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 The Forward Trust Job Description 
 
	Position Title 
	Senior Programme & Peer Coordinator  
	Reports to 
	Service Manager 

	Location: HMP The Mount



Introducing Forward Trust 

We are The Forward Trust, the social enterprise with charitable status that empowers people to break the often interlinked cycles of crime and addiction to move forward with their lives. For more than 25 years we have been working with people to build positive and productive lives, whatever their past. We believe that anyone is capable of lasting change. Our services have supported thousands of people to make positive changes and build productive lives with a job, family, friends and a sense of community.
 
Role/Team Overview 

The successful candidate will deliver client centred treatment via the facilitation of the Bridge Programme, a programme based on the 12-step principles of Alcoholics & Narcotics Anonymous, which incorporates Motivation Enhancement Therapy (MET) and the “Seeking Safety” approach. The successful candidate will also encompass peer support into programme delivery and will have oversight of peer support delivery throughout the service, whilst line managing the onsite Peer Coordinator.

Day to day you will be leading on the facilitation of 6-week programme, including intake & orientation sessions, motivational enhancement therapy sessions, seeking safety sessions, living clean sessions, whilst also supporting programme attendees with the completion of Step assignments.

Pre-programme preparation will include assessing suitability for service users’ attendance, in conjunction with referring Health & Wellbeing Practitioners. Post-programme completion will include report writing, Recovery plan reviewing and handing service engagement back to referring Health & Wellbeing Practitioners.

Peer Support will underpin service user engagement, and you will be responsible, with support from our Peer Coordinator, for guiding our service Peer Supporters / Health & Wellbeing Champions in engaging as suitable peers within the programme. In addition, line management responsibilities of the Peer Coordinator will be embedded in this role, supporting the service in providing an effective and appropriate peer support network, that adapts to the needs of both service users and HMP The Mount itself.

You will be contributing to the targets set by Forward and the local commissioners additionally the role requires you to make case note entries and record information accurately.

Accountabilities 
  
Service Delivery   
· Carry out programme assessments and risk assessments, to inform suitability for intensive programme attendance.
· Facilitate the relevant treatment sessions, within a group setting, in line with the Bridge Programme 6-week timetable.
· Deliver individual one-to-one treatment sessions, in support of service users Step assignments.
· Develop suitable Recovery Plan objectives, in conjunction with referring Health & Wellbeing Practitioner (Case Managers).
· Support the Peer Coordinator in ensuring that Peer Supporters / Health & Wellbeing Champions (HAWCs) are suitably equipped to peer support the Bridge Programme.
· Carry out drug & alcohol testing as required, as part of the therapeutic regime.
· Lead and guide colleague Practitioners in their support and co-facilitation of the treatment programme.
· Ensure that the HAWC and Peer Supporter projects are considerate of the needs of the service users accessing peer support.
· Ensure that the HAWC and Peer Supporter projects are responsive to the needs of the prison environment.

Performance Management  
· Ensure substance misuse programmes, are facilitated/co-facilitated to the standard required by Forward and in accordance with any relevant manuals. 
· Meet required KPI’s to corresponding deadlines, as set out by the Service Manager.
· To ensure that programme completion / deselection outcomes are collected appropriately and reported on.

Departmental Management  
· Proactively approach integrated ways of working and support and adopt a multidisciplinary approach. 
· Meet targets and deadlines in accordance with Health and Wellbeing contractual standards. 
· Contribute to the wider support of the establishments Incentivised Substance Free Living (ISFL) wing.
· Support the services’ target to develop and build a Recovery culture within HMP The Mount.
· Support the service’s leadership team, to develop the Forward Trust services and intervention offering. 

Line Management  
· Line management responsibilities of the services Peer Coordinator, including the completion of quarterly line management reviews.
· Provide regular management support to the Peer Coordinator, in line with their individual development needs.
· Support and monitor the Peer Coordinators coordination of the HAWCs and Peer Supporters, ensuring that these projects are being applied effectively and appropriately.

Quality and Safety 
· To ensure quality standards are maintained in the delivery of the service.
· Abide by Forward’s policies and procedures and encourage others to do the same.
· To attend all training highlighted by your supervisor which is relevant to your role. 
· Work with the highest regard to health, safety and security in the workplace.
· Effectively manage information, particularly confidential information, within statutory duties and in accordance with best practice. 

Administration 
· Ensure programme documentation is maintained, to the expected audit standards. 
· Ensure data capture forms are submitted in a timely manner, to reflect outcomes on NDTMS. 
· Complete and maintain substance misuse Recovery Plans and assessments to the required standards. 
· Provide reports on outcomes to the service. 
 
Systems and Policy 
· Use IT efficiently to support your role. 
· Ensure you have agreed working protocols set between multi-disciplinary agencies and share information appropriately. 
· Make full use of the information systems available to you such as Digital Prison System (DPS) / P-NOMIS, Systm1, Nebula, Intranet, email.  
 
Other 
· Take on other reasonable tasks and responsibilities as deemed appropriate by 
Line Management 






	Role Criteria 


Below is a list of the criteria required to apply for this role. Please address each of these points in your application;


Essential

Skills, Knowledge and Experience
· Experience of working within the substance misuse services in a range of settings
· Experience of developing holistic recovery plans that address the range of needs of clients in a residential setting. 
· Experience of delivering structured interventions to service users. 
· Significant experience of carrying out psychosocial interventions including using motivational interviewing techniques in both 1:1 and therapeutic group settings. Strong IT skills
· Knowledge of the Recovery Agenda.
· A thorough knowledge of and commitment to the 12-step process of recovery from addiction.
· An ability to evidence practiced skill is supporting clients with their practical and emotional needs as they move forward in their recovery
· A proactive, creative and solution-focussed approach to teamwork that embraces change management both for clients but also supports the management structure with this ‘can-do’ attitude	 
· Good planning and time management skills					
· Good communication skills – verbal and written			
· Ability to manage own workload						
· Ability to establish and maintain clear boundaries with clients		
· Ability to create supportive relationships with clients			
· Clear understanding and commitment to Equality and Diversity	
· Engage in personal learning and development			





Personal Attributes
· Proactivity – Quick thinking with a high-level use of initiative
· Resilience – Solves problems, takes learning on board from mistakes to aid personal and professional growth
· Adaptability – Can work in fast-paced changing environments
· Confidence – Has confidence in own abilities, has good eye contact and able to communicate clearly and concisely
· Team Work – Works in harmony with colleagues to deliver results
· Open to Feedback - Open to constructive feedback in order to further develop


Qualifications
· A diploma in Health & Social Care or equivalent or relevant experience in a comparable role	
			
Desirable

Knowledge, Skills and Experience
· Experience of providing supervision, appraisals, guidance and constructive feedback to supervisees.
· Personal experience of addiction/imprisonment (Addicts in recovery should have at least 3 years clean time. Ex-prisoners should have been released at least 5 years ago)
· Previous experience of working within a residential setting
· Previous experience of working in a 12-step primary care programme.
· Knowledge of the criminal justice sector

Qualifications
· Level 4 Counselling qualification
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