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Social Worker Posts and Vacancies: April 2006
Instructions for completion
QUERIES & RETURN ADDRESS

Completed forms and any enquiries should be addressed to:-


William Doyle

Tel: 0131 244 0299

E-mail:  William.Doyle@scotland.gsi.gov.uk

The deadline for returns is Wednesday 19th April 2006.
COVERAGE – who to include
The form includes all qualified social workers in fieldwork posts, who have responsibility for hands-on management and/or delivery of service caseloads on 3rd April 2006.  The posts are broken down by Senior Social Workers and Main Grade Social Workers and by the client group they attend to i.e. Children and Families, Adults, Offenders and Generic Provision.
Permanent Staff:

All Permanent Staff should be included.

Temporary/Relief Staff:

Temporary/relief staff should generally be included if they were employed on Monday 3rd April 2006 and were in receipt of pay for any period including this date.  Temporary/relief staff should not be included if they were covering for a permanent member of staff who has already been included in the total WTE.  Thus, temporary/relief staff covering for permanent staff on secondment for more than 3 months should be included.

Volunteers:
Volunteers should not be included.

Staff on External Secondment:
Staff on secondment for less than 3 months, or on part-time secondment, should be included.  However, all staff on secondment for training, to other organisations or to other departments on a full-time basis for 3 months or more should not be included.

Staff on Internal Secondment:
Staff on secondment from another local authority or employer of a full-time basis for a period lasting more than 3 months, which includes Monday 3rd April 2006, should be included.

Persons in Receipt of Occasional Remuneration:
Such ‘staff’ who may receive occasional remuneration from the department should not be included unless they satisfy the description shown above under “Temporary/Relief Staff”.

Over Established Posts:
Over established staff should be included in the number of filled WTE posts as this will provide a more accurate number of social worker staff currently employed by your authority.
	Post
	Further guidance below is shown as to which posts are to be included in each post category.


	2a. Fieldwork Staff - Services for Children
	Includes specialist children’s services, e.g. child protection

	
	2.04
	Senior Social Workers 
	Includes all staff who have responsibility for the hands-on management/allocation of caseloads and supervise/manage Social Workers.  These staff must also possess the relevant qualification (DIPSWK or equivalent) as a post requirement to do their job.  Also to be included here are the Senior Practitioners that do have management responsibilities of Social Workers.

	
	2.05
	Main Grade Social Workers
	Includes all staff who have the responsibility for hands-on delivery of service caseload allocated by the Team Leader/Senior Social Worker.  These staff must possess the relevant qualification (DIPSWK or equivalent) and are required to provide care to clients through caseloads.  Also to be included here are the Senior Practitioners that do not have management responsibilities but carryout more complex caseloads than Social Workers.

	2b. Fieldwork Staff - Services for Adults
	

	
	2.13
	Senior Social Workers 
	Includes all staff who have responsibility for the hands-on management/allocation of caseloads and supervise/manage Social Workers.  These staff must also possess the relevant qualification (DIPSWK or equivalent) as a post requirement to do their job.  Also to be included here are the Senior Practitioners that do have management responsibilities of Social Workers.

	
	2.14
	Main Grade Social Workers
	Includes all staff who have the responsibility for hands-on delivery of service caseload allocated by the Team Leader/Senior Social Worker.  These staff must possess the relevant qualification (DIPSWK or equivalent) and are required to provide care to clients through caseloads.  Also to be included here are the Senior Practitioners that do not have management responsibilities but carryout more complex caseloads than Social Workers.

	2c. Fieldwork Staff - Services for Offenders 

As job titles vary from Council to Council, staff in Criminal Justice sections should be included under the appropriate social work grade.

	
	2.22
	Senior Social Workers 
	Includes all staff who have responsibility for the hands-on management/allocation of caseloads and supervise/manage Social Workers.  These staff must also possess the relevant qualification (DIPSWK or equivalent) as a post requirement to do their job.  Also to be included here are the Senior Practitioners that do have management responsibilities of Social Workers.

	
	2.23
	Main Grade Social Workers
	Includes all staff who have the responsibility for hands-on delivery of service caseload allocated by the Team Leader/Senior Social Worker.  These staff must possess the relevant qualification (DIPSWK or equivalent) and are required to provide care to clients through caseloads.  Also to be included here are the Senior Practitioners that do not have management responsibilities but carryout more complex caseloads than Social Workers.

	2d. Fieldwork Staff - Generic Provision
	

	
	2.30
	Senior Social Workers 
	Includes all staff who have responsibility for the hands-on management/allocation of caseloads and supervise/manage Social Workers.  These staff must also possess the relevant qualification (DIPSWK or equivalent) as a post requirement to do their job.  Also to be included here are the Senior Practitioners that do have management responsibilities of Social Workers.

	
	2.31
	Main Grade Social Workers
	Includes all staff who have the responsibility for hands-on delivery of service caseload allocated by the Team Leader/Senior Social Worker.  These staff must possess the relevant qualification (DIPSWK or equivalent) and are required to provide care to clients through caseloads.  Also to be included here are the Senior Practitioners that do not have management responsibilities but carryout more complex caseloads than Social Workers.


	Whole time equivalent
	This information is to help monitor the overall level of staff resource going into social services.
Staff Numbers (WTE) for filled posts
For each post category, enter the total Whole-Time Equivalent (WTE) of filled posts.

For individual staff, this should be calculated as follows:-
· Add the weekly hours worked by the staff member
· Divide by the recognised weekly hours for a Full-Time member of staff for that post
Where a member of staff works in two locations e.g. Unit Manager of Residential Establishments for both children and the elderly, then the WTE should reflect the time spent working under each category.  Similarly, if a member of staff is working for more than one local authority, then please include the WTE as the appropriate proportion of time they spend in your local authority i.e. if the time spent by a person in post is split equally across 3 local authorities and worker is full time, then the WTE = 1/3. 
Where a post is partly funded by another service (e.g. Housing or Education), only the social work funded part of the post should be included.  For example, if a full-time post is three quarters funded by Social Work and one quarter funded by Housing, then the WTE to use for this Part-Time member of staff would be 0.75 should be used in the calculations.  If possible, such posts should be apportioned, regardless of whether the staff concerned are working for 2 separate departments or 1 combined department within the council.

NB  It is appreciated that apportioning staff to services may be difficult.  If this can’t be done easily, please include (rather than exclude) such staff. 
Staff who are employed in the Social Work Service but whose costs are partly or entirely met by payments from Health Boards should be included.  



STATISTICS ON VACANCIES - Definition of terms

What to include in the statistics

This sheet should be used to record the number of vacancies that you have funding for (Whole-Time Equivalent) as at Monday 3rd April 2006.  As some local authorities do not have annual budgets sufficient to cover all of their notional “establishment”, the number of staff in post + the number of vacancies may not sum to the notional “establishment”.  

	Vacancies
	This is required to help to understand the nature of vacancies – are they transitory or are particular posts difficult to fill.

Definition of length of a vacancy is the time since the initial advert for the post was released. Please enter the total WTE of all vacant posts, in their location, broken down by those vacancies which have lasted for less than 3 months (91 days or less); 3 months to less than 6 months (92 days to 182 days); 6 months to less than 9 months (183 days to 273 days); 9 months to less than 12 months (274 days to 364 days); and finally vacancies which have lasted more than 12 months (365 days or more).
If these vacancies can not be determined then simply enter the number of vacancies in the 0-3 months column only please and advise us that the breakdown is not provided.


PRE-SUBMISSION CHECKLIST FOR LOCAL AUTHORITIES

· Your most recent figures are shown on the form.  Please check them and indicate any changes you make along with a relevant explanation.

· Please ensure that the validation rule for each column reads ‘ok’.  If an error message is shown, either correct the data, or provide an explanation in the appropriate column.  If you don’t do this, we will come back to you to get it corrected.
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