      ST ELIZABETH’S CENTRE

JOB DESCRIPTION

JOB TITLE

:
DEPUTY DOMICILIARY  CARE MANAGER
LOCATION

:
ST ELIZABETH’S COLLEGE & DOMCILIARY CARE 
RESPONSIBLE TO
: 
REGISTERED DOMICILIARY CARE MANAGER
HOURS


:         37.5 hours per week – Shift hours and 

flexible to meet service needs (5 out of 7 days) 

	KEY WORKING RELATIONSHIPS
	
	

	· Registered Domiciliary  Care Manager
	· College Leadership
	

	· Domiciliary  Care Management team
	· College LSA'S / Lecturers
	

	· Residential Learning Support Team                 
	· Lead Nurse
	

	· Care & Support Workers 
	· Learners/Residents and their families
	


SCOPE OF THE JOB

· The scope of this job requires the holder to carry out responsibilities in both the care and learning environments.

· To act as a lead member of a team of Residential Learning Support Assistants and Care & Support Workers, ensuring the skills within the team are deployed effectively to ensure learning, care, leisure and work opportunities are incorporated into learner’s/ residents  programmes.  

· To deputise for the Domiciliary Care Manager when required, leading the team members and ensuring care is delivered effectively and safely.    

The postholder will be expected to carry out the duties  in line with  St Elizabeth’s Mission statement.

​​​​Responsibility for safeguarding and promoting the welfare of children, vulnerable adults and young people.
SUMMARY OF MAIN DUTIES AND RESPONSIBILITIES

Provided at all times that this remains consistent with any College wide policy and/or practice, these will include:

· Care
· Learning 
CARE

· To provide a high quality role model and lead within a multi-disciplinary team consisting of Care & Support Workers, Residential Learning Support Assistants, College Learning Support Assistants, Lecturers, Duty Nurse, Domiciliary Care Management, College Leadership and Waking Night Staff
· To provide a lead role for learners in  tenanted (residential) accommodation and educational environment. On - site and off - site.
· To work under the direction of the Domiciliary Care Manager, and taking primary responsibility in their absence to ensure all care, risk assessments and medical support are delivered as identified and documented in the Person Centred Care Plan and Educational Health Care Plan (EHCP) 
· To ensure full knowledge of key Domiciliary Care Documentation, Policies and Audit mechanisms and work closely with Line Manager and  the Registered Domiciliary Care Manager to ensure that all practice is in line with policies.
· To ensure all care given is recorded in an accurate and concise manner.
· To work under the direction of the College Care Manager and take primary responsibility in their absence, to ensure adequate staffing levels and staff rotas are effective and fair.
· To work under the direction of the Registered Domiciliary Care Manager to ensure understanding of the tenancy rights of learners and to further ensure these are integral to and understood throughout the team.

· To oversee and promote high standards of welfare, self-care and independent living skills.

· To administer, record or oversee the taking of medication as per the medication system
· To liaise with families/carers as requested and to maintain accurate records of contact to and from families/carers.

· To assist learners/ residents  with their personal and health needs.
· To ensure the wellbeing and safety of learners/residents  across 24 hours in line with policies and procedure.
· To ensure accommodation including learners/ residents  accommodation facilities are properly cleaned and maintained to a high standard.

LEARNING

· Work in  collaboration with the academic, day opportunities  and other specialist teams  within the organisation.
· To take primary responsibility for ensuring goals and outcomes of Person Centred Plans and Learners Education Health Care Plans  followed and met,including appropriate Social behaviours. 
· To monitor and assist the learners/residents in making choices with regards to having and maintaining a nutritional well balanced diet, develop their basic cooking skills, and promote an awareness of food hygiene.

· To monitor and guide learners in the spending of their benefits/personal allowances and maintain the security of all learner/residents  monies as appropriate and in line with policy
· To undertake appropriate personal and professional development including Health and Safety.
· To undertake any other reasonable tasks as requested by the Line Manager,  Registered Manager or College Leadership team.         

EDUCATION AND TRAINING

· Participates in all  mandatory training 
· Undertake all necessary training relevant to the job role including the administration  of medication.
· contribute and lead where necessary in regards to staff training. 
· To adhere to policy and procedures for infection control, personal hygiene and food safety and use Personal Protective equipment as provided.

DATA PROTECTION

The post has confidential aspects.  If you are required to obtain, process and/or use information held on a computer you should do this in a fair and lawful way.  You should hold data only for specific purposes and not disclose or use it in any way that is incompatible with such a purpose.  You should only disclose data to authorised persons or organisations as instructed.  Breaches in confidence in relation to data will result in disciplinary action that may involve dismissal.

HEALTH AND SAFETY

To be familiar with Health and Safety regulations, policies and procedures and ensure they are adhered to within own area of responsibility.

FINANCIAL

It is your responsibility to ensure that you are working within the Centre’s policies regarding financial management, which includes acceptance of gifts.

CRIMINAL RECORD CHECK

This post is classed as having a high degree of contact with children or vulnerable adults, is exempt from the Rehabilitation of Offenders Act 1974 and is subject to an enhanced DBS disclosure.

The duties and responsibilities above do not represent a full list of those expected of the post holder. It is also recognised that the duties of all posts are subject to change over time.  The Registered Care Manager will consult with the post holder regarding any major changes to duties and responsibilities.Reasonable notice regarding change will be given.

Signed ……………………………

Print Name ………………………

