Job Reference:
Job Title:
Location:
Salary:
Contract:
Closing date:

btb/Glasgow
Support Workers
Glasgow Care at Home Services
£9.00 per hour
various hours available
open

Blackwood are currently recruiting Support Workers to join our team, providing personal care for our
customers in their own homes across Glasgow. This Information Pack provides you with all the necessary
details regarding our organisation, the job role and how you can apply.
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HOW TO APPLY
Candidates should complete an Employment Application Form, an Equal Opportunities Monitoring
Form and a Rehabilitation of Offenders Act Form. There is further guidance to assist you in this process
on page 12.
APPLY ONLINE TODAY!
Visit our Careers section on our website – https://www.blackwoodgroup.org.uk/careers where you can
apply online for one of our current opportunities today.
RECEIVE A FORM THROUGH THE POST
If you would like an application pack issued by mail please either call us on 0131 317 0160 (24-hour
line), and quote the job reference number or send an email request to our Careers mailbox,
jobs@blackwoodgroup.org.uk.
SUBMITTING YOUR APPLICATION
For any applications not completed on our website, all other completed applications must be
returned to our Head Office at the following address, with the envelope marked as Private and
Confidential:
HR Department, Blackwood Homes and Care, 160 Dundee Street, Edinburgh, EH11 1DQ
Or by email to: jobs@blackwoodgroup.org.uk
Please do not send your application form to any other Blackwood address. A member of the HR team
will confirm receipt of your postal application via email.
ENQUIRIES
For further enquiries, please do not hesitate to contact a member of the HR team by calling us on 0131
317 7227 or alternatively you can drop an email to jobs@blackwoodgroup.org.uk.
RIGHT TO WORK IN THE UK
Blackwood must check under the Immigration, Asylum and Nationality Act (2006) that anyone to
whom they offer employment has the right to work in the UK. All applicants MUST provide
documentation to evidence your eligibility to work in the UK if invited to interview and bring along to
the interview day. This could be a UK Passport, Birth Certificate, Visa or Residency Permit. For a full list of
acceptable right to work documents please refer to Appendix 1 on pages 16-17.
Blackwood complies with all legal obligations for right to work checks and photocopies will be taken
by the recruiting panel in your presence to confirm right to work.
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COMPANY INFORMATION

Blackwood is a leading housing and care provider, specialising in services for people with disabilities
across Scotland. Founded in 1972 by Dr Margaret Blackwood, the organisation is entirely focused on
creating personalised and individual solutions to help people live their lives to the full.
With over 1600 properties, 4 care homes and over 500 employees, Blackwood operates in 29 out of 32
local authorities providing homes, care and support for individuals with physical disabilities, long term
conditions, sensory impairment and learning disabilities. We also provide care services to elderly
customers who require additional support to enable them to live in their own homes.
Blackwood’s teams are friendly, committed, motivated and trained to the highest level, which ensures
the best possible outcomes are achieved for our customers.
Blackwood’s three regional offices in Stirling, Glasgow and Aberdeen provide a great base for a unique
and streamlined housing and care service. Being closer to our customers ensures we are in the best
position to support people at a personal level and enable them to live their lives to the full.
We have accessible and modern bespoke housing aimed at providing great value to people with a
range of disabilities and housing needs.
Our Care Inspectorate grades have been consistently very good and excellent, and we are determined
to maintain this high standard of care.
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BLACKWOOD PROPERTIES AND HOUSING DEVELOPMENTS
Aberdeen

Hamilton

Airdrie

Huntly

Alexandria

Hurlford

Arbroath

Invergordon

Armadale

Inverness

Ayr

Kilbirnie

Bishopriggs

Kilmarnock

Brechin

Kirkcaldy

Bridge of Allan

Larbert

Bridge of Earn

Largs

Broxburn

Livingston

Buckie

Methil

Cambuslang

Montrose

Carluke

Musselburgh

Clydebank

Oban

Coatbridge

Paisley

Denbeath

Peebles

Dingwall

Penicuik

Dumbarton

Perth

Dundee

Port Glasgow

East Kilbride

Prestwick

Edinburgh

Renfrew

Elgin

Rosyth

Ellon

Rutherglen

Falkirk

Sauchie

Forfar

Stirling

Forres

Stranraer

Fort William

Uddingston

Glasgow

West Calder

Glenrothes

Wishaw

Greenock
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BLACKWOOD CARE SERVICES

Care Homes
Raeden Court, Aberdeen

Care at Home Services
Aberdeen
Glasgow

South Ayrshire

Belses Gardens, Glasgow

Angus

Inverclyde

South Lanarkshire

Maclehose Court, Greenock

Dundee

North Ayrshire

Stirling

Broom Court, Stirling

Edinburgh

Perth and Kinross
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OUR VALUES

Blackwood lives by four core values to ensure everything we do as an organisation and as
individuals demonstrates integrity and accountability.
These values are now embedded within our culture - employees know them, customers know
them, and we want to work with partners and suppliers who also share these values.

Taking Responsibility
• Takes ownership for their behaviour, performance and quality of work.
• Works together with colleagues and customers to achieve positive outcomes.
• Takes responsibility for their own personal development.
• Demonstrates personal flexibility, embracing change in a positive way.
• Asks for help when needed & provides support to others.
• Adheres to organisational values, policies and procedures.
Open and Honest
• Communicates clearly and openly with others.
• Is open to and actively seeks feedback, listens and responds accordingly.
• Shares relevant information in a timely manner.
• Is confident to speak up and share their views with others.
• Supports innovation and creativity through the sharing of knowledge and ideas.
• Builds and develops trust.
Keeping our Promises
• Demonstrates an understanding of customer needs and expectations.
• Provides a high-quality service and strives to exceed expectations.
• Displays a can-do attitude even when facing challenges.
• Follows regulatory and organisational codes of conduct, being a role model for others.
• Delivers on promises.
Respect and Understanding
• Acts with integrity and professionalism.
• Creates a positive working environment that is inclusive to all.
• Understands how their behaviours can be interpreted and considers the impact on others.
• Works well with people who have differing backgrounds, views, ideas and perspectives.
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ABOUT OUR SERVICE – GLASGOW CARE AT HOME

Glasgow Care at Home Services operate across the city, operating in the following local communities:
Cardonald, Mosspark, Hillington, Penilee, Shawlands. Our local base is at Belses Gardens in Cardonald
which is Blackwood’s Glasgow Care Home.
Care at home service teams support customers in their own homes and support is delivered either
individually or working with another team member. Drivers are preferred but not as essential as you will
have the ability to walk between our customer’s homes in the community. Glasgow Care at Home
Services teams report to a Team Leader and all Support Workers are given a company mobile phone
so you can keep in contact with the local management team while you are on shift.
Blackwood offers personalised and individual packages that can each range from a few hours a week
to several visits a day. We provide personal care services to customers such as getting out of bed,
personal hygiene, dressing, getting ready for bed and medication assistance as well as occasionally
assisting with daily living tasks such as laundry, cleaning and shopping, attending appointments.
Our care at home service operates from 8am-9.15pm, 7 days a week, 365 days a year. We, therefore,
require candidates to be able to work from early mornings and evenings through to weekends and
public holidays to deliver care and support packages to a high standard. Your earliest shift could start
at 8am with latest finish usually being at 9.15pm.
You are welcome to contact our local team on 0131 317 7227 to talk about Relief Support Worker
opportunities. Please ask to speak to a member of the Human Resources Team in the first instance.
08

JOB PROFILE
POST:

Support Worker

RESPONSIBLE TO:

Team Leader and Management Team

KEY DELIVERABLES:

✓ Responsible for the day to day care of Blackwood’s customers delivering personalised and
outcome based care, allowing customers to live full and active lives.

✓ Provide dedicated support to a customer, ensuring their personal support plans, reviews, and all
relevant administration are delivered in close collaboration with the customer’s family and
representatives.

KEY OUTCOMES:

✓ Customers live their lives to the full
✓ Customers receive high quality personalised care
✓ Customers and their families and representatives are actively involved in the decisions that impact
on their care

RESPONSIBILITIES:

✓ Responsible for delivering agreed personal care and support to service users in line with their
personal support plans, that enables and encourages customers to live full and active lives.

✓ Ensure the needs, aspirations and requirements of individuals are met through an effective system
of person centred planning, service user’s assessments, personal plans and risk assessments.

✓ Support the Team Leader in the preparation of care plans and in communicating with the
customer’s family, ensuring an outcomes based approach to the delivery of care.

✓ To promote, enable, encourage and facilitate service users’ choice, citizen rights and participation
in their neighbourhood.

✓ To contribute to customer support planning and review, ensuring service quality and performance
of service delivery is maintained and enhanced.

✓ To promote the health and welfare of customers.
✓ To work in partnership with customers, and their representatives, to ensure they are supported in
being involved, as far as they wish, in their support, the operation of the service, Blackwood and the
wider community.

✓ To work in accordance with Blackwood's philosophy, values, policies and procedures to meet their
objectives and the requirements of the individual people being supported.
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✓ To work within the Health and Safety Act and regulations, relevant Care Standards, Social Services

Council Codes of Practice and Conduct, other legal and contractual obligations and Blackwood’s
policies and procedures and financial budgets.

✓ To ensure proper records are maintained as required of all relevant activities.
✓ In line with Blackwood’s training and development policy it is expected the post-holder will
maintain a high level of professional standards. This includes the post holder’s personal
responsibility to maintain appropriate registration with the Scottish Social Services Council.

✓ To contribute to personal and professional development through coaching, supervision, regular staff
meetings and appraisals and to respond positively to change.

✓ To work flexibly where required to help meet service demand.
✓ To undertake such other reasonable duties consistent with the scope and purpose of the post as
may be instructed by the Regional Managers, Director or Chief Executive.
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PERSON SPECIFICATION

Desirable

SUPPORT WORKER

Essential

Value of
Criteria

EXPERIENCE & QUALIFICATIONS
Relevant professional or personal experience in either health or social care,
homecare, home help or related service





Relevant vocational qualification (SVQ 2) or commitment to work towards achieving





KNOWLEDGE, SKILLS & ABILITIES





Knowledge of disability/ elderly care/ issues





Ability to deliver basic personal care skills – maintaining personal hygiene, assistance
to use toilet, eating and drinking, in line with agreed personal support plan





Practical domestic / housekeeping skills





Good communication and listening skills





Good awareness of health and safety in the home/workplace









Ability to work without constant, direct supervision, seeking support from line
manager as required





Basic financial abilities – assist in planning domestic budget, paying bills, in line with
agreed personal support plan









Ability to demonstrate empathy with and commitment to the organisation’s values





An awareness of confidentiality





Empathy with service users and their family





Open and flexible approach to meet people’s needs



An awareness of the rights of service users



Honest and trustworthy



Respect for the opinions, values and beliefs of others



“Good Neighbour” skills (social skills, interaction with service users, advice etc)

VALUES & ATTITUDES
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PAY, BENEFITS & ENTITLEMENTS
PAY
Blackwood are a Scottish Living Wage employer and the hourly rate for this role is £9.00 per hour.
HOURS OF WORK
For Blackwood care services, full-time employees work an average of 37 hours per week, all other
working hours are dependent on the contracted hours offered. All relief staff work variable hours in line
with business needs.
HOLIDAYS
The annual holiday year for all staff will run from 01 April to 31 March with a total of 34 days being
provided annually. The annual leave allowance is 22 days plus 12 days public and local holidays, pro
rata for part-time hours. Some flexibility is offered as to when public and local holidays are taken. Relief
workers are entitled to the statutory minimum holidays.
PVG/SSSC
All care and support employees are required to join the PVG Scheme and register with the SSSC. These
registration fees are paid by Blackwood.
TRAVEL
Travel expenses and travel time between customers for are paid. A mileage allowance is also paid when
the employee uses their car on the business of Blackwood. Mileage is paid at 0.45p per mile.
WORK LIFE BALANCE
Blackwood promotes work life balance in relation to working hours. Our standard working week is 37.5
hours. [We offer flexi time and the opportunity for flexible and occasional home working.]
PENSION SCHEME
Blackwood operates the NEST pension scheme for the benefit of its employees. Employer contributions
are 4%, with a further contribution of 4% from the employee. All employees are automatically enrolled
in the scheme once their earnings exceed the lower earnings limit.
LEARNING AND DEVELOPMENT OPPORTUNITIES
Blackwood is committed to the development of all our employees and provides significant opportunities
to undertake additional qualifications. You will be given a comprehensive learning and development
programme that includes paid local and corporate induction days, manual handling training, e-Learning
and shadow shifts.
LIFE ASSURANCE
A lump sum benefit equivalent to twice annual salary is provided at no cost to the employee.
SICK PAY
Employees are eligible for enhanced payments during periods of sickness absence on completion of
the probationary period. These are on a graded scale based on length of service. The maximum
entitlement after 5 years is 26 weeks full pay and 26 weeks half pay.
CHILDCARE VOUCHER SCHEME
Blackwood operates this scheme with Imagine
www.employeebenefits.coop/childcare-vouchers/

Co-Operative

Childcare

voucher

scheme;

UNIFORM
All Blackwood care and support employees will receive two polo shirts and personal protective equipment
to undertake their role.
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PHONE
Blackwood equips all employees with a company mobile phone on completion of induction and training.
EMPLOYEE ASSISTANCE PROGRAMME
Access to LifeWorks portal for all employees to help during times of personal issues at work or at home.
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GUIDANCE FOR COMPLETING THE APPLICATION
These notes are intended to help you present your application so that we understand how closely you
fit what we are looking for. Please read the guidance carefully and refer to it as you complete the
application form.
PERSONAL DETAILS
We ask whether you are a friend or relative of any current or former Blackwood employees, Board
members or customers because Housing Associations are legally required to identify and record this
information, to prevent any suspicion of favouritism. Being related to employees, Board members or
customers does not prevent you from being employed with us – but failure to disclose such a relationship
would. If in doubt, ask us.
REFERENCES
Please provide employment references, not character references. Your referees should be your two
most recent employers, including your current employer if applicable. Make sure that you give the
employment address of your referees, not their home address.
References from relatives, close friends and partners are not acceptable. If your current or previous
employer happens to be a relative, close friend or partner, please let us know, so that we can discuss
with you whether to approach someone else for a reference instead.
We will generally only take up references when we have decided to make an offer of employment. If
there is some reason why you are concerned about the reference you might get from one of your last
two employers, we will be happy to discuss that with you before approaching them. However, we will
not provide an unconditional offer of employment if we are unable to confirm the information you have
given about your most recent employment.
If you have not previously held two jobs, or if they were a long time ago, or if you have been in education
or doing voluntary work rather than paid employment, we will be happy to take references from (for
example) an educational establishment or a voluntary group instead.

GUARANTEED INTERVIEW
As a Disability Confident Employer, we shall interview all disabled candidates who meet the minimum
requirements for the post. If you tell us that you are disabled, we will ensure that we make reasonable
adjustments during each stage of the recruitment and selection process and if you join us, to where
and how you work.

EMPLOYMENT
All candidates must firstly provide current employment details in the Employment Record section, only
leaving blank if currently not in employment. Blackwood then requires a full employment history in
chronological order including part time and voluntary employment, detailing start/end dates, reason
for leaving and explanations for periods where you are not in employment or in education/training.
Also highlight whether any roles were temporary, so that we can see why you may have moved jobs.
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If you have had periods of unemployment, or if you have been out of the employment market for any
significant time, for whatever reason, please make sure that this is clear – it won’t prevent you from
being appointed, but it might be something we want to discuss at interview.

EDUCATION AND TRAINING
Starting with the most recent qualification, we only need summary information, for example, about the
number of exams passed and at which level or grade.
For example, if you list “Higher Grade” in the subject line, you can put ‘4 including Maths and English’
in Obtained or Pending along with the awarded date. We don’t need a full list of all your exams and
grades, unless one or more of these qualifications are especially relevant to the post you are applying
for, in which case you can highlight this within the section outlining your suitability for the post.
For Further Education courses, if you have a qualification which is not a standard UK education
qualification such as HNC or degree, please explain what level that qualification equates to. This is
useful if you have gained qualifications from overseas.

SSSC OR NMC REGISTRATION AND MEMBERSHIP OF OTHER PROFESSIONAL BODIES
Under Registration and Membership of Professional Bodies, we want to know about any professional
body you belong to, whether it is the Scottish Social Services Commission (SSSC), Nursing & Midwifery
Council (NMC) or any other relevant body. Please tell us what your membership grade is along with
your registration or membership number and the date from when you gained membership. Certain posts
in Care and Support are dependent on SSSC membership as a condition of employment, if you don’t
currently have membership, but meet the registration criteria; Blackwood will pay your registration fees.

DECLARATION OF SANCTIONS
Candidates must declare any sanctions issued by regulatory bodies such as the Scottish Social
Services Commission or Nursing & Midwifery Council as any such sanctions could impact your ability to
practise safely. Blackwood may reserve the right to terminate employment at a later date if there is
found to have been a failure to disclose any finding by a regulatory body or declare any conditions
that apply to current registration.

SUPPORTING STATEMENT
This is one of the most important sections of the application form, and it is crucial that you understand
what we are looking for so that you can present your application in the best way. CVs are not
accepted.
We shortlist candidates for interview against the person specification. This sets out what we think are
the essential and desirable knowledge and experience, qualifications, skills, qualities and abilities for
the job role. When we shortlist, we assess how you meet the requirements set out in these areas.
Please refer to the person specification on page 10 that outlines the essential and desirable criteria for
the post to which you are applying.
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It is important that you demonstrate what the person specification sets out. For example, if we said
that good customer service skills were essential, we would like you to explain in what ways you display
these skills and how you would apply that to the job role. Think about how you would ‘sell’ those skills to
us to meet the criteria?
Strong example
“I have worked in customer service environments for the last 5 years. With my most recent employer, I
am a sales assistant in a fast-paced department store where I serve high numbers of customers during
busy times of the day, up to 15 customers in an hour. I build a rapport quickly with customers, so that I
can quickly understand their different needs and expectations, then recommend suitable purchases in
a timely manner before giving them time to consider their choices. I have learnt how to communicate
to a broad customer base, adapting how I communicate to suit the needs of the individual customer,
and by being able to multi-task during high pressure times I remain calm and professional at all times.
My customer satisfaction figures are consistently within the top 5 for the whole store, and I have
exceeded my targets for the last 12 months in a row. I was recently awarded employee of the month
in a company competition after I received several customer compliments on the level of high quality
service provided. An example I would like to give is where I assisted a lady with limited mobility in the
store, escorted her around the display stands and asked a colleague to take her bags into a taxi.”
When describing this experience, this answer has explained what the applicant’s responsibilities were,
what they learned, and evidenced achievements in the role by providing a specific example. This
applicant has demonstrated what transferable skills they gained during their most recent employment
as well as the key qualities and values that they have as an individual.
Weak example
“I deliver high level of customer service by covering lunch breaks for my team and helping whilst the
manager is on day off. My manager always says that I am good at serving customers and helping my
team members. I work in a team of eight people on busy days and carry out tasks set by my manager
on time. Last month, I won a competition for highest sales within my team”.
This example would fall short of evidencing how the applicant might meet the good customer service
skills element of the person specification. The candidate has not been able to demonstrate their skills
or behaviours. What did they do to deliver a high level of customer service? How did they help their
team members? What did they do to enable them to win the competition for highest sales within the
team? What skills and techniques did they demonstrate that contributed to them being successful?
When writing your application, aim to address each element of the person specification where you
can. It is much easier for us to understand whether someone meets our requirements if they set out
their application in this way.
If you don’t consider the person specification you may forget to tell us about your many strengths that
would be useful in this role.
You may think there are some parts of the person specification that you don’t meet. You might want
to think about whether you have acquired this experience or demonstrated this skill other than in paid
employment – maybe in voluntary work, on an educational assignment, or in your private life. If so, put
it down.
But if you really don’t meet part of the person specification, don’t make it up. We will consider
whether your current strengths make you a suitable candidate, and help you develop new ones.
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FURTHER HELP AND GUIDANCE
If you need any further help when completing your application or have any questions, please do not
hesitate to contact the HR department on 0131 317 7227.
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