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JOB DESCRIPTION

Job Title: Replacement care co-ordinator
Directorate & Section/Unit: People Directorate, Adult Care and Support Services/Homecare
Reporting to: Team Manager
Management responsibility for (Level 1 Manager and above): NA
Supervisory responsibility for (Level 1 Supervisor): Promoting Independence Assistants OR Co-Ordinator’s, Team Support officers and Administrators
Headcount and FTE of staff: 1 – 24 (FTE 11 – 16.5)
	Please do not change the following information unless a grading or DMA review has been undertaken.
Salary Grade:


Scale 6 – SCP 18 - 22
WCC Management Level:

Supervisor Level 1

Number of Direct Reports:            Dependent on location 



*Please note that as a relief worker you may not be asked to complete all of the duties associated with the role, dependent upon the terms and duration of being engaged to work and the requirements of the service

Our People Values:
To uphold and act in accordance with Worcestershire County Council's values:
· Customer Focus – Ensure delivery of a high-quality service which meet the needs of customers.
· Can Do Culture – Be proactive to achieve excellence, finding solutions and creative ways of working.

· Freedom within Boundaries - Make constructive change through cohesive decision making, ensuring services are responsive.
Purpose of job: 
· 
Assisting the Registered Manager/team leader in the management and administration of the replacement care unit at the service
· To co-ordinate the stays for people using the replacement care beds at the service. To manage the staffing rota for that unit and to ensure there are sufficient staff on duty to provide the support people accessing replacement care need. 
· To supervise and manage a team of staff
· To undertake and maintain Quality Assurance protocols to improve quality and compliance

· To work closely with the Registered Manager, team Leader and senior assistants, to ensure that services are delivered as required to the people using them

· To ensure appropriate staffing availability to cover the work required
Main Activities & Responsibilities:

· To assess and support individuals want to access the service.
· To plan in stays and ensure the smooth running of the unit to maximise the occupancy. 

· To provide regular supervision and monitoring to your team and identify training and development needs

· To undertake relevant risk assessments, relating to staff working in a regulated service
· To complete care plans focused on person centred care

· To ensure that staff are competent in relation to required knowledge and skills – for example medication administration, LD understanding, program for LD replacement care skills, and Moving and Handling, IT knowledge and skills and customer service approach
· To liaise with other WCC departments including Human Resources and Occupational Health, in order to promote the health and wellbeing of the team

· To undertake training for Ergo coach - Moving and Handling, Risk assessing, Safety intervention training level 2, alongside the Service Assessor by ensuring that staff are trained and coached to support people safely
· To ensure that CQC (Care Quality Commission) standards and performance measures are adhered to, including staff monitoring protocols

· To prepare, distribute and monitor all documentation (electronic or paper) to conform to WCC policies and procedures and care standards
· To support the Registered Manager with recruitment and selection of staff members
· To investigate complaints about the service and/or the staff as delegated by the Registered Manager/team leader
· To report all issues of a serious nature to the Registered Manager/team leader
· To co-ordinate the induction programme for all new team members and temporary workers
· To monitor, record and authorise annual leave and to monitor and respond to sickness absence for staff in line with the relevant WCC policies and procedures

· To scrutinise and authorise expense claims by staff

· To organise, participate and lead in regular team meetings to comply with agreed arrangements, including the Registered Manager/team leader to ensure issues which impact on people using the service are addressed
· To prepare reports and other documentation as directed by the RegisteredManager

· To support the team when there are queries or issues relating to IT and technology

· To implement and support the implementation of Business Continuity Plans in liaison with Registered Managers
Generic Accountabilities:

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training
· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job
· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy
· The nature of the work requires duties to be undertaken which will involve lifting carrying and moving for which appropriate training will be provided. The post holder must be able to physically deliver these 
· Working with some vulnerable children, young people and adults can, at times, be emotionally challenging for which appropriate support will be provided through management supervision. The post holder must be able to deal with such mental demands. 
· This post is exempt from the Rehabilitation of Offenders Act and / previously met the definition of Regulated Activity (as defined by the Safeguarding Vulnerable Groups Act 2006) and is therefore subject to an enhanced Criminal Records Check (Via the Disclosure Barring Service, DBS) (as defined by the Police Act).

· This post meets Regulated Activity (as defined by the Safeguarding Vulnerable Groups Act 2006 as amended by the Protection of Freedoms Act 2012) and is subject to an enhanced Criminal Records Check (Via the Disclosure Barring Service, DBS) and the relevant children and/ adults barred list(s) checks.
· The Code of Practice on the English Language Requirement for Public Sector Workers (the fluency duty) applies to this post. Therefore, an ability to fulfil all spoken aspects of the role with confidence through the medium of English is essential for the post. 

Contacts:

     In all contacts the post holder will be required to present a good image of the Directorate and the County          Council as well as maintaining constructive relationships.

     Internal: Heads of Service, Senior Managers, Management Teams, Managers & Staff across all directorates, Project Staff, 

     External: NHS, Clinical Commissioning Groups, Healthcare Professionals, Police, Fire, Probation Service, 
  
        Contractors, Service providers, Statutory and Voluntary Organisations, service users, clients, 

        customers, members of the public, volunteers       
Additional Information:


· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility
· Reasonable adjustments will be considered as required by the Equality Act
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PERSON SPECIFICATION

Job Title: Replacement care co-ordinator
Directorate & Section/Unit: People Directorate
Salary Grade: Scale 6
WCC Management Level:
Supervisor Level 1
 
EXPERIENCE: 
It is essential that the post holder has:
· Considerable experience in a management/supervisory role.
· Considerable experience of working in a relevant social care environment.
· Demonstrable experience of health and safety issues and risk assessments within the workplace

· Considerable experience of managing the performance of staff

· Considerable experience of writing and recording essential information clearly and accurately
It is desirable that the post holder has: 
· Experience of working within a multi-disciplinary environment.

· Experience of working with people with a learning disability
KNOWLEDGE, SKILLS AND ABILITIES: 
It is essential that the post holder has:

· A working knowledge of theories and practice relating to the provision of social care.

· A detailed knowledge of legislation relating to social care (for example, Care Act, Care Quality Commission Regulations, Health and Safety at Work Act).

· A working knowledge of the process of assessment and care management.

· A detailed understanding of the rights and needs of people with disabilities

· A working knowledge of the needs and rights of people with a learning disability. 

· Excellent communication and interpersonal skills, both written and oral, at all levels.
· Proven ability to treat people with dignity and respect

· Proven ability to work on own initiative and as part of a team

· Proficient in the use of IT systems

· Proven ability to respond to an emergency situation in line with organisational procedures
· The ability to take responsibility for managing workload in consultation with Line Manager.

· The ability to organise his/her work effectively.

· The ability to manage and supervise staff.

· Proven ability to complete and follow risk assessments
It is desirable that the post holder has:

· Knowledge of issues involved in adult safeguarding
· The ability to undertake complex moving and handling risk assessments.

· Skills in liaison and negotiation with other professionals and agencies.

· Skills in advocacy on behalf of service users.

· Skills in relating to adults who may be vulnerable and / or the victims of abuse.

· Skills in relating to service users from a range of cultural backgrounds.

· Skills in information technology and the use of Management Information systems

QUALIFICATIONS/TRAINING & DEVELOPMENT:
It is essential that the post holder has:
· Level 3 in a management qualification or relevant equivalent experience
It is desirable that the post holder has:

· A care qualification L3 or equivalent experience.

· ECDL.

ADDITIONAL INFORMATION:
It is essential that the post holder has:

· A commitment to equal opportunities, principles and policies and to work positively to promote anti-oppressive practices.

· A commitment to working in partnership with service users and carers, ensuring their involvement in 
decision making wherever possible.
A commitment to quality and excellence.

· A commitment to his/her own professional updating and personal development.
· Has the ability to travel county wide, possibly to places where bus services are limited.
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