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Job Title – House Manager 
Responsible to: – Deputy Heads of Care 
Accountable to: – Head of Care (Registered Manger) 
Purpose and Summary of Job    

To be responsible for the overall management of your designated Home within Cambian Lufton College. This would include between 2-6 young people dependant on need and up to 10 members of your care team including a Senior Support Worker. To ensure the highest quality of service is provided for our students through their person-centred support plans and including their Positive behaviour support plans and that your team are encouraged and supported to achieve and exceed their full potential.

You will be responsible for working closely with other Home Managers and others within the Senior Management Team to ensure that there is effective motivation of the residential staff team, maintaining and improving the quality of the service delivery to meet and exceed the standards of CQC and exceed the expectations of our Stakeholders such as Commissioners and Parents/Families and to build upon the College’s existing reputation.  
Main Duties & Responsibilities
· To take responsibility for the day-to-day running of a Home or Homes within the Cambian Lufton College portfolio, under the supervision of the Deputy Heads of Care and Registered Manager;
· To ensure that the home is a safe environment for all and the safety and welfare of the young people, staff and any visitors to the home is of paramount importance;
· To promote a supportive, caring environment for all students through high standards of professional practice which are conducive to their physical, emotional, social, intellectual and spiritual needs;
· To ensure that each student receives support and care appropriate to their individual need.
Regulatory

· To develop and maintain pro-active working relationships with our regulators, CQC and Ofsted;
· To ensure compliance with Regulatory Standards and Guidelines including KLOE’s, Mental Capacity Act and Equality and Diversity Act;
· To ensure that statutory reports are submitted within required timescales;
· To ensure the Home environment meets the requirements of the National Care Standards 2011; 

Management
· Possess an in depth understanding of Company Policies and Procedures in order to provide leadership and guidance to, and management of your staff team in line with said Cambain Policies;
· To be a visible presence within your home and be a positive role model to the young people and staff teams;
· To act at all times in a professional manner and to maintain a positive attitude and approach at all times;
· To challenge poor or ineffective practice;
· To ensure that all documentation is up to date and in place within the homes and that systems and processes are in place to support this. 
· To promote and role model to staff active engagement in training and to have a positive and encouraging attitude towards professional development of all and support staff teams with this; 
· To help establish and participate in an effective on-call rota;
· To be wholly responsible for your Home’s Budget, as agreed with the Finance Team, under the supervision of the Deputy Heads of Care and Registered Manager;
· To lead by example in demonstrating and embedding the agreed vison, ethos and values of the College; 
· To ensure the accurate and timely recording of all critical incidents that occur within your home;
· To ensure that supervisions and appraisals of all members of the staff team are undertaken regularly in line with statutory requirement and company policy and ensure that set objectives are achieved; where necessary through corrective action and/or supported development plans;
· To ensure that supervisions are meaningful and encourage reflective practice;
· To be responsible for staff performance on a daily basis. This includes, but is not restricted to - managing attendance, timeliness for shift, conduct and professionalism, capability;
· To be responsible for health and safety issues relating to you, students, staff and visitors to the home ensuring the latter have appropriate authority and supervision;
· To actively participate in the recruitment of staff in conjunction with the Human Resources Department and to develop practice and culture that promotes the retention of staff.
· Ensure that all staff adhere to the Company’s Confidentiality Policy and understand that it applies internally as well as externally;
· To plan and lead half termly staff team meetings.
· To work closely with the Management Team to maintain and improve the service standards;
· To ensure a regular audit programme covering applicable subject matter in both clinical and non-clinical areas is in place, that resultant issues are resolved and a re-audit programme is set in motion.

Care
· To help support students with learning difficulties live, and grow towards independence;
· To create a structured, safe, harmonious and caring environment in your home community that fosters the physical and emotional well-being of the students as well as of any staff; where emphasis is placed on teambuilding and individual growth for all as well as respect for others;
· To create a warm, homely and welcoming environment within the home;
· To provide support for the students in accordance with their personal needs and choices as set out in PBS, support & action plans, risk assessments and other guidance as well as arising in the day to day living;
· To oversee the welfare and day activities arrangements of the students in your house;
· To build friendly professional relationships with student’s families and all professionals involved in their placement;
· To engage in household tasks that ensure a high standard of physical environment is maintained and evidenced through regular house audits;
· To undertake and regularly review and update PBS, care and support needs plans and assessments, support plans, risk assessments and other plans as required by the Registered Manager, and ensure implementation of all plans;
· To ensure that the support plans are person centred and that an emphasis is placed on the individual choices of students;
· To ensure sharing of support plan information among relevant co-workers;
· To organise and document individual support meetings and house meetings as  set out by the Registered Manager;
· To ensure the provision of healthy and balanced meals including catering for specific dietary requirements and encouraging individual choices for students;
· To order / purchase food and household supplies, and manage house finances according to budgets and agreed policies and procedures; 
· To manage within agreed budgets, accounting for any expenses, whether by cash or card, on a monthly basis and in accordance with College expectations;
· To ensure that satisfactory systems for house hygiene and cleaning are in place and that broken house appliances or damage to house structures are reported and replaced;
· To maintain the confidential information of the organisation and respect the confidentiality of individual students within Cambian Lufton College;
· To meet the time commitments and performance standards for the role and give reasonable notice so other arrangements can be made when this is not possible;
· To within the full-time hours of work, be flexible and share the responsibilities set by the Registered Manager to ensure continuity of care. In particular, House Managers will be expected to undertake weekend work and early or late shifts as required to meet the needs of the students;
· To actively participate in  Management Team Meetings, Staff Team meetings and other multi-disciplinary team meetings to liaise and work with clinical colleagues & education in planning, implementing and evaluating care interventions for Students thus ensuring a high standard of care in accordance with best practice, governance and clinical effectiveness;
· To take responsibility for the implementation of agreed person centred placement plans, PBS plans, care and treatment plans and risk assessments in liaison with the clinical team;
· To ensure staff are supported when dealing with the most complex cases, particularly when Students are in crisis and exhibiting more challenging behaviours;
· To constantly review students’ care and ensure their needs are met holistically;
· To manage the ordering and auditing process for medication for the Home under the supervision of the Deputy Heads of Care and Registered Manager;
· To help the students to participate in household tasks – cooking, cleaning, etc;
· To organise or support leisure activities for students both in-house as well as off site where appropriate;

Administrative Duties
· To report and record mishaps, accidents and complaints in accordance with procedures;
· To keep those records up to date that are required by the Registered Manager, including financial records, menus, Communication systems, medical records, etc.
· To contribute to the effectiveness of communication within the home and wider service;
· To maintain confidentiality of students’ personal records, co-worker supervision and all appraisals – including any disciplinary procedures;

Training
· To ensure appropriate and professional opportunities for staff within their clear sphere of responsibility in line with the Company’s training expectations;
· To identify training needs for your staff team, in line with the needs of the service and liaise with the training coordinator;
· To do all you reasonably can to obtain and maintain sufficiently good physical health to be able to undertake MAPA training and annual re-accreditation;
· To obtain and maintain at all times accreditation in the MAPA system, including compliance timelines and refresher programs.
Personal Training & Professional Development
To be a reflective practitioner, who: 
· Seeks out advice and supervision whenever necessary;
· Attends and contributes to supervision with good analysis and suggested solutions, as well as an agenda of items to discuss;
· Always makes high quality and well-presented written and spoken reports and records. 


1. Other
· To promote and maintain good public relations with our Stakeholders such as Commissioners, families and members of the public;
· To carry out duties and responsibilities in line with the Data Protection Act (GDPR) and as directed by management;
· To carry out other duties that may be allocated consistent with the level of responsibility of the post;
· To carry out assessments of potential admissions and complete relevant paperwork on a rolling rota basis or as requested by deputy head care or registered manager.

PERSON SPECIFICATION - House Manager
This post is subject to full DBS checking. The following will be tested in application/ interview 

	
	ESSENTIAL
	DESIRABLE

	Qualifications and Training
	· NVQ level 3 (or working towards);
· Excellent communication skills at all levels  including a sound knowledge of the English language, both written and spoken; 
· A high standard of education with regard to numeracy and literacy skills.
	· Basic First Aid


	Experience



	· Three years prior experience working within in a complex care environment;
· Strong interpersonal skills with the ability to manage and develop staff and create a robust team;
· Intermediate skills in Microsoft Office Suite eg Word / Excel / Outlook

	· Experience of working in residential education environment;
· Experience of managing small allocated budgets;
· Experience and understanding of HR practices, policies and procedures;

	Knowledge
	· Safeguarding;
· Relevant legislation;
· Autism and Asperger’s;
· Trauma and Attachment;
· Mental capacity and DOLS;
· Health and Safety.
	

	Skills
	· An enthusiastic leader by example, with a motivational and supportive management style;
· Has the ability to set, maintain and exceed consistently high standards commensurate with Company expectations;
· Has the ability to set objectives and manage staff performance;
· Customer orientated;
· Approachable;
· Self-Assured/Confident;
· Calm under pressure;
· Excellent personal appearance;
· Excellent verbal and written communicator;
· Good Team Player;
· Reliable;
· Flexible;
· Demonstrates attention to detail;
· A good sense of humour;
	· High level of initiative
· Creative
· An experienced networker

	Other:
	· Current Driving Licence

	




Jobholder…………………………………………….
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Manager……………………………………………..

	Signed……………………………..	Date………………………..
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