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Dear Applicant,

Thank you for your interest in the position of Program Co-ordinator at Guthrie House.

Please find enclosed 

· Selection Criteria

· Statement of Duties

· Philosophical Framework of Guthrie House

· Code of Conduct.

· NSW Health National Criminal Record Check Consent Form (not to be completed unless you are invited to interview)

Applications addressing the selection criteria along with a current CV should then be forwarded to 

The Board of Directors

Guthrie House

10-14 Sebastopol St

ENMORE NSW 2042

Or via email rebeccasmith@guthriehouse.com by close of business 

Monday16th August
Please note: Should you be successful in obtaining an interview for the position, you will be required to sign, and provide appropriate identification as outlined in, the NSW Health National Criminal Record Check Consent Form. This form will only be submitted if you are the preferred applicant.

We look forward to receiving your application.  
Kind Regards,

Rebecca Smith
Manager
Program Co-ordinator

35 hours per week

Guthrie House (Enmore)
Guthrie House provides drug and alcohol rehabilitation and transition services for women (and their accompanying dependent children) who are involved in the criminal justice system.
Guthrie House is currently seeking a qualified, motivated and experienced professional to co-ordinate the case management and group work functions of our program. The role will involve providing supervision and leading our team of support workers in undertaking an extensive range of casework responsibilities. The program co-ordinator will work closely and collaboratively with the Manager and also cover managerial responsibilities when required. 

Essential

· Relevant Tertiary Qualifications in the Social Sciences; 

· Extensive experience in alcohol and other drug support or treatment work  in the community or government sector;

· A comprehensive understanding of pharmacotherapy treatment, and where it fits within the sector;
· Demonstrated experience in supervision and supporting case workers including experience in promoting a positive and high achieving team culture;
· A comprehensive understanding of program delivery principles and how service policies, procedures and partnerships contribute to enhancing client outcomes and Quality Improvement;

· Experience in leading and facilitating change including program evaluation and meeting reporting obligations; 

· Understanding and respect of the needs of diverse communities particularly indigenous and CALD communities;

· Significant case management experience and ensuring appropriate infrastructure in place to support service delivery;
· Group facilitation skills and experience;
· Effective negotiation, mediation and conflict resolution skills;

· Demonstrated high level communication skills  including the ability to produce high quality reports;

· Commitment to women’s justice issues;

· Current driver’s license.

Desirable

· Knowledge of contemporary issues in the criminal justice system;

· Relevant knowledge of housing options for disadvantaged people;
· Experience working with women involved with the criminal justice system.
Salary
SACS award Grade 6, plus super, leave loading and salary packaging options and pro rata on call and call back allowances as per the award. 
Preferred applicants will be subject to employment screening.

The requirement to be a woman is a genuine occupational qualification, S31(2)(H) of the Anti-Discrimination Act NSW (1977). 

Download the information package including a position description at www.guthriehouse.com 
Inquiries:  
Rebecca Smith, Manager, 02 9564 5977 or via email to rebeccasmith@guthriehouse.com  

Closing Date:

Friday 13th August 2010
 
Guthrie House

Statement of Duties

Title:


Program Co-ordinator

Organisation:
Guthrie House Co-operative Ltd

Responsible to:
Manager, Guthrie House Co-operative Ltd

Hours:

35 Hours per week

Primary Functions

Co-ordinate the case management and group work program at Guthrie House. Provide supervision and clinical input to the support workers at Guthrie House. In consultation with the Manager, undertake projects to improve service delivery for residents and ex-residents of Guthrie House. Act in the Manager’s position when required. 

Statement of Duties

· Foster a safe, healthy and positive team culture aligned with Guthrie House values; 

· Ensure support workers have the supervision, resources and support needed to devise and implement case work plans of Guthrie House residents;

· Act in an ethical manner and in accord with the philosophy, values, Code of Conduct, policies and procedures of Guthrie House; 

· In consultation with the manager ensure the group program continues to address the therapeutic, educational and support needs of Guthrie House residents and outreach program clients;

· In consultation with the manager liaise with and oversee the services of external providers continue to meet desired program objectives and guidelines; 

· Maintain linkages and professional relationships/networks with key health and community services in order to provide to residents with adequate referrals for including but not limited to:

· Mental health assessment and treatment

· Physical health & wellbeing screening and treatment

· Support for parenting and child development

· Educational, recreational and vocational services

· Maintain current knowledge and awareness of emerging issues related to 

· the provision of a group program for women within a residential rehabilitation setting

· alcohol & other drug treatment/support

· women

· crime

· imprisonment; 

· Act in the Manager’s position when required including attend correctional centres to conduct assessments with potential residents;
· Share on call and call back duties with Manager;
· Respond promptly to referrals including accurate recording of details and making informed referrals where appropriate;

· Participate in recruitment, induction and professional development of support workers at Guthrie House;

· Participate in orientation of student placements at Guthrie House;

· Work with the manager and team to review, develop and implement policy and procedure suite;
· In consultation with the manager and team, actively participate in continuous quality improvement strategies to  ensure effective mechanisms and systems to facilitate program evaluation, enhancement and development;

· Maintain effective and accurate record keeping, case notes, and group records as per policies and procedures;

· Effectively multi-task whilst maintaining preparedness to respond to the day to day needs of clients and colleagues;

· Adhere to all legislative requirements with particular attention to child protection, privacy and occupational health and safety legislation;

· Participate in supervision and professional development opportunities  through consultation with manager including the development of an annual work plan;

· Participate constructively in staff meetings and positively represent Guthrie House at interagency meetings, service visits (including hosting visitors) and other appropriate sector events including conferences, seminars etc.

· Other duties as directed by Manager

Philosophical Framework of Guthrie House

Guthrie House is a residential rehabilitation and transition service for up to ten women involved in the criminal justice system. Almost all residents come to Guthrie House either directly from gaol and/or are under some form of court order e.g., bail, parole, Community Service Order. Some residents are part of the NSW Drug Court program. 

Residents should stay no longer than three months at Guthrie House during which time they participate in programs and activities which help them to lead law-abiding self-sufficient lives. 

Guthrie House takes a holistic harm minimisation approach in its program provision which meets the individual needs of the residents. As most of the residents have history of contact with the criminal justice system and high level of poly drug use, it is very important that all staff at Guthrie House maintain realistic expectations of what the residents may be able to achieve in their quest to live independent lives in the community.

In all aspects of working at Guthrie House, staff regard the dignity, self respect and self worth of the women residents. The rights of all residents are upheld at all times and they are encouraged to have their opinions heard and to participate in decision-making processes wherever possible. Residents are also encouraged to make use of the processes Guthrie House has in place to protect them and which promote the residents’ right to be an active participant in their own case management.  All complaints are treated seriously and dealt with according to the established policy and guidelines. 

The level of autonomy each woman who resides at Guthrie House is able to achieve is totally dependent on her individual capacity, and staff must work with each woman in a flexible manner to ensure that they are not hindering her desire or ability to take responsibility and control over her life. 

All decision-making processes regarding residents take place in as transparent a way as possible. Staff are aware at all times of the power imbalance between themselves and the residents (their clients). Staff act with the utmost integrity and professionalism. In all decision-making processes concerning the residents, the individual needs of each woman in particular and the needs of the household in general are always weighed-up and appropriately considered.

Decisions to discharge a woman from residency and program at Guthrie House are made in a procedurally fair manner without disregarding her dignity and self respect. Decisions to discharge a woman are made only when it is in her best interest, or when her behaviour is posing a threat to the safety of other Guthrie House residents and/or staff.    

Code of Conduct

Context and Purpose

This Code of Conduct describes the ethical principles, values and practices that underpin the Guthrie House service. It is binding for all Guthrie House Board members, employees, volunteers and contracted program providers and supersedes any Code of Conduct previously issued by Guthrie House. 

The purpose of the Code of Conduct is to provide Guthrie House employees with an ethical framework for behaviour and decision making. As it is not possible to cover every situation with which employees may be confronted during their employment with Guthrie House, this Code of Conduct must be read in conjunction with the Guthrie House policies and procedures and with legislation relevant to the operations of Guthrie House such as child protection, privacy principles, and occupational health and safety standards. The Manager will assist in maintaining an awareness of Guthrie House standards of conduct and in resolving ethical dilemmas. This does not, however, remove or lessen individual accountability for actions and decisions. 

Obligations to clients, colleagues and to Guthrie House require the highest professional standards of conduct and behaviour at all times. The Code of Conduct embodies the standards expected in employment and provides a framework for professional decisions, conduct and care, especially in relation to services provided to clients. Compliance with the Code of Conduct is a condition of employment for all Guthrie House staff and volunteers.

This Code of Conduct is approved by, and may be varied from time to time by, the Guthrie House Board. Variations to this Code of Conduct will be publicised to the staff, volunteers and contracted program providers, who have a duty to read and familiarise themselves with this Code, and with any variation that may be made to it.

Nothing in the Code of Conduct negates any rights or responsibilities under contracts of employment, awards or legislation. 

Values

In carrying out their work tasks and duties, Guthrie House Board members, employees, volunteers and contracted program providers strive to act in ways that respect human dignity and worth and promote social justice. That commitment is demonstrated through the provision of high quality and appropriate services for women (and their accompanying children) involved in the criminal justice system. 

Relationships with colleagues, clients and the community are characterised by integrity, accountability and excellence.

Conduct and Behaviour

All Guthrie House Board members, employees, volunteers and contracted program providers:

· carry out their duties as outlined in their position descriptions

· refrain from discussing personal matters either regarding themselves or other members of the Board, staff, volunteers or contracted program providers

· do not have personal relationships with clients, do not invite clients to their private homes or meet with clients outside work hours

· do not accept gifts from clients

· do not give personal gifts to clients

· do not withhold information pertaining to clients from the Manager

· follow reasonable work directions by the Manager

· be mindful of the professional reputation and integrity of Guthrie House in terms of:

· their physical appearance

· their role model status as far as drug and alcohol use is concerned

· take responsibility for their continuing professional development to ensure quality of service to clients

· must be aware of the potential for exploitation and power imbalance in dealing with vulnerable clients

· must uphold the rights of clients to evaluate, complain and question any service they may receive from Guthrie House, or any other agency or institution, and assist them in making complaints through the appropriate channels

· must actively consult clients in the development, delivery and evaluation of services 

· must know and carry out all obligations relating to mandatory reporting

· must carry out reasonable directions given by the Manager and/or members of the Board and follow Guthrie House policies and procedures at all times.

All staff have a responsibility to report immediately to the manager or member of the Board, any suspected cases of improper conduct. Improper conduct is that conduct which may involve a criminal offence, illegal conduct or breach of this Code.

In addition, members of the Board must ensure that:

· grievance procedures are followed to resolve potential conflict

· complaints and grievances are reviewed to ensure systemic issues cannot develop

· they do not access individual resident’s case files

· staff are provided with opportunities to enhance their professional development

· decisions made by the Board are communicated effectively to all employees

· decision making practices are based on principles of social justice and not only in economic terms.

Use of Information

Guthrie House employees have a right to express personal views through public comment or the media, but they are not to give the impression that they are speaking on behalf of, or representing the views of, Guthrie House unless they have prior authorisation from the Manager and/or Chair of the Board. Public comment includes public speaking engagements, media comments, and letters to newspapers or online services.  
Access to or disclosure of internal Guthrie House documents can only be granted when legitimately required in the course of professional duties or by law or order of a court or tribunal. Before disclosure or information to a court or tribunal, approval or the Manager or Chair of the Board must be obtained.
Working with Children

The best interests of the child are the paramount consideration at all times when there are child residents or visitors at Guthrie House. Staff must be aware of their responsibilities in terms of reporting risk of harm.

Guthrie House requires staff working with children to, at all times, demonstrate the utmost respect for the child and to not do anything that would directly harm or otherwise injure the child. Physical contact with children must be appropriate to the situation, context and needs of the child. Guthrie House will take disciplinary action against any staff member found to have acted inappropriately towards a child who is currently, or was previously, a resident or visitor to Guthrie House. 

Confidentiality

Guthrie House staff must not divulge, either during or after employment at Guthrie House, any confidential information gained as a Guthrie House employee that could adversely affect Guthrie House, a resident or ex-resident.

Failure to comply with the Code of Conduct may result in disciplinary action and the possibility of being excluded from the activities of Guthrie House. 


