
 

 

 

 
 

APPLICATION FOR EMPLOYMENT 
 
 
Dear Applicant 
 
Re: Support Person Position 
 
Thank you for your recent enquiry. Please find enclosed the following: 
 
- Information about Michael Batt Foundation 
- Application Form 
- Job Description 
- Recruitment of Ex-Offenders. 
 
Please complete the application form in full and return it to me at the above address, 
ensuring that the CORRECT STAMP (1st or 2nd class LARGE if using A4 envelope) is 
used to cover the cost of postage. Failure to pay the correct postage may result in your 
application not being received by us. 
 
As you are applying for a position that will involve you working with vulnerable adults and/or 
young people, it is necessary for you to provide a complete employment history, giving 
explanations for any breaks in employment. Please continue on a separate sheet if 
necessary. 
 
If you are successful in your application you will be required to undergo an Enhanced 
Disclosure with the Disclosure and Barring Service. Applicants will be responsible for paying 
for their own Enhanced Disclosure, which will be refunded when the post is made 
permanent. Having a criminal record will not necessarily bar you from working with Michael 
Batt Foundation; this will depend on the circumstances and background of your offence(s). 
 
If you require any further assistance or guidance regarding your application, please do not 
hesitate to contact me on the number above. 
 
Thank you for your interest in Michael Batt Foundation. 
 
Yours sincerely 
 
 
 
 
 
Pam Hemstead 
Chief Executive 
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     JOB DESCRIPTION

 
 
 

 

Job Title:   Support Person 

 

          Responsible to:  Registered House/Team Manager 
 

Location:   Within Michael Batt Foundation   
 
 
 

Main Job Purpose 
 
The post holder will be responsible for the maintenance and monitoring of the delivery of support to people with 
learning disabilities within Michael Batt Foundation. 
 
The post holder is responsible for ensuring that all guidelines regarding the support of an individual are adhered 
to. 
 
The post holder represents Michael Batt Foundation and should always portray a positive image. 
 
The post holder is expected to work closely with a variety of statutory, voluntary and independent organisations 
in order to meet the needs of the individuals being supported. 
 
 

Key Working Relationships 
 

 The post holder will be expected to communicate effectively with the individuals being supported, 
parents, carers and representatives of Purchasers. 

 

 The post holder will be expected to follow all policies and procedures of Michael Batt Foundation. 
 

 The post holder will be expected to participate in seminars organised by Michael Batt Foundation and 
others i.e. universities, national organisations. 

 

 The post holder must exercise the skills of diplomacy, tact and empathy at all times. 
 
 

Main responsibilities: 
 

 To maintain service delivery to the individual being supported through the implementation of policies, 
procedures, standards and guidelines of Michael Batt Foundation relevant to the needs of that individual. 

 

 To participate in the assessment and identification of the needs of the individuals being supported. 
 



 2016 
 

 To participate in the monitoring and development of progress of the individuals being supported. 
 

 To keep accurate records of the support given to individuals and participate in the writing of reports for 
reviews. 

 

 To review and evaluate individual packages of support. 
 

 To inform the House/Team Manager of issues relating to the support needs of the individual. 
 

 To work on own initiative in following guidelines to the support needs of the individuals. 
 

 To identify their own training needs and ensure that these training needs are known to the House/Team 
Manager. 

 

 To attend training and education seminars to enhance knowledge and skills. 
 

 To ensure that all policies and procedures of Michael Batt Foundation are adhered to and followed. 
 

 To follow the On-call procedure when necessary. 
 

 To bring to the attention of the House/Team Manager, issues which require addressing to meet quality 
standards. 

 

 To keep detailed records of expenditure. 
 

 To provide personal care for the person supported as necessary. 
 
 

Direction 
 

 The post holder will operate within the overall framework of policies and procedures approved by Michael 
Batt Foundation. 

 

 The post holder will be expected to work within an overall work plan agreed with the House/Team 
Manager. 

 

 The post holder is expected to exercise individual judgment in recognising when to seek advice / support 
to enable them to fulfil their duties. 

 
 

Conditions 
 

 The post holder will be exposed to pressures from relatives / carers / Care Managers and the individuals 
being supported where reviews highlight a need for change. 

 

 The post holder will be exposed to additional pressure where issues are exposed requiring evaluation of 
the quality of support provided to individuals. 

 
This job description is not exhaustive and the post holder may be asked to carry out others tasks for the benefit 
of the organisation and the people it supports. 
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BACKGROUND INFORMATION 
 

Michael Batt Foundation is a not for profit organisation.  This means that any monies made 

as surplus (i.e. what would have been profit if we were a profit-making business) are put 

back into the organisation for the benefit of the people supported. 

 

We currently support individuals in Plymouth and Cornwall. 

 

We provide support to individuals based around their wants and needs. 

 

We support people who have a learning disability/difficulty and help them to live safely in 

their own homes in the community. 

 

Many of the individuals’ receive support from the Foundation because they are considered 

to have additional needs.  This could be issues with: 

 their behaviour 

 their vulnerability 

 managing their emotions 

 their social functioning 
 

or: 
 

It may be that other services have been unsuccessful in meeting the individual’s needs. 
 

We aim to support people to become part of their local community. 

 

We support people with their daily living skills such as: 

 shopping 

 budgeting 

 cooking 

 cleaning 
or anything else they require support to be able to do. 

 

We help and encourage the people we support to find meaningful paid employment or to 

go into further education.  We also support people to continue with their hobbies and 

interests or to develop new ones. 
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EXPECTATIONS 
 

Your Expectations of Michael Batt Foundation 
as your Employer 

 
 

If you are successful in your application to become a Support Person you can expect to 

receive appropriate and relevant training and support to enable you to fulfil your role.   

 

This will take the form of: 

 an induction to the Foundation 

 an introduction to the person(s) you will be supporting 

 certificated training 
 
You can expect to receive: 
 

 on call support 24 hours a day, every day 

 regular updates to enhance your knowledge and skills 
                                
In addition, you will also have regular one to one meetings with your Line Manager to help 

in your development.  

 
Wherever possible we endeavour to ‘promote from within’, offering career development 

opportunities to existing employees. 
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EXPECTATIONS 

Our Expectations of you as a Support Person 
 
 

In addition to those duties and tasks issued in your Job Description a Support Person is 

expected to: 

 dress in a manner that is appropriate depending on the identified needs of the person 

being supported 

 at all times act in a manner which ensures safety for the person supported, yourself and 

colleagues 

 support wherever the need is identified  

 remember you are supporting in the person’s home, not yours 

 support in a respectful manner, ensuring the person feels valued and respected  

 respect the opinions, views and beliefs of the person being supported 

 maintain accurate records of the support given to person 

 be polite and courteous to all visitors 

 be respectful to peers and colleagues 

 attend training as required 

 attend supervision when requested 

 attend meetings as required 

 complete induction within 6 weeks of commencement of employment 

 complete the Core Training within 6 months of commencement of employment 

 follow the standards of good practice at all times  
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A Support Person is not expected to: 

 use bad language  

 discuss other people supported by or employed by the Foundation whilst in the 

company of the person(s) they are supporting 

 discuss situations that have happened in other houses  

 discuss other employees’ personal/business matters whilst in the company of the 

person(s) being supported 

 discuss their own personal/business matters whilst in the company of the person(s) 

being supported. 
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MEETING THE NEEDS OF THE PEOPLE SUPPORTED 

 

Michael Batt Foundation has a duty to provide appropriate levels of support which meet the 

needs of the people being supported.  In order to do this, a degree of flexibility is required.  

 

If successful in your application you will be employed to work within the Foundation and 

not with one particular person.  

 

At times, it will be necessary for you to move to support another person.  These moves 

might be at short notice or be undertaken in a planned way.  

 

You will be expected to support where required. 
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PERSONAL CARE 
 

 

If you are successful in your application you will be required to provide personal care to 

some individuals depending upon their needs (females to females and males to males). 

 

Personal care may include assisting/prompting a person in areas such as bathing, shaving, 

dental hygiene, dressing/undressing and feeding.   

 

You will receive training in all aspects of personal care. 
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RECRUITMENT CHECKS 
 

References  

Prior to your employment commencing Michael Batt Foundation must obtain 2 references 

satisfactory to the Foundation.  If the Foundation is unable to obtain such references, the 

offer of employment will be withdrawn. 

 

Enhanced Disclosure Check 

You will be required to undergo an Enhanced Disclosure Check, the outcome of which must 

be satisfactory to the Foundation.  If the outcome of the Enhanced Disclosure Check is not 

satisfactory, the offer of employment will be withdrawn.   

Applicants are responsible for meeting the cost of the Enhanced Disclosure Check (currently 

£44), although this money is refunded when the position becomes permanent. 

 

Work Permit 

If you are successful in your application, and require a work permit to work in this country, 

you will need to produce it as evidence that you are eligible for employment with the 

Foundation. 

  

Employment History 

Successful applicants will be required to provide a complete employment history – with 

explanations for any ‘gaps’. 
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CONTRACTS 
 

All full/part time contracts of employment include a 6 month probationary period before 

the position is made permanent.  However, Michael Batt Foundation reserves the right to 

extend a probationary period if deemed necessary. 

 
Full and part time: 
 

 Full time:  160 hours per month 

 Part time:  159 hours or less per month 
 
 
Casual employees: 
 
There is no guarantee of work with this contract.   However, you will have the flexibility to 

choose when you are available to work – although if you commit to provide support, you 

will be expected to fulfil your commitment in the same way as an employee on a full/part 

time contract.  

 

 
HOURS OF WORK 

 

You will be required to work shifts – including sleep-ins and waking nights.  Actual hours of 

work will vary, depending upon the needs of the individual.  However, as an example you 

might find yourself working an Early (approx. 8 a.m. – 4 p.m.) or a Long Day Sleep (approx. 

08.00 - 08.00) or any combination in between. 
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REMUNERATION 
 
 

Support Person pay has 2 increment levels    

 
 
 
 
 
 
 
 
 
 
Enhancements 
 

Enhancements are paid for working a sleep-in or waking night shift. 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

  

A Sleep-in shift covers the hours of 22.00 – 08.00 hours, made up as follows: 

22.00 – 23.00 - you are required to be up and supporting/working 

23.00 – 07.00 - you are able to go to bed 

07.00 – 08.00 - you are required to be up and supporting/working 

 
In addition you will receive the sum of £21. 
 

A waking night shift covers the period from 22.00 – 08.00 hours.  

You will be required to be awake during these hours and will be paid your hourly rate. 

In addition you will receive the following enhancement: 

  £10 per night (Sunday – Friday inclusive) 

  £15 per night (Saturdays only) 

Level 1 is the starting rate for the 1st 12 months. 

 Level 1 is currently £7.25 per hour  

 Level 2 is currently £7.50 per hour 

No further increments are payable when you have reached level 2. 
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INCENTIVES 
 

 Weekend working winner’s Monthly draw offering employees who have supported 

     over a weekend (or Bank Holiday) the opportunity of 

     winning a cash sum (taxable). 

 

Non-absence award Cash sum payable to recognise a continuous six month 

period of non-absence. (Tax and NI paid by the 

Foundation). 

 

ANNUAL LEAVE 

 
The holiday year runs from 1st April to 31st March. 

 

The annual holiday entitlement in any holiday year is 5.6 weeks (or 28 days for a full time 

employee working 5 days a week) – pro rata for part time employees 

 

From the first day of full time employment and throughout the first year, holiday is accrued 

at the rate of 2.3 days per calendar month (pro rata for part time employees). 

 

In addition, after five years’ service, employees are entitled to an extra two days’ holiday 

per year (equivalent to 0.4 of a working week). 

 

After completing 10 years’ service, employees are entitled to a further two days’ annual 

leave per year (equivalent to 0.4 of a working week). 
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GETTING INVOLVED 

There is an established Support Representatives’ Committee which meets monthly.   

 

This Committee plays an important role by enhancing two way communication and offers 

opportunities for consultation and negotiation 

  

If you are interested in being a part of this Committee contact the Chairperson or Vice 

Chairperson (contact details will be made available upon commencement of employment)  
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EQUALITY AND DIVERSITY 

 

Michael Batt Foundation is striving to be an Equal Opportunities employer.   Our policy is to 

ensure that no person is rejected for the provision of services, employment, or participation 

in any of its activities or generally treated less favourably than anyone else, on the grounds 

of the 9 Protected Characteristics: 

 Age 

 Disability 

 Sex 

 Sexual Orientation 

 Marital/Civil Partnership Status 

 Gender Reassignment 

 Race 

 Religion or Belief 

 Pregnancy/Maternity status 
 
Michael Batt Foundation will take positive actions to ensure that services to, and contacts 

with, other groups and individuals, reflect its Equal Opportunities Policy. 
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AND FINALLY … 
 
 
 
Do you: 
 

- Have the qualities we are looking for in a Support Person? 

- Believe you could make a positive contribution to an individual’s life? 

- Want to be a part of a specialist support provider? 

- Like what you have read? 

 

If yes, then why not complete your application form and return it to the address below.  Hope to 

hear from you soon. 

 

 

 

 

Recruitment Officer 

Michael Batt Foundation 

2nd Floor Poseidon House 

Neptune Business Park 

Cattedown 

Plymouth 

PL4 0SJ 

 
 
 



 

APPLICATION FORM 
(Regulated Activities Only) 

 

Position Applied For:   
 

The following information will be treated in the strictest confidence. 
  

Personal (Please complete this section in BLOCK CAPITALS) 

Surname: 
 

First Name: 
 

Address: 

 
 
 
 

Postcode: 
 

Home Telephone Number: 
 

Mobile Telephone Number: 
 

 

Full Driving Licence: YES   NO   Endorsements: YES    NO   

If YES, please give full details: 

 
 

Are you subject to any restrictions or covenants which might restrict 
your working activities? 

YES    NO   

If YES, please give full details: 

 
 

Are you willing to work overtime and weekends if required? YES    NO   

Please give details of any hours which you would NOT wish to work: 
 
 
  

It is a criminal offence for barred individuals to apply to work with 
children or vulnerable adults in a regulated activity.  Are you on a 
barred list? 

YES    NO   

Have you any convictions, including both spent and unspent 
convictions under the Rehabilitation of Offenders Act 1974? (A copy 
of the Company’s Equal Opportunities Policy and Disclosure 
Information Policy is available on request.  These reflect the CRB 
Code of Practice). 

YES    NO   

If YES, please give full details: 

 
If offered employment, you will be required to complete a Medical 
Questionnaire.  Are you prepared to undergo a medical examination 
before starting employment? 

YES    NO   

 



 

APPLICATION FORM 
(Regulated Activities Only) 

 

Have you ever worked for this organisation before? YES    NO   

If YES, please give full details: 

 
 

Have you applied for employment with this organisation before? YES    NO   
  

How much notice are you required to give to your current employer?  
 

Education  
    

Schools attended since age 11 From To Examinations & Results 

   

 
 
 
 
 
 
 

College or University From To Courses & Results 

   

 
 
 
 
 

 
 

Further Formal Training From To Diploma/Qualification 

 
 
 
 
 
 

  

 
 
 
 
 
 
 

Job related Training Courses. 
Name of Organisation: 

Date Subject 

 
 
 
 
 
 

  

 

Please give details of membership of any technical or professional associations: 

 
 
 

Please list languages spoken and the level of competence: 

 
 	   	  



 

APPLICATION FORM 
(Regulated Activities Only) 

 

Employment Details 

Please give details of your past employment, excluding your present or last employer, 
stating the most recent first. 

Name and Address of 
Employer 

Dates 
Position Held/Main 

Duties 
Reason for  

Leaving 
    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Present or Last Employer 

Are you currently employed? YES    NO   

Name of Present or Last Employer:  

Address: 

 
 
 
 
 

Telephone Number:  

Nature of Business:  

Job Title & Brief Description of 
Duties: 

 
 
 
 
 
 
 

Reason for Leaving:  

Length of Service: From: To: 

	   	  



 

APPLICATION FORM 
(Regulated Activities Only) 

 

Interests, Achievements, & Leisure Activities 

(e.g. hobbies, sports, club memberships). 

 
 

 
 

Supplementary Information 

Please set out below any further information to support your application 
(e.g. past achievements, future aspirations, personal strengths). 

 
 
 
 

 

Declaration 
 

I declare that the information given in this form is complete and accurate.  I understand 
that any false information or deliberate omissions will disqualify me from employment or 
may render me liable to summary dismissal.  I understand these details will be held in 
confidence by the Foundation for the purposes of on-going personnel administration 
and payroll administration in compliance with the Data Protection Act 1998.  I 
undertake to notify the Foundation immediately of any changes to the above details. 
 

Given the nature of the job for which I have applied, I understand that any offer of 
employment will be subject to information on my criminal record being disclosed to the 
Foundation by the Disclosure and Barring Service. A copy of the Foundation’s Equal 
Opportunities Policy, which includes information relating to the recruitment of                 
ex-offenders, is available to me on request. 

 

Signed: __________________________________________________________________________ 

PRINTED: ________________________________________         Date:    _____ / _____ / ________ 

References 

Please give the names of two people (one of which should be your present or most 
recent employer) whom we may approach for a reference. 

Can we approach your current employer before an offer of 
employment is made? 

YES    NO   

Name:  Name:  

Position:  Position:  

Address:  Address:  

Tel. No:  Tel. No:  
 

SOURCE OF APPLICATION 

How did you hear of this vacancy?  ____________________________________________ 
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