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Shift Leader Job Description

	Job title
	Shift Leader

	Provider Service
	Community Therapeutic Services (CTS)

	Reporting arrangements
	Responsible to
	 Registered Manager

	
	Accountable to
	 Registered Manager 

	
	Responsible for
	All allocated staff and Individuals who use the service

	Salary
	Dependent on skills, experience and qualifications

	Hours
	37.5hrs per week 

	Base
	As required  

	Job Summary
	The Shift Leader is a member of the care team appointed to support the Registered Manager and the support workers in the delivery of Service User care. 
The post holder will be expected to undertake a broad range of activities under the direction of the Registered Manager/Deputy, act as key worker where appropriate, be autonomous in approach, lead the shift and give directions to other team members. They will also be expected to act as advocates for the Company and ensure that they and all other staff are following Company policies and procedures.

The shift leader role is a vital one within a team. It ensures that the team members are cohesive, works smoothly and remains consistent.

Shift leaders are expected to remain professional at all times, be very clear about professional boundaries, take initiative and be an advocate for the company and the individuals who use the service.
To be motivated to sign up to the Social Care Commitment and embed the values it promotes into daily care practices.

	Management
	Contribution to Service Policy and Development
	· To support the Registered Manager/Deputy by carrying out duties to the best of your ability and being responsible for the house in their absence.  (This will include periods of annual leave).

· To provide leadership, advice and guidance to staff under the direction of the Registered Manager regarding Pro-Social Modelling and to challenge punitive or critical attitudes towards Service Users if they arise

· To be responsible for the supervision and appraisals of other Support Workers as required. 

· To provide coaching and training to enable staff to develop to their full potential.

· To be responsible for allocating staff to Service Users tasks, activities and generally organising the shift so that it runs smoothly.

· To act in a professional manner at all times and provide good role modelling for other staff members.

· To be responsible for the house in the absence of the Registered Manager and to take an active role in trying to cover any shifts necessary in the case of staff shortages.  There is an expectation that senior staff provide a greater degree of flexibility themselves covering shifts. 

· To be responsible for health and safety checks and fire evacuations in accordance with agreed policies and procedures.
· To ensure all Service User’s needs are fully met in accordance with CTS’ Equal Opportunities Policy.

· Undertake all care duties in line with CQC regulations, company policy and relevant legislation.

· To take the lead in dealing with emergency or complex situations which may arise.

· To refer to the Registered Manager or On Call Manager to advise or seek advice on emergency or complex situations.
· Be able to report any concerns of abuse to line managers using the whistleblowing and/or safeguarding policies.
· To give feedback to the Registered Manager on the physical and mental health needs of Service Users, and any change in risk indicators.



	Operational
	Contribution to service/policy development and the day to day running of the services within CTS.
	· To support all Service Users to be empowered and live as independent life as possible.

· To support person centred approaches in the delivery of care to Service Users within the Service (Pro Social Modelling, Positive Behaviour Support)
· To support the Registered Manager to lead in the implementation of Person Centred Plans and assist Service Users in improving their quality of life by e.g. accessing the community safely, undertaking activities, attending to personal care, developing life skills, attending college etc. 

· To contribute to the development and review of Positive Behaviour Support Plans in conjunction with the Registered Manager, Clinical Psychologist, Clinical Nurse Manager, OT and Director(s) (Senior Management Team).

· To be aware of any risks identified for each service user and to adhere to the management plans drawn up for such risks.

· To be responsible for financial aspects of client care and petty cash and to make sure these finances are properly managed, recorded and stored. 

· To provide positive behavioural support to all individuals who use the service.

· To provide the least restrictive care practice at all times taking into account risks and needs.
· To promote the right attributions, values and attitudes towards people with learning disabilities, autism, mental health needs and behaviours described as challenging.

· To promote inclusion and mental and physical wellbeing for all service users.

· Promote and uphold the privacy, dignity, rights, health and wellbeing of the individuals within the service.
· Understand and adhere to policies and procedures of confidentiality and be able to discuss any issues with supervisors.
· To ensure the individual needs of service users are met on a daily basis and that appropriate planning meetings (clinical reviews, key worker, briefings, external reviews) are organised and take place on a regular basis.

· To be responsible for the administration of medication after appropriate training.

· To support the Registered Manager to encourage team cohesiveness and a positive approach for other staff members and recognise when morale is starting to dip, inform the manager and support the motivation of staff members where necessary.

· To participate and be available for staff training, and ensure statutory training needs are met
· To participate in regular supervision reflective practice and shift handovers.
· To act as key worker for individual Service Users where appropriate.
· Be aware of and act upon all CTS operational policies and support their implementation within the Service.
· Report any incidents of potential or actual abuse immediately as per safeguarding policy.


	Communication
	
	· To promote and present CTS positively.
· To assist in the development of partnership and integrated working.

· To communicate effectively using a variety of communication skills: verbal, non-verbal, written and electronic with a range of individuals and organisations.

· Liaise with multi-professional and multi-agencies in a professional manner to provide information on behalf of CTS staff to enable service provision.
· To participate in the dissemination of essential information to all staff, to ensure team involvement and consultation in decision-making.

· Contribute to a positive working environment by maintaining a motivated workforce and empowering staff.

· Communicate effectively, to offer empathy and reassurance in order to minimise stress.
· To ensure all service user records / files are regularly reviewed, up to date, appropriate and reflect current practice.
· To ensure confidentiality at all times.

· To develop and maintain appropriate relationships with service users and staff, being mindful of professional boundaries.

	Education and Training
	Contribution to  Training for CTS
	· To ensure the delivery of continuing development for all staff through supervision, in-house training, appraisal and clinical meeting.
· To support the promotion and participation of maintaining a positive learning environment for service users and staff.
· Completion of Diploma in Care Level 3 or equivalent is a requirement of the role.  Shift Leaders are also required to take responsibility for self-learning as part of continuous professional development.

· To undertake a supervision training course within 2 years of being in the role.




RESPONSIBILITIES COMMON TO ALL POSTS: 

· Contribute to the work of specific project groups within CTS as required. 

· The post holder will take responsibility for their ongoing personal and professional development through the individual Performance Review and Development Process in dialogue with their line manager. 

· Take account of the provisions of the Health and Safety at Work Act 
· Take reasonable care of yourself and others at work 

· Not intentionally or recklessly interfere with anything provided for health and safety or for welfare to work. 

· To undertake any other duties commensurate with the general level of responsibility of the job.
· To be aware of the contractual obligations to work in other CTS services.

HOURS AND ANNUAL LEAVE
· A flexible 24-hour rota system is worked including evenings, weekends, nights and sleep-ins.
· Holiday entitlement is 30 days per year including statutory Bank Holidays plus one additional day per year to a maximum of 5 additional days.
PLACE OF WORK

· The Shift Leaders place of work will include any service within the North Somerset, Somerset, or Bristol areas. 
TRAINING AND SUPERVISION

· Training will be offered to ensure the development of management skills where necessary. 
· Performance will be reviewed on a regular basis in line with company policies and procedures. 
· All CTS Shift Leaders will be expected to complete the eLearning Advanced Diploma in Positive Behaviour Support.
PROBATIONARY PERIOD

The position will initially be a temporary six month position.  When the six month temporary period has been completed and if the appropriate skills and ability to perform as a Shift Leader have been demonstrated, the post will be made permanent with a six month probationary period.

This job description may be reviewed in the light of changing service needs.  Any changes will be fully discussed with the post holder. The post holder may also be required to carry out other work appropriate to the post.
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