
 
 

 

 



                                                                                                                                   

Message from our Chief Executive 
 

 

 

 

 

Dear Candidate, 

Thank you for your interest in the role of Assistant Psychologist at Adoption UK. 

We are delighted you have chosen to explore a career with us, and I hope that the information in this 
candidate pack is valuable in your application. 

Adoption UK’s vision is that everyone unable to grow up with their birth parents has an equal chance to 
thrive, and we are the leading charity providing connection, support and advocacy for adoptive families. 

Created in 1971; we provide a strong supportive community and the largest voice of adoption in the 
UK. Our community is connected by the need to understand the challenges of adoptive and kinship 
families and to celebrate the rewards together. Our services are unique because they are developed 
by, for and with adoptive families and adopted people. 

We offer hope and understanding by providing vital support, training, community, and voice to all 
those involved in adoption, including prospective adopters, adoptive families, adopted young people 
and adults, and professionals. We are increasingly working to support kinship care families. 

We campaign tirelessly to ensure that adoptive and kinship families receive the support they need to 
thrive. Our best advocates are parents, adopted people and the professionals who support them, and 
we ensure their voices are heard by policy and practice decision makers. 

Within this pack you will find the following: 

• Our values and purpose 
• Our benefits 
• The application process 
• The role profile for the position you are interested in. 

 

I would also encourage you to visit us on the following platforms: 

• Website: Adoption UK Charity 
• YouTube: Adoption UK - YouTube 
• Facebook: (6) Adoption UK | Facebook 
• Twitter: Adoption UK (@AdoptionUK) / Twitter 
 

I wish you every success in your application. 

Emily Frith 

CEO 

 

  

https://www.adoptionuk.org/
https://www.youtube.com/channel/UCmIWjtJ1uIRmNaA_sWdXNmQ
https://www.facebook.com/AdoptionUK
https://twitter.com/AdoptionUK


                                                                                                                                   

Our Purpose 
To secure the right support at the right time for the 
children at the heart of every adoptive and kinship 
care family. 

Our Vision 
An equal chance of a brighter future for every child 
unable to live with their birth parents. 

Our Values 
We are Open 
• We champion every adoptive and kinship care 

family – we value diversity, equality and 
inclusion. 

• We’re honest about the realities of adoption and 
kinship care, and about what needs to change. 

• We work constructively with others – we stand 
up for great ideas, good decisions and excellent 
support for families. 

 
We are Stronger Together 
• We pioneer peer support in adoption and kinship 

care. 
• We enable families to build, and draw strength 

from, their networks. 
• We work with families to build an expert case for 

better support. 
 
We are Determined 
• We won’t stop until every adoptive and kinship 

care family has what they need to thrive. 
• We will empower every adoptive and kinship 

care family to ask for, and get, what they need. 
• Together, our community is a powerful force for 

change in the lives of the children we love. 

Our Mission 
In pursuit of our mission we: 

Provide peer to peer support through our online 
information, message boards, helpline and different 
levels of individual support, depending on need. All 
those providing this support communicate from their 
lived experience of adoption and/or professional 
expertise. 

Influence decision makers through the knowledge 
and experience of our members and the wider 
adoption and long-term fostering communities. We 
carry out research, develop case studies and 
contribute to empirical evidence of what it is like to 
be an adopter or long-term carer of a child who is 
unable to live with their birth family in the 21st 
century. 

 

Provide training and publications that set out to inform 
adopters, carers and professionals alike of the 
neurological and psychological effects of early 
childhood trauma and attachment difficulties. 
Adoption UK helps parents and carers to transform the 
lives of children, so that they can better overcome and 
come to terms with what has happened in their lives. 

Our Strengths 
Empowering  

We seek to empower the adoptive and kinship care 
families and individuals we exist to support. We want to 
equip those who wish for it with the knowledge, support 
and resources they need to secure the best for 
themselves and their families.  

Lived experience  

90% of our staff, volunteers and trustees are personally 
connected with adoption and kinship care, as adopters, 
carers or as adopted people. We draw our expertise 
from the heart of the community we serve to bring the 
lived experience of adoption and kinship care into every 
part of our work 

Four Nations  

We work across the whole of the UK. We have national 
teams in each country and tailor our programmes to 
take opportunities and address priorities in each nation. 
We align our work to make sure that our collective 
resources, insights and experiences combine to help 
adoptive and kinship families thrive, wherever they are. 

Equality, diversity and inclusion  

We are committed to inclusion across our staff, 
volunteer and membership bodies. We are working 
proactively to enhance an organisation culture which 
celebrates the diversity of the adoptive and kinship 
community. We want to ensure that everyone we work 
with feels respected and supported, independently of 
race, sexual orientation, gender, language or ability. 

Partnerships  

We value partnership. We know that priorities for 
adoption and kinship care families affect many other 
communities, and we can often achieve more for our 
community by making common cause with 
organisations and individuals which share our value



 

 

We will ensure we  have 
the resources,  strategies 
and  processes in place 
to  work as productively  

and effectively as we  
can, to best meet the  
needs of our adoptive  

and kinship care  
communities and the  

professionals who  
support them. 

The adoptive and carer  
communities know the  

complexities of parenting  
care-experienced  children. 

They are best placed to  
support others facing  
similar  situations. A  

connected community is 
an empowered 

The voices of those who have 
grown up in adoptive and  

kinship families are the  most 
powerful advocacy tool  we have. 

The lack of attention  to long-
term quality of life in  adoptive 

and kinship families  is the 
greatest frustration our  

community has told us about. 
We work grassroots to treetops  to 

bring decision makers  together 
with adoptive and  kinship families 
and ensure their  voices are heard. 

Our USP is the marriage  
of lived experience and  
professional expertise. 

We offer a range of  
responsive, tailored  

peer-led services for  
adoptive and kinship  

care families, individuals  
and professionals. We  
will extend this offer to 

create a portfolio of peer-  
led services available  

across the UK. 

Strengthen 
the charity to  
empower our  
community 

Broaden 
and deepen our  

community of adoptive  
and kinship care families  

and individuals 

Mobilise 
our community to  

influence policy and  
practice decisions which  

improve life chances 
for adoptive and kinship  

care children 

Pioneer 
and expand the  

provision of peer-
led  support services 

Empowering our community 



 

 

ROLE PROFILE 
 

 
JOB TITLE: Assistant Psychologist 

RESPONSIBLE TO: PATH Clinical Psychologist 

ACCOUNTABLE TO: Clinical Director 

HOURS OF WORK: 21- 35 hrs/week 

LOCATION: Home based 

DURATION: 
SALARY / GRADE: 

Fixed term contract 12 months 
Grade 3.1; £23, 258 FTE  

 

KEY WORKING RELATIONSHIPS 
• PATH Clinicians 

• PATH Peer Co-ordinators 

• Wider PATH team 

• Wider AUK team  

PURPOSE OF THE ROLE 
Supporting the PATH delivery of therapeutic services, the Assistant Psychologist role is responsible for 
supporting the work of PATH Clinicians and the wider PATH team. The Assistant Psychologist role is 
intended to assist, under supervision, in clinically related administration, to conduct audits and support 
service evaluation, and to contribute to project work.     

MAIN DUTIES AND RESPONSIBILITIES  
• To contribute to service evaluation through the collation, analysis and reporting of outcome data.  

• To contribute to service evaluation through development of feedback surveys, and the 
collation, analysis and reporting of monthly feedback data. 

• Conducting audits as set out by the Clinical Director  

• To undertake literature reviews as requested by PATH Clinicians 

• To contribute to the development of therapeutic group materials 

• To contribute to the development and delivery of training 

• To support PATH clinicians, under supervision, in the delivery of clinical work  

• Contribute to and maintain accurate records for those using the service, on Adoption UK 
systems and ensuring compliance with both GDPR and Adoption Support Agency regulatory 
requirements. 

• Contribute to team meetings and events, sharing knowledge and experience. 

• Participate in supervisory discussions on a regular basis and an annual appraisal with the 
appointed line manager. 

• To join in staff training as deemed necessary. 

• To have input into Adoption UK’s policy matters, strategies and business planning as part of 
the organisation’s policy on inclusive and consultative practice. 

• To carry out such other duties as may be deemed necessary by the relevant Adoption UK 
manager/director, subject to time, commensurate with salary and by agreement with the post 
holder.  
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• Experience of working in a clinical or health setting. 
• Experience of carrying out evaluation or audit 
• Experience working with families caring for children who cannot live with their birth parents 

or people affected by adoption (desirable) 
• Knowledge of the impact of trauma, attachment and loss, or strong desire to learn more. 
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• A first or upper second class honours degree in psychology 
• The psychology degree confers eligibility for Graduate Basis for Registration (GBR) of the 

British Psychological Society 
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• Ability to work with confidentiality, tact, and discretion 
• Excellent interpersonal and communication (verbal and written) skills. 
• Good, empathic listening skills 
• Ability to manage emotionally challenging material and client information, under supervision 
• Commitment to safeguarding, and to work within organisational safeguarding policies 
• Work on own initiative; self-directing, flexible and able to work purposefully from home. 
• Ability to organise and hold meetings/discussions, including online using platforms such as 

Teams or Zoom. 
• Ability to use a range of IT skills 
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 • Accountable to Senior Clinicians and Clinical Director 
• Responsible for working within organisational policies and procedures 
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• Takes pride in Adoption UK and promotes its values and mission in all interactions with 
external stakeholders. 

• Demonstrates commitment to equality, diversity and inclusion in all aspects of role at all 
times. 

• Contributes to an open and honest culture 
• Encourages challenge and creativity, transparency and consistency. 
• Actively contributes to Adoption UK’s mission. 
• Leads by example. 
• Offers outstanding service. 
• Promotes cross functional team working, sharing skills and knowledge 
• Communicates clearly, seeking clarity when unclear and valuing the opinion of others. 
• Valuing the opinion of other.  
• Treating colleagues and other stakeholders with respect. 
• Takes pride in own development, committed to achieving high standards and agreed 

objectives. 
 

This role profile is a guide to the nature of the work required and may involve other such duties as deemed necessary by 
the Organisation. It is not wholly comprehensive or restrictive. The role profile will be reviewed with the post-holder at 
significant points for the Organisation. Postholder is expected to abide by all organisational policies, codes of conduct and 
practice, and to work within a framework of equal opportunities and anti-discriminatory practice. 

  



 

 

The Application Process 

Application 

Applications should be made via our website: https://www.adoptionuk.org/jobs-page. Please click on the 
role you are interested in and download and complete the Application Form and Diversity Monitoring Form 
BEFORE clicking on apply. Once you have clicked apply you will be asked to complete your name and 
contact details. You will be able to attach the Application Form and a covering note on the next page.  Please 
do not attached the Diversity Monitoring Form to your online application.  

The Application Form must be completed in full, giving details for all employment (voluntary and paid), 
training, and any gaps in employment, however small, such as a university gap year, a period of 
unemployment or if you have travelled abroad. The supporting statement is an instrumental part of the 
application and shortlisting process so please give as much detail as possible, reasons for applying and 
information on how your experience, knowledge, skills, and abilities for the role. 

Please also give any dates you will not be available or might have difficulty with the indicative timetable 
below. 

In accordance with the Data Protection Act, the information you provide in your application, and in any 
accompanying papers, will be used to assess your suitability for the post advertised. It will not be released 
to anyone who does not require it for this purpose. If you are employed, this information will form the basis 
of your employment file within Adoption UK, otherwise it will be destroyed six months after the post is 
filled. To read our Privacy Policy in detail please click here. 

If you require any adjustments in order to complete the application form or if you wish to receive the 
application form in an alternative format, please email peopleservices@adoptionuk.org.uk or telephone 
01295 752253. If you have an agency or educational contact who you wish to be involved in your 
application, please provide us with their details and explain to what degree you wish them to be involved.  

Diversity and Equality Monitoring 

Adoption UK is committed to eliminating discrimination and encouraging diversity amongst the workforce. 
We ensure that our methods of selection are fair and that they are solely based on merit, objective role 
related and ability to do the role. 

We are obliged to ask you to complete the Diversity Monitoring Form, but you are not obliged to completed 
it. The intention of monitoring is to identify if there are difference success rates, which will allow us to take 
action to ensure that no group is treated unfairly.  

The data will only be used for general statistical and monitoring purposes. The data will be kept separately 
from your application and will not be used in assessing information on your application form 

If you are happy to complete the form, please email the form to peopleservices@adoptionuk.org.uk. Please 
do not attach it to your online application. 

Keeping in touch 

We will stay in touch with you by email during the recruitment process. Please check your emails regularly, 
including your junk folder, so you don’t miss a message from us. However, we may need to call you so 
please ensure there is at least one contact number provided on the application form. 

Shortlisting 

Shortlisting is usually carried out within 10 working days of the closing date, and you should be notified of 
an outcome within fifteen working days of the closing date.  

The panel will shortlist based on those applicants who best meet the criteria for the role.  

 

 

 

https://www.adoptionuk.org/jobs-page
https://www.adoptionuk.org/Pages/FAQs/Category/privacy-policy
mailto:peopleservices@adoptionuk.org.uk
mailto:peopleservices@adoptionuk.org.uk


 

 

 

Interview Process 

Interviews will either be face to face or by video conferencing. You will be asked a number of competency 
questions and for some roles you may be asked to undertake assessments tasks, which could include a 
presentation, data, or job specific selection tasks. 

If you have a disability which may affect your application or interview, please let us know of any additional 
arrangements you require. People conducting your interview may not have had an experience with your 
disability, so please ensure you have explained all of your requirements, even ones which may seem 
obvious.  

After your interview 

We aim to let you know the outcome of your interview as quickly as possible by telephone/email, followed 
with a conditional offer to the successful candidate(s). 

If you are not successful and would like some feedback, please email peopleservices@adoptionuk.org.uk 

Pre-employment checks 

If you are successful, we will contact you for the following information: 

• Proof of eligibility to work in the UK (we don’t support sponsorship requests) 
• Proof of address 
• References  
• Criminal record  
• An overseas police check (If you are not currently living in the UK or have spent significant time 

overseas) 
• Verification of your qualifications and registration with relevant professional bodies, if required for 

the role 

You will receive an email with a link to Checks Direct to complete the registration. Please ensure this is 
completed as soon as possible to avoid any delays.  

If you are on the DBS Update Service we will seek your authorisation to view your information on the 
website. We will also need to see a copy of your DBS certificate. 

For Scotland you will be required to have an appropriate PVG 

Please note that carrying out these checks may take some time, and we cannot offer you a start date until 
they are complete. 

References 

If you are successful we will contact you for two referees. One reference must be from your most recent 
employer or education establishment. The second reference may be from a previous employer or a 
professional character reference. We cannot accept references from a family member. 

Probation Period 

For successful candidates it is the policy of Adoption UK to operate a probationary period. This is usually six 
months. 
 
Timetable: 

The closing date for this role is the 9th January 2024. However, Adoption UK reserves the right to end the 
application period sooner. 

Interviews will take place within 2 weeks of the closing date. These dates may be subject to change and 
applications will be advised in advance should this happen. 

 

mailto:peopleservices@adoptionuk.org.uk


 

 

Queries: 

If you have any queries on any aspect of the recruitment process please contact People Services by email 
on peopleservices@adoptionuk.org.uk. 

If you would like additional information or wish to have an informal discussion about the role, please contact 
Lorraine Lockhart via email at Lorraine.Lockhart@adoptionuk.org.uk  

Adoption UK positively embraces flexible working recognising that employees may wish to balance work 
and family/home life.  

We are committed to safeguarding and promoting the welfare of children and young people and expect 
everyone working with us to share this commitment. 
 

FAQs 

 
Why do you need to check my eligibility to work in the UK? 
 
In order to comply with legislation, all employers in the UK are required to make basic document checks on 
every person they tend to employ for paid or unpaid work. We have to ask all applicants who are offered a 
role to provide proof that they can be legally offered unpaid work in the UK. If we do not see satisfactory 
documentation, the opportunity to volunteer may be withdrawn or terminated. 
 
Why do I need a DBS before I can work for Adoption UK? 
 
It is standard practice for anyone working in the charity sector to have an enhanced DBS or PVG in place if 
they are going to be working with children or vulnerable people. In 85% of DBS applications, it can take 
around a week for a DBS to be completed. However, sometimes this can take longer and unfortunately you 
will not be able to join us until it has been completed. 
 
What if I have content on my DBS/PVG? 
 
Depending on the nature of your conviction, we will do a risk assessment against the role you have applied 
for. We appreciate honesty. 
 
What benefits do Adoption UK offer? 
 
Some of our benefits are: 
 
Pension – equivalent to 3% of salary 

Annual leave – starting at 25 and rising to 31 with length of service. 

Other leave - Three days office closure over the Christmas period 

Family Friendly – Enhanced entitlements to maternity, paternity, adoption and dependants leave and pay 
after a qualifying period.  

Flexible working 

Sick Pay – Entitlement to sick pay after a qualifying period 

Support – We provide a confidential employee assistance programme 

Discounts – discounts on big name retail and leisure etc through our Advantage Scheme  

Eyecare Vouchers - With Specsavers 

Free Will Writing Service 

mailto:Lorraine.Lockhart@adoptionuk.org.uk


 

 

 
 
What will happen to the information on my form? 
 
Information about you will always be treated in strict confidence. All information with regards to recruitment 
will be collected, stored and used in accordance with the Data Protection Act 1998. The data will be used to 
access your suitability for the role you have applied for. 
 
Unsuccessful applications will be stored for six months before being confidentiality destroyed. Successful 
applications will be transferred to a personal file.  
 
Please see our Privacy Notice for further information 
 

 
  

https://www.adoptionuk.org/Pages/FAQs/Category/privacy-policy


 

 

 
About DBS (England, Wales and Northern Ireland) 

 
A DBS check is required for all roles with Adoption UK. This is a standard requirement for all staff and volunteers at charities 
or voluntary organisations which work with children or vulnerable people. 
  
Applying for a DBS check is a straightforward process, but you should allow some time for your application to be processed 
and your DBS form to be issued.  
 
How to apply 
 
We use Checks Direct to conducts the checks for us. You will be emailed a link to access and complete the registration 
process. Adoption UK will then use the documents you will provide during your interview in order for the relevant checks 
to be made.    
 
The applicant must try to provide documents from Route 1 first. 
 
Route 1 
The applicant must be able to show: 

• one document from Group 1 
• 2 further documents from either Group 1, or Group 2a or 2b 

At least one of the documents must show the applicant’s current address. 
 
Route 2 
If the applicant doesn’t have any of the documents in Group 1, then they must be able to show: 

• one document from Group 2a 
• 2 further documents from either Group 2a or 2b 

At least one of the documents must show the applicant’s current address. 
 
Route 3 
Route 3 can only be used if it’s impossible to process the application through Routes 1 or 2. 
For Route 3, the applicant must be able to show: 

• a birth certificate issued after the time of birth (UK and Channel Islands) 
• one document from Group 2a 
• 3 further documents from Group 2a or 2b 

 
Group 1: Primary identity documents 

 
Document Notes  

Passport Any current and valid passport  
Biometric residence permit UK  

Current driving licence photocard 
(full or provisional) 

UK, Isle of Man, Channel Islands. Paper 
counterpart to the photocard driving 

licence will not be valid  

 

Birth certificate – Issued within 12 
months of birth 

UK, Isle of Man and Channel Islands – 
including those issued by UK authorities 
overseas, for example embassies, High 

Commissions and HM Forces 

 

Adoption certificate UK and Channel Islands  
 

Group 2a: Trusted government documents 
 

Document Notes  



 

 

Current driving licence photocard 
(full or provisional) 

All countries outside the UK (excluding 
Isle of Man and Channel Islands) 

 

Current driving licence (full or 
provisional) paper version (if issued 

before 1998) 

UK, Isle of Man, Channel Islands  

Birth certificate – issued after time 
of birth 

UK, Isle of Man and Channel Islands  

Marriage/civil partnership certificate UK and Channel Islands  
Immigration document, visa or work 

permit 
Issued by a country outside the UK. Valid 

only for roles whereby the applicant is 
living and working outside of the UK. 

Visa/permit must relate to the non-UK 
country in which the role is based 

 

 

HM Forces ID card UK  
Firearms licence UK, Channel Islands and Isle of Man  

All driving licenses must be valid 
Group 2b: Financial and social history documents 

 
Document Notes Issue date and 

validity 
Mortgage statement UK  Issued in last 12 

months 
Bank or building society statement UK and Channel Islands  Issued in last 3 

months 
Bank or building society account 

opening confirmation letter 
UK Issued in last 3 

months  
Credit card statement UK  Issued in last 3 

months 
Financial statement, for example 

pension or endowment 
UK Issued in last 12 

months 
P45 or P60 statement UK and Channel Islands Issued in last 12 

months 
Council Tax statement UK and Channel Islands Issued in last 12 

months 
Letter of sponsorship from future 

employment provider 
Non-UK only - valid only for applicants 

residing outside of the UK at time of 
application 

Must still be valid 

Utility bill UK – Not mobile telephone bill Issued in last 3 
months 

Benefit statement, for example 
Child Benefit, Pension 

UK Issued in last 3 
months 

Central or local government, 
government agency or local council 

document giving entitlement, for 
example from the Department for 

Work and Pensions, the 
Employment Service, HMRC 

UK and Channel Islands Issued in last 3 
months 

EU National ID card  Must still be valid 
Cards carrying the PASS 

accreditation logo 
UK, Isle of Man and Channel Islands Must still be valid 

Letter from head teacher or college 
principal 

UK – for 16 to 19 year olds in full time 
education – only used in exceptional 

circumstances if other documents 
cannot be provided 

Must still be valid 

 



 

 

Applicants who aren’t a national of the UK 

An applicant who wants to do paid work and isn’t a national of the UK must be able to show: 

• one primary document 

• two supporting documents 

If an applicant is unable to provide this documentation they can’t submit a DBS check. This is because the right 
to work in the UK can’t be established. They can’t use any other route. 

Applicants for voluntary work who aren’t UK nationals must use Route 1. 

Non-UK nationals who are eligible for a DBS check and receiving payment for work, even if it is an allowance, 
for example a foster carer, must use the paid work route. 

However, Route 1 can be used by adult household members: 

• in a fostering household 

• in a child-minding household 

• in a host family 

• living where ‘work with children’ takes place, for example, living in a boarding school 

 


