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Job Description: Deputy Registered Manager – Learning Disabilities & Autism 

Location [Insert Location]

Reports to: Registered Manager

Main Duties and Responsibilities

What’s the job about?

You’ll work closely with the Registered Manager and deputise for them in their absence to help lead several support services for people with learning disabilities, autism, and mental health needs. Your job is to help make sure people get the care and support they need to live a good life, and that everything we do meets the rules set by the Care Quality Commission (CQC), the organisations that fund people’s support, and Choice Support’s policies and procedures.

You’ll provide day-to-day operational leadership, support Team Managers, and help make sure the support we give is safe, respectful, and focused on each person.

You will work with the Registered Manager and Team Managers to make sure things are always improving and people receive the best support possible.

What you’ll do every day

External Oversight
· Support the Registered Manager to make sure services meet all CQC standards and legal requirements.
· Provide leadership and oversight to teams and Team Managers so that support is well organised, person-centred, and consistent across services.
· You will share information with the Registered Manager and relevant internal departments to highlight successes, raise concerns, and meet reporting requirements.
· You will collate information as directed by the Registered Manager to enable them to meet statutory reporting requirements. Keep records accurate and ready for inspections.

Choice Support’s Strategy
· Work in a way that supports Choice Support’s strategy and role model these values every day.
· Provide updates as directed by the Registered Manager to demonstrate actions taken to meet strategic aims.

People and their support
· Make sure support plans, risk assessments, and assessments of need are up to date, including after any changes, and reflect what people want and need.
· Help people take part in decisions about their lives and involve families or advocates when needed.
· Support Teams and Team Managers to provide support in which people do everyday activities, learn new skills, work towards life goals, and build friendships.
· Support teams and Team Managers to ensure people receive support with their health, medication, and money in a safe and respectful way.
· Build strong relationships with families, advocates, and professionals.

Team Members 
Alongside the Registered Manager, and with the support of Team Managers:
· Lead, support, and motivate Team Managers and staff so they feel valued and do their best work.
· Hold Support and Development meetings, observations, and appraisals with Support Workers and Team Managers.
· Ensure required competency assessments and Care Certificate observations have been completed.
· Ensure that staff have undertaken required training and development to support people within timescales defined by Choice Support’s policy.
· Support personal development of staff through qualifications.
· Support staff members with employee matters such as flexible working, maternity or paternity leave, personal risk assessments, and sickness absence.
· Make sure Sona and HR records are accurate, so team members are paid correctly.
· Support recruitment, induction, and workforce planning so services are staffed safely and effectively.
· Support the Registered Manager to undertake investigations, resolve performance concerns, and respond to issues that affect the quality of support.
· Undertake sickness review meetings.

Support provision, rotas and budgets
· Make sure people have enough Support Workers by working with the Registered Manager and Team Manager to produce and monitor support rotas that reflect agreed funding arrangements.
· Respond to changes in support needs with the Registered Manager, including making appropriate referrals and working with others to ensure safe discharge after any hospital admissions.
· Support the Registered Manager with budget management by monitoring non-staffing purchases.
· Support budget management and help make sure services stay financially healthy.
· Undertake assessments for new referrals, support the Registered Manager with transition planning so people can move safely.

Leadership and Communication
· Lead by example and support staff so they deliver great care and support.
· Lead good support for people with their health, medication, and money in a safe and respectful way.
· Hold regular Team Meetings
· Share updates from Choice Support to help team members do their role well.
· With the Registered Manager, act as a point of contact for the team and for internal and external stakeholders, providing information and hosting visits or assessments when requested.
· Attend and contribute to local Managers meetings.
· Take part in on-call duties.

Quality
· Working alongside central teams, the Registered Manager, and with the support of Team Managers, ensure that support plans, risk assessments, and assessments of need are current, detailed, person-centred, and continually improving.
· Make sure records about support, including health, finance, medication, and decision-making, are detailed, accurate, and use respectful language.
· Make sure that events are recorded, investigated, escalated where needed, triaged, and resolved in a timely way.
· Be a safeguarding lead and make sure everyone is safe.
· Make sure homes are clean, safe, and feel like home.
· Undertake audits to monitor quality, identify issues, and make sure actions are followed through.
· Identify gaps in quality assurance and support continuous improvement across teams.

To perform all duties in accordance with the policies and procedures of the Choice Support Group and current Health and Safety at Work regulations.

To undertake any other appropriate duties as required by management and that are appropriate to your grade.


What you need
· At least two years’ experience managing more than one social care service or leading managers in a care setting.
· A Level 4 qualification in Health and Social Care or a Level 5 Diploma in Leadership and Management for Adult Care (or working towards it).
· Good knowledge of CQC rules and standards.
· Experience supporting people with learning disabilities, autism, or mental health needs.
· Strong leadership skills and experience supporting others to lead well.
· Great communication and organisation skills.Good digital skills, including the ability to use systems such as Microsoft, Nourish, Zellis MyView and Sona.
· Experience overseeing budgets, staffing, and team/location performance.
· A commitment to safeguarding, equality, and inclusion.
· You need to be kind, compassionate, honest, and positive.

It’s a bonus if you have
· A full manual driving licence (essential in some areas).
· Experience with Positive Behaviour Support (PBS).
· Knowledge of autism-specific approaches.
· A track record of improving services and getting good CQC ratings.


This job description may be subject to review and change in consultation with the post holder.

This is not intended to be a contractual document				
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SUMMARY OF MAIN TERMS AND CONDITIONS OF EMPLOYMENT

POST:                        Deputy Registered Manager

SALARY:                  £30,000 - £35,000 per annum 

Any overtime/additional hours worked carrying out hands on support will be paid at the rate of the relevant Bank Support Worker hourly rate for the area/service the hours are worked in.
Any overtime/additional hours worked in your Deputy Registered Manager role will be paid at your normal rate of pay or taken as TOIL but this must be discussed and agreed in advance with your line manager.

ON CALL	£180 per week (£20 per session x 9 sessions per week as follows:
Monday to Thursday: 5.00pm–9.00am Friday 5.00pm–Monday 9.00am; Bank Holidays: 24 hours a day)

HOURS:	37.5 hours per week.  You will be expected to work such hours as are necessary for the satisfactory performance of your duties. 
 	
LOCATION:	Your base of work will be your local/regional office/location, however, you may be required to perform your duties, permanently or temporarily, working from home or at other locations, within reasonable daily travelling distance, as directed, in accordance with the needs of the organisation. 

You are required to have a regular presence within the places people live and work (services) to ensure you have good oversight, as agreed with your line manager.

You must comply with Choice Support’s home/hybrid/agile working policy.  

ATTENDANCE 
BONUS:		Earn up to £150 quarterly, subject to terms and conditions
					(pro-rata for part-time)

PROBATION
PERIOD:		4 months.

ANNUAL LEAVE:	
	On appointment
	25 days per year

	After 3 years service on 1st April
	27 days per year

	After 5 years service on 1st April
	28 days per year



The above entitlements will be pro rata for part time employees
	
Bank/public holidays are in addition to the above entitlement

PENSION: 	The Peoples Pension
		Employer contribution 3% of qualifying earnings. 

NOTICE PERIOD:	Choice Support is required to give you:

	For less than 12 months service
	1 weeks notice

	After 12 months service
	4 weeks notice

	After 5 years service
	1 week for each year of service up to a maximum of 12 weeks notice



You are required to give 1 month’s notice.

SICK LEAVE:	Less than 12 months service: Statutory Sick Pay only.
After 1 years’ service: 4 weeks full pay and 4 weeks half pay.
(Please note that occupational sick pay is paid at management discretion).
	
MATERNITY
LEAVE:    		Staff with 12 months service before the qualifying week, who intend to return to work following maternity leave: 6 weeks at 90% of average salary (inclusive of SMP): 10 weeks at half pay plus the lower rate of SMP or 90% of average earnings (whichever is the lower) (provided that the combined pay does not exceed the normal full pay); 23 weeks at SMP; 13 weeks unpaid leave

LIFE ASSURANCE:	2 x annual salary.

Your Terms and Conditions of Employment are a matter of determination by the Company and may be changed from time to time.
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