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ABOUT TURNSTONE SUPPORT
Turnstone Support provides a wide range of innovative support services for more than three hundred people with learning disabilities, autism and mental health needs. Established in 1990, Turnstone is a registered provider of residential care and an accredited provider of domiciliary care operating throughout Buckinghamshire, Milton Keynes, Berkshire and Surrey.
Turnstone’s philosophy is to enable people to lead their own lives and achieve their goals using a person centred approach. Services are tailored to meet individual needs and to maximise independence.    
Communication is key to the support we provide; we ensure that staff have the skills and understanding to support service users in their preferred method of communication.
A wide range of services are provided from registered care and supported living to community support, day and leisure opportunities.

We are fully committed to working in partnership with all stakeholders e.g service users, families/carers, funders, social services and health to ensure a full range of care and support options, tailored to meet individual need.

Turnstone Support works with a range of housing providers to ensure the provision of the best quality accommodation.

We are committed to a high level of service user participation and involvement, this can be demonstrated through our:
· Service User forums/ consultation groups

· Service user involvement in recruitment

· Quality feedback

· Communication group

· House meetings

Turnstone has an excellent track record of meeting and exceeding the targets set by our regulatory bodies for training and development.  We are committed to training and developing staff and have an active succession planning system in place.

Services are continually monitored and reviewed, taking into account feedback from all key people and keeping up to date with best practice.  This enables services to evolve over time and provide opportunities for service users to meet their goals.

We are proud of the services we provide and continually find ways to improve it.  We believe that being open and honest about what we do makes us accountable.  This builds up trust with the people we work with which enables us to find ways of providing a better service tailored to individual needs and personal wishes.

Your Application and the Recruitment Process

This information is designed to assist you with your application and to explain the process that we will use to select the most suitable applicant for the post.

Read the job information carefully before completing the form

The job description lists the main duties of the post and the person specification describes the skills, experience, and if relevant, qualifications we are looking for.

Completing the Application Form

Turnstone Support aims to be an Equal Opportunities Employer and requires the same range of information for all candidates to be submitted on a Standard Application Form.

Addressing the Selection Criteria

Think about why you want this job and what experience and skills you have to offer.  These may be from previous employment (paid/voluntary/domestic), study or general interests and life experiences.  Try to address the person specification and describe how you are able to meet the stated criteria. Write down what you are able to offer the organisation and why we should consider you for the vacancy. 

If you find this section difficult to complete, please do not hesitate to contact us for assistance on 01753 777438.  We would much prefer you to call us than to simply decide not to continue with your application.

Returning the application form

Please ensure that all sections are fully completed and the declaration signed.  If additional space is needed, please continue on separate sheets of A4 paper. 

Shortlisting and interviews

After the closing date the application forms are read carefully.  People who best meet the requirements of the Person Specification will be called for interview.  

References
We do not usually take up references in advance of interviews. However, any offer of employment made by us will be subject to a minimum of two written references, covering the last three years of your employment, before it is confirmed in writing. One should be from your current or most recent employer and the second from someone who can comment on your ability to do the job i.e. your previous employer or teacher. 

If you have not worked before or have not worked for some time, please give the names of people who have direct knowledge of your skills and aptitude, for example a voluntary organisation in which you have been involved, or one of your teachers or college tutors if you have recently been in education. If you have difficulty in providing two references please give reasons.

Guidance For Disclosure Applicants

As part of your application Turnstone Support will be applying for a Certificate of Disclosure from the Criminal Records Bureau.  The following guidance for Disclosure applicants is designed to help answer any questions you may have about this process.  

What is a Disclosure?

A Disclosure is a document containing information held by the police and government departments.  It can be used by employers and voluntary organisations to make safer recruitment decisions.  Disclosures are provided by the Criminal Records Bureau (CRB), an executive agency of the Home Office.

The Disclosure service offers organisations a means to check the background of the job applicants to ensure that they do not have a history that would make them unsuitable for posts they are trying to fill.  Disclosures will provide details of a person’s criminal record including convictions, cautions, reprimands and warnings held on the Police National Computer (PNC).  If the position involves working with children, Disclosures will also contain details from lists held by the Department of Health (DH) and the Department for Education and Skills (DfES) of those considered unsuitable for this type of work.  Depending upon the level of Disclosure, it might also contain information held by local police forces.

There are three levels of Disclosure: Enhanced, Standard and Basic.  We will be applying for enhanced disclosures for applicants.  

Enhanced Disclosures

These are for posts involving a far greater degree of contact with children or vulnerable adults.  In general the type of work will involve regularly caring for, supervising, training or being in sole charge of such people.  Examples include a teacher, scout or guide leader.  Enhanced Disclosures are also issued for certain statutory purposes such as gaming and lottery licences.

This level of Disclosure involves an additional level of check to those carried out for the Standard Disclosure.  An Enhanced Disclosure includes a check on local police records.  Where police records contain additional information that might be relevant to the post the applicant is being considered for, the Chief Officer of police may release information for inclusion in an Enhanced Disclosure.  Exceptionally, and in a very small number of circumstances (typically to protect the integrity of current police investigations), additional information may be sent under separate cover to the Countersignatory and should not be revealed to the applicant.

Why have I been asked to apply for a Disclosure?

You may have been asked for a Standard or an Enhanced Disclosure because you will be working with children or vulnerable adults; or will be working in an establishment that is wholly or mainly for children; or will be working in healthcare; or have applied to be a foster carer, adoptive parent or childminder.  There are also a number of other specified positions and professions for which a Disclosure can be required.  To find out more please contact the CRB information line on 0870 90 80 811.

Can I refuse to apply for a Disclosure?

There is no general obligation to apply for a criminal record check.  But other legislation such as the Care Standards Act 2002, make it compulsory to check the lists held by the DH or the DfES of those who are banned from working with children and vulnerable adults.  Turnstone can choose to withdraw the offer of a position if a candidate declines to apply for a Disclosure.

If you are shortlisted and invited for interview we will send you a form to fill in requesting a disclosure.  We would appreciate your co-operation in completing this form as soon as possible and returning it to us with your other details.
Equal Opportunities Policy
Statement of Intent
Turnstone Support recognises that as an organisation we operate in a society that discriminates against certain groups and individuals.  As members of that society we contribute (sometimes knowingly, sometimes not) to the attitudes, prejudices, stereotypes images and practices which are the cause of discrimination.

Turnstone Support seek to ensure that we do not discriminate in the recruitment and employment of salaried staff, volunteers and Committee members, and in the delivery of service.

Turnstone Support believes that passive policies in themselves do not provide equality of opportunity and fair treatment.  Turnstone Support is working towards implementing an equal opportunities policy through a programme of positive action.

Turnstone Support fully accepts the statutory requirements laid down in the Race Relations Act 1976, the Sex Discrimination Act 1975, the Equal Pay Act 1970 and the Disability Discrimination Act 1995, and in the absence of legislation aims to extend the spirit of these acts to cover other disadvantaged groups not currently protected by statutory requirements.

Turnstone Support aims to ensure that no person is discriminated against on the grounds of gender, race, ethnic or national origin, religion, disability, sexuality, class, age, marital status, responsibility for dependants or HIV status.

It is the duty of all employees and Committee members to accept their own responsibility for the practical application of this policy, and to challenge discriminatory behaviour in Turnstone’s work.
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