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Job Outline
Post:	 Community Care Lead Officer
Service:	 Health & Social Care Partnership 

Section:	Community Health & Care Services 

Grade:	Grade 10 	
Job Purpose:	As part of an integrated care at home service this role will coordinate, supervise, develop and promote a range of Care at Home Services within East Ayrshire Health & Social Care Partnership. In order to assist with the promotion, delivery and integration of the key objectives in relation to those identified within the Health & Social Care Partnership Plan and the Community Plan.
                     

A. STRUCTURE CHART 
Team Manager 


Community Care Lead Officer 



Community Care Officers





B. KEY DUTIES & RESPONSIBILITIES

People We Support

1. To adhere to the Partnership’s procedures in relation to the protection of vulnerable people and ensure likewise for the Community Care workforce. 


2. To promote and directly support effective communication (both verbal and written) between Community Care Officers, service users, their families and relevant agencies to resolve issues, improve outcomes and establish effective relationships.

3. To prioritise the consideration of SMART technology, where appropriate, as an alternative to statutory care to promote independence.

4. To liaise with service users, their families and relevant others and act as 1st point of contact in relation care needs, service provision or changes to care provision

5. To undertake appropriate record keeping and communication on operational systems to support positive outcomes for service users and their families / carers.

6. To ensure care is delivered by the right person with the appropriate experience / skills / knowledge to meet the individual’s needs.

Staff Management Responsibilities

7. To undertake inquiries in relation to complaints / disciplinary matters and be responsible for reporting any identified improvements required

8. To effectively manage, support and develop Community Care Officers (CCOs) in line with SSSC registration requirements, working within a dispersed geographical area and flexibly across locality services, home from hospital provision, ICT, Community Alarms as  required.

9. To provide leadership and direction through team meetings and appropriate group development activities in line with service objectives and priorities - subject to the guidance and support of the team manager and in accordance with statutory training requirements

10. To undertake staff recruitment and in partnership with the Learning Academy have a lead role in induction, training and development of staff through supervision and other appropriate methods. 

11. Ensure mandatory training and statutory CPD is completed by the Care & Independence Officers for whom they are responsible.

12. To liaise with the Learning Academy to ensure all aspects of the services training and development needs are reflected in the training plan.

13. To ensure personal carers are sufficiently able / skilled to deliver care that prioritises enablement and personal outcomes and monitor / report on performance in this area.

Service Objectives

14. Work effectively and flexibly in an increasingly complex support environment as part of a structured team.

15. To maintain an overview of work patterns and cover arrangements to support sustainable service delivery.

16. To act as the communication link between assessment and service delivery, supporting assessment staff to translate assessments / reviews into enabling support plans, highlighting and contributing to the development of creative and innovative solutions and revise care plans according to need and / or development of independence.

17. Implement quality assurance measures to ensure information contained in Care Diaries is appropriately recorded and communicated to ensure effective risk management practice.

18. To participate and contribute to formal care management and review processes as required.

19. To ensure that HR policies and procedures of the Service are fully implemented taking appropriate remedial action as required, including provision of regular absence management information

20. To resolve issues relating to safe delivery of care in a solution focussed and flexible manner that considers the need for communication with others and provide innovative and creative solutions to challenges common to the dispersed nature of the workforce and diverse range of individual support needs.

21. To undertake relevant risk assessments to inform safe and effective service provision as required

22. To review Moving and Handling and other relevant risk assessments to inform service provision requirements as required.

23. To work autonomously to meet agreed timescales, priorities and demands 

24. To contribute to management, monitoring and other relevant meetings and groups to support service delivery and development.


Reporting & Performance Responsibilities


25. To monitor and report on performance that ensures National Care at Home and Health and Social Care standards are consistently met and implement improvements where required. 

26. Prepare and contribute to reports to support resource management / demand management / workforce planning, efficiencies and performance management.

27. Undertake a range of quality assurance checks, liaising with service users and families as appropriate, recording and routinely reporting to the team manager in line with these activities. (including spot checks, surveys, directing staff in respect of performance standards)

28. Prepare quarterly audit reports for review by Team Manager to provide analysis of quality assurance tasks undertaken in that period.

29. To contribute to delivery and reporting of Care Inspectorate requirements.

Financial Responsibilities

30. To apply the council’s charging policy in relation to service users where appropriate.

31. To monitor and manage an area budget by having a sound understanding and analysis of how resources are used (including overtime, downtime and bank costs) and current and anticipated demand.

Strategic Objectives

32. To contribute to the development of Care at Home services in line with EAHSCP’s strategic priorities and objectives

33. To establish and promote an ethos of continuous improvement, involving service users and their families / carers, where possible. ( for example through the use of quality assurance surveys)

34. To contribute positively and flexibly to the overall work of the Care at Home Service as part of a wider integrated service approach to achieve positive outcomes for service users and families.


35. To support the prevention of admission to hospital and early discharges, where safe to do so, in line with strategic objectives of supporting people to remain in their own homes for longer.

36. To support the strategic objectives of ‘shifting the balance of care to communities’ by promoting and engaging in MDT working and planning in communities.


C. GENERAL RESPONSIBILITIES

37. To maintain appropriate records and reports as part of service provision role and help develop and maintain business information systems.

38. To participate in any training programmes as necessary and be responsible for own CPD and registration requirements.

39. Ensure all materials and equipment provided to assist in carrying out the duties of the post are properly secured in accordance with the Partnership’s policies and procedures.
 
40. Promote the health and safety of employees at work and of service users through the implementation of the Partnership’s policy on health, safety and welfare at work and Service Health and Safety arrangements in accordance with all relevant statutory requirements, leading by example.

41. Ensure all activities for which the post holder is responsible are delivered in accordance with Council’s Equality and Diversity Policies and the statutory and general specific Equality Duties.

42. Ensure that the Council’s Customer Service Commitment is followed in all dealings with the people we serve. 

43. Adhere to the Partnership’s policies and procedures for good records management across the Services, ensuring that the correct information is created, maintained, stored and retrieved in accordance with business need and statutory and legislative requirements. 

44. Participate in the East Ayrshire FACE process annually in accordance with the Council’s procedures. 



Person Specification
	Designation: Community Care Lead Officer 
	Post No:

	Service: Health & Social Care Partnership
	Section: Community Health & Care



	Attributes:
	Essential Criteria
	Desirable 

	Qualifications


	· SVQ Social Services and Healthcare SCQF Level 7 or equivalent practice qualification & supervisory qualifications that meet the standards for SSSC Registration for “Supervisors in care at home services”.
[bookmark: _GoBack]Where you hold an equivalent practice qualification but not a supervisory qualification, this can be supported in post subject to your commitment to work towards a Personal Development Award in Supervision within 12 months of commencing post.
	· Diploma in Domiciliary Care Management
· RMA or relevant management training 
· DipSW Other relevant Nursing or Social Care Qualification


	Knowledge & Skills





	· Computer literacy
· Proven ability to manage staff.
· Proficient working knowledge of social care service delivery and workload management systems
· Knowledge of SSSC and Care at Home Registration standards
· Ability to organise and prioritise workload.
· Good verbal and written communication skills
· Ability to operate effectively as a member of a team.
· Budgetary and resource management skills.
· Awareness of current Social Work legislation
	· Computer skills for production of relevant management information
· Awareness of HR policy and
Procedures Developing and delivering staff training

	Experience







	· Experience of managing staff and resources in a community setting.
· Experience of Assessment and Care Management processes.
· Working knowledge of National
· Care Standards for Care at Home services.
· Knowledge of Self Direct Supports and Enablement approaches in supporting vulnerable people
	· Experience of working in a multidisciplinary setting.
· Knowledge of or involvement in Care Commission inspection processes.
· Supporting staff complete PRTLs

	Employees are the FACE of East Ayrshire and are expected to demonstrate our FACE qualities and behaviours

	Quality 
	Behaviour

	Flexible 

	· Have an open mind and look for better ways of doing things.
· Embrace new technologies to improve services for the people we serve.
· Welcome opportunities to learn and grow.

	Approachable
	· Develop positive and productive relationships with everyone.
· Listen, notice, respond and engage.
· Manage our reactions and think about how our behaviour affects others.

	Caring
	· Embrace working in a team and working with others.
· Take pride in your role, serving our community and strive to be the best we can be. 
· Be kind to others and to ourselves.

	Empowered
	· Have the courage to try new things.
· Work with others to find the best solutions.
· Help everyone to realise their full potential.
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