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JOB DESCRIPTION 
Position:

Team Leader

Line Manager:
Registered Manager

INTRODUCTORY STATEMENT

This post represents the standards, authority, responsibility and accountability of a Team Leader.  As part of ROC Northwest Ltd’s investment in staff development, applicants and/ or candidates are appointed to this position because they have demonstrated capability to work at this level and potentially higher.
As Team Leader, the post holder will assist the  Deputy Manager and/or Registered Manager in the  management of  the home by leading the work of a shift, including a team of staff and the programme of activities for one or more young people. 
The role of Team Leader is an important one within ROC Northwest Ltd and as such post holders will be given lead responsibility for specific management tasks as part of his/her continuing professional development.  Specific details of these tasks will be determined in due course and are not set out in this job description.  The Team Leader will have delegated authority for the tasks that he/she has been assigned, but the Deputy and/or Registered Manager will retain the full authority and accountability for the work of the Team Leader. 
The core purpose of the role of the Team leader is to:
Assist the Deputy Manager and/ or General Manager in providing an emotionally secure, consistent, warm, supportive and caring environment for the young people, and to encourage their social, physical, emotional, intellectual and moral development so that they may realise their own potential.  Furthermore, to work to high professional standards of care, control and supervision.
STANDARDS

This job description requires the post holder to perform his/her duty commensurate with the agreed standards for: 

· Children’s Homes – Quality Standards and Regulations

· The Children’s Act 

· Ofsted Framework and Regulations

· BILD – Autistic Spectrum Disorders

It is the responsibility of the post holder to be fully aware of the standards that ROC Northwest Ltd require in carrying out the duties in this job description. 

TRAINING:  

All staff are required to attend full induction training including Child Protection and Physical Intervention before commencing employment. This training will be provided at no cost to the employee. A level 3 diploma in Heath & Social Care – Children and Young people is desirable (if in trainee position), if not completed all Residential Support Worker must achieve this within 2 years of commencing post, unless they already hold an appropriate qualification. 

AUTHORITY

The post holder has delegated authority from the Operations Manager and Company Directors via the Registered Manager to carry out his/her duties as a Team Leader for ROC Northwest Ltd in one of its homes.  The authority is within that laid down in the company’s policies, procedures and routines, and agreed line management structure.  If at any time the post holder is unsure of the authority that he/she has to carry out his/her role(s) he/she should discuss the matter in the first instance with his/her line manager. 

RESPONSIBILITY

Within the framework of ROC Northwest Ltd Statement of Purpose and policies, procedures and routines, the responsibilities of the Team Leader are set out below.  The post holder should also be aware of the responsibilities of a Residential Care Worker, which applies to all staff working on line with young people.

The Team Leader is responsible for:
Leadership and Management
· The general leadership and management of a shift, including a team of staff and young people.
· The day to day management of all aspects of the shift, including its programmes and activities, and ensuring that it operates in a smooth, effective and efficient manner.

· Being a good role model for other staff by fulfilling his/her responsibilities to a high standard.

· Collecting agenda items for meetings from members of the care staff team.

· Taking his/her turn in taking minutes of meetings. 

· Training new staff in care staff procedures and routines.

Young People
· Playing his/her part in identifying and assessing a young persons needs on placement.

· Being a Key Worker to a young person.
· Writing the young person’s Placement Plan.

· For monitoring the implementation of the plan.

· Attending internal review meetings, and for preparing progress reports.
· Building positive relationships with each young person to ensure that his/her needs are met.

· Making sure that all activities for young persons are assessed for risk and are well planned, organised and adequately supervised. Ensuring that staff are involved in the activities.

Staffing
· Making sure that all duty staff are adequately supported and that their welfare has high priority. 
· Making sure that all duty staff know exactly what is happening each day and what is expected from them. Furthermore, to come on shift prepared and ready to get underway with the programme without undue delay.
Communication
· Making sure that there is good communication between all members of the shift team, both in daily face to face contact with each other as well as through handover and other meetings.
· Making sure that care team members are fully aware of policies, procedures and routines concerning the communication of personal and sensitive information. 
Monitoring and Quality Assurance
· Plan, organise and monitor the shift/weekly activity programme for each young person.

· Provide a high standard of care for each young person, with particular regard for general health and personal hygiene.

· Create and promote opportunities for each young person to have regular contact with, and visits from, parents, guardians, relatives and friends. 

· Maintaining and sustaining high standards of hygiene and cleanliness within the house.

· Knowing the extent of their role and responsibility and for fulfilling their duties to a high standard. 

· Making sure that all duty staff maintain the fixtures, fittings, furniture and fabric of the house to a high standard.
Performance Management
· To participate in his/her own (Team Leader) supervision sessions.
Administration 

· Attending scheduled meetings as and when required.

· Managing the finances for each shift worked. For keeping accurate and up to date records.
· Ensuring that all records, including log books, are kept in good order, filed securely and are up to date.
· Ensuring that the shift is staffed adequately by competent members of staff. 
· Informing the Deputy Manager and/or Registered Manager of any staffing issues early so that clashes in holiday requests or other difficulties can be planned for and dealt with quickly and effectively. 
Policy Procedures and routines.  Ensuring that all duty members of staff:

· Comply with the requirements of ROC Northwest Ltd and related legislation concerning children, including ensuring the maintenance of fire precautions, fire drills, fire registers, Health and Safety precautions and risk assessments.
Community Relations

· Maintaining good relations with neighbours and the local community, with particular concern for the needs and protection of the young people in the house.

· Recording full details of any incident or complaint from a neighbour or member of the community, and to report this immediately to the Deputy Manager and/or Registered Manager. 

On Call 

· Being On-Call for their house one evening per week. 
Working on-line

· Sharing sleep-in and working on-line duties on a monthly rota.
Also:  To carry out such duties as are required and as are commensurate with the grade of the post. This may include work in any of the registered homes or registered office of ROC Northwest Ltd. 
Accountability
In the first instance, the Team Leader is directly accountable for the above responsibilities to his/her respective Registered Manager/Deputy Manager, but ultimately to the Operations Manager, Service Director and Managing Director of ROC Northwest Ltd.

This job description sets out the standards, authority, responsibilities and accountability of the post at the time it was drawn up. Elements of this job description may be changed as part of the annual review of policies, procedures and routines of ROC Northwest Ltd.
This is a brief job synopsis.  If you would like any further information please contact Head Office.
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