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	Post Title: Deputy Manager
	Reports to: Registered Manager


	Main Purpose of the Job:

· To work alongside the Registered Manager to provide and maintain a high standard of provision.

· To deputise in the Registered Manager’s absence.
· Please note that this position involves shift work, based on a rota system including evenings and sleep-ins. If we have full time residents (in addition to termly Monday to Friday borders) it requires weekend and school holiday cover. Flexibility to cover shifts and on call duties are essential.


	Main Duties and Responsibilities:
· Responsibility for the management and supervision of shift leaders and residential care workers.
· Undertake supervision of identified staff members and work within the home’s policies and procedures in relation to supervision, and personal development plans (PDP).
· To support shift leaders and residential care workers with PDP’s and assist the Registered Manager in organising and reviewing staff training.
· Promote and actively encourage the professional development of staff.
· Ensure and assist new starters with induction packages.
· Take responsibility for organising staff rotas as advised by the Registered Manager.
· Ensure that shift leaders have the skills, knowledge and ability to manage residential care workers effectively.
· Ensure that all staff are aware of their roles and responsibilities in relation to the Quality Standards and Children’s Homes Regulations.
· Ensure that children’s reviews and meetings are delivered within the required time scales.
· Ensure that placement plans are in place and are reviewed regularly.
· Ensure that staff understand and are fully aware of the daily routines of the home.
· Ensure that shift leaders and residential care workers deliver independent living skills targets and review them regularly.
· Ensure that staff are aware of and deliver support to promote the life chance opportunities of young people’s social, educational, leisure, emotional, physical, and cultural needs.

· Promote and actively encourage the delivery of a safe, structured and nurturing environment.
· Ensure staff fully understand the role of a key worker and make sure systems are in place for the delivery of this practice.
· Ensure the home has sufficient and varied information regarding access to other support agencies and children's rights services.
· Take the lead in ensuring an open culture is created, one in which children can complain and that they are listened to.
· Safeguard and promote the welfare of children and young people.
· Be responsible for safeguarding in the Registered Manager’s absence.
· Ensure that all staff work within a non discriminatory environment.
· Assist the Registered Manager in the administration of financial related issues.
· Administer medication in line with Trust Policies and Procedures.
· Assist the Registered Manager with monitoring and auditing the administration of medication.
· To adhere to the policies and procedures established in the home and those of Doncaster Deaf Trust.
· To assist the Registered Manager to monitor and review care home policies and procedures.

· To complete relevant risk assessments
· Work within the code of confidentiality and ensure that records in the home are stored in a manner which is compliant with regulations.
· Ensure that all documentation and records within the home are kept up-to-date and are reviewed regularly.
· Ensure that all administrative requirements of the home are maintained in such a way that they are compliant with good childcare practice, homes procedures, DDT policies and Children's Home Regulations.
· Produce, co-ordinate and edit reports.
· Ensure that the standards expected in the delivery of care are upheld and the standing of Doncaster Deaf Trust is maintained.
· Where required be involved in the staff recruitment process.
· The post holder may be reasonably expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time. It is the responsibility of the post holder to comply with Health and Safety and Equal Opportunities requirements at all times.
· To deputise in the Registered Managers absence.

· To do on call duties.
It should be noted that the above list of principal duties is not necessarily a complete statement of the final duties of the post. It is intended to give an overall view of the position and should be taken as guidance only


	Qualifications and skills required:

· Level 5 Diploma in Leadership for Health and Social Care – Children and Young People’s Service, Residential Management Pathway (or equivalent) Desirable – or a willingness to achieve within a set timescale. 
· Level 3 Children’s & Young Peoples Workforce Diploma - Social Care Pathway (or equivalent).
· At least two years experience in a supervisory role.

· Experience of working with children and young people.
· British Sign Language Level 2 or above – desirable.


