list details of your education and professional qualifications, and any relevant training

Qualifications/ Training Grade Attained Date

Fife Alcohol Support Service is a Charity and a Company Limited by Guarantee. Registered in Scotland. Company Registration No. 97502 Registered Charity No. SCO 10422.



Employment History
Please give details of all positions held within the last 10 years, including part-time and unpaid work, starting with your current
or most recent employer. Continue on a separate sheet if necessary.

Employer’s full name & Job title/ Length of time in job/
address Key achievements & areas of Reasons for leaving/
responsibility




Personal Statement
Using criteria section of the person specification, please give a statement in support of your application stating why you want
the job, and why your skills and experience demonstrate you are suited for the post. Continue on a separate sheet if necessary.




References

Names and addresses of two referees are required. At least one should be from your present or most recent
employer, and should be someone who was employed at a more senior level to yourself. Personal referees will be
suitable if you have not been employed previously. (Please note: Relatives are not acceptable as referees.).

Name Name

Position held and relationship to you Position held and relationship to you
Organisation & address Organisation & address

Tel. no Tel. no

Email address Email address

May we contact this referee before interview? = May we contact this referee before interview?
Yes [0 No [ Yes [0 No [

Declaration

Are you eligible to work in the UK?
Yes U No [

The information on this form will be used for recruitment and selection purposes only and all unsuccessful
applications will be destroyed twelve months after the closing date.

If it is discovered that you have given any information which you know to be false, or withhold any relevant
information your application may be rejected or any subsequent employment terminated.

I confirm that the information contained in this application form is correct.

SIgnature ......ccceecveeeecscsnnrecssnnnees Date ..ccevviieiinniiinnnns

Please return completed Application to:

Fife Alcohol Support Service

24 Hill Street

Kirkcaldy

KY1 1HZ

Email: Dougie.ovenstone@fassaction.org.uk



mailto:kari.imrie@fassaction.org.uk

Equal Opportunities Form

Fife Alcohol Support Service is committed to the principle of equal opportunities and aims to be an equal
opportunities employer. The policy aims to ensure that no job applicant or employee receives less
favourable treatment on the grounds of gender, marital status, responsibility for dependants, trade union or
political activity or geographic location.

Fife Alcohol Support Service would be grateful for your co-operation to help us ensure that our equal
opportunities policy is being carried out satisfactory.

Completion of this form is voluntary and the form will be separated from your application on receipt. If
you choose not to complete this form it will not affect treatment of your application. Information you

supply will be treated in strictness confidence.

Name

Post applied for

Gender (please tick) Male O Female O

Do you consider yourself to have a disability?
Yes 0O No O

Please give details if you consider this appropriate.

Ethnic Origin

White O Pakistani | Indian O
Black Caribbean O Bangladeshi | Black African O
Black Other O Chinese | Other O
Age

16-24 O 25-34 0O 35-44 0O 45 Upwards O

Thank you for taking the time to complete this form



Supporting you one step at a time

Convictions Disclosure Form
To be completed for all posts

All employees within FASS have direct access to vulnerable people or access to confidential information
about their histories and backgrounds. Furthermore, employees are engaged in employment or work which
is concerned with the provision of health services and which is of such a kind as to enable the holder to
have access to persons in receipt of such services in the course of their normal duties.

Therefore, all posts within FASS are considered exempt from the Rehabilitation of Offenders Act 1974
(Exclusions and Exceptions) (Scotland) Order 2003 (as amended). This means that all applicants must
disclose all previous convictions on their application, even if these would normally be considered as
‘spent’ under the legislation.

A previous conviction will not automatically bar an applicant from employment with the exception of
offences against children or other vulnerable groups or those who are considered barred from joining the
PVG Scheme, under the Protection of Vulnerable Groups (Scotland) Act 2007.

All successful applicants will be required to become members of the Protecting Vulnerable Groups (PVQG)
Scheme which is operated via the Government agency DISCLOSURE SCOTLAND. Further information
regarding the PVG Scheme is available at www.disclosurescotland.co.uk

In addition, to declaring all previous convictions, FASS requires all applicants to disclose information
pertaining to any previous or present charges or investigations. Failure to disclose any conviction/charge
or investigation during the selection process will be considered as a breach of trust.

If this situation arises the individual may be summarily dismissed or have any offer of employment
withdrawn, irrespective of the nature of the conviction or charges or investigation.

Should an applicant have a conviction or be subject to a charge or investigation or have been charged or
investigated in the past, we will make decisions based on careful consideration of all the information
available to us. If management feel that further clarification is required, further information may be sought
from additional sources, for example, previous employers, placements etc. We may also ask the applicant
to supply additional references.

Therefore, we ask that all applicants complete the following sections fully.

Name:

Part 1: Are you currently subject to criminal charges/investigations or have you ever received or
been subject to any of the following disposals noted below?

Yes No

If yes, please complete the section below:

PLEASE TICK ALL APPROPRIATE BOXES

Conviction(s) Warning(s) Reprimand(s)

Caution(s) Charge(s) Admonishment(s)

Procurator Fiscal Fine(s) Dropped Charge(s) Other



http://www.disclosurescotland.co.uk/

When did the incident(s)
occur?

What exactly happened?

What was the outcome?

Have you offended
since?

Anything else you wish to
add / What have you
learned from your
experience?

Please continue on a separate sheet if required.

Part 2: Have you ever been subject to an investigation or enquiry either within or outwith the
workplace into abuse or other inappropriate behaviour? This should include relevant police non-
conviction information and any workplace proceedings.

Yes [] If so, please give details below: No [ ]

PART 3: DECLARATION

| declare that, except for the above disclosed, | have not, whether in the United Kingdom or abroad, been
found guilty and sentenced by a court for a criminal offence.

| give my consent to Fife Alcohol Support Service (FASS) to carry out a Protection of Vulnerable Groups
Scheme check by Disclosure Scotland and to request references for the purpose of verifying the replies
given in this declaration, including enquiries of any relevant authority.

| agree to inform Fife Alcohol Support Service (FASS) if | am convicted of an offence after | take up any

post within the organisation. | understand that failure to do so may lead to disciplinary action, which may
include termination of my employment.

Signed: Date:




For HR Office Use Only

Stage Read
1: By:

Any initial action required? For example, discussion at screening interview. If so, please detail below including
outcome:

Date

Stage 2: Content checked against Disclosure Scotland?

Yes ] No O
Certificate Number: Date of Issue

Any Action Required? If so, please detail below including outcome:

Name Date




Supporting you one step at a time

Fife Alcohol Support Service

Data protection privacy notice (recruitment)
22nd May 2019

This notice explains what personal data (information) we hold about you, how we collect it, and how we
use and may share information about you during your employment and after it ends. We are required to
notify you of this information under data protection legislation. Please ensure that you read this notice
(sometimes referred to as a ‘privacy notice’) and any other similar notice we may provide to you from
time to time when we collect or process personal information about you.

Who collects the information?

Fife Alcohol Support Service is a ‘data controller’ and gathers and uses certain information about you.

Data protection principles

We will comply with the data protection principles when gathering and using personal information, as set
out in our Confidentiality Policy.

About the information we collect and hold

The table set out in Part A of the schedule below summarises the information we collect and hold up to
and including the shortlisting stage of the recruitment process, how and why we do so, how we use it and
with whom it may be shared.

The table in Part B of the schedule below summarises the additional information we collect before making
a final decision to recruit, i.e. before making an offer of employment unconditional, how and why we do so,
how we use it and with whom it may be shared.

We seek to ensure that our information collection and processing is always proportionate. We will notify
you of any changes to information we collect or to the purposes for which we collect and process it.

Where information may be held

Information may be held at our offices and third-party agencies, service providers, representatives and
agents as described above.

How long we keep your information.

We keep the personal information that we obtain about you during the recruitment process for no longer
than is necessary for the purposes for which it is processed. How long we keep your information will
depend on whether your application is successful, and you become employed by us, the nature of the
information concerned and the purposes for which it is processed.

We will keep recruitment information (including interview notes) for no longer than is reasonable, taking
into account the limitation periods for potential claims such as race or sex discrimination (as extended to
take account of early conciliation), after which they will be destroyed. If there is a clear business reason
for keeping recruitment records for longer than the recruitment period, we may do so but will first consider
whether the records can be pseudonymised, and the longer period for which they will be kept.

If your application is successful, we will keep only the recruitment information that is necessary in relation
to your employment. For further information, see FASS — GDPR Privacy Notice Employment.



Further details on our approach to information retention and destruction are available in our Data
Retention and Disposal Policy.

Your rights to correct and access your information and to ask for it to be
erased

Please contact Jim Bett, Service Manager who can be contacted at jim.bett@fassaction.org.uk or on
01592 206200 if (in accordance with applicable law) you would like to correct or request access to
information that we hold relating to you or if you have any questions about this notice. You also have the
right to ask our Service Manager for some but not all of the information we hold and process to be
erased (the ‘right to be forgotten’) in certain circumstances. Our Service Manager will provide you with
further information about the right to be forgotten, if you ask for it.

Keeping your personal information secure

We have appropriate security measures in place to prevent personal information from being accidentally
lost or used or accessed in an unauthorised way. We limit access to your personal information to those
who have a genuine business need to know it. Those processing your information will do so only in an
authorised manner and are subject to a duty of confidentiality.

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

How to complain

We hope that the Service Manager can resolve any query or concern you raise about our use of your
information. If not, contact the Information Commissioner at ico.org.uk/concerns/ or telephone: 0303 123
1113 for further information about your rights and how to make a formal complaint.



https://ico.org.uk/concerns/

ABOUT THE INFORMATION WE COLLECT AND HOLD

Part A
Up to and including the shortlisting stage

The information we
collect

How we collect the
information

Why we collect the
information

How we use and may
share the information

Your name and contact
details (i.e. address,
home and mobile phone
numbers, email address)

From you

Legitimate interest: to
carry out a fair
recruitment process

Legitimate interest: to
progress your
application, arrange
interviews and inform
you of the outcome at
all stages

To enable HR
personnel or the
manager of the
relevant department to
contact you to progress
your application,
arrange interviews and
inform you of the
outcome

To inform the relevant
manager or department
of your application

Details of your
qualifications,
experience, employment
history (including job
titles and working hours)
and interests

Your racial or ethnic
origin, sex and sexual
orientation, religious or
similar beliefs

Information regarding
your criminal record

From you, in the
completed
application form and
interview notes (if
relevant)

From you, in a
completed
anonymised equal
opportunities
monitoring form

From you, in your
completed
application form

Legitimate interest: to
carry out a fair
recruitment process

Legitimate interest: to
make an informed
decision to shortlist
for interview and (if
relevant) to recruit

To comply with our
legal obligations and
for reasons of
substantial public
interest (equality of
opportunity or
treatment)

To comply with our
legal obligations

For reasons of
substantial public
interest (preventing
or detecting unlawful
acts, suspicion of
terrorist financing or
money laundering in
the regulated sector
and protecting the
public against
dishonesty)

To make an informed
recruitment decision

The person(s) making
the shortlisting decision
will receive
pseudonymised or
anonymised details
only; if you are invited
for interview, the
interviewer will receive
non-anonymised
details

To comply with our
equal opportunities
monitoring obligations
and to follow our
equality and other
policies

For further information,
see * below

To make an informed
recruitment decision

To carry out statutory
checks

Information shared with
PVG and other
regulatory authorities
as required

For further information,
see ** below




Details of your referees

From your
completed
application form

Legitimate interest: to
carry out a fair
recruitment process

In the regulated
sector, to comply with
our legal obligations
to obtain regulatory
references

To carry out a fair
recruitment process

To comply with
legal/regulatory
obligations

Information shared with
relevant managers, HR
personnel and the
referee

Part B

Before making a final decision to recruit

The information we
collect

How we collect the
information

Why we collect the
information

How we use and may
share the information

Information about your

previous academic
and/or employment

history, including details

of any conduct,

grievance or performance
issues, appraisals, time

and attendance, from
references obtained

about you from previous

employers and/or
education providers [

From your referees
(details of whom you
will have provided)

Legitimate interest: to
make an informed
decision to recruit

To comply with our
legal obligations

Legitimate interests:
to maintain
employment records
and to comply with
legal, regulatory and
corporate
governance
obligations and good
employment practice

To obtain the relevant
reference about you

To comply with
legal/regulatory
obligations

Information shared with
relevant managers and
HR personnel

Information regarding
your academic and
professional

qualifications [

Information regarding
your criminal record,
including that from

Disclosure Scotland and
Protection of Vulnerable

Groups (PVG) O

From you, from your
education provider,
from the relevant
professional body

From you and
Volunteer Scotland
Disclosure Services
(administrators of
PVG), from
Disclosure Scotland
or the Disclosure
and Barring Service
(DBS)

Legitimate interest: to
verify the
qualifications
information provided
by you

To perform the
employment contract

To comply with our
legal obligations

Legitimate interest: to
verify the criminal
records information
provided by you

For reasons of
substantial public
interest (preventing
or detecting unlawful
acts, suspicion of
terrorist financing or
money laundering in
the regulated sector
and protecting the

To make an informed
recruitment decision

To make an informed
recruitment decision

To carry out statutory
checks

Information shared with
Volunteer Scotland
Disclosure Services
and other regulatory
authorities as required

For further information,
see ** below




Your nationality and
immigration status and
information from related

documents, such as your

passport or other
identification and
immigration information
O

A copy of your driving
licence O

From you and,
where necessary,
the Home Office

From you

public against
dishonesty)

To enter into/perform
the employment
contract

To comply with our
legal obligations

Legitimate interest: to
maintain employment
records

To enter into/perform
the employment
contract

To comply with our
legal obligations

To comply with the
terms of our

To carry out right to
work checks

Information may be
shared with the Home
Office

To make an informed
recruitment decision

To ensure that you
have a clean driving
licence

Information may be
shared with our insurer

insurance

*You are required (by law or in order to enter into your contract of employment) to provide the categories

of information marked ‘7" above to us to enable us to verify your right to work and suitability for the
position.

**Further details on how we handle sensitive personal information and information relating to criminal
convictions and offences are set out in our Recruitment Policy, PVG Secure Handling Policy, PVG Barred
and Under Consideration for Listing Policy, PVG Referrals Policy and Recruitment of Ex-Offenders Policy.
These are available from the FASS Office at 17 Tolbooth Street, Kirkcaldy KY1 1RW.




