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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:


	Children, Young People and Family Services – Safeguarding

	POSITION NO:


	SECTION:


	Residential Child Care
	GRADE: 6 + 2 increments

	JOB TITLE:


	Care Officer
	DATE PREPARED: September 2016

	EVALUATION DATE:
	4 April 2019
	JE NUMBER: NC3698


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.


	PURPOSE: To provide a range of support to children and young people who are unable to live within their own family and require short term or long term residential care.   To provide a safe and stimulating environment, ensuring high quality provision and maximising life chances of children looked after. In line with relevant legislation and corporate parenting levels of responsibility.  


	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults. Within the context of individual care plans or instructions from the Line Manager to assess the needs of children in need and children looked after in order to provide care which is responsive to their individual needs.

	2.
	Statutory Obligations – As per statutory requirements as specified in the Children’s Homes Regulations and Quality Standards.

	3.
	To use systemic practices to prepare, implement and review effective programmes for individual children and families/carers to ensure that their needs for development and/or independence are met.   Work in partnership to assess needs and in consultation with Senior Care Officers, Children’s Home Manager, Social Workers and other Managers, plan appropriate packages of support.

	4.
	Under delegation/supervision assume responsibility for specific issues i.e. for the health and safety of colleagues and children by identifying areas for improvement and responding to deficiencies in the workplace to ensure a safe working environment or for Quality Assurance to enhance the performance and effectiveness of service delivery. With a requirement to have the ability to stay calm when faced with confrontational situations.

	5.
	Acts as a nominated ‘Shift Leader’ as required responding to the need of the service.

	6.
	Provides an efficient and responsive service to children for their admission into and discharge from residential care to ensure their needs are met during these transition periods.

	7.
	Assist children with a range of tasks including primary care and, where necessary, carries out tasks on their behalf whilst at the same time promoting independence within individual’s capabilities.

	8.
	Acts as a designated worker in respect of individual children, including attending meetings/case conferences and dispensing medication as required, to ensure their safety, well being and quality of life.

	9.
	Contributes to an efficient administrative system by preparing information for the Children’s Home Manager and quality assurance systems to ensure effective communication.  Provides accurate reports and where appropriate, assessments to inform packages of support and care with special consideration to the transition period of admission and discharge.

	10.
	Participates in budgetary tasks i.e. pocket money, purchasing of groceries, clothing, stationery etc, to ensure value for money within budget provisions.

	11.
	Assist children to deal with complex needs or particular vulnerabilities to ensure their physical and emotional well being which will include implementing Therapeutic Crisis Intervention techniques.

	12.
	To work and liaise with voluntary services, statutory organisations and colleagues within other parts of the Local Authority with the focus of providing up to date knowledge and working practices for intervention and service delivery to children in need and their families.

	13.
	Works flexibly to meet the assessed needs of children and their families, by offering support to families and carers, sometimes in their own homes.  Assist in providing day care and outreach as required, and work in partnership with schools and alternative educational provision to support and maintain an educational placement.

	14.
	Refers to Line Management upon any concerns, suspicion, evidence or allegation in relation to child protection in accordance with the Safeguarding Board guidelines to ensure the safety and welfare of the children.

	15.
	To be aware of and participate in own personal development by attending and contributing to supervision sessions, training courses and other departmental forums.  To keep abreast of development with the profession.

	16.
	In the absence of a Senior Care Officer, makes decisions relating to the safeguarding and care of children as well as responding to the needs of families and staff on duty. 

	17.
	Under supervision uses professional judgement to determine the needs of children balanced against risk to children and staff.

	18.
	Under supervision, makes day to day decisions around the implementation of policy and procedures of the Department.

	19.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:

The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.


	DIMENSIONS:  

All sections should be completed – if there aren’t any state ‘none’

	1.
Responsibility for Staff:

The post holder will not provide formal supervision to other staff.

Responsible to contribute to individual and group supervision and working alongside team members. Has a requirement to act as a nominated ‘Shift Leader’ as required responding to the need of the service. 
2.
Responsibility for Customers/Clients:

Contributes to the assessment of needs within the Framework for Assessment of Children in Need and their Families.  Participate in reviews and planning meetings and any other relevant forum to promote positive outcomes for children, young people and their families.
3.
Responsibility for Budgets:

Responsibility for petty cash in conjunction with shift leader.

Provide management information to contribute to performance management reporting.
4.
Responsibility for Physical Resources:

Delivery and monitoring of Care Programmes, Individual Crisis Management Plans and Risk Assessments. Responsibility for maintaining up to date, accurate and quality data on the Social Care electronic data base with reference to case recording and all other relevant information.


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.
Within Service Area/Section:
Care Officers need to maintain communication on a daily basis with, Senior Care Officers, Children’s Home’s Manager, Group Manager, the Social Worker for the children and young people accommodated within the Home and out of hour’s service workers.  They will also work together with Family and Friends team, Fostering Social Workers and Foster Carers.  Care Officers need to be able to contribute to investigations carried out by the Complaints Officer when responding to concerns raised by children and their families, Adoption Team, Virtual School and LAC Health.  

2.
With Any Other Council Areas

Liaise with relevant educational professionals as well as Teachers in schools, Education Coordinators and other professionals to ensure the appropriate educational opportunities are available to the children in need and in the looked after system.

Liaise and work in partnership with any other agencies within the Council such as complaints officers, advocacy workers, to co-ordinate and network in the provision and delivery of services to children and young people. 

3.     With External Bodies to the Council
Care Officers need to maintain communication with Officers from the Police, Health,   independent visitors and voluntary and independent organisations to fully implement the care plan of the children in need.


	ORGANISATION CHART: 



	Immediate Line Manager

Senior Care Officer
Other jobs (peers) that report to immediate line manager

Residential Care Assistant

Casual Residential Care Assistant

This Position

Care Officer

Direct Reports

None 
Nb. On occasions when required to act up as Shift Leader direct reports will be: 

Care Officer’s and Casual Residential Care Assistants


	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	Supporting Information 

(if applicable)

	PHYSICAL DEMANDS:

Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	
	
	
	X
	
	Needs to be physically able to undertake TCI holds.  Potential for physically violent behaviour from client group.  

	WORKING CONDITIONS:

Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	
	
	X
	
	
	May involve long shift patterns of 24 hours with little or no breaks – other than sleep over time, which again can be reduced by needs of the client group. 

	EMOTIONAL DEMANDS:

Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	
	X
	
	Due to the demands of working with vulnerable people.  Ability to stay calm when faced with confrontational situations.



	PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.

*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Level 3 Diploma in Residential Childcare or equivalent, or the ability to complete within 2 years from appointment.
	X
	
	AF

	
	Hold a GCSE in English and Maths grade C and above or the equivalent. 
	
	X
	AF

	2. 
	Relevant Experience:

	
	The post holder must have experience within a care setting.
	X
	
	AF, R

	
	Direct work experience in an independent to family care work setting, with vulnerable adults or children, disabilities that is a regulated setting adhering to safe guarding policies.
	X
	
	AF, R

	
	Experience of working with Looked After Children and Children in Need
	
	X
	AF, I, R

	
	Experience of giving medication
	
	X
	AF, I, 

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people and/or vulnerable adults.
	X
	
	AF, I, R

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults.
	X
	
	AF, I, R

	
	Ability to work within a rigorous legislative and departmental framework whilst being able to use professional skills, experience and knowledge to assess a situation and make factual decisions, recommendations which impact on the life of a child.
	X
	
	AF, I, R

	
	Ability to maintain a high level of practice and demonstrate this to all staff whilst working in a pressurised environment.
	X
	
	AF, I, R

	
	Ability to work as part of a team.
	X
	
	AF, I, R

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults.
	X
	
	AF, I, R

	
	General knowledge of child development and understanding the effects of trauma, change and loss with children.
	X
	
	AF, I, R

	
	Knowledge of childcare legislation, care planning and departmental policies and procedures.
	
	X
	AF, I

	5. 
	Interpersonal/Communication Skills:

Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children and young people and/or vulnerable adults 
	X
	
	I, R

	
	Ability to stay calm when faced with confrontational situations.
	X
	
	AF, I, R

	
	High levels of motivational and negotiation skills.
	X
	
	AF, I, R

	
	Good communication skills
	X
	
	AF, I, R

	
	Influencing skills, caring, negotiating and training skills are required
	X
	
	AF, I

	
	Written Skills

	
	Care Officers must have the ability to write wide ranging, sensitive information and submit reports to others for discussion on key issues.
	X
	
	AF, I 

	
	Ability to use IT systems to maintain up to date and accurate records
	X
	
	AF, I

	
	To maintain children and young people’s case files in line with regulatory requirements
	X
	
	AF

	6.
	Other:

	
	Able to participate in physical activities, outings, excursions, holidays etc.  
	X
	
	AF, R

	
	Able to carry out physical intervention as part of the Therapeutic Crisis Intervention training.  
	X
	
	AF, R

	
	Able to safely lift and handle children and young people.
	X
	
	AF, R

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	
	N/A
	I, R 

	
	Improving services
	
	N/A
	I, R

	
	Analysis and decision making
	
	N/A
	I, R

	
	Making things happen
	
	N/A
	I, R

	
	Communicating with impact 
	
	N/A
	I, R

	
	Collaboration 
	
	N/A
	I, R

	
	Developing self and others
	
	N/A
	I, R

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Must be able to work to a rota including weekends, Bank Holidays and Sleeps Ins.
	X
	
	AF, I


	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced Disclosure & DBS Children’s Barring List Check from the Disclosure & Barring Service.
	X
	
	DBS Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or caution/s are considered “protected” in line with filtering rules for DBS checks..
	X
	
	AF(after short listing)



