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Do you have the skills to ensure that vulnerable people with communication difficulties receive high quality assistance giving them to access justice?   

We are looking for an outstanding individual to join the
Witness Intermediary Scheme Quality Assurance Board 
Feedback and Complaints Lead
Reference number: QAB002
            (Please use the above reference in all correspondence)


Closing date for applications: Noon, Tuesday 4th July 2023
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[bookmark: _Hlk34913313]1. Overview
The Witness Intermediary Scheme

The Witness Intermediary Scheme (WIS) was rolled out nationally in 2008 and established a national database of Registered Intermediaries (RIs). An RI is a communication specialist who helps victims and witnesses with communication difficulties to give evidence to the police and to the court in criminal trials. Their assistance is often the difference between a witness being able to give evidence or not. 
The WIS provides RIs to more than 600 victims and witnesses with communication difficulties each month. RIs have assisted children as young as two to give their evidence and also assist with a wide variety of communication difficulties ranging from those associated with learning difficulties, physical disabilities, mental illnesses and more. The WIS is governed by the Intermediaries Registration Board (IRB), with quality assurance provided by the Quality Assurance Board (QAB). 

The Quality Assurance Board
The QAB is responsible for the quality assurance, regulation and monitoring of the professional standards of RIs. The Board has an essential role in ensuring that the most vulnerable individuals receive the communication assistance they need to have a voice in the criminal justice system. Through its work, the QAB ensures the criminal justice system has access to the high-quality support that enables victims and witnesses to give their best evidence. 
The QAB meets quarterly and is comprised of individuals with professional experience in working with vulnerable users and has experience in the regulation and monitoring of professional standards. 

2. The Role
We are seeking a high-calibre board member with a passion for public service and a desire to ensure that vulnerable individuals requiring expert communication assistance in the criminal justice system receive the highest possible standard of service. 
You will need to have experience working in an area with vulnerability as its focus, regularly considering the space of vulnerability and service improvements reflecting this, such as mental health, children and disability services.
You will need to have substantial experience of setting and monitoring professional standards, developing and following performance and complaints policies, resolving issues both on an organisational and one to one basis and overcoming issues, whilst also recognising the need to ensure maximum value for public money. You will also have experience of managing confidential processes with potential for conflicts of interest.
Members of the QAB make a valuable contribution to an important asset of the criminal justice system. You will work closely with Ministry of Justice policy leads, the National Crime Agency’s Witness Intermediary Team, the Crown Prosecution Service, RIs and fellow Board members to deliver the quality assurance function in support of vulnerable victims and witnesses across England & Wales. 
Feedback and Complaints Lead will be responsible for: 
· Understanding and monitoring the feedback on RIs from the end-users through the WIS, by working closely with the NCA who collect this data. 
· Working with MoJ, the QAB chair and wider stakeholders to review the Feedback and Complaints Policy every two years.
· Promoting quick, clear and fair responses, to feedback on RIs received by the QAB.
· Wherever possible promoting informal resolution and a constructive approach to learning from feedback, working closely with the QAB Continuous Professional Development lead to do so. 
· Using objective sound judgment when reviewing feedback and complaints, to fairly determine any causes for concern and if the matter can be addressed informally, or if a full investigation is required due to breaches of the RI Procedural Guidance Manual. 
· Undertaking risk assessments and investigations where there is a risk to a criminal case, potential harm to the public, or a serious breach of the RI Procedural Guidance Manual, for example. You can appoint another QAB member as an investigator where necessary. 
· Developing short timely reports where required, with findings from the investigation. 
· Working collaboratively with a determination panel, to finalise any recommendations in response to a complaint. 
· Considering safeguarding and fitness to practice in relation to RIs where a formal complaint has been made.
· Working to reduce the costs of complaints investigations
· You will also be expected to be active on WIS recruitment processes and panels.
[bookmark: _Hlk33549311]Eligibility 
· There must be no employment restrictions, or time limit on your permitted stay in the UK. You should normally have been resident in the United Kingdom for at least three years prior to your application. 
· You should not be employed in the UK civil service.
Essential criteria 
· Understanding of and experience working with vulnerable users, including those with communication needs deriving from learning difficulties, physical disabilities and mental illness.
· Strong communication and relationship building skills. This includes both written and oral communication. 
· Interest in learning about the WIS and a strong desire to improve the experience of vulnerable users in the criminal justice system.
· Experience of delivering organisational change and working at a senior level on the delivery of a high-quality service, with proven results. 
· Experience of setting and monitoring professional standards.
· Experience of handling feedback on a service.
· Ability to take an objective view point, weighing up evidence and information regarding a range of different perspectives.
· Ability to work in partnership with other board members, government officials and RIs to continue to improve the WIS. 
· Awareness of accountability for the use of public funds.
· Willingness to assist with recruitment related processes (e.g. sifting and benchmarking applications for RI roles and interviewing new candidates).
· Willingness to take a long-term and strategic view of quality assurance and the RI role.
Desirable criteria 
· An understanding of the intermediary role. 
· An understanding of the broad range of communication needs that RIs work with. 
· An interest in the criminal justice system and a desire to learn more.
· An understanding of the varying needs of criminal justice system users.
3. Other Important Appointment Information
Tenure: Appointments will be for three years with the possibility of reappointment for a further term at the discretion of the Ministry of Justice.  
Quarterly Meetings: Held virtually on Teams. 
Remuneration: These are remunerated positions at £40 per hour plus T&S.
Remuneration is taxable and subject to National Insurance contributions. Please note, as this is an external board appointment you will not be eligible for Civil Service pension schemes.
Standards in Public Life: Appointees are required to uphold the Committee on Standards in Public Life’s Seven Principles of Public Life (see Appendix 1).  You are also expected to adhere to the Code of Conduct for board members of public bodies. 
4. The Appointment Process and Timeline
Expected date(s) of interviews: July 2023 (remotely, via MS Teams)
Please note that it is not possible to provide specific, individually tailored feedback following the sift stage but we will provide, on request, feedback to those who are interviewed. 
If you accept an invitation to interview, we will take two references in advance of the interview.  By providing the details of two referees you are consenting to us approaching them in this way.
If you cannot attend an interview on the date specified, please advise us as soon as you can. It may be possible to arrange an alternative date.  
Security Clearance
For successful candidates, confirmation of appointment will be subject to security checks, covering confirmation of identity and right to work in the UK, plus a basic criminal record check. This can take up to five weeks to process following completion of the forms. 

5. How to apply 
Please ensure you quote reference QAB002 in the subject line of all emails. 
To make an application, please send the following documents to registered.interme@justice.gov.uk
· A CV (maximum two sides of A4) detailing your qualifications and employment history. Please also provide your preferred contact number and email address.
· A personal statement (maximum two sides of A4) providing evidence of your suitability for the post. Please consider the role and criteria carefully in preparing your statements. Applications which offer specific and tailored examples against the criteria, making clear the candidate’s role in achieving an outcome are often the strongest. Structuring the statement around the criteria using relevant headings also aids clarity.  
· Referee details form – please give names/contact details of two referees (who will be contacted if you are shortlisted for interview);
Supporting Documents 
Please also complete and return the following supporting documents to registered.interme@justice.gov.uk:
· Potential conflicts of interest:  If you have any interests that might be relevant to the operations of the Witness Intermediary Scheme or the wider Criminal Justice System, and which could lead to a real or perceived conflict of interest if you were to be appointed, please provide details in your supporting documents.
· Given the nature of these appointments, it is important that those appointed as members of public bodies maintain the confidence of the public. If there are any issues in your personal or professional history that could, if you were appointed, be misconstrued, cause embarrassment, or cause public confidence in the appointment to be jeopardised, it is important that you bring them to the attention of the panel and provide details of the issue(s) in your supporting letter. In considering whether you wish to declare any issues, you should also reflect on any public statements you have made, including through social media. The panel may explore any issues with you before they make a recommendation on the appointment. Failure to disclose such information could result in an appointment either not being made or being terminated.
· Conflicts might arise from a variety of sources such as financial interests or share ownership, membership of, or association with, particular bodies or the activities of relatives or partners.  If you need further advice, please contact registered.interme@justice.gov.uk.
· The equal opportunities monitoring form – information is requested for monitoring purposes only and plays no part in the selection process.  It will be kept confidential. (This form includes a declaration of public appointments currently held, a political activity declaration and a Guaranteed Interview Scheme declaration). 
If you have further questions about these posts, you are welcome to contact the Vulnerable Users Policy team at registered.interme@justice.gov.uk.
Alternative format versions of this candidate information pack are available on request from the Public Appointments Team, contact details as above.
6. Diversity and equality of opportunity

We encourage applications from all candidates regardless of ethnicity, religion or belief, gender, sexual orientation, age, disability or gender identity. MoJ is a Disability Confident employer and is committed to inclusion and diversity. We particularly welcome applications from women, people with a disability or long-term health conditions and those from a black or ethnic minority background.

We would also particularly welcome applications from those currently working in, or with experience of, the private sector, and those who have not previously held public appointments. We want to explore the widest possible pool of talent for these important positions.

Arrangements for candidates with a disability: An offer of an interview would be given to candidates with disabilities who meet the minimum selection criteria for the role. 
[image: ]
Reasonable Adjustments: 
If you have a disability and require any arrangements or adjustment for any part of the recruitment or selection process, please state clearly on your form and email the Intermediaries Team at registered.interme@justice.gov.uk (please quote QAB002 in any correspondence). 

[bookmark: _Hlk31033365]Further information can be found via this link: https://publicappointments.cabinetoffice.gov.uk/recording-whether-or-not-you-have-a-disability/

7. Complaints Process
If you have a complaint about any aspect of the way your application has been handled, we would like to hear from you. In the first instance please e-mail the Intermediaries Team at the e-mail address given below, quoting the appropriate reference number. 
Email address: registered.interme@justice.gov.uk
Complaints must be received by the Intermediaries Team within 12 calendar months of the issue or the closure of the recruitment competition, whichever is the later. 
[bookmark: OLE_LINK11][bookmark: OLE_LINK12]We will acknowledge your complaint within two working days of receipt and reply as quickly and clearly as possible; within 20 working days of receipt. We will tell you if we cannot meet this deadline for any reason and provide an expected reply date. 
8. Checklist
Please refer to the table below to ensure you send us all the necessary information.
	Documents to be completed and sent
	Tick 

	Your CV
	

	Supporting statement
	

	Referee details
	

	Completed Supporting Documents
· potential conflicts of interest; 
· equal opportunities monitoring (including declaration of public appointments currently held, political activity declaration and Guaranteed Interview Scheme declaration). 
	









9. Your personal Information 
We will process your application in accordance with the EU General Data Protection Regulation (GDPR), the Data Protection Act 2018 and the Ministry of Justice’s Information Charter, which can be found at https://www.gov.uk/government/organisations/ministry-of-justice/about/personal-information-charter.  
Your data will be held securely and access will be restricted to those dealing with your application or involved in the recruitment process. Your data will be stored for up to one year and processed for the purpose of the recruitment process, diversity monitoring and, if successful, your personal record. If appointed, your data will be stored for the duration of your tenure and may be shared with the organisation that you are appointed to, unless specifically requested otherwise.

[bookmark: _Hlk37945321]Should you wish your data to be removed from our records, please contact registered.interme@justice.gov.uk 



Appendix 1 - The seven principles of public life
All candidates for public appointments are expected to demonstrate a commitment to, and an understanding of, the value and importance of the principles of public service. The seven principles of public life are:
Selflessness
Holders of public office should act solely in terms of the public interest.
Integrity
Holders of public office must avoid placing themselves under any obligation to people or organisations that might try inappropriately to influence them in their work. They should not act or take decisions in order to gain financial or other material benefits for themselves, their family, or their friends. They must declare and resolve any interests and relationships.
Objectivity
Holders of public office must act and take decisions impartially, fairly and on merit, using the best evidence and without discrimination or bias.
Accountability
Holders of public office are accountable to the public for their decisions and actions and must submit themselves to the scrutiny necessary to ensure this.
Openness
Holders of public office should act and take decisions in an open and transparent manner. Information should not be withheld from the public unless there are clear and lawful reasons for so doing.
Honesty
Holders of public office should be truthful.
Leadership
Holders of public office should exhibit these principles in their own behaviour. They should actively promote and robustly support the principles and be willing to challenge poor behaviour wherever it occurs. 
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