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ST ELIZABETH’S CENTRE

JOB DESCRIPTION

JOB TITLE:               
DEPUTY  NIGHT CARE MANAGER
LOCATION:              
ST ELIZABETH’S CENTRE 

ACCOUNTABLE TO: 
ASSISTANT DIRECTOR OF ADULT SERVICES
RESPONSIBLE TO:
CENTRE NIGHT MANAGER
SCOPE OF JOB:

· Responsible for the delivery of a high standard of care under the leadership and guidance of the Centre Night Manager.
· To deputise for the Centre Night Manager and assist in deployment of staff, ensuring skill mix within the managed team, and adequate levels of supervision to meet the service users’ needs.
· Responsibility for safeguarding and promoting the welfare of children, vulnerable adults and young people.
SUMMARY OF MAIN DUTIES AND RESPONSIBILITIES:

MANAGEMENT RESPONSIBILITY

· In conjunction with the Centre Night Manager and Home Care Managers provide 24-hour cover as the person in charge of the site.

· To be responsible for the delivery of a high standard of care practice to meet/exceed National Minimum Standards under the leadership and guidance of the Centre Night Manager.
· To actively contribute to all aspects of service development

· To support the effective management of service users’ care.

· To ensure full knowledge of key Residential Care documentation, policies and audit mechanisms and work closely with the Centre Night Manager, Head of Nursing (Home) and Director of Adult Services to ensure that all practice is in line with policies.
· To work under the direction of the Centre Night Manager, contribute to care risk assessments and ensure care support plans are delivered as identified and documented in the Care Plans in collaboration with the nursing team.
· Ensure all incidents and accidents are investigated and documented and, following an incident, that risk assessments are updated accordingly.  Ensure lessons are learned and shared with the multidisciplinary team.

· To actively contribute to all aspects of service development.

· To support the effective management of service users’ care.

· To ensure full knowledge of key Residential Care documentation, policies and audit mechanisms and to work closely with the Centre Night Manager, Head of Nursing and Director of Care to ensure that all practice is in line with policies.

· To work under the direction of the Centre Night Manager contribute to care risk assessments and ensure care support plans are delivered as identified and documented in the Care plans in collaboration with the nursing team.
· To work under the direction of the Centre Night Manager and guidance of the nursing team to deliver nursing care plans and risk assessments prepared by the nursing team.

· To deputise for the Centre Night Manager in ensuring adequate staffing levels and staff rotas are effective and fair within the managed area.

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

· To ensure all care is recorded in an accurate and concise manner.

· To ensure the well-being and safety of service users across 24 hours in line with policies and procedures.

· Foster an environment that enhances the retention of all staff.

· Identify potential risks and ensure findings are translated into care plans for individuals and communicated to appropriate others.

· To assist and comply with any necessary audit, providing statistical information in respect of delivered services.

· To undertake relevant projects in agreement with line manager.

· Act as an ambassador for the night care team and speciality both within and outside St Elizabeth’s Centre.

· As appropriate, contribute to the appraisal process for directly line managed staff, ensuring that all staff have the opportunity to review their performance and develop a meaningful professional development plan.

· Ensure all staff know where to access St Elizabeth’s Centre policies and procedure guidelines and that staff adhere to these at all times.

· Ensure the nurse on duty is fully informed of any health concerns for those service users at St Elizabeth’s Centre.
· Assist the Centre Night Manager in the planning/management of the night care staffing rota.  
· To support night staff in other areas should a significant/major incident occur.
PERSONAL DEVELOPMENT
· Foster environments conducive to learning, inquiry and research and support the training and development needs of the night care team.
· Actively encourage the development of the care team through participation in NVQ, in-house training and other developmental opportunities.
· Contribute to the formal orientation that is provided to all new and temporary care staff.
· Contribute to the identification of learning needs and development of care staff.
· Support the development team in the planning, implementation and delivery and evaluation of education for care staff as appropriate.
· Maintain own professional development and mandatory training identifying personal learning.
· Participate in national events in order to further develop knowledge and share best practice.
RESEARCH AND AUDIT
· Participate in audit and research studies relating to care and learning.

· Keep up to date with the emerging thinking/findings from other specialist centres.

PROFESSIONAL
· Demonstrate a professional approach to work and act in a professional manner at all times.

· Have knowledge of and adhere to St Elizabeth’s policy and professional standards.  Ensure that other team members and managed staff do likewise.

· Maintain confidentiality surrounding the service user at all times in line with expectations of Data Protection Act (1998).

· Ensure documentation is complete and up to date in line with St Elizabeth’s Centre guidelines.

· Ensure managed team provide written documentation of care provided as applicable.

FINANCIAL RESPONSIBILITY
· Ensure that resources are used efficiently and equipment/other resources are not abused.

· Raise any concerns regarding financial abuse with the Head of Nursing.
HEALTH & SAFETY
· Ensure that high standards of housekeeping are maintained by all staff in the team.

· Ensure that infection control practices are followed as appropriate.

· Be aware of responsibilities placed as a result of the Health & Safety at Work Act (1974) to ensure that agreed safety procedures are carried out to maintain environmental safety for service users, staff, contractors and visitors.

In carrying out these duties the employee is required to take responsible care to avoid injury or accident, which may be caused by work.  These duties must be performed in accordance with St Elizabeth’s Centre’s Health & Safety Policy, which is designed to secure safety in working practices in line with current legislation.

The postholder will be expected to carry out the duties within the ethos and the Spirit of St Elizabeth’s Mission Statement.

​​​​​​​

DISCLOSURE & BARRING SERVICE
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the rehabilitation of offenders Act 1974. It is therefore subject to an enhanced disclosure through the Criminal Records Bureau.
Signed …………………………………………..

Print name ………………………………………
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