FUTURE

FOUNDATIONS

NCS Phase Director

Application Information Pack including

Job Description and Person Specification



3

FOUNDATIONS

INTRODUCTION

Hello and thank you for your interest in joining the Future Foundations team.

Our mission at Future Foundations (FF) is to inspire young people to achieve their
full potential and become leaders in their lives and within society.

Our vision is a society where all organisations are led by socially conscious people,
with every young person making the transition into adulthood with the
foundations they need for their future.

FF is an independent training organisation which believes in the power of people.
We have worked with over 10,000 individuals between the ages of 10 and 24 in
the last ten years and have established a reputation for impact, for our incredible
facilitators, and for our ability to motivate young people to achieve their full

potential.

In our 13th year, FF is at an exciting and critical point in our growth and

development.

We are looking for a hardworking, experienced people to coordinate the
engagement of NCS participants and join the Summer 2019 NCS Team.

To give you a deeper insight into FF and the role, this application pack includes
further information about the company, the job description, the type of person
we’re looking to find and the remuneration and benefits package for the position.
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We look forward to receiving your application.

Jon Harper Pete Cuff
Chief Executive Officer Chief Operating Officer

OUR PRINCIPLES

Our approach to the design and delivery of our programmes is guided by our
principles. We challenge our facilitators and the young people we work with to
commit to these principles, which we believe are pivotal to becoming leaders in
their lives and society. We also live and breathe these responsibilities in our

working environment: we practice what we preach.

@O0

Take Pursueyour Be Contribute your Enjoy the
Responsibility Passions Authentic Talents Journey
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OUR CLIENTS & PARTNERS

Future Foundations is proud to work with a wide variety of organisations, from
government department and directly funding government programmes,
companies and not for profits, universities and colleges, and schools up and down
the UK and internationally.

Here are just some examples of our clients, and a full list can be found on our

website.
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JOB DESCRIPTION

Do you want the experience of a life time? Join the NCS Summer Programme to
become part of an amazing team that inspires and challenges 16-17 year olds.

About NCS:

National Citizen Service (NCS) is a fantastic programme which brings together 16-17 year olds from
different backgrounds to learn new skills and to make a difference within their local communities. NCS is
an inclusive, part-residential programme aimed at increasing participant’s leadership, teamwork and
communication skills as well as developing trust, responsibility, understanding and empathy. Young
people work in teams of up to 15 over four week to develop skills to undertake an impactful social

action project in their local community.

Summary of Role:

To oversee full management of Phase 2; overall responsibility for delivery, quality, safeguarding and

overall management of operations at the Phase 2 venue

This will include, but is not limited to; organising the staff rota of responsibilities and duties, liaising with
external providers to facilitate sessions, responsibility for the setup at the venue, and oversight of all

H&S, welfare and Safeguarding on site.

This role involves the setup of the site ahead of the YP arrival on the first Monday lunchtime, clear down
and set up at the end of each week. The Phase Director will be responsible for setting up all policies and
procedures on site, as well as ensuring compliance with venue/ site specific procedures. You will be the
main contact for the permanent NCS team and have the overall responsibility for Health and safety at

this venue.
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This role is ideal for someone who enjoys working with young people, managing staff, a keen attention

to detail and operations. This role is fully residential and working hours are Monday - Friday

Reporting To: NCS Project Managers and Head of Programmes. As well as working with the Designated

Safeguarding Officers

Location:

NCS summer 2019 phase 2 venue is Worksop College, Worksop.

Available Phase 2 dates:

Programme Phase 2 dates

Wave 1 1st - 5th July
Wave 2 8th — 12th July
Wave 3 15th — 19th July
Wave 4 22nd — 26th July
Wave 5 29th July — 2nd Aug
Wave 6 5th — 9th Aug

Phase Directors are paid per week of work and are able to request / work multiple weeks.

Please note that after submitting your application for this role you will get sent an additional

information email where you can state your availability,
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Remuneration:

The remuneration is £560 per week.

The £560 weekly rate is for 5 days work. Young people will be on site Mondays at approximately 11am
to Fridays at 12pm. You will be expected to complete any additional set up of the Phase 2 site from
8.30am Monday morning in advance of young people arriving and clear it down when young people

leave site (Friday afternoon).

This role is fully residential so accommodation and food will be provided Monday- Friday.

Assessment days will be held on:

e Saturday 23rd February - Chesterfield
e Saturday 16th March — Newark
e Sunday 7th April - Chesterfield

All staff must attend one assessment day, either in Newark or in Chesterfield. For the Phase Director

role we may ask you to attend and interview instead of the Assessment Day.

Phase Directors may be asked to work at assessment days as an assessor and this will be paid

additionally.

Mandatory Training dates:

e Compulsory residential staff training weekend — Friday 14th June (evening: 5.30pm) - Sunday
16th June

e Training will be held at Kingswood Dearne Valley and all staff are expected to attend the whole
training weekend
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Wave Manager/Phase Director training day in Chesterfield

e Sunday 19th May in Chesterfield

Safeguarding and Behaviour training day

it is mandatory for all staff to attend to one of the dates listed below:

e Saturday 27th April - Chesterfield
e Saturday 18th May — Newark

Phase Directors may be asked to complete a higher level Face-to-face or online Safeguarding course

before Summer

NEW FOR 2019: Mandatory training will paid separately — Phase Directors will be paid an additional
£240 on completion of the 4 days training outlined above. Phase Directors may be asked to lead

training instead of attend the sessions and this will be paid separately instead of the above.

First Aid Training

Any staff who do not currently hold an Emergency First Aid at work Qualification or equivalent will be
expected to attend this First Aid training session or arrange their own. Staff will not be paid to attend
this course but Future Foundations will pay for the qualification for staff attending on the First Aid
training we have arranged. If you choose to arrange your own training, Future Foundations will not

cover the costs of this qualification.

e The Future Foundations First aid training will be held on Saturday 22nd June in Chesterfield

We expect all staff to attend the training or arrange their own training. It is a requirement that all our
staff hold first aid at work qualification. Please include in your application if you already have a valid First

Aid Certificate.

OUR MISSION [S TO

TO ACHIEVE THEIR FULL POTENTIAL



3

FOUNDATIONS

Completion of e-learning pre-programme

This is a mandatory requirement from the NCS Trust, and no staff can go out on programme without

having completed all online modules

FF deadline for completion is 9th June 2019

Expected outcomes from the role:

To support the participants to want to commit to and give 100% to the programme.

To have participated fully and enthusiastically with the participants and maintained the
professional face of the FF-NCS programme.

e To keep the Future Foundations and NCS values at the heart of all your work

e To ensure the venue is safe and secure, following proper risk and safety protocols

e To ensure that pastoral care is of a high quality to support YP's on a challenging week

e To ensure the Venue logistics allow the programme to run smoothly

e To have high quality delivery of FF sessions

Main Responsibilities:
Staff Training

e To lead session on Staff Training weekend
e To work with/ alongside the Senior Leadership Team in managing the event
e Welcoming staff and representing FF values

Safeguarding

e The main contact on site for Safeguarding issues (The Safeguarding Lead for NCS)

e Follow FF and NCS procedures on reporting and investigation, reporting into the DSO
e Weekly Safeguarding Case call with the DSO on any concners or open investigations
e Where appropriate to be in contact with the LADO or any other agencies

e Leading to ensure high quality pastoral care

e To oversee and ensure the inclusion, safety, support and general welfare of the team
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e To oversee the management of, and support staff in dealing with any difficult, challenging or
concerning behaviour. Ensuring that staff understand how to deal with behaviour and the
procedures of support. All behaviour management will need to e coordinated and supported
by the Wave Manager

e Leading additional training as required to ensure standards are met

e Where there are concerns about staff, ensuring these are reported to the DSO

e To oversee or delegate the supervision of any visitors to site in line with FF policies

Line Management

e Direct management of a team of volunteers. They will need to be given clear responsibilities, a
rota and management of their daily routine to ensure they take breaks and go to bed

e Ensure they have pastoral care

e Ensure they are housed appropriately based on age/ gender with suitable bathroom facilities if
they are under 18

e Overall management of the staff on site

e Management of the Site Rota, and ensuring staff are performing to expected levels

e Support the Wave Manager in management of staff, as well as being involved with any staff
disciplinary action

e Lead on Quality Assurance of staff, and Performance Improvement Plans

Programme Delivery

e Lead plenary sessions alongside the Wave Manager

e Conduct staff meetings daily

e Lead on Quality Assurance; observing session, giving feedback and supporting staff development

e Deliver additional staff training where required, to individuals or to the whole

e Liaising with the Senior TL and TM to support staff

e Ensuring sharing of best practice and support of best delivery

e To plan site scavenger hunt for day 1

e To contribute to regular surveys and feedback sessions over the programme as part of the
evaluation process.

Operations and Logistics

e Setting up the Phase 2 venue prior to the YP's and staff arriving
e Preparing and completing site checklists and inventories before young people arrive
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e Planning and overseeing all venue logistics including all rooming plans

e Liaison with all Phase 2 venue staff, ensuring the smooth running of the programme

e To be ultimately responsible for the care of the Phase 2 venue, ensuring checks are completed
on a daily basis

e To work cooperatively with the Wave Manager and assist with staff briefings

e Leading a site introduction, Health and safety talk with all young people and oversee site tours
and rooming on day 1

e To be supportive of all staff

e Management of any incidents on site, including sending a YP to hospital

e Management of Critical Incidents on the ground as appropriate and with the support of the
Senior Management Team

e To appropriately report all incidents and complete necessary paperwork

e Ensuring that all Risk Assessments are in place or created as required

e Managing Health and safety on phase 2 sites

e Working with the Wave Manager or NCS Programme Managers to ensure that participants stay
on the programme, and eventually graduate.
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PERSON SPECIFICATION

Skills and experience
Essential

e Experience working with Future Foundations and/or NCS programmes

e Working with teenagers from a diverse backgrounds and social mix

e Working with challenging and confrontational behaviour

e Engaging and developing the respect and attention of a group of 16-17 year olds

e Working or volunteering with young people in a residential environment

e Delivering and leading sessions with an understanding of group dynamics

e Managing projects and administratively keeping records and handling sensitive data

e Working in a fast-paced and demanding environment

e The ability to adapt, improvise and overcome

e Experience of planning/managing large venues

e The ability to inspire and motivate individuals and teams to bring out and maximise their
potential

e Strong organisational and decision making skills

e A clean driving licence

Desirable

e Experience of working directly with young people with disabilities or where English is their
second language

e A current first aid qualification

e Own car with business insurance

Personal Attributes

e A passion and enjoyment around working with teenagers

e A natural problem solver who is solution focussed

e Solution based thinker — Natural positive mind-set

e Natural people person, good at bringing the best out of people

e Ownership — ability to take ownership of tasked areas of responsibility

e Ability to empathise with teenagers and refrain from making judgment or bringing prior
negative experiences into a clean working environment

e Willingness and openness to learn new skills and ways of working with young people.

e Ability to remain calm and collected and manage a team whilst tired or stressed
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e Must be willing to participate fully and enthusiastically in the outdoor activity week which
includes camping, survival skills and other challenging outdoor activities

The role will require an enhanced DBS disclosure check and an understanding of Safeguarding.

This role requires the staff member to be over-18 years old to be eligible due to the roles and

responsibilities involved.
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APPLICATION PROCESS

Please apply through our work packs if you have worked for us previously OR on our website:

https://www.future-foundations.co.uk/join-our-team/

There are six waves (six separate programme start dates). You only need to apply once for the role

advertised, we will then contact you to see which waves you are available for.

Applications are reviewed on a rolling basis until positions are filled so we suggest you apply early to

avoid disappointment.

Please note: This role is offered subject to Ingeus, our Regional Delivery Partner, recruiting the forecast
participant numbers. We will advise if we believe they are unlikely to be able to reach their predicted

numbers.

All job offers are conditional on satisfactory completion of all pre-employment checks including
references, health and criminal record checking. On invitation to interview/assessment day you will be
required to complete a Self-Disclosure form and bring identity documents. Please refer to our full safer

recruitment and safeguarding policies hosted on our website: https://www.future-

foundations.co.uk/what-we-do/managing-safety/our-policies/

Contact us:

If you have any questions about this role please contact Amy Wadsworth, NCS Programme Manager, by

emailing amy.wadsworth@future-foundations.co.uk

Good luck with your application!
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Safeguarding Statement

Future Foundations works with children as part of its activities.

Our full policy can be read online Safeguarding Policy

We believe that:

* children and young people should never experience abuse of any kind
* we have a responsibility to promote the welfare of all children and young people, to keep them
safe and to practise in a way that protects them.

We recognise that:

¢ the welfare of the child is paramount

* all children, regardless of age, disability, gender reassignment, race, religion or belief, sex, or
sexual orientation have a right to equal protection from all types of harm or abuse

* some children are additionally vulnerable because of the impact of previous experiences,
their level of dependency, communication needs or other issues

e working in partnership with children, young people, their parents, carers and other agencies
is essential in promoting young people’s welfare.

Safe Recruitment

The safety and well-being of young people on our programmes is our top priority, and we take all
reasonable and sensible measures to ensure they are kept safe from harm. We operate a Safer
Recruitment policy which ensures that all our staff are committed to safeguarding and promoting the
welfare of children.

All applicants must:

«  Explain any gaps in their employment history
*  Explain satisfactorily any anomalies or discrepancies in the information given
»  Declare any information that is likely to appear on a DBS disclosure through a Self-

Disclosure Form
. Provide a minimum of 2 references including a previous employer
*+  Complete and Enhanced DBS check

Please also refer to our full Safer Recruitment Policy
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