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This information exchange relies on its readers for its
existence! Any comments or suggestions about how it should
operate will be very welcome. Individual contributions -
not necessarily related to the chosen topic(s) of a
particular issue - will also be welcome.

In developing the information exchange, we are keeping in
close touch with People First’s London office, bearing in
mind their role in providing a link with groups around the
country and producing a national newsletter. We want to
make sure that the work of the information exchange
complements and does not overlap the work of the People
First Office. The information exchange will concentrate on
service development issues. It will not, for example, cover
the type of self-advocacy group news which is contained in
People First’s national newsletter.

The information exchange is produced particularly for
supporters and advisors of self-advocacy groups and people
with responsibility for developing effective ways of working
in partnership with users in planning and delivering
services. However we hope that many service users will also
read it, and we will be continually striving to find ways of
producing it which will make it readily accessible, whoever
is using it.



INVOLVING PEOPLE WITH LEARNING DIFFICULTIES IN APPOINTING
STAFF

Judging by the responses sent in and from what one learns
informally, it is becoming increasingly common for people
with learning difficulties to be involved in some way when
new staff are being appointed. Most often, this is still on
an informal basis - clients show prospective candidates
around the centre or group home, they interview the
candidates informally and pass their opinions on to
management. In some places a more structured system has
been developed which enables people with learning
difficulties to take part in the whole process in a more
formal way.

But in the end, what matters is, how much have service users
actually influenced the final choice? What weight has been
given to their opinions? What factors - commitment to the
principle, a written policy, the process, the management
structure - made it more likely to happen? Perhaps it is to
be expected that to-date, most of the good examples are
coming from advocacy and self-advocacy projects. But as our
examples show, things are beginning to change in other
settings too. Although we need many more examples and a
much more detailed study of each, to make an authoritative
judgement of the overall picture, these examples do offer
some guidance and, we hope, encouragement to anyone who
wants to develop this very important area of involvement by
service users.

Example 1

Interviewing for staff at a day centre.

We show the candidates round the centre. Four of us plus
our advisor then asked each candidate a list of questions -
what their previous jobs were, what sort of hobbies do they
have? Each committee member asks two questions.

After we have interviewed all the candidates, we talk about
them and decide which person we feel would be suitable for
the job. We then go to a meeting with management (manager,
deputy manager and usually another senior member of staff)
and discuss our opinions. Mostly we find we agree with
management on the choice of person. On one occasion we
disagreed, so we had a vote. Management accepted the result
of the voting.

Example 2

Interviewing for an advocacy project worker.

Service users met together to draw up a list of qualities
they would 1like the new staff person to have. They then
looked at all the applications and used a system of ticks
and crosses to short-list from the application forms. This
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was done by a group of seven people two of whom were people
with learning difficulties. Three people were chosen to do
the interviews, one of them being a person with learning
difficulties.

In this example, the person with learning difficulties had
some speech disability and it was not always easy to
understand him. This was an important factor in judging
reactions/interaction between him and the candidates.
Although he was not able to express himself in language very
clearly, his gut reaction about the candidates was
important.

Example 3

Interviewing for a self-advocacy co-ordinator.

Five of us did the short-listing - three self-advocates and
two advisors. We spent a day short-listing candidates from
forty applications. Criteria for choosing people to be
interviewed had been decided before our meeting started.
Each of us had a copy of the list of criteria. The advisors
helped with reading the applications, and we worked together
as a group to choose who should be short-listed.

We chose eight people to be interviewed. After the
short-listing, we drew up a list of questions to be asked at
the interviews. Three professionals and two self-advocates
did the interviewing, each person asking two or three

questions. Candidates were given marks out of ten for each
question; these marks were later added up to see who came
out Dbest. Three people had very good marks, and it was

difficult to choose between them. A decision was made by us
all discussing it in the interviewing group.

The questions I asked were:

1. Given this is a part-time job and the hours will be
flexible, including some evening meetings, how
flexible can you be?

2. Can you give us a definition of self-advocacy?

3. We have got funding for three years but the
organisation needs more funding, including for

administration. How would you do this?

I found it tiring and a lot of hard work but I think it was
good that I did it.



INTERVIEWING FOR STAFF AT A GROUP HOME

by Paul Gowtridge, Clarement, Melton Mowbray, Leics.

When there is a vacancy we put an advert in the paper or the
job-centre. People phone up or come along to pick up an
application form. When we have got the application forms in
we set a date for the interviews. We usually interview
everyone that applies. They can be men or women - everybody
has the same chance.

On the day before the interview we look at the job
description and the application forms and we discuss what we
want from the member of staff that we appoint. All the
residents (10 people) take part in this discussion; some of
the residents cannot speak so Liz (resident) tries to think
about the less able people and what help they might need
from their friends in the house or from a member of staff.

Before the interview we draw up a list of questions. Again
all the residents are involved in doing this. When this has
been done I go round and see everybody again to double-check
and see if there is anything else that anyone wants to add.

All the residents are at the interviews. I have the list of
questions that we have drawn up together and I ask each
candidate these questions. When I have done this everybody
else also has a chance to ask the candidate any questions
that they want to and then the candidates ask us questions.

When a candidate has answered a question it is sometimes
difficult to think of another question to get more
information from their answer; I sometimes need support
from Wanda (manager) or Chris (staff member) to do this.
There has been a gradual change since we started to
interview. At first Wanda or Chris had to ask more of the
questions, now I do most of it.

Here are some examples of the questions we have asked at
interviews:

(1) Do you mind the residents being on the interviewing
panel?

(2) Are you prepared to go on long walks, picnics and
outings?

(3) Can you drive?

(4) Do you have patience? What good things in your
personality could you bring to the job?

(5) Do you know about first aid?

(6) What do you expect of the job?
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(7) What would you do if a resident is angry and upset?
(8) What do you do if a resident hits another rgsident?
(9) If the staff get stuck will you come in and help out?

(10) If we go on day trips, are you prepared to come with
us on a voluntary basis?

(11) When we have special occasions in the home, are you
prepared to come in?

(12) What things do you feel are important for residents
that live here?

(13) What do you do if a resident has an epileptic fit?
(14) Can you do some cooking?

(15) Are you in good health?

(16) Do you get arthritis?

(17) Are you strong and able to lift?

(18) Are you able to push the wheelchair?

After we have finished interviewing each person, we have a
talk and decide what we think about them. If we can’t agree
at the end about who we want to appoint, then we have a
secret ballot. We do this so that people aren’t influenced
by other people’s answers.

We want to appoint staff who will do what we ask them and
will not do things like walking into people’s bedrooms
without knocking. When they are working with less able
people, like taking them to the toilet, then they need to do
this sensitively. You can pick up a lot about people in an
interview. We are not bothered about what experience they
have had, we are more interested in people’s personalities
and whether they have patience. The most important thing is
the person’s attitude.

Once staff have been appointed they are on a month’s trial.
After this we have another meeting to decide whether they
can stay on or not.

If there are difficulties after this we have a procedure for
dealing with it. We make a complaint to Wanda or Chris and
they will bring it up in supervision with the member of
staff. If this doesn’t sort out the problem then the
residents try to sort it out by telling the member of staff
what they think is wrong.

Once we had to sack somebody. The residents asked her to
come in and we gave her a week’s notice. This was very hard
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to do. While she was working her notice she worked well.
Then she asked if we could have a residents’ meeting to
reconsider her employment. We felt under a lot of pressure
and it made us feel that we were being unkind. But we stood
by what we had said and she left at the end of the week.

The residents always have the final say, both when we are
appointing someone and when we are firing someone. If Wanda
is not too keen on our choice she will go with the majority.

It is important that we choose the staff that work with us
because we live at Claremont and it is our home. The staff

finish their shift and go home. It is also us who pay their
wages!
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PEOPLE FIRST LONDON OFFICE - APPOINTING THE OFFICE WORKERS

People First
have now
appointed
staff

three times.

This is how
it was done.

The most
important
steps are:

JOB DESCRIPTION

People First
members
talked about
the skills
and personal
qualities
needed by
the office
workers.

This is the story of how members of People
First London Boroughs tackled the job of
appointing staff for the People First
office. We have now appointed staff on
three occasions. First, to appoint a
full-time (advisor) worker and two part-time
(self-advocate) workers, the second to
appoint a different full-time worker and the
third to appoint a different part-time
worker. The process used on each occasion
was similar and here, all three

experiences are put together in the one
story. 1Included are copies of the questions,
chart and other written material which was
used. The words and questions on these
examples will not, of course, fit every job
interviewing situation, but may be helpful
to readers as a general guideline.

Appointing people to a job involves
several important steps:

Writing a job description

Preparing a job application form

Drawing up and placing a job advertisement
Short-listing

Interviewing

There are other things to be done like
remembering the rules of equal
opportunities, writing letters to the job
applicants, getting references, and writing
sensitively to people who were not chosen,
but here we are concentrating just on the
main areas where People First members were
involved.

The process of appointing people to work in
the People First office began with the job
descriptions. During a number of meetings,
People First members 'brainstormed’ about
what sort of people they wanted to have in
the office, what their responsibilities
would be and what skills would be needed.
They made lists of skills and personal
qualities and from these gradually emerged
appropriate job descriptions for the
full-time worker and the part-time workers.




JOB APPLICATION

People First
Members

talked about
what questions
should go on
the application
form.
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People First members were also involved in
deciding what questions should be on the job
application form. As a guide, they used a
copy of the King’s Fund Centre job
application form, but changed some of the
questions and used some different wording,
to make sure that whoever was applying for
the People First jobs -~ full-time or
part-time - would be able to understand the
application form easily.

JOB ADVERTISEMENT

Writing a
good job
advertisement
involves
answering
these
questions:

SHORT-LISTING

Short listing
means reading
all the
applications
and choosing
the people
most likely
to be able to
do the job.

Five self-
advocates and
three
supporters
did the
short-listing.

We found that there was quite a lot
involved in producing a good job
advertisement. Some of the questions we had
to answer were:

What would be the best places to put the job
advertisement (journals, newspapers,
newsletters, notice boards, etc.)?

How much would the advertisement cost?

Putting advertisements in papers and

journals can be very costly. The more words

you use the more expensive the advertisement
gets. We had to choose which were the most
important words which had to be included.

We talked about where we might get the job

advertised free!

Short-listing means reading all the
applications for a job and choosing those
people who seem likely to be able to do the
job, from what they have written about their
background and past experience. Then these
people are asked to come for an interview.

People First decided that five
self-advocates and three supporters should
do the short-listing. They decided that two
of the People First members should come from
outside London - they were less likely to
know the people who were applying for the
jobs and could give an unbiased opinion.
No-one who was intending to apply for the
jobs could be involved in short-listing or




We used a
chart with
v{/ and XX
to help us
choose.

Some people

needed help

with reading
so we worked
in pairs.

Each pair
made their
choices.

Then everyone
came together
to make the

final choices.

Using %?/

and Xx'
worked well.

Working in
pairs worked
well.

interviewing.

To help decide who should be chosen for an
interview, we first looked at the list of
skills and qualities drawn up when writing
the job descriptions and put them in order
of priority - the most important to the
least important. Then we made a chart using
this list. We decided to use 4/ and. XX

to help ’‘rate’ people’s abilities. We
thought this would be easier then giving a
mark out of ten. (Copy of chart attached).

We realised that some people involved in the
short-listing would like help with reading
the applications, so we agreed to work in
pairs. People chose who they wanted to work
with.

Each pair had copies of all the application
forms. Each set of forms was arranged in a
different order to avoid possible bias if
the same applicant’s form was being
considered first by all pairs before
everyone got tired!

Each pair worked separately first - reading
all the applications and choosing who they
felt should be short-listed. They then met
together to exchange notes and decide who
would be asked to come for an interview.
Working in pairs, instead of staying as one
group meant less time was needed to consider
the applications and allowed individual
opinions to be more fully expressed. It
also added a considerable element of fun and
anticipation as each pair wondered how many
of the same people they’d chosen as other
pairs!

The system of using J&/and,KXto ‘rate’
applicants’ abilities on the chart worked
well. Working in pairs also worked well,
though because the short-listing was done
during one evening - 15 applications - we
were conscious that particularly towards the
end of the evening there was not enough time
to adequately help self-advocates read the
applications and express opinions without
having to ’push on’ to get the job
completed.
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PREPARING FOR THE INTERVIEWING

People First
members wrote
a list of
questions

to ask the
candidates.

The
interviewing
panel divided
up the
questions
among
themselves.

INTERVIEWING

Three
self-advocates
and two
supporters

did the
interviewing.

All the

candidates
were asked
questions.

Each full-
time post
candidate also
worked with a
self-advovate
doing a role

We drew up two lists of questions which
candidates should be asked - one list for
the full-time job and one for the part-time
jobs. We did this by drawing on previous
experience in interviewing, by looking at
the list of skills set out in the job
description, and by thinking of any
additional questions which seemed
appropriate. The questions agreed are set
out on the attached sheets.

The interviewing panel met for an hour
before the interviews started, to go over
again the procedure for conducting each
interview, choose who was going to ask which
questions, and make sure that each person
felt comfortable with the words used in the
questions he/she was going to ask.

Interviews for the part-time posts were done
first. Interviews for the full-time post
took place about two weeks later.

Three self-advocates and two supporters did
the interviewing for the part-time
positions. When the interviews for the
full-time post were conducted, the two
self-advocates who had been appointed to the
part-time positions were on the interviewing
panel. We felt it was important that they
should be involved in the decision about
appointing the person with whom they would
work.

All the candidates - part-time and full-time
posts - were first of all interviewed in the
conventional manner, being asked a series of
questions by the interviewers and having the
opportunity to ask questions themselves. All
candidates were asked to do a typing test.

Included with the full-time post interviews
was an exercise involving candidates working
with self-advocates. They were given a
basket of work (letters, papers, files) and
asked to carry out certain tasks relating to
the work.




play about
office work.

This helped us
learn more
about the
candidates’
skills than
just asking
them questions.

Short-listing
and
interviewing
is tiring work
but also very
interesting.
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Three self-advocates and one supporter (not
people who were interviewing) helped with
this exercise, explaining to the candidate
what he/she had to do, and observing what
was happening while it was being done. The
self-advocates took it in turns to be the
one working with a candidate. This kept the
exercise interesting for everyone and helped
overcome the risk of it becoming tiring and
repetitive if only one person had worked
with all the candidates.

We found this exercise very useful in
helping to choose who was the right person
for the job. It gave us additional
information about each candidate’s abilities
which we could not have learnt from the
formal interview alone.

Although it was quite tiring work, everyone
involved in the short-listing and
interviewing found it a very interesting and
rewarding experience.
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SHORTLISTING - PEOPLE FIRST OFFICE - PZ\RI‘—TIME WORKERS

CAVIDATES' VAMES —

—

. TIME-KEEPING - GETTING TO THE JOB ON TIME

KNOWING THAT OFFICE WORK MUST COME FIRST
CONCENTRATION — BEING KEEN - ENTHUSIASM

THEY SHOULD HAVE GOOD TYPING SKILLS

ABLE TO LOOK AFTER MONEY -
€.g. HANDLING CHANGE

ABLE TO WRITE - HELPING PEOPLE TO
READ AND UNDERSTAND LETTERS

GOOD AT TELEPHONE/RECEPTION WORK

SIMPLE ADMINISTRATION TASKS —
€.g. HELPING TO FILE LETTERS

ATTITUDE - HELPING ONE ANOTHER

KNOWING ABOUT SELF-ADVOCACY
PEOPLE WHO CAN SPEAK FOR THEMSELVES

10.

KEEPING OFFICE CLEAN AND TIDY
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PEOPLE FIRST JOB INTERVIEWS - QUESTIONS TO PART-TIME
CANDIDATES

Note: Some of the questions have introductory sentences
before them. These are to help the interviewer
introduce the question to the candidate.

When preparing for the interview, whoever was
asking a particular question made sure that he/she
understood and felt comfortable using the words

as written - or changed them if necessary.

1. Starting the interview
Introduce interviewers
Explain interview process e.q.
- we will be sharing the questions between us
- feel free to ask us questions

2.(a) What do you know about self-advocacy?
Can you describe what self-advocacy means to you?

3.(a) What parts of the job would particularly interest you
and why?

(b) What parts of the job do you think you would find
least interesting and why?

4. Why do you think you’d be good at the job?

Now we’d like to ask you some questions which are
about the skills needed for this job.

5. Time-keeping will be very important in the job.

Can you give us an example of how good you are at
time-keeping? e.g. Getting to places on time.

6. Another important part of the job will be adding up
figures and understanding money.

Can you give us an example of how you handle money in
your life?

7. Another job the workers will need to be able to do is
answer the telephone and take messages.

Can you describe to us what you would do if the
telephone rang and you answered it?

8. Now we’d like to ask you a couple of questions which
are about working with other people - getting on well
with other people.

Have you ever had to work with a few other people in a
group to get a job done?




10.

11.
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Can you give us an example?

If one of the other workers asked you to do something
you didn’t agree with, what would you do?

Are there any other questions you’d like to ask us?

Ending the interview

To include the following, if not already discussed:

- working conditions

- salary

- have you thought about possible effect on
benefits?

Only two posts - unfortunately we can’t appoint
everyone - reassurance.




CANND W=
] ~IME S _
SHORT-LISTING - TIME POST N VE <

1. STRONG BELIEF IN AND UNDERSTANDING
OF SELF-ADVOCACY/PAST EXPERTENCE

ADMIN/ORGANISATIONAL SKILLS
ABLE TO RUN AN OFFICE/TYPING/FILING/MONEY/
WRITING LETTERS AND REPORTS

SUPERVISION/TEACHING SKILLS
HELPING PEOPLE LEARN JOBS/MAKING SURE
THE JOBS GET DONE

EXPERIENCE OF WORKING AS A MEMBER OF A TEAM

DELEGATING - SHARING THE WORK

FACILITATING GROUP WORK -
€.g. HELPING PEOPLE FIRST MEETINGS RUN WELL

SETTING TARGETS/MONITORING PROGRESS
PLANNING WORK TO BE DONE - e.qg. DAY-TO-DAY,
MONTI-BY-MONTH
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PEOPLE FIRST JOB INTERVIEWS -~ QUESTIONS TO FULL-TIME
CANDIDATES

1. Starting the interview
Introduce interviewers
Explain interview process - e.g.
- we will be sharing the questions
- feel free to ask questions
- exercise with self-advocate

2.(a) Can you tell us how you have been involved in
self-advocacy?
(b) Can you tell us what your definition of
self-advocacy is?

3.(a) How do you think equal opportunities applies to the
work of People First?
(b) How would you help people from ethnic minorities to
be involved in People First?
(c) What do you feel about labelling/terms used to
describe people?

4.(a) Can you tell us how the move to People First would
fit in with your life plans?
(b) Why do you think you would be good at the job?

5.(a) What parts of the job would particularly interest
you, and why?
(b) What parts do you think you would find least
interesting, and why?

6.(a) What do you think are the key skills which an
advisor needs in working with people who have learning
difficulties?
(b) We think that listening is an important skill. Can
you tell us what makes you a good listener?

7.(a) Can you tell us about your administrative experience
and give us some examples to illustrate the type of
work you have done?

(b) Can you do shorthand?

8. Can you tell us about your experience as an
organiser?
Can you give some examples which would demonstrate
your organisational skills?

9. Could you give us your ideas on how you would organise
work in the office, given that you would be a
full-time worker and the other worker part-time?

10.(a)If there was a disagreement between you and the
other worker about a particular task to be done, or a
particular objective to be reached, how would you
handle it?
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(b)If there was a serious disagreement between groups
of members of People First, how would you handle it?

11. Could you give us some examples for your own
experience

which would demonstrate your skills at deciding which
job should be done first?

12. (a) (Explain first year and funding). Could you give us
your thoughts on objectives you would like to see the

office achieving in the short term - six months or so
- and in the longer term?

(b)Taking the example you mentioned of.....what
practical plans would you take towards that
objective?

13. Is there anything else you would like to ask us?
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EXERCISE FOR INTERVIEWEES FOR THE POST OF FULL-TIME WORKER
PEOPLE FIRST OFFICE.

This exercise is to help us get a better idea of how you
would work as the advisor in the People First office. Two
of us will be sitting in the background while you do the
exercise, and will make our comments to the interviewing
panel.

The panel will make the final decision - so the way you do
the exercise will only give them an extra bit of
information.

You are asked to work with someone who will play the part of
one of the other People First workers, though in fact they
have only volunteered to help in the exercise.

At the start of the exercise you will be given a basket with
some letters which, we imagine, have just arrived at the
office. Please take the following action:

1. Look through the papers, and decide which are most
important for you to deal with.

2. Decide what sort of action you need to take for each
one, and how you might go about it.

3. Work in detail on one or more of the papers, choosing
from any of those marked with a red cross, starting to
take whatever sort of action you think is needed.

We suggest you take about 30 minutes on the exercise, and no
more than 40 minutes. You may not have time to finish your
work on any of the papers. This does not matter, though we
would like to see any writing you have done in the time.

When you have finished the exercise you will be welcome to
make any comments that you want about how it went.
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Exercise for candidates

Checklist for observing the exercise

Name of candidates:........cceo.... cerseenee

Suggested rating system:
strong evidence in support V<>/
some evidence in support L//
no evidence either way éimwvlu%~ﬁ>
some evidence against 3(

strong negative evidence )( )(
1. Recognises the issues involved in each letter:.........

2. Makes sure that the other worker...
2a...knows what each letter says:....... tecereacessanas
2b...understands the issues involved in each one:......
3. Seriously and respectfully considers
the views and ideas of the other worker:...............
4. Shares the decision about...
4a...what response should be made:......vvvvvrennnennn.
4b...what priority it should get:.......... Creecececsans
4c...who will do the work required:................ ceen

5. Is available to give help in carrying out the task,
without presuming that the other worker needs it:......

Other comments
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USING PICTORIAL METHODS TO ENABLE PEOPLE TO BE MORE FULLY
INVOLVED IN DISCUSSION AND GROUP MEETINGS

It is clear that an increasing number of groups are making
great efforts to use symbols and pictures as well as words
in the conduct of their meetings. Some people are using
sign systems such as Makaton, others creating their own
symbols and drawings as need arises, and some groups are
using a combination of both. The best ways of describing
these seems to be to enclose examples which people have sent
in. We have included a contact person on each example, so
that readers can get in touch directly if they would like to
know more details.

One of the most interesting examples of work in this area
comes from Somerset. They have developed a county-wide
programme which not only tells people about the range of
symbols and signs available, but also involves a
comprehensive training scheme to help people use the symbols
properly. They also train people to make up their own signs
and symbols and are developing a symbol vocabulary which can
be used county-wide.

Developing communication systems which will enable people
with more profound disabilities to be involved in
self-advocacy activities is an area which needs more
attention and encouragement. The team in Somerset are very
willing to share their experience and skills, and they have
agreed to help with a workshop at the King’s Fund Centre on
Thursday, 20th February 1992. We will send you details of
this workshop as soon as arrangements are finalised.




People First

Contact:

Fiona Wright
Chairperson, People Tirst
29 North Street,

Martock. Somerset

0935 82 3292
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