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Job Title:			Head of Care

Primary Location:		Guild HouseJob Description


Reports to:			Registered Manager

Accountable to:		CEO

Job Profile:	To take the lead in the quality and improvement of the care delivered at Guild House ensuring innovative service delivery, regulatory and statutory compliance and championing person-centred approaches to the care of our residents. 
A primary aspect of this role is to demonstrate what good care looks like to the CAS Team so you must lead by example. 

Key to all posts:	All Trust employees must ensure that residents and members are treated with dignity, respect and protected from neglect or abuse. All Trust employees must abide by the terms and conditions of their contract, the Trust’s Code of Conduct and this job description.

Job Specific Duties

1) To hold specific responsibility as joint Care Planning Lead along with the Deputy Manager for the home.
2) Be responsible for the Care and Support Team rota management in line with the guidance provided and ensuring that staffing levels and skill mix meet residents identified needs on each shift
3) Attend daily handovers to ensure all relevant information is passed to shift Leader and clear direction given for tasks to be completed during the shift.
4) Be responsible for conducting on-the-job training to enhance, upskill and develop the Care and Support Team.
5) Assist in the direct provision of care to residents, by acting as Shift Lead for a minimum of 12 hours per week, ensuring a personalised approach is always adopted which is respectful and promotes resident choice and dignity.
6) Carry out a comprehensive on the job induction with new care and support staff members.
7) Provide leadership, advice and support to all care staff within the home in conjunction with the Management team.
8) Liaise with the Registered Manager & Deputy Manager to ensure effective sharing of information with regard to resident health & wellbeing.
9) Work closely with the Shift Leader to ensure all necessary documentation, including monitoring forms, are completed accurately and in full, before the end of the shift.
10) Source cover for any vacant care shifts as directed, including working those shifts where cover is not available. 
11) Carry out and record formal supervision of care and support staff as designated by the Registered Manager / Deputy Manager. 
12) In conjunction with the Deputy Manager, carry out the observation of care staff competencies ensuring a high standard of care delivery at all times 
13) Meet on a weekly basis with members of the night staff team to ensure they are fully supported and communicated with.
14) Liaise with GPs and any other professionals who may visit residents in the Home. 
15) Notify the Registered Manager / Deputy Manager of any concerns regarding practice and of any recommendations for training. 
16) Be responsible for the development of realistic and achievable care plans in conjunction with new respite and / or permanent residents / Relatives. 
17) As joint Care Planning Lead, ensure the smooth running of the care planning system, making sure that all resident records are kept up to date, reviewed and audited regularly and that relatives/representatives are updated with any changes to the planned care.
18) Administer medication to residents as required, ensuring strict adherence to the Trust medication administration procedures. 
19) Support the Eating and Drinking lead for the Home, ensuring all residents dietary needs are identified and met.
20) To ensure privacy and dignity of residents is maintained and to respect residents and their possessions at all times paying particular attention to individual rights and choices. 
21) Ensure all duties are carried out with due respect for residents’ privacy, dignity and choice and in compliance with Trust policies and statutory/regulatory requirements 
22) To act as a temporary key worker to any resident where a permanent staff member has yet to be allocated responsibility 
23) Promote the inclusion of the resident in all social, wellbeing and recreational activities  
24) To develop and maintain good working relationships with all residents, their families and staff 
25) To notify the Registered Manager / Deputy Manager of any accidents or unexplained injuries to residents which have been reported, listen to and act upon any complaints or concerns raised and ensure the necessary documentation is completed in a timely manner.
26) Address any instance where conduct, attitude or quality of work of care staff is inconsistent with the standard expected by the Trust and inform the Deputy Manager / Registered Manager of any concerns. 
27) Recommend to the Registered Manager / Deputy Manager any member of staff for consideration under the Reward and Recognition Policy.  
28) To attend and participate in all staff and other meetings to support the Registered Manager / Deputy Manager in decisions that will enhance the quality of care within the Home. 
29) Promote and ensure the good reputation of the Home. 
30) To lead by example at all times when carrying out your duties.
31) Any other duties that may be reasonably requested by the Registered Manager / Deputy Manager from time to time, to ensure the smooth running of the Home.

Responsibilities applicable to all post holders across the Trust

You must:
1. Communicate with residents, club members, colleagues and all who in engage with the Trust in a polite and professional manner.
1. Work in a way that promotes and respects people’s privacy, dignity, choice and keeps them safe.
1. Communicate all concerns for resident / club member welfare as per policy.
1. All information relating to Residents, Members and/or the Trust must be used in accordance with Data Protection requirements.
1. Work as part of a team.
1. Take reasonable care for your health and safety and for that of others that may be affected by your acts or omissions.
1. Ensure that you are aware of your responsibilities and actions to take should a fire arise and in the event of a fire that you follow them.
1. Report any situation which may affect the safety or quality of the Trusts’ services.
1. Ensure you use Trust recording and reporting systems correctly.
1. Make full and proper use of any system of work provided by the Trust.
1. Use any equipment provided by the Trust in accordance with its purpose.
1. Attend any training deemed appropriate for your job title by the Trust.
1. Attend staff and other meetings as requested.
1. Adhere to all Trust policies and procedures.
1. Carry out, when asked, any duty that could reasonably be expected of you.

Please Note:
This Job Description is not meant to be definitive or restrictive and will be modified to meet the changing needs of the Trust.

GCT is committed to safeguarding and promoting the welfare of adults with care and support needs and expects all staff and volunteers are expected to share this commitment.

GCT operates a Safer Recruitment Process which is in line with the Health and Social Care Act 2008 and the Gloucestershire Safeguarding Adults Board guidance.
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