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	Job Title:	
	Deputy Care Manager	Location/Service:

	Adult Services
	Department:
	
	Reports To:
	Care Manager
	Responsible For:
	Click or tap here to enter text.
	Budgetary Responsibility:
	Click or tap here to enter text.

	Level of DBS  Check Required:
	Enhanced with barring 
	Expected Regulatory Responsibility:
	Click or tap here to enter text.

	Does the role require travel to multiple sites?
	Click or tap here to enter text.

	Purpose:

	A Deputy Care Manager is responsible for managing and improving service delivery to ensure that residents receive a complete person-centred care service.  The post holder will have a clear focus on the performance of others and will demonstrate consistent and effective leadership skills.  They will have a clear focus on the establishment of effective relationships with service users, staff and other key stakeholders.

To be effective they will be proactive in ensuring that quality care is available to all residents within the establishment through the direct management of Care Supervisors and through them a team of support staff and where necessary other support staff.  Acting as an excellent role model, monitoring and influencing performance, problem solving and use of analytical skills are all primary aspects of this role. 

Whilst the role is not primarily one of direct support to residents, there is an expectation that this would be provided by the post holder as necessary.

	Key Role Responsibilities/Accountabilities:

	Core expectations

1. To remain vigilant and do everything possible to safeguard residents and others      from abuse of a physical, emotional, sexual, neglectful, financial or institutional nature.  This includes a primary focus on the wellbeing of residents and an absolute requirement to report immediately any incident of this nature you witness, hear about or suspect.                                                                     
2. The DCM will aim to make sure people receive the standards of care to which they are entitled and to do everything possible to safeguard people we support and others from all forms of abuse.  This includes maintaining a focus on the health and wellbeing of people we support and an absolute requirement to remain vigilant and report immediately any concerns they may have, whether they witness an incident, hear about or suspect abuse has occurred or think there may be a risk of abuse. 
3. The DCM along with all Hesley Group staff are expected to make sure that people are supported in terms of equality, have their diverse needs met and uphold their rights as set out in law and by Hesley Group policies.
4. The DCM will ensure that their colleagues and other stakeholders are treated with respect and in line with Hesley Group policy, and conduct themselves at all times in a professional and credible manner. 
5. The DCM will attend for work reliably and punctually.                  
6. The DCM will attend and contribute to all training as required and take part in a positive manner.        
7. The DCM will contribute proactively to their own supervision and personal development.              
8. The DCM will from time to time deliver training and workshops as required by the needs of the service  
9. The DCM will maintain an up-to-date working knowledge of Hesley Group policies and the associated legal framework, and work within these.  This includes the application of the current regulatory framework for care and the law relating to employment and equality.  

Key result areas

10. To provide an exemplary model for colleagues and to maintain a regular reliable and visible presence to support achievement of the service’s goals in respect of quality and the wellbeing of individuals. 

11. To be well-informed about the individual needs of the people we support and use your knowledge and understanding to contribute to assessment and care planning.  This will include collating records, providing key information for staff, liaising with families and other key stakeholders and representing and advocating on behalf of people we support in relation to their preferences, needs and wishes.  

12. To work with the Care Manager to ensure multi-disciplinary team (MDT) reviews are contributed to and effectively organised, that all relevant action points are completed within the agreed timescales and that all planning has a clear person-centred focus.

13. To work in a multi-disciplinary manner with members of the Therapeutic Services Team and other relevant health and social care professionals so that the direct support delivered by you and your staff team is safe, responsive and effective, as set out in current CQC regulatory framework.

14. To ensure that you and your staff team build and maintain appropriately caring and effective relationships with people we support working to the principles of Positive Behaviour Support.   

15. To work in a multi-disciplinary manner to identify social and emotional needs and ensure that staff promote positive self-esteem and support people to develop a range of coping skills that appropriately meet their individual emotional needs.  This includes proactively supporting people who live in our services when they are in distress.  

16. To maintain accurate and up-to-date medication records and files.

17. To ensure that individual risk assessments are fit for purpose and up-to-date, are person-centred, are implemented and have planned regular reviews in order that all staff understand key risks and their responsibilities within this key area.  

18. To ensure that you and your staff team have a working knowledge of people’s individual needs, strengths and interests, that this is utilised to promote quality of life on a day to day basis, enjoyment and achievement as they take part in a range of activities, to monitor and work with others, including the opportunities teams to support success in this area. 

19. To ensure that individual contact plans are in place and regularly reviewed to ensure that people who live in our services are proactively encouraged and supported to keep in contact with family, friends and others who are important to them.  This may involve special communication methods and, in some cases, specialist equipment.  It will involve liaising with families, who may also have communication needs, and other professionals who work outside of the service.   

20. To actively promote Positive Behaviour Support (PBS) and to ensure that all staff respond appropriately to unwanted behaviour strictly in accordance with Hesley Group policies, and as set out in plans.  This will involve leading staff, through effective demonstration and support in a practical setting, to develop an understanding of the broad context of behaviour that challenges the individual, the service and other people.  This will involve being a PBS/TCI trainer and ambassador for best practice.    

21. To ensure through the effective management of your staff team that people are supported in their personal and the wider environment and promoting independence within a positive risk framework.

22. To be involved in and contribute to the success of individual transition programmes.

23. To develop and maintain your own knowledge at a national and local level, to keep abreast of best practice and new developments in this field of work and, at a personal level, to regularly reflect on your own values, priorities and effectiveness.              

24. To undertake the day to day monitoring of staff absences, across designated teams in line with the Management of Staff Absence Policy, advising the Care Manager of persistent and prevailing concerns.

25. To undertake other rota management duties as required by the service, record weekly worked hours and make timely submission of that data to the Assistant General Manager/General Manager as required.

26. To ensure electronic systems are fully maintained under the direction of the Care Manager.

27. To have direct responsibility for designated teams in respect of planning, delivery and monitoring of staff CPD Training days.  This will require effective working relationships with the Learning and Development Team.

28. To monitor Health and Safety, prepare quarterly reports in conjunction with the Care Manager, and maintain Health and Safety area notice boards.

29. To ensure in conjunction with the Care Manager that the findings of CQC and other quality review or regulatory reports are effectively disseminated to all support staff and that action plans are monitored for effective implementation within defined timescales.

30. To undertake second line audits of daily journals and case recording for quality and compliance purposes.

31. To have effective oversight of and the responsibility for reconciling the accurate management of individual people’s and Hesley Group’s provisions money, evidence of purchase of personal possessions and provisions including receipts/reconciliation of receipts.

32. To undertake and promote effective and secure data and information management, thus maintaining people’s privacy and confidentiality and responsibility for the safe archiving of records in line with Hesley Group Policy and effective liaison with Adult Services Administration Teams.

33. To undertake the supervision (and appraisal) of a designated number of staff, to promote a culture of quality service provision through reflective practice within the team and contribute to developing the knowledge and skills of other staff.  This will involve ensuring that you and those for whom you have management responsibility for will have in place planned regular assessment of individual performance.  This will include setting standards, giving reflective feedback and providing coaching and mentoring to ensure a high standard of service delivery, whilst helping individuals to identify training needs.                  

34. To take part in the recruitment and selection of support staff (if required) in accordance with Hesley Group policy and to assist with shortlisting and interviews. 

35. To work overtime if requested because it is necessary to maintain the care service.    

36. To drive the Minibus where trained, qualified and required to do so as part of your role.         

37. To undertake, as and when required, any additional tasks and responsibilities as are reasonably compatible with this job description and its objectives.




Communication and working relationships:
38. To contribute fully to the effectiveness of the teams by striving to build positive relationships.  You must be able to give and receive constructive reflective feedback aimed at developing the quality of relationships and performance.    

39. To promote effective communications and good relationships that respects the rights of people we support, colleagues and others.  This may involve using modified communication methods, including signing and symbol use and ensuring information is given in an appropriate manner for the individual concerned, such as accessible policy documentation.  

40. To ensure that Team Leaders within an agreed cycle undertake, plan and effectively record team meetings with a focus on consultation and participation of support staff.  To check communication books, notice boards, diaries and pigeon holes daily to actively find information.  To ensure that within the residential area there are up to date notice boards providing essential information for people who use our services and staff in a format which is accessible and which meets national standards and requirements and is up-to-date.  There is an expectation that you will communicate information in a timely, clear, legible, objective and professional manner, in a variety of ways, using the required level of confidentiality.  This includes the use of e-mail and computer-based systems.  To ensure that information is disseminated to both staff and people who use our services in a manner which facilitates understanding and feedback.

41. To input data in line with the Group’s electronic personnel systems requirements and commensurate with the job role.

42. To ensure that Team Leaders both plan and record support team handovers and that incident debriefs are consistently conducted and the appropriate actions taken to support staff who have encountered difficult situations as part of their work.                                                   

43. To ensure that all Person-Centred Planning meetings, MDTs, reviews and other communications are recorded fully and that all prepared reports are subject to quality assurance checks.

Health & Safety
44. In carrying out the tasks in this job description you have a duty (under Health & Safety legislation) to take reasonable care for the health and safety of yourself and that of others.  This implies taking positive steps to understand the hazards in the workplace, to comply with safety rules and procedures and to ensure that nothing you do, or fail to do, put yourself or others at risk.  This includes managing a safe and secure environment for people who live in our services.  

This duty includes checking that any person entering Hesley Group property has a right to do so and their visit is recorded in accordance with Hesley Group procedures.         

Most challenging aspect of the job

Being an effective and outstanding role model, promoting positive relationships, giving attention to detail and promoting positive attitudes towards people we support, their families and our staff are vital to success, as is the ability to manage changing priorities and challenge poor or unsafe practice.

The primary task of this job is to provide a support function to the Care Manager and to manage designated others to ensure their practice results in a high standard of support for the people we support at Hesley Group.  The role can require and where operational circumstances dictate, working directly with people we support.  

The contribution of this role

Carrying out the tasks on your job description efficiently and in line with Hesley Group values has a direct bearing on the quality of life for people we support, helps develop a positive working environment and helps to ensure Hesley Group services are well-led, operate safely, effectively, responsively and in a caring manner.  You will, therefore, be making a very important contribution to people we support, other employees, and to the reputation and achievement of Hesley Group as a provider and employer.  This will develop our position with the public and with placing authorities who are our customers.  Of significance in this respect are the positive relationships you develop each time you communicate with any person involved with the service - whether in person, in writing or by telephone.	

	Reflection on one’s own practice and the practice of others through effective supervision/appraisal and evaluation of standards will help you contribute to any ongoing service development plan.    

N.B. The post holder may be expected to undertake additional responsibilities that are reasonably required, appropriate to grade and capability. This job description will be regularly reviewed, involving the post holder, to ensure that it continues to reflect service priorities and developments.

	Legal and Statutory Responsibilities for all Colleagues:

	Safeguarding: All colleagues have a duty to maintain a basic level of understanding of safeguarding, signs of 
neglect or abuse and how to raise a safeguarding concern as outlined in the organisations Safeguarding and 
Whistleblowing policies. 

Health & Safety: All colleagues have a duty to take reasonable care for the health and safety of themselves and others. This includes contributing to a safe and secure environment for the people who use our services.

Training Compliance: All colleagues are responsible for maintaining compliance with all mandatory training required for the specific job role they undertake or service they work in, any required qualifications and maintaining any required professional registrations to ensure professional skills and knowledge remain up to date.  

Information Governance: All colleagues have a duty to main the confidentiality and integrity of any sensitive or personal data that they access or use within their role. 

Diversity and Inclusion: All colleagues are expected to contribute to the development of an inclusive workplace and treat others with dignity and respect at all times. 

Line Management: Roles with line management responsibility are expected to ensure all direct reports, and teams they oversee, receive the appropriate levels of supervision and have an annual performance review and contribute to a culture of continuous improvement and development. 



	Person Specification:

	
Knowledge	Essential	Desirable
 	 	 
Knowledge of adult learning disabilities and/or special needs including recent developments		 
Detailed working knowledge of relevant Care Standards		 
Working knowledge of the Mental Capacity Act and the relevance of a person centred approach in Adult care service provisions		 
Knowledge of care assessment and planning processes		 
Knowledge of effective management practice 		 
Knowledge of recognised positive approaches to working with challenging behaviours associated with learning difficulties		 
Knowledge of safeguarding procedures to include management responsibilities for ensuring equal opportunities for staff and people who use our services		 
Knowledge of evaluating all care practices and the importance of doing so		 
 	 	 
Skills and Abilities	 	 
 	 	 
Ability to attend work punctually and reliably, including evenings and weekends		 
Ability to critically assess, plan for and deliver a quality care service to people who use our services		 
Ability to effectively audit all activities for people who use our services, for appropriateness and risk assessment		 
Ability to understand and maintain a working knowledge of company policies, procedures and relevant care standards; ensuring that care practice within the team for whom you are responsible meets these requirements		 
Ability to manage and influence the performance of a staff team through the effective direct management of junior managers		 
Ability to communicate clearly to others and demonstrate leadership skills		 
Ability to manage and develop a staff team through effective training, supervision and appraisal processes		 
Ability to pro-actively address staff attendance concerns through timely implementation of procedural reviews		 
Ability to effectively delegate tasks to others and ensure delivery of required outcomes within agreed timescales		 
Ability to use appropriate physical interventions and undertake physical exercise with people who use our services		 
Ability to champion positive relationships with people with a learning disability		 
Ability to contribute to the training of other staff		 
Ability to chair meetings and communicate information in a clear and professional manner using the required level of confidentiality		 
Ability to understand and produce written material of a professional nature with the required detail within the required timescales		 
Ability to manage delegated resources efficiently and produce an internal audit trail		 
Ability to take part in the recruitment and selection of support staff in accordance with Hesley Group policy	 	
Ability to address issues affecting staff morale and retention in a timely fashion and bring to the attention of senior managers, ensuring that exit interviews are carried out		 
 	 	 
Qualifications	 	 
 	 	 
In the absence of a Diploma or Degree qualification at Level 4 or above, a MINIMUM of Level 2 Functional Skills in English and Maths (or GCSE A*-C English and Maths/GCSE Grade 4 or higher from 2018)		 
Diploma Level 3 in Health and Social Care 		 
Clean, current car driving licence (where minibus driving required)	 	
Experience	 	 
 	 	 
Significant experience of supervisory management in a care setting and influencing good practice at a standard assessed as competent in all aspects of the job		 
Experience of working with adults with learning disabilities		 
Experience of effective performance review of others	 	
Experience of contributing to formal assessment processes, care planning and person centred case reviews	 	
Experience of contributing to effective service development	 	
		





	Our Values and Key Attributes:

	All colleagues are expected to operate in line with our Values and Behaviour Framework at all times. The framework outlines our core values and the behaviours that we consider to uphold each of our values, as well as universal attributes we consider to underpin everything we do.

Our Values
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We put the people we support, families and colleagues at the centre of all we do.
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We recognise that quality comes from our commitment to best practice, improvement and learning; not just compliance.
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[image: A pink and black sign with text

Description automatically generated]We are passionate about improving lives and work together to enable the people we support to achieve their aspirations.

We embrace a culture of trust and safety so that each of us can perform to our best and thrive.


Universal Attributes
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                                   Communication is a two-way street; as well as honesty, we actively listen so we can 
                                   understand the needs and views of others.
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                                   Good collaboration between individuals strengthens the team as a whole, enabling 
                                   us to share ideas, encouraging others to adopt new skills, while learning from others 
                                   ourselves.
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                                   By taking a non-judgmental approach, we can demonstrate empathy and be seen 
                                   as approachable, while respecting the culture and opinions of our peers.
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  We are accountable for our own actions, and by sharing the lessons we learn in our 
  working lives, we do things better individually and more broadly as an organisation.



	Last Updated By:
	Sheryl Mitchell	Date:
	30/03/26
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