Future Jobs Fund – Notification of Work Placement Opportunity
	Organisation details (if within the Local Authority please provide Department details):

	Name of organisation:



	Address:



	Contact name:


	Job title:

	Telephone:


	Email:

	Please give a brief summary of the main objective of the organisation/department:




	Recruitment and selection and pre-recruitment checks:

	Is there the opportunity for a ‘work trial’ or taster prior to the FJF work placement:



	How should the referral be made and who is the contact for referrals if different from the person named above:



	Does this post require an enhanced CRB disclosure:  Yes/No



	Please confirm that the post(s) is/are supernumerary to your existing staff complement and do(es) not replace work done by other staff:



	Please confirm that a Health and Safety Risk Assessment in is place/or will be completed before the FJF employee’s first day in the job role:


	Please confirm that inductions, including Health & Safety awareness will be begun/completed on the FJF employee’s first day in the job role and at every work site they attend:



	Please confirm that any additional relevant equipment/protective clothing, etc. likely to be required to carry out this job role will be supplied before the FJF employee begins the work activity:




	Future Jobs Fund work placement details (complete a separate form for each job title:

	Job Title:

	Duration of placement (maximum 26 weeks): 

	Time and days of attendance (based on 25 hours per week):

	Number of work placements available:

	Proposed start date of work placement:

	Brief description of FJF work placement duties (please also attach job description/person specification):

Comment on suitability for people with special needs, disabilities or who do not have English as their first language:


	Job description/person specification attached:   Yes/No



	Location(s) of work:

If the work is of a mobile nature please give the name and contact number of someone who will know where the FJF employee will be on any given day and the transport arrangements to/from the work site:

Location and content of work activity in the event of bad weather affecting the work placement:



	What previous experience/qualifications/skills/attributes would be required, if any:



	What would preclude candidates from applying for this work placement:



	What benefits can the FJF employee expect to gain to support the improvement of their employability/skills:



	What are the support and supervision arrangements for the FJF employee, please included deputising arrangements and the proposed supervision/employee ratio:



	The FJF employee will be encouraged to achieve relevant accredited qualifications (subject to funding and realistic timescales) during their time on the programme.   To assist us in identifying suitable training please provide as much detail as possible on the following items:

Is there any training/accreditation that you will deliver as part of the job role:

Are there any external qualifications/courses that you recommend for the post:

Do you currently source or have contact details for any providers of this training:

Do you know the approximate costs of the training:




	Community Benefits: the FJF work placement(s) are required to demonstrate community benefit.  Please provide the following details:

	How will the organisation/department benefit:


	Which communities are being targeted/who are the beneficiaries/will employees be 

encouraged to continue with voluntary activities after FJF:



	 Training and support into sustainable employment:  it will be a condition of the FJF employee’s contract that they receive additional support to help them move into sustainable employment.  Where possible we will attempt to timetable this around the employee’s contracted hours but there may be occasions where we will ask you to accommodate attendance for this additional support by rescheduling the employee’s contracted hours to allow them to attend training support sessions.  It is also a requirement of the programme that we conduct regular reviews in the workplace with the employee and their supervisor and a contractual requirement that JCP can visit work placements to conduct their own monitoring of the programme.

	Please confirm that access to the employee and their workplace supervisor will be provided to the employee’s personal FJF Adviser and JCP personnel:  


	Please confirm that the employee’s working hours will be scheduled to accommodate the training/personal development requirements of the programme:



 FUTURE JOBS FUND WORK PLACEMENT HOST ORGANISATION:

	SIGNED:                .............................................................  DATE: ..................................

NAME (in capitals) :...........................................................................................................
POSITION IN ORGANISATION:........................................................................................



FUTURE WORKS AT PEMBROKESHIRE COUNTY COUNCIL:

SIGNED:

...........................................................    DATE: ................................

NAME (in capitals):
...........................................................................................................

POSITION IN ORGANISATION:
.....................................................................................
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