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INFORMATION BOOKLET

	The Department of Justice & Equality is holding a competition for the purpose of creating a Locum Probation Officer panel to fill short term priority vacancies.

Closing date:  21st November  2013

  


The Department of Justice and Equality is committed to a policy of equal opportunity. The Department will run this campaign in compliance with the codes of practice prepared by the Commissioners for Public Service Appointments (CPSA). The codes of practice are published by the CPSA and available on www.cpsa-online.ie
_____________________________________________________________________

Contact Name for this competition:

Ms. Leona Cawley, Probation Service, Probation Service, Haymarket, Smithfield, Dublin 7, email psrecruit@probation.ie, tel  01-8173600. 

Please note that emails sent from HOTMAIL accounts will not be delivered to psrecruit@probation.ie
CANDIDATES INFORMATION BOOKLET

PLEASE READ CAREFULLY
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(A)

The Position

TITLE OF POSITION:

Locum Probation Officer
OFFICE:
Probation Service in the Department of Justice and Equality

LOCATION:
Nationwide
Overview
On behalf of the Department of Justice & Equality, the Probation Service works closely with offenders, offenders’ families, the Courts Service, the Irish Prison Service, An Garda Síochána, the Irish Youth Justice Service and many other statutory, voluntary and community organisations and groups.

The Probation Service delivers services to help protect the public, improve communities and to support offenders to change. Its role in this context is:

· To work with communities and within neighbourhoods to manage offenders so as to reduce offending behaviour;

· To challenge offending behaviour;

· To facilitate the integration of ex-offenders into society so that they do not re-offend; and 

· To manage, through effective partnerships, dangerous offenders and those at risk of causing harm.

Specifically, the Probation Service provides probation supervision, community service, anti-offending behaviour programmes and specialist support services, to both adult and young offenders, which aim to stop them committing further offences.

Further information on the work of the Service is available on the Probation Service website www.probation.ie.

The Role

Job Description:
A Probation Officer in the Probation Service of the Department of Justice & Equality may be assigned to duties in any of the following areas: Courts and Community, Prisons/Places of Detention, Young Persons’ Probation or other particular assignments that may arise in the Service.

Accountabilities for the position:
1. Accountability for meeting Service standards and guidelines in the preparation of assessment reports on offenders.

2. Accountability for managing the supervision of offenders on Probation Orders, Community Service Orders and post custody supervision and Community Return.

3. Accountability for the delivery of Young Persons’ Probation programmes, including writing reports, engaging with and motivating young offenders and implementing the Children Act 2001.

4. Accountability for ensuring offenders’ compliance with Court Orders.

5. Accountability for the delivery of interventions with offenders to reduce offending, establish pro-social behaviour and reduce victimisation.

Training:

There is a dedicated staff training section within the Probation Service which offers induction training to all new officers.

Special equipment and facilities can be made available in connection with work for staff with disabilities.

(B)

ELIGIBILITY
 Essential Requirements

Candidates must, on or before 21 November, 2013 fulfil the following essential requirements:

· Bachelor of Social Science Degree or equivalent qualification recognised for entry to a Masters in Social Work and one year’s relevant experience.

Or

· NQSW / Masters in Social Work.
Additional Requirements for the position:

Essential
· Interviewing skills
· Report writing and assessment skills
· Case management skills
· Ability to work as part of a team
· Administrative skills including ability to meet deadlines
Desirable
· Court room skills
· Knowledge of a range of social work methods of intervention
· Knowledge of community resources and how these can be mobilised
· Knowledge and understanding of the Criminal justice system
· Knowledge of legislation relevant to the work of a Probation officer
· Knowledge and understanding of victim related issues
· Knowledge of offending behaviour interventions and programmes
· Ability to engage and motivate offenders
· Knowledge of addictions
eligibility to compete
Citizens of non-European Economic Area (EEA) States will not be eligible to compete.  The EEA consists of the member states of the European Union along with Iceland, Liechtenstein and Norway.  

Candidates should note that people who have taken part in the public service early retirement schemes set out below are not eligible to take part in this competition.

Incentivised Scheme for Early Retirement (ISER):
It is a condition of the Incentivised Scheme for Early Retirement (ISER) as set out in Department of Finance Circular 12/09 that retirees under that Scheme, are not eligible to apply for another position in the same employment or the same sector.  Therefore, such retirees may not apply for this position. 
Department of Health and Children Circular (7/2010):
The Department of Health Circular 7/2010 of 1 November 2010 introduced a Targeted Voluntary Early Retirement (VER) and Voluntary Redundancy Schemes (VRS). It is a condition of the VER scheme that persons availing of the scheme will not be eligible for re-employment in the public health sector or in the wider public service or in a body wholly or mainly funded from public moneys. The same prohibition on re-employment applies under the redundancy scheme also, except that the prohibition is for a period of 7 years, after which time any re-employment will require the approval of the Minister for Public Expenditure and Reform. People who availed of either of these schemes are not eligible to compete in this competition. 
Declaration:

Applicants will be required to declare whether they have previously availed of a public service scheme of incentivised early retirement. Applicants will also be required to declare any entitlements to a Public Service pension benefit (in payment or preserved) from any other Public Service employment and/or where they have received a payment-in-lieu in respect of service in any Public Service employment.







(C)

Principal Conditions of Service

General

The appointment is to an unestablished post in the Civil Service and is subject to the Civil Service Regulations Acts 1956 to 2005, the Public Service Management (Recruitment and Appointments) Act 2004 and any other Act for the time being in force relating to the Civil Service.

Pay

The annual salary for the position (rates effective from 1 January, 2011) is as

follows:

NRP Non-Personal Pension Contribution Pay

€27,664

Candidates should note that the rate of remuneration may be adjusted from time to time in line with Government pay policy. The salary is non negotiable. 
Tenure
Appointments will be made to fill short term priority vacancies and will be to fixed term unestablished positions in the Civil Service for periods expected to be in the range of 6 to 10 months. The positions carry no entitlement to established status by way of external competition or otherwise.                                                                                                                                

The appointment may be terminated at any time by either side in accordance with the Minimum Notice and Terms of Employment Acts, 1973 and 1991. In the event of serious misconduct, the appointment may be terminated without notice; in this event, no remuneration or compensation will be payable other than that applicable to work carried out. 
Probation 

The appointment will be subject to a probationary period of six weeks from the date of appointment. Should the services of the officer be satisfactory as regards health, conduct, efficiency and performance generally during the probationary period, he/she will then, on completion of the period, be appointed for the period of tenure set out above.

Unfair Dismissals Acts 1977-2005

The Unfair Dismissals Acts 1977-2005 will not apply to the termination of the employment by reason only of the expiry of the fixed term contract without it being renewed.

Duties                                                                                                                                                                               The Officer will be required to perform any duties assigned from time to time as appropriate to the position and may be appointed to act as Probation Officer or assigned to other duties connected with probation, community service, working within a custodial setting, delivery of offending behaviour programmes, etc. 

Headquarters                                                                                                                                                             The Probation Service is a national service with offices in over 30 locations around the country. An offer of a temporary appointment to a successful candidate will be made on condition that he/she will agree to work in a particular location. When absent from home and headquarters on duty the officer will be paid appropriate travelling expenses and subsistence allowances subject to the normal civil service regulations. Travel to and from headquarters will not be eligible for travel expenses.

Hours of attendance

Hours of attendance will be as fixed from time to time but will amount to on average not less than 43 hours and 15 minutes gross or 37 hours net per week. Where extra attendance is necessary, overtime payments, or time off in lieu, will be allowed in accordance with the civil service overtime regulations.
Candidates should note that hours of attendance may be adjusted from time to time in line with Government policy. 

The Organisation of Working Time Act 1997

The terms of the Organisation of the Working Time Act 1997 will apply, as appropriate, to this appointment.

Outside employment

The position is whole-time and the officer may not engage in private practice or be connected with any outside business which would interfere with the performance of official duties.                                          

Annual Leave
In addition to the usual public holidays the annual leave for this position is 25 working days per year.  The annual leave will be apportioned according to the length of time in the post.
Sick Leave
Pay during properly certified sick absence, provided there is no evidence of permanent disability for service, will apply on a pro-rata basis, in accordance with the provisions of the sick leave circulars.

Officers who will be paying Class A rate of PRSI will be required to sign a mandate authorising the Department of Social Protection to pay any benefits due under the Social Welfare Acts direct to the Department of Justice and Equality and payment during illness will be subject to the officer making the necessary claims for social insurance benefit to the Department of Social Protection within the required time limits.

Superannuation and Retirement                                                                                              The successful candidate will be offered the appropriate superannuation terms and conditions as prevailing in the Civil Service, at the time of being offered an appointment.  In general, and except for candidates who have worked in a pensionable (non-single scheme terms) public service job in the 26 weeks prior to appointment (see paragraph d below), this means being offered appointment based on membership of the Single Public Service Pension Scheme (“Single Scheme”).  Key provisions attaching to membership of the Single Scheme are as follows:  
a. Pensionable Age 
The minimum age at which pension is payable is 66 (rising to 67 and 68) in line with State Pension age changes.

b. Retirement Age
Scheme members must retire at the age of 70.

c. Pension Abatement
· If the appointee was previously employed in the Civil Service and is in receipt of a pension from the Civil Service normal abatement rules will apply.  However, if the appointee was previously employed in the Civil Service and awarded a pension under voluntary early retirement arrangements (other than the Incentivised Scheme of Early Retirement (ISER) or the Department of Health Circular 7/2010 VER/VRS which, as indicated above, renders a person ineligible for the competition) the entitlement to that pension will cease with effect from the date of reappointment.  Special arrangements will, however be made for the reckoning of previous service given by the appointee for the purpose of any future superannuation award for which the appointee may be eligible.

· If the appointee was previously employed in the Civil Service or in the Public Service please note that the Public Service Pensions (Single Scheme and Other Provisions) Act 2012 includes a provision which extends abatement of pension for all Civil and Public Servants who are re-employed where a Public Service pension is in payment.  This provision to apply abatement across the wider public service came into affect on 1 November 2012.  This may have pension implications for any person appointed to this position who is currently in receipt of a Civil or Public Service pension or has a preserved Civil or Public Service pension which will come into payment during his/her employment in this position.  
· Department of Education and Skills Early Retirement Scheme for Teachers Circular 102/2007
The Department of Education and Skills introduced an Early Retirement Scheme for Teachers.  It is a condition of the Early Retirement Scheme that with the exception of the situations set out in paragraphs 10.2 and 10.3 of the relevant circular documentation, and with those exceptions only, if a teacher accepts early retirement under Strands 1, 2 or 3 of this scheme and is subsequently employed ​in any capacity in any area of the public sector, payment of pension to that person under the scheme will immediately cease.  Pension payments will, however, be resumed on the ceasing of such employment or on the person’s 60th birthday, whichever is the later, but on resumption, the pension will be based on the person’s actual reckonable service as a teacher (i.e. the added years previously granted will not be taken into account in the calculation of the pension payment).

· Ill-Health Retirement
Please note that where an individual has retired from a Civil/Public Service body on the grounds of ill-health his/her pension from that employment may be subject to review in accordance with the rules of ill-health retirement within the pension scheme of that employment.

d. Prior Public Servants
While the default pension terms, as set out in the preceding paragraphs, consist of Single Scheme membership, this may not apply to certain appointees.  Full details of the conditions governing whether or not a public servant is a Single Scheme member are given in the Public Service Pensions (Single Scheme and other Provisions) Act 2012.  However the key exception case (in the context of this competition and generally) is that a successful candidate who has worked in a pensionable (non-single scheme terms) capacity in the public service within 26 weeks of taking up appointment, would in general not become a member of the Single Scheme.  In this case such a candidate would instead be offered membership of the pension scheme for non-established civil servants (“Non-Established State Employee Scheme”).  This would mean that the abatement provisions at (c) above would apply, and in addition there are implications in respect of pension accrual as outlined below:


a. Pension Accrual
A 40-year limit on total service that can be counted towards pension where a person has been a member of more than one existing public service pension scheme would apply.  This 40-year limit, which is provided for in the Public Service Pensions (Single Scheme and other Provisions) Act 2012 came into effect on 28 July 2012.  This may have implications for any appointee who has acquired pension rights in a previous public service employment. 

e. Pension-Related Deduction
This appointment is subject to the pension-related deduction in accordance with the Financial Emergency Measure in the Public Interest Act 2009.


For further information in relation to the Single Public Service Pension Scheme for Public Servants please see the following website:  http://www.per.gov.ie/pensions   

IMPORTANT NOTICE
Candidates should note that different pay and conditions may apply if, immediately prior to appointment, the appointee is a serving civil or public servant.
The above represents the principal conditions of service and is not intended to be the comprehensive list of all terms and conditions of employment which will be set out in the employment contract to be agreed with the successful candidate.
 (D)

THE APPLICATION AND SELECTION PROCESS

How to Apply

Applications will not be accepted by email or post and must be submitted online as set out below.

Applications must be submitted online at jobs.justice.ie. Candidates using this website can register for the competition, download the application form, submit their application online, submit queries and track the status of their application. If you experience any difficulties using this website please contact Ms. Leona Cawley at 01-8173600.
Completing the Application Form

Applications must be made on the official application form and will be treated in strict confidence.  All sections of the form must be fully completed.  When completing the application form accuracy is essential, as it may be used as a computer input document and you may be short-listed on the basis of information supplied.

Any inaccuracy in completing the form may result in rejection.  Therefore it is in your own interest to ensure that the information supplied in all sections is correct. If it is necessary to continue on a separate sheet please set the information out in the same manner as in the application form.

Closing date
Applications must be submitted no later than 5.00pm on Thursday 21 November, 2013. 

General Queries

For general queries please contact Ms. Leona Cawley at 01-8173600 or email psrecruit@Probation.ie. 

Key Dates 
It is envisaged that this competition will operate along the following approximate time scales.

Closing date:





21 November, 2013


Notification to candidates of interview dates: 
2 December, 2013
Interviews:





9 – 16 December, 2013
The onus is on all applicants to make themselves available on the date(s) specified by the Department and to make whatever arrangements are necessary to ensure that they receive communications sent to them at the contact details they provided when registering.

You should ensure that the contact details specified on the application form are correct.

Selection Process

The Selection Process may include:

·    shortlisting of candidates, on the basis of the information contained in their application, to reduce the list of candidates to a more manageable number for interview;

· a competitive interview.
Shortlisting

Normally the number of applications received for a position exceeds that required to fill existing and future vacancies to the position.  While you may meet the eligibility requirements of the competition, if the numbers applying for the position are such that it would not be practical to interview everyone, the Department may decide that a number only will be called to interview.  In this respect, a shortlisting process will be used to select a group for interview who, based on an examination of the application forms, appear to be the most suitable for the position.  This is not to suggest that other candidates are necessarily unsuitable, or incapable of undertaking the job, rather that there are some candidates who are, prima facie, better qualified and/or have more relevant experience.

During any shortlisting exercise that may be employed, a shortlisting board including relevant expertise will examine the application forms and assess them against pre-determined criteria.  It is therefore in your own interest to provide a detailed and accurate account of your qualifications/experience on the application form.
Optional Language Test

You may have your ability to communicate effectively in Irish and English assessed. Your ability in the language in which the interview is conducted will be assessed at the interview itself and in the other language by a separate language test. This test will comprise conversation on ordinary topics.  Candidates who satisfy the Department that they are proficient in both Irish and English will be awarded marks in respect of such proficiency.  Candidates who qualify at interview and establish their proficiency will be awarded an extra 6% of the total marks available at interview.

If you wish to have your ability to communicate effectively in both languages assessed, you must identify this when registering. If not, you will only be assessed in the English language.  You cannot opt to undertake the language test at a later date.

References

References will be sought from current and previous employers.

Security Clearance
Candidates should note that they will be subject to vetting prior to appointment.

Offers of Appointment
A panel will be established to fill short term priority vacancies which may arise in any of the 30 Probation Service locations nationwide. The length of appointments may vary, however, it is expected that it would be between 6 and 10 months. Posts to be filled from the panel will be offered to those placed highest on the panel as they become available for whatever length required and in the location required.  
When a post is offered a candidate will have 2 working days to accept or reject the offer once contacted by the Department. Failure to accept a posting at the end of this period will be deemed a refusal. If a post is refused the candidate concerned may still be considered for the next available post depending on the availability of same during the lifetime of the panel. 
Once a post is accepted it will not be possible to transfer to another location during the term of appointment. 

It is expected that the panel will be in existence for approximately two years. It is unlikely that  candidates would be offered a second placement during the lifetime of the panel. This would only arise if the panel had been exhausted in which case the Department would revert to the start of the panel if appointments were being made.

Other important information

The Department will not be responsible for refunding any expenses incurred by candidates

The admission of a person to a competition, or invitation to attend an interview, is not to be taken as implying that the Department is satisfied that such person fulfils the requirements of the competition or is not disqualified by law from holding the position and does not carry a guarantee that your application will receive further consideration.  It is important, therefore, for you to note that the onus is on you to ensure that you meet the eligibility requirements for the competition before attending for interview.  If you do not meet these essential entry requirements but nevertheless attend for interview you will be putting yourself to unnecessary expense as the Department will not be responsible for refunding any expenses incurred.

The importance of Confidentiality
We would like to assure you that protecting confidentiality is our number one priority. You can expect, and we guarantee, that all enquires, applications and all aspects of the proceedings are treated as strictly confidential and are not disclosed to anyone, outside those directly involved in that aspect of the process. 

Deeming of candidature to be withdrawn

Candidates who do not attend for interview or other test when and where required by the Department, or who do not, when requested, furnish such evidence, as the Department requires in regard to any matter relevant to their candidature, will have no further claim to consideration.

Quality Customer Service

We aim to provide an excellent quality service to all our customers. If, for whatever reason, you are unhappy with any aspect of the service you receive from us, we urge you to bring this to the attention of the unit or staff member concerned. This is important as it ensures that we are aware of the problem and can take the appropriate steps to resolve it.

(E)

General Information

The Department of Justice and Equality will consider requests for review in accordance with the provisions of the codes of practice published by the CPSA. A candidate can seek a review by a person in the recruiting body (initial reviewer). Where a candidate remains dissatisfied following this initial review, he/she may seek to have the conduct of the initial review examined by a “decision arbitrator”. 

As an alternative to the above, it is open to a candidate to seek to have the matter resolved on an informal basis, as set out below. If a candidate remains dissatisfied following any such discussion it is open to him/her to seek a formal review.

The Codes of Practice are available on the website of the Commission for Public Service Appointments, www.cpsa.ie. 

Informal process

· The candidate can avail of the Informal Review within five working days of notification of the initial decision, and should normally take place between the candidate and the person who communicated the decision (or relevant person) 

· Where the decision being conveyed relates to an interim stage of a selection process, the request for informal review must be received within two working days of the date of receipt of the decision 

· Where a candidate remains dissatisfied following any such informal discussion, he/she may adopt the formal procedures set out below
· If the candidate wishes the matter to be dealt with by way of a formal review, he/she must do so within two working days of the notification of the outcome of the informal review.

Formal process

Initial review

· The candidate must address his/her concerns in relation to the process in writing to the Personnel Officer, setting out those aspects of the action or decision in relation to his/her candidature that he/she wishes to have reviewed

· A request for review must be made within 10 working days of the notification of the initial decision. Where the decision relates to an interim stage of a selection process, the request for review must be received within four working days 

· Any extension of these time limits will only be granted in the most exceptional of circumstances and will be at the sole discretion of the Personnel Officer
· The outcome must generally be notified to the candidate within 20 working days of receipt of the complaint or request for review. The candidate will receive the outcome of the review by means of a written report
· Should a candidate be dissatisfied with the outcome of the initial review, he/she may request a review by a decision arbitrator of the conduct of the initial review.

Review by the decision arbitrator

The decision arbitrator is appointed by the recruitment licence holder (the Secretary General of the Department of Justice and Equality). The decision arbitrator is unconnected with the selection process and he/she will adjudicate on requests for review in cases where a candidate is not satisfied with the outcome of the initial review. The decision of the decision arbitrator in relation to such matters is final.

· A request must be received within seven working days of the notification of the outcome of the initial review
· The outcome of the investigation must be notified to the candidate in the form of a written report within 10 working days.
Candidates' Obligations

Candidates should note that canvassing will disqualify and will result in their exclusion from the process.

Candidates must not: 

· knowingly or recklessly provide false information 

· canvass any person with or without inducements 

· interfere with or compromise the process in any way. 

A third party must not personate a candidate at any stage of the process. 

Any person who contravenes the above provisions or who assists another person in contravening the above provisions, is guilty of an offence. A person who is found guilty of an offence is liable to a fine or imprisonment.

In addition, where a person found guilty of an offence was or is a candidate at a recruitment process, then:

· where he/she has not been appointed to a post, he/she will be disqualified as a candidate; and

· where he/she has been appointed subsequent to the recruitment process in question, he/she shall forfeit that appointment.

Data Protection Acts 1988 & 2003

When you apply for this competition a computer record will be created in your name which contains much of the personal information you have supplied.  This personal record is used solely in processing your candidature. Such information held is subject to the rights and obligations set out in the Data Protection Acts, 1988 & 2003.  To make a request under the Data Protection Acts 1988 & 2003, please submit your request in writing to:  

Ms Aisling Brennan, 

Head Office Area Data Controller, 

Department of Justice and Equality, 

51 St Stephen’s Green, Dublin 2.

ensuring that you describe the records you seek in the greatest possible detail to enable us to identify the relevant record.  A fee of €6.35 should accompany your request.  Payment should be made by way of bank draft, money order, or personal cheque, made payable to the ‘Department of Justice & Equality”.  Certain items of information, not specific to any individual, may be  extracted from records for general statistical purposes.
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