
 

Lifeworks - Education Support Worker  
Fixed term to 31st March 2020 in the first instance 
 
Thank you for your interest in our recent advertisement.    In our online pack you will find: 
 

 a description of the job and the person specification for our ideal candidate; 

 our online application form; 

 our policy on the recruitment of ex-offenders; 

 information on flexible working; 

 information about our work across Scotland; 

 Safeguarding policies  
 
Set out below is further information which we hope will assist you in your application. 
 
Safer Recruitment  
 
Aberlour is committed to the safeguarding and welfare of all its children, young people and 
families and will therefore pursue a thorough and rigorous recruitment and selection 
process to ensure that this commitment is not compromised and that the services which 
Aberlour provides are of the highest standard and enable all service users to achieve 
positive outcomes in their lives. 
 
Please note that where relevant to the post applied for, at interview you will be asked 
questions, in order to explore issues relating to the safeguarding and promotion of the 
welfare of vulnerable people. 
 
Our Aberlour Values 
 
These are the guiding principles that underpin all that we do. Our values inform our 
interactions with the children and families we work with, external partners and 
stakeholders, and importantly, with one another as colleagues. 
  
Respect means acting in a way that shows we care about the feelings of one another, and 
that we listen to one another’s opinions. As a person-centred organisation that stands up 
for the rights of all children and families, a culture of respect is inherent in all of our work.  
 
Integrity means doing the right thing, even when no-one else is watching. We recognise that 
to fully represent the concerns of Scotland’s children and families, we may have to go 
against the grain or take difficult decisions. We will strive to act with integrity at all times.  
 
Innovative means finding new, efficient ways to do things. We are committed to learning 
and developing improved ways of helping Scotland’s children and families. We will be 
innovative in our approaches, to ensure we are doing the best for our children and families.  
 



 

Challenging means testing ourselves and those around us. It means not accepting the status 
quo. Within Aberlour, we will challenge ourselves to be the best we can be, as a provider of 
choice. Externally, we will use our campaigning voice to challenge decisions in the policy 
sphere, to ensure that our families’ voices are heard.  
 
“In adhering to our values, we will embody a person-centred culture in Aberlour and this 
will remain at the heart of who we are, what we do and why we do it.” 

 
During our selection process we will expect candidates to be familiar with our Values.  
 
Pre-employment checks 
 
We will request a PVG Scheme or disclosure check from Disclosure Scotland as required for 
the post. Where a job will involve regular and unsupervised contact with children and young 
people under the age of 18, this check will advise us whether an individual is on the list of 
people disqualified from working with children.  As you will appreciate, Aberlour must not 
knowingly employ people on that list in child care positions. 
 
Further information about the PVG Scheme can be found on the Disclosure Scotland 
website at www.disclosurescotland.co.uk.  A copy of our policy on the recruitment of ex-
offenders is enclosed, and our policy covering the safe handling, use, storage, retention and 
disposal of disclosure information is available on request from the Human Resources Team. 
 
We will require to take up a minimum of two appropriate references.  Please note that 
Aberlour does not deem the following as suitable referees or references: 
 

 Open “to whom it may concern” style references 
 Testimonials 
 Character References 
 References received directly from the candidate 
 References from peers 
 References received by telephone 
 Incomplete references  
 References which do not provide the information requested 
 References not on headed paper or accompanied by documentation which 

verifies the organisation’s identity. 
 References which refer to less than three months employment  
 References from relatives 

 
Please note this list is not exhaustive. 
 
We may also where appropriate obtain a health report and we will check all original 
documents proving your qualifications, identity and immigration and nationality status and 

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


 

check appropriate Registers such as the SSSC, GTC and NMC before you can start work with 
us.  
 
Main terms and conditions 
 
Salary - the salary for this post is £21,135 per annum.  Aberlour’s current terms and 
conditions operate a fixed salary point for this post which will rise to £22,769 per annum 
after 3 years service.  
 
Aberlour’s full-time week is currently 37.5 hours.  This is a full-time post.   
 
Full time employees are entitled to 32 days’ leave per year which will increase on an 
incremental basis over 5 years. The leave entitlement includes an allowance in respect of 
public holidays.  
 
Aberlour offers its employees immediate access to a Group Personal Pension Scheme. This is 
a defined contribution pension scheme and is currently set up with Scottish Widows. The 
employer contribution to this scheme is currently 5%. Employees must contribute at least 
the same payment as the employer (i.e. 5%) but you may opt to pay a higher amount into 
your pension. If you do not join this scheme we have an auto-enrolment scheme run by 
NEST.  
 
All appointments have a minimum six-month probationary period.  We have a Performance 
Management System which ensures that you and your manager get regular protected time 
to discuss your work, and an appraisal scheme. 
 
We have a number of policies designed to ensure the safety and well being of both workers 
and service users which are backed up by our training programme, e.g. child protection, 
health and safety. 
 
National Insurance Number 
 
If you are not in receipt of a National Insurance number contact either DWP Homepage - 
Department for Work and Pensions or telephone the National Insurance registration 
helpline on 0845 915 7006 to register. Opening hours are 08:00 to 17:00 Monday to Friday. 
 
Guaranteed Interview Scheme 
 

 
 

http://www.dwp.gov.uk/
http://www.dwp.gov.uk/


 

“We are committed to Equal Opportunities and actively encouraging applications from 
disabled people” 
 
What does the scheme offer? 
 
The aim of the Guaranteed Interview Scheme (GIS) is to provide disabled applicants with an 
opportunity to demonstrate their abilities beyond the initial application stage.  Disabled 
applicants will be offered an interview providing they meet the minimum criteria for the job. 
 
By ‘minimum criteria’ we mean that you must provide us with evidence in your application 
form which demonstrates that you generally meet the level of competence required for 
each essential criteria, as well as meeting any of the qualifications, skills or experience 
defined as essential.  
 
Who is eligible for the scheme? 
 
To be eligible for the Guaranteed Interview Scheme you must be considered as disabled 
under the Equality Act 2010.  
 
The Act says that a person has a disability if they have a physical or mental impairment 
which has a long-term and substantial adverse effect on their ability to carry out normal 
day-to-day activities. Physical or mental impairment includes sensory impairments such as 
those affecting sight or hearing.  Long-term means that the impairment has lasted or is likely 
to last for at least 12 months or for the rest of the affected person’s life. 
 
If you want to apply for the Guaranteed Interview Scheme please complete and return the 
appropriate form and return with your application form. 
  
Please note that declaring a disability for the purpose of qualifiying for the GIS is your 
decision and is entirely voluntary. 
 
How we use your personal information 
 
The information which we gather from you during the recruitment and selection process is 
retained and processed in accordance with the provisions set out by the Data Protection 
Act 1998 (DPA). 
 
Please note that by submitting an application for employment, you are also agreeing to 
Aberlour processing such information as may be necessary to assess your application, 
provided that proper regard is had to the data protection principles in force.   
 
If your application is successful, the information you provide will be retained and will form 
part of your personnel file.  If you are not offered work with Aberlour, all documentation 



 

related to your application will normally be confidentially destroyed after a period of six 
months. 
 
Interview Arrangements 
 

Interviews will be around 1 week after the closing date 
 
 
How to Apply 
 
If you are interested in joining us, please complete the on-line application form (if you 
experience any problems please email jobs@aberlour.org.uk) by  
 

noon on 28th November 2019 
 

 
Please note that we do not accept Curriculum Vitae. 
 
We look forward to hearing from you.  In the meantime, should you have any queries, 
please do not hesitate to contact us.  Our office hours are Monday to Friday, 9 am to 5pm 
but outwith those times you can leave a message or e-mail us. 
 
Human Resources Team 
Aberlour Child Care Trust 
36 Park Terrace 
Stirling 
FK8 2JR 
 
Tel.     01786 450335 
Fax.    01786 473238 
E-mail jobs@aberlour.org.uk 
 



 

WHAT DO WE DO? 
 
Aberlour provides specialist care, support and advice to vulnerable children and young 
people across Scotland each year.  Established in Scotland more than 140 years ago, we run 
around 40 services, in partnership with local authorities, health boards and other agencies. 
 
We provide the following range of services: 

 Residential care services for young people of all ages with aftercare services  
allowing young people who would normally leave care at 16 more time and support 
to enable them to fulfil their ambition of completing further education or training 

 Support to children whose lives are affected by parental alcohol and drug use. 
Supporting families to promote positive parenting, boost life skills and resilience, and 
take steps towards recovery. 

 Home, community and educational support, short breaks and residential care for 
children and young people with complex disabilities. We also offer support to 
parents with learning disabilities. 

 Support for young people who are not in education or employment to access 
education and work experience. 

 Information, training and leisure activities for young people living in areas with high 
levels of social deprivation, crime, drug/alcohol dependency and recognised violent 
gang culture. 

 Centres to promote positive parenting, early years learning and social skills within 
vulnerable and disadvantaged families. 

 Play services supporting children and young people to learn, build confidence and 
make friends through play in and out doors. 

 Training and education for childcare professionals to build a competent and 
confident workforce for today, and the future. 

 A service working with children and young people who arrive in Scotland 
unaccompanied and separated from their families. 

Our roots lie in the Moray village of Aberlour, where, in 1875, Canon James Jupp established 
an orphanage.  Since then, Aberlour has been responding to the constantly changing needs 
of Scotland’s children and families.



 

SCOTTISH SOCIAL SERVICES COUNCIL (SSSC) 

REGISTRATION INFORMATION SHEET 

The Register of Social Service Workers in Scotland opened in 2003. Registration is a major 
part of the drive for higher standards in social services that brings this workforce in line with 
other professional colleagues. Nursing, medicine and teaching are all regulated professions 
and workers have to register with their own regulatory bodies to be able to work in their 
field. Now social service workers have to do the same. 

To register with the SSSC a worker must satisfy the criteria for registration. This includes 
holding the appropriate qualifications for the job they do and being able to evidence good 
character. Staff new to working in Social Care may be granted conditional registration with 
the SSSC if they do not have the required qualifications. However, anyone with a conditional 
registration must obtain the required qualification within a time period set by the SSSC. 

If you do not meet the qualification requirements at the time you join Aberlour you will 
have to make a commitment to gaining an appropriate qualification while working for us. 
The SSSC recognises that it will take time for workers to achieve required qualifications, 
hence the time period mentioned above. 

There are several registration categories which the SSSC have created to reflect the different 
types of work people do within Social Care – for example Residential Child Care or Housing 
Support. These different registers have been introduced in a phased manner – some have 
been open for some years and some yet to open. If you are offered a position with Aberlour 
the letter you receive confirming this will state which registration category applies to your 
post and, if required, you will be asked to apply for registration online. You must apply 
immediately to join this register otherwise you will be unable to work in your post.  

There are two categories of qualification; professional and management. All workers will 
need a professional qualification and some supervisory or management posts will need both 
professional and management awards. 

Aberlour is committed to helping people achieve and maintain registration requirements 
including qualifications and continuing professional development activities. We have a 
dedicated Learning and Development team who work alongside staff and managers to 
ensure that organisational and individual needs are met. 

 

 

 

 



 

OTHER REGULATORY BODIES 

If you are registered with another relevant regulatory body you are not required to register 
with the SSSC. The relevant regulatory bodies are: 

 General Teaching Council 

 Nursing and Midwifery Council 

 General Medical Council 

 Occupational Therapists 

 Art, Music and Drama Therapists 

 Physiotherapists 

 Speech and Language Therapists 

 Physiotherapists 

 Speech and Language Therapists 

 Chartered registration with the British Psychological Society in the division of Clinical 
Psychology, Counselling Psychology, Forensic Psychology, Educational Psychology, 
Health Psychologist, Occupational Psychologist, or Neuro-psychologists and Sport 
and Exercise Psychologists. 

Full details can be found on the Scottish Social Services Council website www.sssc.uk.com 

It is your responsibility to register and maintain your registration with the SSSC or any other 
relevant regulatory body. 

If you require any further information on registration please ask your line manager. 

 

 

http://www.sssc.uk.com/


 

POLICY ON THE RECRUITMENT OF EX OFFENDERS 
 
Policy Statement 
 
1. The Code of Practice (“the Code”) is published by Scottish Ministers under section 122 of 
Part V of The Police Act 1997 (“the 1997 Act”). The Code identifies obligations which 
registered bodies, counter signatories and other recipients of disclosure information issued 
under the 1997 Act and the Protection of Vulnerable Groups (Scotland) Act 2007 (“the 2007 
Act”). 
 
2. We comply with the Code, the 1997 and 2007 Acts regarding the treatment of individuals 
who are subject to Disclosure Scotland checks. We undertake not to discriminate unfairly 
against the subject of a disclosure on the basis of conviction or other information revealed. 
 
3. We will provide a copy of this policy and the Code to anyone who asks to see it. 
 
4. We are committed to equality of opportunity, to following practices, and to providing a 
service which is free from unfair and unlawful discrimination. We ensure that no applicant 
or member of staff is subject to less favourable treatment on the grounds of offending 
background. We actively promote the right mix of talent, skills and potential and welcome 
applications from a wide range of candidates, including those with criminal records. The 
selection of candidates for interview will be based on skills, qualifications and experience. 
 
5. We will use an appropriate Disclosure Scotland check relevant to the particular position 
or type of regulated work. This will be based on a thorough risk assessment of the position 
or work and having considered the relevant legislation which determines whether or not a 
Basic, Standard or Enhanced Disclosure under the 1997 Act or a PVG Scheme Record under 
the 2007 Act is applicable. 
 
6. Individuals will be made aware that the position or work will be subject to a Disclosure 
Scotland check and that the nature of the position or work entitles us to ask about unspent 
and/or spent convictions. 
 
7. We will ask individuals to complete a criminal record self-declaration form. We will stress 
to individuals that they should be honest in their response. We will ask that this form be 
returned under separate, confidential cover, to the HR department and we guarantee that 
this form will only be seen by those who need to see it as part of the decision-making 
process. 
 
8. At interview, or under separate discussion, we undertake to ensure an open and 
measured discussion on the subject of any offences or other matters that might be 
considered relevant for the position or work concerned.  
 



 

9. We undertake to discuss any matter revealed in a certificatei issued under the 1997 Act or 
a Scheme Record issued under the 2007 Act with the subject of that disclosure before a 
decision is made. 
 
10. We ensure that all those who are involved in the decision making process have been 
suitably trained to identify and assess the relevance and circumstances of disclosure 
information. We also ensure that they have received appropriate guidance and training 
about providing work for ex-offenders. 
 
HAVING A CRIMINAL RECORD WILL NOT NECESSARILY DEBAR YOU FROM WORKING WITH 
US. 
 
i We are only able to discuss what is contained on a Disclosure Certificate and not what may 
have been sent under separate cover by a police force.



 

EQUALITY AND DIVERSITY IN ABERLOUR 
 
Aberlour is committed to promoting equality, diversity and a culture that actively values 
difference.  Aberlour recognises that people from different backgrounds and experiences 
can bring valuable insights to the workplace which will enhance the delivery of services. 
 
Aberlour aims to be an inclusive organisation, where diversity is valued, respected and built 
upon; where equality of opportunity is provided to all and where the working environment 
is free from any form of harassment and bullying. 
 
Aberlour is opposed to all forms of unlawful and unfair discrimination.  All job applicants, 
employees and others who work for Aberlour will be treated fairly and will not be 
discriminated against unfairly. 
   
Aberlour is committed to promoting a work environment that is free from harassment and 
bullying and where everyone is treated with dignity and respect.  Aberlour has a separate 
Respect and Dignity at Work policy, which deals with these issues. 
 
Aberlour is also committed to enhancing its equality provisions by working towards a 
comprehensive diversity strategy to improve the working environment, meet organisational 
needs and continue to deliver excellent services. 
 
For further information and a complete copy of our policy please contact us. 
 
WORK-LIFE BALANCE - Flexible Solutions 
Aberlour understands that employees have to balance work with other responsibilities and 
interests, and believes that helping employees to achieve an appropriate balance will bring 
business benefits. 
 
Aberlour has a Flexible Working Policy but will also work with individuals to determine 
suitable working parameters.  The following information outlines some of the ways in which 
Aberlour employees can work flexibly. 
 
FLEXI-TIME 
Working hours that suit you provided core hours are covered, giving the ability to vary your 
start, finish, and break times – this type of flexibility is common in our head office 
departments. 
 
VARIED HOURS 
There may be times where a small change in hours can help an employee, without affecting 
services.  For example, requesting to start work 10 minutes later in the morning to take 
children to school, and working this time later in the day. 
 
JOB SHARING 



 

Where two people share a job and the associated responsibilities, salary, holidays etc. 
 
TERM TIME WORKING 
Allowing employees to take unpaid leave during school holiday periods, or reducing working 
hours during such times. 
 
BREAKS FROM WORK 
Apart from the more common types such as maternity, paternity, or adoption leave, 
Aberlour can offer a variety of other breaks, such as unpaid career breaks and sabbaticals, 
and a variety of study arrangements. 
 
COMPRESSED HOURS 
Some employees work their total number of contracted hours over fewer days.  In 
residential services the shift systems can allow staff to work a late shift, a sleepover shift, 
and an early shift – staff report that this suits them since it then gives them a number of 
days off in a row, while the children in their care see the same person when they go to bed 
as they do when they awake the next morning. 
 
PART-TIME WORKING 
About one in three of Aberlour’s employees are part-time –from 4 hours per week to over 
30 hours per week, and includes arrangements made on a temporary or time limited basis. 
 
WHAT ELSE IS AVAILABLE? 
This leaflet can only offer examples of the types of arrangements that are possible.  Clearly 
what is possible is limited by the need to ensure that our services are delivered effectively.  
For example, if a teacher asked to work night shift it is likely that we would have to refuse 
since the demand for their work does not (currently!) exist at night.  Similarly, jobs with no 
shift pattern are not common in our residential projects since the demand is there 24 hours 
per day. Aberlour is, however, committed to exploring with all employees any request they 
might make for flexible working, and undertakes only to refuse an application on clear 
business grounds.  In doing so we believe that we will have a more motivated and 
productive workforce, as well as: 
 
• maximised available labour  
• making employees feel valued  
• a loyal and motivated workforce in a less stressful environment  
• attracting a wider range of candidates such as older; part-time workers; carers  
• increased productivity  
• professionally qualified staff 
• reduced absenteeism 
• the reputation of being an employer of choice  
• retaining valued employees  
 
 



 

HOW DO I APPLY? 
Where there are clear possibilities for flexible working these will be shown in our 
recruitment adverts and materials and will be discussed with you during the selection 
process.  Even if we haven’t identified specific ways of working you should feel free to 
explore these during the process.  Clearly there will be times when flexibility is limited but 
we will do our utmost to give an indication of this. 
 
If you are already in post and wish to consider flexible working, please contact your 
manager or the Human Resources team at Head Office for more information and a copy of 
our policy and procedure. 

  

   
                                                 
 


