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	Registered Manager
	


Service:                 
Support Services 
Salary Scale:
25 – 30 
(Plus On-call Payment)
(Pro rata for part-time work)
Accountable to:
Head of Operational Services
Job Purpose
The Registered Manager will have overall responsibility for the organisation, management, review and development of services.

As the responsible manager the post holder will ensure that there are appropriate supports in place to meet the people we support needs, ensuring that the agreed standards as determined by the service users, their families, the Care Inspectorate, purchaser and Sense Scotland are met. 

The Service is registered with the Care Inspectorate under Care at Home and Housing Support.  The post holder will be Registered Manager and will be registered appropriately with the SSSC and the Care Inspectorate, as such will be required to be aware of and meet their legal and contractual responsibilities accordingly.
Line management responsibility

The Registered Manager will assume overall line management responsibility for the whole staff team in the services. 
Financial Management
The Registered Manager will have responsibility for ensuring that services operate within the agreed staffing and household budgets and for ensuring that all financial management is carried out in accordance with Sense Scotland’s policies and procedures and will report immediately to the Head of Operational Services if any issues are identified.

Key Responsibilities

1. Day to day management responsibilities

The Registered Manager will:

· Ensure that individuals are assessed appropriately and that resources are available to staff.
· Take overall responsibility for ensuring that the individual`s outcome based support plans are in place, that they reflect assessed needs, are implemented into practice and regularly reviewed and updated to reflect day to day changes in the individual`s needs.

· Take overall responsibility for maintaining staffing rotas which take into account information relating to any changes in the person supported or staff needs and ensure the effective deployment of staff to provide the optimum use of staff skills and knowledge.
· Set and demonstrate good standards of work practice, by offering support and supervision by working directly alongside Supervisors and qualified support staff on shift, training through example.

· Be aware of and ensure that all staff have access to the Scottish Social Services Council (SSSC) Code of Practice and are able to apply its principles into practice.  Ensuring that all staff working for Sense Scotland are registered within the required timescales and maintain registration.

· Take the lead role in the recruitment of staff and volunteers ensuring that this is done in accordance with the guidance as outlined in the Sense Scotland Recruitment Handbook and in a way that minimises the impact on service delivery.

· Complete and return the required information in relation to staff pay and sickness as outlined in the Sense Scotland guidance.
· Complete and return the required information to Finance in relation to purchases and invoices for service provision.
2. Overall management responsibilities

The Registered Manager will assume overall responsibility within their services for ensuring that:

· Organisational policies and procedures meet all legal requirements and agreed standards, for the service and into practice. These include the following areas:
- Staffing and training
- Whistle-blowing

- Managing risk; 

· Proper record-keeping, including recording incidents and complaints are maintained.

· Staff have a good working knowledge of the guidance and operational handbooks and are provided with the required support to apply these into practice.
· Staff and volunteers are properly supervised and appraised and have access to advice and support.
· Staff use their knowledge and skills to meet the needs of those using the service as outlined in their outcome based support plans.
· Staff are registered with the SSSC and are supported to develop their skills and are encouraged to gain the qualifications required for registration with the SSSC.
· The services are continually reviewed and evaluated and identified improvements are achieved within the agreed timescales.

· Performance is effectively managed through supervision and professional development plans.
· Support a culture of continuing professional development 
3. Quality Assurance and Monitoring

The Registered Manager will have overall responsibility within their services for ensuring that:

· Parents, carers, children, young people and staff have the opportunity to contribute as appropriate to the evaluation of the service, and that staff are involved in setting and achieving clear goals aimed at improving the service, and that reports outlining the performance of the service are made available to all stakeholders.
· All records relating to both people supported and staff, required in statute and by the Care Inspectorate, the purchaser and Sense Scotland are kept in line with the guidance given and in accordance with the principles of the Data Protection Act.
The Registered Manager will also through regular monitoring, quality assurance and auditing ensure that:

· The agreed number of staff, with the appropriate skills, knowledge and training are available to support the individuals, as outlined in the service specification.

· Staff are aware of and work in practice within the current guidelines of the legislation, operational handbooks, best practice standards and the SSSC Codes of Practice.

· Sense Scotland core values and the main principles of the Health and Social Care Standards, dignity, privacy, choice, safety, realising potential and equality and diversity, are reflected within the service provided.

· People supported outcome based support plans and records are kept up to date and reflect the changing needs of the individual.

· Staff meet their qualification, registration and continuing professional development requirements.

· The services operate within the agreed financial budget.
4. Health and Safety and Property Management

The Registered Manager will assume overall responsibility within their services for ensuring that:

· Any risks to either people supported or staff are identified and that appropriate risk assessments are in place and that they are updated on a regular basis.

These will include areas such as:

- Fire safety 

- Moving /assisting

- Child/adult protection

- Use of physical intervention
- Maintenance of vehicles
· Where an individual shows behaviours that present a challenge to staff, there are agreed intervention strategies in place and that staff have the required skills, knowledge and training to implement them into practice.
5. Communication
Ensure that you establish and maintain good and effective communication partnerships and networks with all relevant parties which will include:

· People supported and their families, Sense Scotland staff, , members of the public, representatives from other charities and agencies, volunteers, work placements, students on placement, purchasers and funders.
6. Personal and professional development
The Registered Manager will assume overall responsibility within their services for ensuring that:
· Through support and supervision, Supervisors have the appropriate skills, knowledge and training to support both the identified needs of the service user and the support, supervision and training needs of staff.

· Through a process of regular audit, that all staff have access to their agreed professional development programme and all mandatory and service specific training within the agreed time scales.
· They are registered with the SSSC, PVG and any other relevant bodies within the required timescales.

7. Other requirements
The Registered Manager will:

· Be accountable for your own actions and personal and professional development

· Safeguard and promote the rights, safety and welfare of people using the services

· Be aware of and act in accordance with the SSSC Codes of Practice, your contract of employment and Sense Scotland Conditions of Service.

· Undertake any other duties as reasonably requested by your line manager or senior management in line with the grading of your post.
Person profile

	
	Essential

	Education/Qualifications
	SVQ Social Services and Healthcare at SCQF Level 9 or other specialty recognised by the SSSC for registration purposes)

And

SVQ 4 Care Services Leadership and Management at SCQF Level 10.

Or Any award in management that is certificated at or above SCQF Level 8 (minimum of 60 credits) showing evidence the award has been mapped against the National Occupational Standards (NOS)
Be able to gain registration with the SSSC within the timescale required.

	
	You will require to be registered with the Care 
Inspectorate as the named Registered Manager for the service(s)

	Experience/Understanding
	Practical experience working directly
with people with complex
support needs

	 
	Experience in managing staff

	 
	Be able to demonstrate a working knowledge
of current statutory requirements, Health and Social Care standards, registration requirements and the SSSC Codes of Practice.

	
	Be able to demonstrate an ability to work with colleagues from external agencies and develop and maintain strong external networks.

	 
	Be able to demonstrate an ability to give clear and concise verbal and written reports.

	
	Be able to demonstrate an ability to work to deadlines and targets.

	Skills/Abilities
	Be able to demonstrate your ability to manage, motivate and support staff teams on an ongoing basis and through periods of change.

	 
	Be able to demonstrate an ability to develop and maintain a staffing rota that reflects the needs of the people supported and staff.

	
	Be able to demonstrate your ability and knowledge of management strategies that you can use to develop and retain staff.

	 
	Be able to demonstrate an ability to operate a service within an agreed staffing and household budget.

	 
	Be able to demonstrate an ability to assess and manage risk.

	
	Be able to demonstrate an understanding of safer recruitment practices and how these can be applied into practice.

	
	Be able to demonstrate your ability to solve problems and think creatively

	
	Be able to demonstrate the use of quality monitoring tools.

	
	Be able to demonstrate your ability to understand complex information and act on it.

	
	Be able to demonstrate your ability to respond to concerns and complaints from families and external agencies.

	Additional requirements
	An ability to work flexible hours and provide on call support (on rota basis), including evenings, weekends, public holidays and overnight.

	
	IT skills i.e. Microsoft Office and HR database systems


	
	Desirable

	Education/Qualifications
	Have completed an additional post registration qualification such as the Deafblind Diploma and/or SVQ Assessors/verifiers qualification


	Additional relevant skills
	Ability to communicate well through signing.

	 
	Hold a full driving licence
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