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Fitness to Practise Senior Officer Job Description

	Post:
	Fitness to Practise Senior Officer

	Department:
	Regulation

	Location:
	All Wales. 
We operate a hybrid working policy and have offices in Cardiff & St Asaph.
Hybrid working allows our employees to split their time between working in an office and working remotely (be that at home or another location).
There are no set limits on how much time should be spent in each location; each person’s arrangements may vary and will be considered taking into account the principles outlined in our policy.  
All staff will be hybrid workers by default but should discuss and agree individual and team expectations with their line manager.

	Pay Band:
	B1 £35,246 - £39,589

	Reports To:
	Fitness to Practise Lead



Background 

The Fitness to Practise team carries out independent regulatory investigations into the suitability of workers to remain on the social care register. 

Job Purpose:
Work as a Fitness to Practise Senior Officer includes undertaking investigations into formal allegations and complaints made against registered social care workers and preparing case documentation for officer and panel disposals.

Key Responsibilities:
1. To act as an initial source of advice to registered persons, employers, members of the public and universities seeking guidance in relation to fitness to practise matters.
2. Investigate allegations and complaints made against registered persons.
3. Provide responses to referrers and registered persons within designated timescales, including regular updates to relevant parties.
4. Prepare risk assessments on cases and make recommendations for the direction and disposal of cases
5. Record all case information in the case management system in a timely manner, including completing risk assessments, uploading documentary evidence, correspondence and reports to ensure that accurate statistics can be produced.
6. Produce interim order and interim order review reports for panels. 
7. Produce summary reports to guide panels for streamlined hearings.
8. Interview and manage witnesses and produce accurate witness statements.
9. Manage officer sanctions, as authorised, including undertakings, officer warnings, and removals by agreement.
10. Attend pre-hearing review meetings, case management meetings, interim order and interim order review hearings as required.
11. Attend fitness to practise hearings and Restoration hearings and instruct Social Care Wales’ presenting solicitor 
12. Attend Care Standards Tribunal hearings relating to interim orders and appeals
13. Provide advice to the registered person or other parties involved in the case in relation to the findings of Social Care Wales investigation.
14. Monitor registered persons’ compliance with Conditions of Practice Orders, Conditions of Registration Orders and Undertakings given by final hearing panels.
15. Share intelligence from fitness to practise cases with Care Inspectorate for Wales (CIW) and with other teams in Social Care Wales.
16. Work with employers to familiarise them with the fitness to practise process, the requirements of the Code of Professional Practice for Social Care and the Code of Professional Practice for Employers.
17. Actively promote joint working with NMC, Older People’s Commission, DBS, and other UK regulatory bodies through the relevant memoranda of understanding.
18. Contribute to the development of Social Care Wales policy in relation to fitness to practise matters. 
19. Promote the effective integration of Social Care Wales’ values, anti-discriminatory practice, equal opportunities and the Welsh Language Scheme throughout all aspects of work, and place users of care and support at the heart of the agenda.

Governance 

1. Maintain confidentiality and adhere to the organisations policies when dealing with sensitive, personal or confidential information. 

2. Respond proactively to colleagues, participate in team working, attend meetings, work to corporate policies and procedures and contribute to the running of Social Care Wales, its values and policies.

3. Undertake relevant training and learning activities and where required assist with the training and development of others.

4. Undertake other duties that may reasonably be requested which are appropriate to the level of the post.

This post will require the post holder to complete modules leading to the Advanced Professional Certificate in Investigative Practice (APCIP).

Units to be covered:
•	Unit 1 Law, Evidence, Procedure and Best Practice
•	Unit 2, Part 1 Advanced Statement/ Report Writing
•	Unit 2, Part 2 Courtroom Skills/ Giving Evidence
•	Advanced Investigative Interviewing
•	Employment Investigations
Notes:

Social Care Wales offers excellent terms and conditions of employment, including:

· generous special leave entitlements
· a contributory pension scheme
· a comprehensive training and development scheme
· family-friendly policies
· flexitime



We expect all our staff to embrace and demonstrate behaviour that is in line with our Organisational Values.

Respect Everyone 
Seeing people as Individuals and treating everyone with dignity and respect	

Professional Approach	
Acting responsibly and appropriately, holding each other to account.

Always Learning 
Improving ourselves and supporting others to be the best we can be.

Involve People	
Encourage and enable everyone to work together




	ESSENTIAL CRITERIA 
          Please explain how you meet each criterion 
(for a
 more detailed description of the competencies below please read the Competency Framework document)

	
1. A recognised social work, social care, human resources or legal qualification with evidence of continuing professional development; or an understanding of legal frameworks relevant to the work of Social Care Wales; or significant experience of working in the social care sector; or a good knowledge of regulatory work.

2. Experience of dealing with highly sensitive information and situations in a confidential and professional manner

3. Excellent written and oral communication skills 

4. Highly developed organisational skills

5. Able to prioritise effectively and work to deadlines

6. Able to work in isolation and as part of a busy team

7. Able to assess complicated, sensitive and comprehensive information, ensuring attention to detail and accuracy.

8. Able to carry out investigations in a mature, thorough, logical and professional manner

9. Able to write formal, detailed logical reports with recommendations for hearing panels

10. Ability to use IT based case management system
______________________________________________________________________

DESIRABLE CRITERIA

Please explain how you meet each criterion
_________________________________________________________________________

11. Ability to carry out duties of role fluently in both English and Welsh

12. Knowledge of Social Care Sector in Wales or knowledge of the judicial system

13. Knowledge of the Public Sector.

14. Ability to provide authoritative advice on social care issues

15. Experience of dealing with complaints from members of the public
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Post applied for:

	
 












For HR use only:

	
Candidate Reference Number
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The information you provide in pages 1 to 4 of this application will only seen by our HR Team.

Only pages 5 onwards will be seen and used by the recruitment panel for shortlisting and interviewing. 


Personal details		

	Surname
	


	First name (s)
	


	Pre-fix
Mr/Mrs/Ms/Miss etc   
	

	
	

	Home address
	




	Telephone number
	


	e-mail address
	



	


References

Please give details of two people to whom we may apply for a reference.  The references must cover a period of at least the last 3 years and one of these must be your present or most recent employer if applicable.

References will not be sought until after interview. 

	1. Name:

	2. Name:

	Job Title:

	Job Title

	Capacity:

	Capacity:

	Address:




	Address:

	Postcode:

	Postcode:

	Telephone:

	Telephone:

	e-mail:

	e-mail:





Relationships

Have you any friends or relatives employed by the Social Care Wales?  If so, please provide name(s) and relationships with those named.

We use this information to make sure there are no conflicts of interest on our shortlist and interview panels. 

	








Legal status to work in the UK

Do you have the legal right to work in the UK? (delete as appropriate)*             Yes/No*

If ‘Yes’ but there are conditions attached, for example start or finish dates, please give details:

If ‘No’ please provide details of what type of permit you require

	







Please note: If appointed, evidence of eligibility to work in the UK will need to be provided.


Disability Confident 

We are a Disability Confident Committed employer. We will guarantee an interview to disabled people if they meet the minimum criteria for the post applied for. 

I have a disability and would like to be given a guaranteed interview under scheme: 



Yes                            No  


Assistance at interview 

Please provide details of any specific assistance, needs or equipment you may require to support you to attend an interview

	





Language choice
	
Would you like to receive any elements of the interview process in Welsh?


	








How did you hear about this position?

	








Education/qualifications

Please give name and type of establishment and list qualifications gained. 

Please note that you only need to list qualifications that link to the requirements outlined in the job description and person specification. 

	Establishment

	Qualifications

	










	





Membership of professional bodies and professional qualifications

Please give details of your membership of professional bodies and the level of qualification attained. 

	Professional Organisation
	Level of membership attained

	






	




Employment 

If you are a school/college leaver please include details of holiday jobs where applicable.

Present or last employer

	Name, address and nature of business:



	Position held and responsibilities:




	
Dates (Month and Year)		From:			To:


	
Salary (now or on leaving):


	
Notice Period:


	
Reason for leaving:





Previous employers

Starting with the most recent. Add more rows if necessary.

	Name and nature of business
	Position held and main responsibilities 
	Duration - months and years

	







	
	

	







	
	

	






	
	

	





	
	




Supporting statement 

Taking into account the essential criteria outlined in the job description, please write below a supporting statement outlining how you feel your skills, knowledge and experience make you a suitable candidate for this role. Please include examples where possible. (We recommend between 500 – 1,000 words).

Please note that the box will expand as you write in it if you require more space. 

	





























Welsh language skills

Please tell us about your Welsh language skills by putting an x in the box next to the statement that best suits your level of ability.


	Reading
	x

	No skills
	

	Can read some basic words and phrases with understanding 
	

	Can read simple material on everyday topics with understanding
	

	Can read some routine work-related material with support e.g. dictionary 
	

	Can read most work-related material 
	

	Full understanding of all work-related material 
	

	
	




	Listening
	

	No skills 
	

	Can understand parts of a basic conversation 
	

	Can understand basic conversations about everyday topics 
	

	Can understand routine work-related conversations 
	

	Can understand most work-related conversations 
	

	Can understand all work-related conversations 
	

	
	



	Writing
	

	No skills
	

	Can write basic messages on everyday topics 
	

	Can write simple work-related correspondence 
	

	Can prepare routine work-related material with checking 
	

	Can prepare most written work in Welsh 
	

	Can prepare written material for all work related matters
	

	
	




	Speaking
	

	No skills
	

	Can hold a basic conversation in Welsh
	

	Can converse in simple work related conversations
	

	Can converse in some work related conversations
	

	Can converse in most work related conversations
	

	Fluent
	

	
	








Declaration

I confirm that the details of this application and the evidence of competency provided in support of it, are to the best of my knowledge true and accurate; and I consent to Social Care Wales processing, by means of a computer database or otherwise, any information I have provided for the purposes of employment with Social Care Wales.

You can read our privacy notice in full here.


Signature:______________________________           Date:________________


Please return your completed application form and equality form to socialcarewales@webrecruit.co.uk 
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