Head of Day Opportunities New Forest 
37.5 Hours per Week
£27,000 to £29,000 per Annum Depending on Experience
Closing Date 15/3/21
Minstead Trust (MT) offer a range of Supported Living, Residential Care and Day Opportunities to adults with learning disabilities in the New Forest, Portsmouth and surrounding areas, with the aim to assist individuals in achieving greater independence, confidence and well-being.   

Role Purpose
To lead and oversee the day to day running of Minstead Trust Day Opportunities New Forest Service including managing the budget and staff team, ensure the people we support have personalised support programmes in place, developing the service and ensuring high quality care and support is delivered.  
The role requires you to ensure the service delivers meaningful activities that enable individuals to achieve outcome focused health and independence goals within the vision, aims and policies of the Minstead Trust.

In addition, the role oversees and supports individuals with their personal, social and healthcare needs as required, whilst enabling them to engage in sessions, discover and develop skills, abilities and interests, make local community connections and achieve greater independence and fulfilment.

Minstead Trust values:
· Putting the people we support first

· Being inspirational

· Achieving excellence 

· Behaving with integrity

· Valuing difference

· Working together
Responsibilities
1. To manage the day to day running of Minstead Trust Day Opportunities New Forest Service.
2. To be an active member of the Leadership Team participating in the leadership of Minstead Trust taking part in relevant meetings and representing MT as required including with other members of staff, Trustees and external partners as required
3. To ensure the people we support can engage in meaningful activities in relation to their health and independence outcomes, encouraging them to take positive risks.
4. To oversee staff to ensure a person centred approach is maintained with all people we support according to their needs and choices.
5. To ensure the people we support have an annual appraisal in relation to their individualised outcomes
6. To ensure each person we support has an allocated key worker.
7. Manage the effective recruitment, induction and development of all staff, including identifying ongoing training needs and ensuring staff are up to date with current best practice. 

8. To manage and lead the team including developing rotas, managing leave, ensuring staff are properly trained and developed; and appropriate support, supervision and appraisals are in place.
9. To provide training and support to staff in respect of marketing the service, showing potential service users around (if required), making assessments, carrying out service user appraisal. 
10. To ensure staff understand and comply with all MT Policies and Procedures especially with regard to Risk Assessments, Health and Safety, Data Protection and Equal Opportunities Legislation.
11. To ensure that staff records (including sick leave, annual leave etc.) are maintained.
12. To work with the Director of Care to ensure compliance with all contracts for services. 
13. To complete quality assurance processes.
14. To maintain a safe, functional, environment; organise repairs and maintenance as appropriate within agreed financial budget.
15. To ensure that the service is run to the standards of professional practice established by MT in accordance to agreed policies, procedures and practice including Legislation and Health and Safety at Work requirements and liaising with the Facilities Manager as required.
16. To ensure the Director of Care is kept informed of all relevant issues relating to the quality of service, care and support of the service users
17. To keep up to date with developments in good practice and ensure that this is implemented in the service.
18. Working with the Trust’s Safeguarding Lead, fulfil the Designated Safeguarding Officer role for the New Forest Day Service. 
19. To investigate complaints in accordance with MT policy, take appropriate action and report to Director of Care.
20. To attend and/or chair meetings related to the job role, including internal team meetings, focused meetings for and with the people we support, Team Leaders meeting (at Minstead Lodge), provider forums and / or meetings with external agencies.
21. Develop and maintain positive working relationships with family members, carers and other professional as required, promoting a positive profile of Minstead Trust and learning disabilities.
22. To liaise with families and other key people to ensure holistic care and support for each service user according to their needs and choices
23. To work closely with all professionals attending the service to encourage their continuing involvement and ensure positive feedback about the service and MT.
24. To actively look for opportunities to promote the Trust and the service at external meetings.
25. To ensure confidentiality in line with MT Policies and Procedures
26. To maintain and write records and reports on each individual in accordance with MT’s policies and procedures including Appraisal Reports, Incident Forms and Daily Reports.
27. To account for all financial transactions for the service leasing keeping within agreed budget limits and account for all individuals’ and MT monies in accordance with procedures.
28. To ensure that all record keeping complies with the Data Protection Act.
29. To ensure that staff carry out all tasks in line with the General Social Care Code of Practice and other national, local and Trust expected standards of care. 
30. To be responsible for own Health and Safety and that of anybody else whom your acts or omissions may affect
31. On occasions, you may be required to undertake work at other locations as required by MT. 
32. Ensure that conduct within and outside the organisation does not conflict with the professional expectations of the Trust.

Due to the nature of this employment sector, your application is subject to a successful Disclosure & Barring Service Check (DBS, formerly CRB.
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