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Further to your interest in this post, please find:

· Information about CPAG and about the post

· Job description

· Person specification

· Application form

· Equal opportunities monitoring form

· Additional information on Terms and Conditions of Employment

To apply, please return the application form, taking particular care to provide full details of how you meet the person specification. We would also be grateful if you would return the recruitment monitoring form if you are willing to do so (this is not a requirement for consideration for the post but will assist us to review our recruitment procedures). Please send your application and monitoring form by email, to office@cpag.org.uk  or by post to: 




Recruitment




Child Poverty Action Group 




30 Micawber Street




London



N1 7TB


marking the envelope “Confidential”.

If you require further information or need us to make any special arrangements to enable you to participate in the selection process please contact us on 0207 812 5201.

Closing date for applications:

09am, 01 November 2018
Interview will be held on: 

08 November 2018

          General Information

   Judicial Review Project Worker
About CPAG
Child Poverty Action Group works on behalf of the more than one in four children in the UK growing up in poverty. It doesn’t have to be like this. We use our understanding of what causes poverty and the impact it has on children’s lives to campaign for policies that will prevent and solve poverty – for good. We provide training, advice and information to make sure hard-up families get the financial support they need. We also carry out high profile legal work to establish and protect families’ rights.

Our vision

Our vision is of a society free of child poverty, where all children can enjoy a childhood free of financial hardship and have a fair chance in life to reach their full potential.

Our mission

Our mission is to promote action to prevent and end poverty among children and families with children in the UK. 

Our values:

· 
Expert – we are the leading voice for children and families in poverty in the UK

· 
Independent – we advocate solutions to child poverty based on the evidence

· 
Ambitious – we know child poverty isn’t inevitable, and we won’t stop until no child grows up in hardship

What We Do

Policy and campaigning
We seek to achieve positive outcomes through our high-profile lobbying and campaigning work – using evidence to influence government and media. We publish research and information on the causes and effects of child poverty (including briefing materials on our website - www.cpag.org.uk) and seek radical and practical solutions. Our journal Poverty, published three times a year, carries articles and features to inform and stimulate debate on poverty, its causes and consequences, and the action required to tackle it.

Rights and Advice
We provide expert advice, training and information to welfare rights advisers, lawyers and others on all aspects of the social security and tax credit systems. Our staff in London and Glasgow respond to around 7,300 queries a year from advisers. Our bi-monthly Welfare Rights Bulletin keeps them up-to-date on new legislation and developments. During the year we reached 12,300 beneficiaries through our training, conferences and seminars.  Through carefully selected test cases, we challenge unjust legislation, unfair or discriminatory decisions.

Publishing and Resources
CPAG publishes the major handbooks used by thousands of advisers, community workers, lawyers and members of the public. The Welfare Benefits and Tax Credits Handbook gives full coverage of all aspects of social security and tax credits. We publish legal reference works such as: CPAG’s Housing Benefit and Council Tax Reduction Legislation and handbooks on child support, fuel rights, debt advice, migration, council tax, student support and personal finance.  For more information see our website at www.cpag.org.uk.
There are currently two offices from which this work is undertaken, the main office being in London and CPAG in Scotland, located in Glasgow.  There is a recognised union to which most permanent staff belong.
Background to the Post 

Child Poverty Action Group works to prevent and end child poverty in the UK. 
CPAG is seeking to advance legal thinking, training and practice, in an innovative and proactive way and at an early stage, in order to increase access to justice and secure positive outcomes for those families living in poverty.
There is a need for increasing capacity around judicial review as a matter of urgency. With the roll out of universal credit due to being completed by the end of 2018, and ‘managed migration’ beginning in 2019, CPAG has seen an increasing number of issues around poor administration which can only be challenged by way of judicial review. 
With the generous support of The Legal Education Foundation this new project will provide second tier training and advice to support and encourage welfare benefits advisers to pursue Judicial Review remedies, including developing web-tools and template pre-action protocol letters.

“The Legal Education Foundation is delighted to be supporting this project”
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Terms and conditions of employment

Job title: 
Judicial Review Project Worker
Contract:
Fixed Term for 1 year.
Salary:
£36,917 – £38,860 plus an automatic enrolment into CPAG’s nominated Group Personal Pension Scheme. 

Hours:
35 hours per week.  Normal working hours are 9:30 a.m. – 5:30 p.m. (including a 1 hour unpaid lunch break).  Overtime is not payable, but CPAG operates a ‘core hours’ and flexi/TOIL (Time Off In Lieu) policy. 

Annual leave:
30 days a year annual leave (as well as 4 days during the Christmas/New Year period when the office closes down). The holiday year runs from April to March. The basic annual leave is pro rata depending on starting date and hours.  

Other benefits
Interest free travel loan, income protection insurance and ‘death in service’
include:
provision , and a range of leave entitlements for family and other reasons (details are on the attached sheet).
There is a three-month probation period for this post.  

CPAG’s Commitment to Equal Opportunities

Everyone has the right to be treated with fairness, dignity and respect. CPAG recognises that discrimination can occur and will promote anti-discriminatory practices for people who may be discriminated against on grounds of race, colour, nationality, ethnic origin, religion, belief, gender, class, HIV & AIDS, age, disability, marital status, pregnancy, people who are gay, lesbian or transgender, people who have dependents or people who are using mental health services. 
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Job Description
Judicial Review Project Worker
Title: 
Judicial Review Project Worker
Reports To: 

Head of Advice and Rights
Team: 

Policy, Rights & Advocacy
Salary:
 £36,917 – £38,860 
Main Purpose of Job:

To provide second tier training and advice to support welfare benefits advisers to pursue Judicial Review remedies including developing web-tools and template pre-action protocol letters.

To develop and maintain links with law forms, university law clinics and law centres with a view to their providing assistance at the pre-action stage where necessary and taking on cases which do not settle and where proceedings need to be issued.
To assist the CPAG solicitor with legal work.

To contribute to CPAG’s high quality welfare benefits training, advice and information services and policy and campaigning activity.

Tasks and Responsibilities:

1. To develop and write on-line content (e.g. template letters, webinars, podcasts, written info) to enable front line advisers to understand judicial review and how and when to engage in the pre-action protocol for judicial review in relation to social security issues.
2. To provide high quality advice and consultancy to advisers and frontline staff on Judicial Review issues including drafting pre-action letters, applications and taking on cases where appropriate.
3. To regularly review all on-line Judicial Review content to ensure that it is up to date and continues to be relevant to the needs of advisers.
4. To design, prepare and deliver training, workshops and seminars.
5. To develop links with law firms, university law clinics and law centres who would be able to provide assistance with the drafting of pre-action letters in non-standard cases and take on individual cases with a view to issuing proceedings
6. To advise on and to produce content for advice and rights publications, briefings and newsletters.
7. To research and analyse the impacts of legislative or administrative changes on social security.
8. To actively promote the Judicial Review service to organisations who provide benefits advice, particularly those who may not traditionally be linked in to the advice sector.

9. To maintain confidential case records and administrative systems in accordance with CPAG’s policies and procedures.
10. To ensure that project deadlines and budgets are adhered to, and help secure the sustainability of the project.
11. To ensure evaluation information is gathered from project activity and produce reports for funders.
12. To represent CPAG at appropriate meetings and conferences with voluntary sector colleagues, civil servants, government agencies, etc. 
13. To keep up to date with trends and changes in social security policy.
14. To contribute to the policy and campaigns work of CPAG.
15. To contribute to the development and implementation of CPAG’s test case strategy.
16. To contribute to the wider work and welfare of CPAG by attending staff, team and other relevant meetings; liaison with team members and providing mutual support.
17. To comply with all CPAG’s policies and standard practice, with specific attention to Diversity and Equality.
18. To take on any other reasonable tasks which contribute to achievement of the job purpose and aims of CPAG.
19. To assist the CPAG solicitor with legal work.

      Person Specification – Judicial Review Project Worker
	Experience

	Essential
	Desirable

	Substantial experience of engaging in the pre-action protocol for Judicial Review, including drafting successful letters before action

	Qualified solicitor



	Experience of providing welfare rights advice


	Experience of engaging in judicial review at litigation stage

	Skills/Abilities/Knowledge

	Essential
	Desirable

	Sound working knowledge of public/administrative law, judicial review, human rights law and discrimination law, including practice and procedure


	Ability to contribute to CPAG’s wider child poverty policy and advocacy activities

	Knowledge of  social security and tax credit legislation and awareness of forthcoming changes


	

	Strong legal drafting skills and ability to construct sound legal argument


	

	Strong ability to analyse and apply legislation and case law


	

	Ability to provide relevant, accurate and up to date information to advisers through on-line content


	

	Ability to develop and deliver training, workshops and seminars

	

	Ability to maintain accurate and up-to-date case records and administrative systems

	

	Excellent written and oral communication skills with ability to adapt these to meet the needs of different audiences

	

	Good IT skills

	

	Ability to prioritise and manage a demanding and varied workload

	

	Ability to work independently and as part of a team

	

	Ability to represent CPAG to a wide range of external audiences, including MPs, journalists and frontline workers


	

	

	Personal Qualities

	Essential
	Desirable

	Commitment to CPAG’s aims and objectives


	

	Commitment to CPAG’s Diversity & Equalities policy


	

	Other Contractual Requirements

	Essential
	Desirable

	Ability to spend occasional nights away from home on business
	



                                  Application Form

 Judicial Review Project Worker 
Please complete (word process, type or write) this form in black ink, to enable clear photocopying.  If you require more space in any section, please continue on A4, single sided, sheets of paper.  PLEASE DO NOT SEND A CV.    Please do not fold application form more than once. 

Personal details:

Name: ___

         _______________________________________________________________________

Address: ___________                                  _____________________________________________________________

________________________                                    _______________________________________________________

Tel Nos:   Home: ___      ____________   Mobile                                         
            Work: ___                      ____________    








                                        May we contact you there?   Yes     No  








                                                          circle which one (Discretion will be used)
Email: ___________________                                 _                           _

Current Employment: Please give details of your present or most recent employer.

Employer’s Name: ___________________________________________            ________________________________

Job Title:____________________________________________________                           ________________________

Date Started: ____________________


 Date Left:_____

 _______________

Salary: ______________________

Reason for Leaving: ________________________________________________________________________

Summary of Duties:

Previous Employment: Please start with the most recent position and work backwards

Date From
Date To
Employer’s Name/Address


Job Title/Summary of Duties



Reason for Leaving
Other Experience:
Please give details of any unpaid work or other experience relevant to this post:

Qualifications:  Please list below examination results with dates:

Training:
Please list any specialist knowledge acquired that is relevant to the job including training courses attended (with dates).

_____________________________________________________________

Work Permit:
Do you require a work permit?

Please answer yes or no



The successful candidate will be required to show proof of eligibility to work in the United Kingdom prior to the start date.  A list of documentation required will be sent with the provisional offer letter.

This Post:

Please address all the criteria in the person specification, giving examples to show how you meet each requirement.  Please be concise.  

Please continue on separate A4 sheet/s if necessary.

References:

Please give the names of two referees, one of whom should be your present or most recent employer.  (If this is not possible, then someone who has known you well in your most recent work experience/employment.)

N.B.
  We will take up references for the successful candidate only.
	Name:







	Name:

	
	

	Title:








	Title:


	
	

	Organisation:
	Organisation:



	
	

	Address:



	Address:


	
	

	Telephone:

Email: 
	Telephone:

Email:


Notice period required/date available for employment:

I confirm to the best of my knowledge that the information given on this form is true.

Signed






 Date:    

Closing date for this position is 09am, 01 November 2018
Please return to:  
Private and Confidential




Recruitment




Child Poverty Action Group 

30 Micawber Street 




London N1 7TB



Or via email:  office@cpag.org.uk 

RECRUITMENT MONITORING

In the interests of monitoring our recruitment procedures we would be grateful if you could complete this form. We will separate this document from the application form and it will not take part in any selection process.

Please tick as appropriate

Top of Form

Male        [image: image3.wmf]    

Female    [image: image4.wmf]



	What is your ethnic group?



	A
	White

	 
	[image: image5.wmf]
	British

	 
	[image: image6.wmf]
	Irish

	 
	[image: image7.wmf]
	Any other White background, please write in


	B
	Mixed

	 
	[image: image8.wmf]
	White and Black Caribbean

	 
	[image: image9.wmf]
	White and Black African

	 
	[image: image10.wmf]
	White and Asian


Top of Form

	 
	[image: image11.wmf]
	Any other Mixed background, please write in
[image: image12.wmf]



	C
	Asian or Asian British
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	Indian
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	Pakistani

	 
	[image: image15.wmf]
	Bangladeshi
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	Any other Asian background, please write in
[image: image17.wmf]


	

	D
	Black or Black British

	 
	[image: image18.wmf]
	Caribbean

	 
	[image: image19.wmf]
	African
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	Any other Black background, please write in
[image: image21.wmf]



	E
	Chinese or other ethnic group
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	Chinese
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	Any other, please write in
[image: image24.wmf]




Bottom of Form

Do you have a disability as defined under the Equality Act (defined as a physical or mental impairment which has a substantial and long-term adverse effect on [your] ability to carry out normal day-to-day activities)?

Top of Form

Yes
[image: image25.wmf]
Bottom of Form

Top of Form

No
[image: image26.wmf]
Bottom of Form

Please provide details of any special arrangements you would require if invited to interview

[image: image27.wmf]


Where do you see the advert (Guardian, Charityjobs, Rightsnet etc):  
What age group do you belong to?

Top of Form

Under 25      [image: image28.wmf]
Bottom of Form

Top of Form

26 – 35         [image: image29.wmf]
Bottom of Form

Top of Form

36 – 50         [image: image30.wmf]OP
Top of Form

Over 50        [image: image31.wmf]
Bottom of Form

CPAG is keen to improve our recruitment practices and ensure we do all we can to attract a diverse range of applicants for our posts. To assist us, we would be very grateful if you would tell us about anything that attracted you about the organisation or the post that may help us to improve our recruitment process in future. Please also tell us how you heard about this vacancy.

Thank you for providing this information to assist us with our recruitment monitoring

Additional Information on Terms and Conditions of Employment

CPAG offers 30 days annual leave (in addition to 4 days to be taken when the office is closed over the Christmas break), along with a range of family and other leave entitlements as follows:
26 weeks paid maternity leave and 26 additional weeks unpaid maternity leave 
Shared Parental Leave
6 weeks paid leave for staff whose partner has or adopts a baby 

(These entitlements are also available to staff who adopt children).

13 weeks unpaid parental leave for parents or guardians of children up to age 16 (18 weeks for parents or guardians of disabled children) 

10 days paid leave for staff members who have to care for a dependent

5 days paid leave for urgent domestic reasons

5 days paid leave for staff who carry out public duties

10 days paid study leave subject to agreement by CPAG

An unpaid career break of up to 6 months available to staff after 2 years’ service 
Time off in lieu to allow staff to work flexibly

Arrangements apply pro rata to part-time staff
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