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TOUCHSTONE

JOB DESCRIPTION  
   
SERVICE USER INVOLVEMENT FACILITATOR


Grade: 	Touchstone Pay Structure (2024) (TPS 24)
*Pay points 18- 22 - £31,173.24 - £33,310.35 per annum, pro-rata
Hours of work: 	22.5 hours per week
Responsible to: 	Director of Strategic and Business Partnerships 
Place of work:	Touchstone House
Length of Contract:	 Fixed term contract for 3 years
Employing body:	Touchstone Board of Trustees

*Any increase in pay point(s) will be reviewed on annual basis based on the financial position of Touchstone and will only be awarded on this basis. Your pay/pay point will not automatically increase.

PURPOSE OF THE ROLE:

Touchstone is committed to placing lived experience at the heart of service design, delivery, evaluation and organisational development. The key purpose of this role is to provide inclusive and collaborative spaces where people with lived experience can feed back, influence decision-making, shape organisational priorities and contribute to meaningful change across the organisation.  

Working alongside Service Users, members of Touchstone’s Service User consultation/feedback forums, Service User Consultants, staff and organisational leaders, the postholder will help create the conditions that better enable meaningful participation and the effective influencing of decision-making. They will support the ongoing development of Touchstone’s strategic approach to Service User involvement and co-production, co-ordinate and facilitate the functioning of Touchstone’s organisational wide Service User feedback group, support the effective functioning of the Service User Co-production programme and provide guidance to managers and staff to better embed Service User involvement best practice. The role will help to remove practical barriers to involvement, strengthen communication across the organisation and promote approaches that value lived experience expertise.


MAIN RESPONSIBILITIES AND TASKS

Co-Production Facilitation & Collaborative Relationships

1. Co-facilitate Service User co-production and involvement activity in a collaborative, inclusive and non-hierarchical way that promotes meaningful participation and influence, ensuring diverse voices are heard, valued and contribute to decision-making. 

2. Build and maintain effective communication and relationships between Service User groups, the Senior Leadership Team (SLT), Board of Trustees, staff and other stakeholders to strengthen collaboration and shared understanding. 

Service User Engagement & Participation

3. Provide practical support, including the co-ordination of meetings, events, workshops and engagement opportunities, ensuring effective administration, scheduling and communication.  Support weekly Service User Consultant meetings and the organisation-wide Service User Feedback Group.

4. Encourage and support Service Users to develop their confidence, voice, influence and leadership to address barriers to engagement.

5. Champion the value of lived experience and Service User involvement, helping to embed co-production across the organisation.

6. To deliver training to service users and others.

Organisational Influence and Decision-Making


7. Use insights and learning from co-production activity to identify emerging themes, influence service improvement and contribute to organisational learning, innovation and strategic development.

8. Work closely with the Director of Strategic and Business Partnerships to develop and administer Service User Boards to monitor non-commissioned Touchstone funded services.

Monitoring and reporting

9. Support the monitoring, reporting and sharing of outcomes, recommendations and progress arising from co-production activity. Produce an annual Service User Involvement progress report and present to SLT and the Board of Trustees.


Continuous Improvement & Sustainable Practice

10. Lead the review of Service User involvement roles and mechanisms and contribute to the ongoing improvement of co-production approaches across Touchstone.

11. Work collaboratively with People & Culture and operational teams to support access to volunteering, learning, development and employment opportunities that enhance Service User participation, skills and progression.

12. Support the ongoing sustainability, effectiveness and continuous development of the Service User Co-production programme. 

13. Promote learning and the sharing of good practice to strengthen co-production, peer support and lived experience leadership.
 


GENERAL

1. To be line managed, appraised and trained in line with the organisation’s policies, procedures and practices.

2. To work out of hours as required by the needs of the organisation.

3. To operate within the aims, policies, and practices of Touchstone and employing organisations at all times and to be committed to and promote the organisation’s equal, diversity and inclusion policies and anti-discriminatory policies

4. To be an information asset owner ensuring information is dealt with in accordance with information governance, data protection and GDPR e.g. including carrying out data protection impact assessments, data flow and service records of process activity. Also to prepare information in accordance with data subject access requests.

5. To be responsible for personal learning and development where appropriate and undertake training, both mandatory and optional, to increase knowledge, skills and awareness.

6. To ensure that you and appropriate service users/volunteers attend mandatory training on information governance, data protection and GDPR and Policies are adhered to e.g., Confidentiality, Communications, Internet, Email and Telecommunications, Recruitment and steps are taken to ensure that confidential information is secure e.g, service user data. 

7. To be aware of and employ the general practices of Touchstone’s Health and Safety and Safeguarding Policies, Complaints Polices and ensure these are adhered to at all times.

8. To be aware of and apply the principles of Trauma Informed Practice.

9. To undertake any other duties as directed by the Director of Strategic and Business Partnerships that may reasonably fall within the scope of the post.
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