
Job Description: Night Support Worker 
Job Title:

Night Support Worker

Location:

Utility Street Men’s Homeless Hostel, Belfast

Reports to:

Assistant Manager  / Unit Manager

Responsible for:
Supporting Homeless men through the delivery of support activity in the Utility Street Hostel. Ensuring the full delivery of the NIHE Supporting People and Housing Benefit requirements

Contract:                   Permanent, 37.5 hours per week on a rota basis, Monday – Sunday
Pay:                            £10.15 - £10.82 per hour (higher rate of £10.82 on commencement of employment where the candidate has QCF Level 3 in Care. The higher rate of pay will only be given to other candidates on successful completion of the QCF Level 3).
HARMONI:


HARMONI (formerly NIID) is a well established service led charity providing a range of services including the Utility Street 59-Bed Homeless Hostel which specialises in the provision of temporary accommodation to homeless men.

ROLE EXPECTATIONS:

The undernoted job description encompasses and reflects the role expectations currently identified as requirements for the post. However, as the needs of residents’ change over time and legislation and regulatory influences impact on the organisation, the expectations identified within this job description may change in response to these influences. HARMONI strives to maintain a high standard of performance from all staff, and changes may require to be implemented to reflect best practice. Alterations to the expectations that HARMONI has of our staff will be discussed and introduced in consultation with the post holder.

It is expected that all staff members demonstrate their commitment to providing an excellent standard of support to the individuals who utilise our services. In addition to this, that a positive role model is displayed to both residents and work colleagues.

The individuals who utilise our services are actively encouraged to participate in a wide range of activities and opportunity with the intention of living in their own home, promoting independence, personal choice and social inclusion.  

It is a key requirement of this role that all support staff fully engage with residents on a one to one and group basis. Being active in and around the main common areas of the hostel and engaging residents in planned capacity building activities. 

Support Workers are required to demonstrate through the use of all relevant support documentation, that they have fully engaged with the residents and help them on their personal journey actively encouraging and supporting residents to achieve their agreed goals, and participate in residents’ activities daily.

As part of this process, all staff will maintain performance indicators to a high level.

All staff must be aware of the need for confidentiality in all aspects of the work that HARMONI.   The nature of the work entrusts individuals with personal and confidential information with regard to this. Any breach of confidentiality will be viewed as Gross Misconduct and Disciplinary Action will be taken.

There will be a requirement for staff to work flexibly across both day and night shifts, depending upon the needs of the service. HARMONI reserve the right to review the rota in line with changing business needs.
It is essential that staff have the ability to empathise and support individuals who are homeless and/or transitioning to independent living. Being homeless is in itself a difficult and frustrating position for anyone. In addition, many homeless individuals have needs arising from mental illness and/or substance abuse and at times, this can lead to challenging behaviours on the part of a service user where there may be a risk of violence or aggressive behaviour towards staff and other residents.   

HARMONI will support the victim of any violence or aggression, whether the individual is a service user or a member of staff.  HARMONI is committed to training staff to recognise and respond effectively to threatening or potentially violent situations. Staff are required to participate in planned training and staff development activities fully. 

However, working with homeless individuals also means that you can help make a significant difference to their lives.   The work is therefore rewarding, positive and productive, if at times challenging. 

JOB DESCRIPTION
Responsibilities to the Client in conjunction with the Assistant Unit Manager/Hostel Manager

Accommodation

In conjunction with the Project Workers and using the referral information gathered, provide a warm welcome for clients to the hostel.

The rejection of potential residents will only be permitted under strict criteria. If in doubt staff must defer to the manager or assistant manager for permission to reject.

Support residents during their induction period within the Hostel and enable residents to understand and adhere to Residents Guidelines throughout their stay at the Hostel.

Actively promote the development of each individual using a holistic approach which demonstrates an understanding of their personal, physical, emotional, spiritual and development needs.

Help each service user devise a support plan to reflect their needs and desired outcomes and meet the requirements of the NIHE Supporting People standards.

Review support plans and outcomes for each service user on at least a monthly basis.

Monitor and record the progress made by the service user in achieving their agreed goals in their individual Support Plan.

Monitor and record any persistent barriers to progress which residents encounter and work towards achieving a resolution to these barriers.

Actively demonstrate a highly positive and caring attitude to all residents at all times.

Community

Carry out Home Visits in the Community, as and when required, with the agreement of the Manager / Assistant Manager.

Assess residents’ housing and support needs and implement an agreed plan to ensure they can remain living at home as long as it is safe to do so.

Support residents to find appropriate accommodation, understand their tenancy agreement and maintain their tenancy.

Provide guidance and support in applying for housing points, benefits and grants enabling and assisting the service user to move house when appropriate.

Further develop each residents’ support plan in order to help to maintain tenancy, reflecting their needs and desired outcomes, and meeting the requirements of the NIHE Supporting People standards.

Support the service user to maintain their home in a safe condition and ensure that safety checks are carried out regularly.

Help the service user to maximise their benefit entitlements and budget their income.

Help and encourage the service user toward healthy eating and promote healthy living.

Assist the service user with attendance at medical appointments and encourage them to adhere to medical requirements.

Encourage residents to maintain family and community links.

Promote choice and dignity for all residents.

Promote residents’ independence where safely possible.

Provide empathy and understanding to all residents.

Actively demonstrate a highly positive and caring attitude to all residents at all time.

Key Tasks & Responsibilities:

1. Ensure the needs of Clients, within the Men’s Hostel, are effectively met – promoting independence through support, development and progression:

· Meet key performance indicators to support the achievement of the

Hostel’s strategic plan.

· Provide support and advice to residents.

· Undertake service user risk and needs assessments to ascertain intervention level required.

· Develop focused outcomes based Support Plans and monitor delivery.

· Develop and review Support Plans in line with Supporting People standards.
· Liaise with external agencies, where appropriate, to ensure the co-ordination

and integration of services, and maximise opportunities.

· Deliver a client-centred outcomes-focused case management approach to

empower all Residents with the opportunity for self-determination and

choice enabling them to:

a. manage their domestic, personal and financial resources and develop independent living skills;

b. make full use of available services and information and receive the maximum appropriate benefits through liaison with the Social Security Agency, Housing Benefit Branch, NIHE;

c. maintain independent living.

· Act as an advocate providing support to and on behalf of Residents; attend Appeals or Tribunals; liaise with GPs, other healthcare professionals, statutory and voluntary agencies.

· Contribute to the harmonious inter-action with other residents, neighbours and the local community, dealing appropriately with disruptive and/or abusive behaviour.

· Advise Management of issues/concerns which may impinge on the smooth running of the service.

· Assist in the collection of service charges.

2. Ensure Quality Assurance/Continuous Improvement:

· Support and participate in the implementation of agreed improvement plans

within a culture of continuous improvement and service excellence.

· Carry out all duties in accordance with HARMONI’s Quality Procedures.

3. Teamwork:

· Be prepared to work flexibly across the entire week and provide shift cover during periods of colleague absence/annual leave, if necessary. 

· Work closely with other Accommodation and Community Support Workers and management team on every aspect of established daily Hostel routines.

· Contribute to and conduct daily handover procedures with the wider staff team.
4. Promote Equal Opportunities:

· Contribute to promoting an environment where equality of opportunity, antidiscriminatory practice, diversity, individual rights and choice are promoted in accordance with HARMONI’s principles, policies and procedures.

5. Communication, Records & Confidentiality:

· Ensure all databases are kept up to date with accurate and reliable data in line with legal obligations.

· Effectively maintain all recording systems employed by the Hostel, including financial transactions and petty cash.

· Maintain the confidentiality of information in line with organisational requirements and adhere to the requirements of the General Data Protection Regulations (GDPR) and the organisation’s own procedures.

· Adhere to HARMONI’s IT system network, email and internet usage policy.

· Communicate effectively with clients, relatives and the wider multi-disciplinary team (e.g. social services, counsellors, housing association, statutory and voluntary agencies, other hostels, police, probation etc.)

· Ensure all enquiries, suggestions and requests are dealt with promptly and accurately, notifying the management team as appropriate.

· Ensure complaints are promptly dealt with and reported to the Hostel Manager.

6. Training and Development:

· Undertake and update training to ensure the necessary knowledge and skills

· Participate in all mandatory and essential training, including within the training plan for the first year of employment.

· Establish goals for self through the staff support and development reviews process.

· Prepare for, attend and participate in staff support and supervision meetings.

7. Health & Safety and Security:

· Participate in weekly fire drill procedure. 

· Act as Deputy Fire Warden and/or First Aid Person if designated.

· Respond to emergency situations as appropriate.

· Record and report any defects and/or accidents in the Hostel premises.

· Ensure compliance with health & safety legislation and safe working procedures. 

· Adhere to HARMONI’s Health & Safety Policy and Procedures.

· Support the undertaking of Health & Safety risk assessments, as appropriate, and the implementation of any agreed actions.

· Ensure personal, protective equipment is worn whenever appropriate.

· Contribute at all times to the physical cleanliness and general condition of the facilities of the Hostel, including clearing resident rooms.
· Ensure awareness and adherence to the Lone Working Policy.

· Provide assistance in the food service when required.
8. Participate in the Shift System and the On Call Rota:

· Participate fully in the shift rota with flexibility to change to meet business needs.
· Crisis Intervention as deemed appropriate by the Hostel Manager.

9. Other Organisational Duties & Responsibilities:

· Exemplify professionalism and organisational values at all times.

· Adhere to all HARMONI policies and procedures (including Safeguarding) and familiarise yourself with them on a yearly basis.

· Follow guidelines of HARMONI and external agencies

· Ensure additional areas of work, as required by Management, are carried out in accordance with instructions and on time.

· Ensure the effective and efficient use of organisational resources at all times.

· Adhere to all statutory legislation in relation to the homeless.

· Adhere to Supporting People standards.
Working Environment:

A large percentage of the homeless population is comprised of individuals who are addicted to alcohol and drugs. Many suffer from mental illness. The Accommodation and Community Support Worker must therefore be prepared to deal with residents who are aggressive or abusive due to drugs, or mental disturbance.  

Note:
No job description can cover every issue which may arise within the post at various times.  The job holder is expected to carry out other duties from time to time that are broadly consistent with those in this document.

Signed:___________________________________________

Date:______________

Person Specification: Night Support Worker

	
	Essential Criteria
	Desirable Criteria


	Qualifications/

Attainments
	NVQ 3/QCF Level 3/equivalent qualification in Health and Social Care (or other relevant qualification).

Where the candidate does not hold QCF Level 3, they must still hold a minimum of QCF Level 2 (or GCSEs) AND be currently working towards a Level 3 qualification in Health and Social Care OR be prepared to work towards successful completion in their own time following commencement of employment.


	Degree in a relevant vocational area e.g. care, housing or equivalent.



	Experience/

Knowledge
	A minimum of one years’ relevant experience (paid or voluntary) of supporting people with complex and multiple needs within a residential or community setting in at least one of the following needs groups:
(  Homelessness Prevention 

( Substance Misuse 

( Offending ( Mental Health ( Young People

Awareness of the legislative requirements for working with adults at risk of harm or in need of protection.


	Experience and knowledge of welfare and housing benefits

Awareness of Supporting People requirements

Experience of completing support plans and risk assessments and putting plans in place to support those needs.



	Skills/Abilities


	Ability to work as part of a team and alongside client groups with different needs.

Computer literate and in particular working knowledge of Microsoft Excel and Word

Flexibility in hours of work and ability to cover shifts as necessary

	


NOTE

This position is subject to an Enhanced with Barred List Access NI check. Copies of the relevant policy on the recruitment of individuals with a criminal record as well as the Access NI Code of Practice are available on request. Please note that having a criminal record will not necessarily be a bar to obtaining a position with HARMONI. 

HARMONI
Application Form
(Please complete legibly and in black)
	Reference Number:

 FORMTEXT 

	Title of Post:


	Location of Post:

 


PERSONAL DETAILS

	Surname:  


	Title:   


	First Names (in full):  

	Previous Surnames:  
 

	Address: 

	Telephone No (including std code):   
Mobile Telephone No: 

E-mail Address:  



DRIVING LICENCE

	Do you hold a full valid Driving Licence which allows you to drive in the UK?  

              Yes  FORMCHECKBOX 
                        No  FORMCHECKBOX 




ELIGIBILITY TO WORK IN THE UK

Do you have the right to remain and work in the UK?   Yes    FORMCHECKBOX 
              No   FORMCHECKBOX 

If yes, please give details.
PERSONAL DECLARATION / DATA PROTECTION

[image: image1.emf]  Private & Confidential   Return this form in a     seperate envelope marked               for the attention of             HARMONI     Equality Monitoring For m   ‘The Monitoring Officer’       Ref :  _________________       Date :  _________________     Position Applied For :           We a re an equal opportunity employer.  The aim of   our policy is to ensure that no job applicant or employee receives  less favourable treatment on the grounds of   race, colour, ethnic or national origin, religious belief,   political opin ion or  a f filiat ion, sex, m arital status, sexual orientation, gender reassignment, age or disability , or is disadvantaged by  conditions or requirements which cannot be shown to be justifiable.     Our selection criteria and procedures are freque n tly reviewed t o ensur e   that i ndividuals  are selected, promoted and  treated on the basis of their relevant merits and abilities.     All employees are given equal opportunity and are encouraged to progress within the organisation.     We are committed to an ongo i ng programme o f actio n   to mak e this poli cy fully effective.  To assist us in ensuring that  this policy is fully and fairly   implemented and monitored, and  under the General Data Protection Regulations (GDPR),  in  meeting our legal obligation to monitor our  w orkforce and  m ake sta t u tory r eturns to t he Equality Commission of  Northern Ireland , would you please pro vide the following information:     Date of Birth:   _______________________________     I would describe my ethnic group, religion and sex as: (please tick on e   box for your  ethnic  g r oup, o ne box for  your religion  and one box for your sex )        Bangladeshi            Black African      Black Caribbean      Black Other      Chinese      Indian      Irish Traveller      Mixed Ethnic Group, please specify ………………………………………………………      Pakistani       White      Other, ple a se specify ……… ………………… … … ……………… ……………………….     Regardless of whether we practice our religion, most of us in Northern Ireland are seen as either Protestant or Roman  Catholic.  We are therefore asking you to indicate your community background by ti cking the appr o priate box bel ow:           I am a   member of  the Roman Catholic community       I am a member of the  Protestant   community       I am a member of neither the Protestant nor the Roman Catholic community       Sex          Male                     Female     If you do not complete the religion question,   w e are  encouraged  to use the ’residuary’ method, which means that we can make a  determination on the basis of personal information on file/application form.  It is not compulsory for you to answer the abov e questions.   However we would stress that it is a   c rimina l offence u nder the legislation for a person to “give false information… in connection with  the preparation of a monitoring return”.   Any information provided on this form will only be used for the aforementioned purposes.  


THIS PAGE HAS BEEN LEFT 

BLANK INTENTIONALLY
Please note that our selection panel will only have access to pages 3 – 7 when making selection decisions.
	Reference Number:

 FORMTEXT 

	Title of Post:


	Location of Post:

 


EDUCATION & TRAINING
Please list any qualifications you hold (e.g., GCSEs, O Levels, First Aid Certificate, NVQs etc.): 

[image: image2.emf]  Private & Confidential   Return this form in a     seperate envelope marked               for the attention of             HARMONI     Equality Monitoring For m   ‘The Monitoring Officer’       Ref :  _________________       Date :  _________________     Position Applied For :           We a re an equal opportunity employer.  The aim of   our policy is to ensure that no job applicant or employee receives  less favourable treatment on the grounds of   race, colour, ethnic or national origin, religious belief,   political opin ion or  a f filiat ion, sex, m arital status, sexual orientation, gender reassignment, age or disability , or is disadvantaged by  conditions or requirements which cannot be shown to be justifiable.     Our selection criteria and procedures are freque n tly reviewed t o ensur e   that i ndividuals  are selected, promoted and  treated on the basis of their relevant merits and abilities.     All employees are given equal opportunity and are encouraged to progress within the organisation.     We are committed to an ongo i ng programme o f actio n   to mak e this poli cy fully effective.  To assist us in ensuring that  this policy is fully and fairly   implemented and monitored, and  under the General Data Protection Regulations (GDPR),  in  meeting our legal obligation to monitor our  w orkforce and  m ake sta t u tory r eturns to t he Equality Commission of  Northern Ireland , would you please pro vide the following information:     Date of Birth:   _______________________________     I would describe my ethnic group, religion and sex as: (please tick on e   box for your  ethnic  g r oup, o ne box for  your religion  and one box for your sex )        Bangladeshi            Black African      Black Caribbean      Black Other      Chinese      Indian      Irish Traveller      Mixed Ethnic Group, please specify ………………………………………………………      Pakistani       White      Other, ple a se specify ……… ………………… … … ……………… ……………………….     Regardless of whether we practice our religion, most of us in Northern Ireland are seen as either Protestant or Roman  Catholic.  We are therefore asking you to indicate your community background by ti cking the appr o priate box bel ow:           I am a   member of  the Roman Catholic community       I am a member of the  Protestant   community       I am a member of neither the Protestant nor the Roman Catholic community       Sex          Male                     Female     If you do not complete the religion question,   w e are  encouraged  to use the ’residuary’ method, which means that we can make a  determination on the basis of personal information on file/application form.  It is not compulsory for you to answer the abov e questions.   However we would stress that it is a   c rimina l offence u nder the legislation for a person to “give false information… in connection with  the preparation of a monitoring return”.   Any information provided on this form will only be used for the aforementioned purposes.  


EMPLOYMENT HISTORY

PRESENT POST (If unemployed – most recent post)

	Name of Organisation:
Address:  
Post Code:           
Telephone Number:


	Date appointed:
Leaving Date (if applicable):   

 
	Salary:
 

	
	Your Job Title  

Job Title of Person you Report(ed) to:      
 

	
	Department / Work Location:



	
	Period of Notice Required:     



	Please give reason for leaving:



	Main Duties:



	PREVIOUS EXPERIENCE 

Please give details of all previous posts held (i.e. prior to the organisation you detailed on page 4).  Begin with recent employers and work backwards.  If you have held more than one position with an employer please give details of each position.  
(Attach additional pages in the same format, if required – CVs will not be accepted).

If it was a post in which you worked with a vulnerable individual, please tick the last column.  

	Organisation’s name and full address
	Job Title and Grade
	Duties (briefly)


	From
	To
	Reason for Leaving
	Tick if applicable

	
	
	
	DD/MM/YY
	DD/MM/YY
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


GAPS IN EMPLOYMENT 

If there are any gaps in your employment please explain below;       

DEMONSTRATING YOUR ESSENTIAL EXPERIENCE AND QUALITIES
HARMONI may decide to interview only those applicants who appear to them, from the information available, to be the most suitable in terms of relevant experience and ability.  It is therefore essential that you fully describe how you meet the particular experience and qualities sought, giving examples and specifying exact dates as appropriate.  

Please read all sections of the Person Specification.  This part of the application asks you to describe your experience, skills and personal qualities which are applicable to the post. In completing your application, you are advised to make clear reference as to how you meet the essential and desirable/preferred criteria for the relevant role.  It is not appropriate to simply list the various posts that you have held.  HARMONI will not make assumptions from the title of the post as to the skills and experience you have gained.

Please state clearly below how you meet each of the Essential and Desirable Criteria (you may continue on a separate page if necessary)

HOLIDAY ARRANGEMENTS

Please indicate planned holiday arrangements or other dates when you are unavailable for interview.

HARMONI is under no obligation to take account of holiday arrangements but will endeavour to do so.

REGULATED ACTIVITY

Please indicate below if you have been dismissed from employment or if there is any reason that you could not work in regulated activity or with vulnerable groups (definitions can be found here: https://www.nidirect.gov.uk/articles/regulated-activity-vulnerable-groups) 

ADVERTISING

Please indicate how you became aware of this vacancy:

	Newspaper                                  FORMCHECKBOX 

Name of Newspaper:                      


	Personal Recommendation                   FORMCHECKBOX 

Name of Person:                      



	Website                                        FORMCHECKBOX 

Name of Website:                      


	Other                                                        FORMCHECKBOX 

Please specify how you heard about this vacancy:                      

                                    


REFEREES

	Please name 2 referees from the 2 most recent organisations you have worked for.  They must have knowledge of your present and/or most recent work and be in a supervisory/managerial capacity. They must not be a relative. If you are currently employed, one referee must be from your current organisation. 

Please note, in addition to the referees you state below, HARMONI may request references from previous employers.  

	Name:             

Job Title:    

Organisation Address:          

Post Code:      

Telephone Number:   

Email:  

Can this referee be contacted at this stage?

YES / NO


	Name:               

Job Title:     

Organisation Address:          

Post Code:       

Telephone Number:    

Email:   

Can this referee be contacted at this stage?

YES / NO


NOTE TO APPLICANTS:

	· Please return the Fair Employment Form with your application 



Completed application forms should be returned by the closing date to:

Human Resources Department 

HARMONI

Head Office

39 Downshire Road

Bangor

BT20 3RD
or by email to shirleyanne.mcferran@harmoni.org.uk 


I declare that to the best of my knowledge the information given is honest and accurate. I understand that any wilful misstatement or omission renders me liable to disqualification or, if appointed, to dismissal. I understand that the appointment is subject to receipt of satisfactory references, pre-employment health assessment, the verification of qualifications required for the post (as per the person specification) and an enhanced criminal records disclosure check. I consent to HARMONI contacting each organisation where I have worked with vulnerable individuals and also to all previous employers in order to obtain references.





The information on this form will be collected, stored and processed in accordance with the provisions of the General Data Protection Regulations (GDPR) for the sole purpose of making recruitment decisions and, if appointed, enacting terms and conditions of employment and complying with our legal obligations. If your application for employment is successful, personal data gathered during the recruitment process will be transferred to your personnel file (electronic and paper based) and retained during your employment. The fair uses of your data by the organisation will be detailed to you in a privacy notice. We will otherwise retain your data for a maximum of 1 year then delete it accordingly. You may send us a request to let you access your data that we have collected, request us to delete your data (where it does not prevent us from fulfilling our obligations), correct any inaccuracies or restrict our processing of your data. 








Signature:����������������������_________________________________    Date:________________











NISCC Registration Number:





Date of Registration:





Date Renewal of Registration Due:
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Private & Confidential


Return this form in a 


seperate envelope marked            for the attention of


        HARMONI 

Equality Monitoring Form

‘The Monitoring Officer’


Ref: _________________


Date: _________________

Position Applied For: 

We are an equal opportunity employer.  The aim of our policy is to ensure that no job applicant or employee receives less favourable treatment on the grounds of race, colour, ethnic or national origin, religious belief, political opinion or affiliation, sex, marital status, sexual orientation, gender reassignment, age or disability, or is disadvantaged by conditions or requirements which cannot be shown to be justifiable.


Our selection criteria and procedures are frequently reviewed to ensure that individuals are selected, promoted and treated on the basis of their relevant merits and abilities.


All employees are given equal opportunity and are encouraged to progress within the organisation.


We are committed to an ongoing programme of action to make this policy fully effective.  To assist us in ensuring that this policy is fully and fairly implemented and monitored, and under the General Data Protection Regulations (GDPR), in meeting our legal obligation to monitor our workforce and make statutory returns to the Equality Commission of Northern Ireland, would you please provide the following information:

Date of Birth: _______________________________

I would describe my ethnic group, religion and sex as: (please tick one box for your ethnic group, one box for your religion and one box for your sex)



Bangladeshi




· Black African


· Black Caribbean


· Black Other


· Chinese


· Indian


· Irish Traveller


· Mixed Ethnic Group, please specify ………………………………………………………


· Pakistani 


· White


· Other, please specify ……………………………………………………………………….


Regardless of whether we practice our religion, most of us in Northern Ireland are seen as either Protestant or Roman Catholic.  We are therefore asking you to indicate your community background by ticking the appropriate box below:


I am a member of the Roman Catholic community


I am a member of the Protestant community


I am a member of neither the Protestant nor the Roman Catholic community


Sex


 Male                  Female


If you do not complete the religion question, we are encouraged to use the ’residuary’ method, which means that we can make a determination on the basis of personal information on file/application form.  It is not compulsory for you to answer the above questions.  However we would stress that it is a criminal offence under the legislation for a person to “give false information… in connection with the preparation of a monitoring return”. Any information provided on this form will only be used for the aforementioned purposes.
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