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CAMPHILL COMMUNITIES THORNBURY

JOB DESCRIPTION

1. Job Title:


Home Coordinator
2. Responsible to:

Care Manager, Head of Care

3. Main Responsibilities:

To assist the Care Manager with managing and coordinating all aspects of care within the homes.

As a Steiner Special School for children with complex and multiple needs, working with the therapeutic educational insights of Rudolf Steiner, you will uphold the vision, values and goals of the School. You also will ensure that the ethos is clearly articulated and built into the culture and practices, and will give professional support and guidance to individual staff and to groups, alongside promoting the spiritual, social and cultural life of the School.
The Head of Care and the Care Manager have the overall responsibility to ensure the provision of a high standard of residential care for pupils placed at the school offering advice and guidance on the care of pupils across both care and education settings. As Home Coordinator you will work closely with the other Home Coordinators and be responsible for the following areas:

 To liaise with the Care Manager regularly ensuring decisions about any changes to systems and procedures within the homes are discussed and agreed with the Care Manager before being implemented
 To oversee the welfare and day activities arrangements of the pupils in the homes
 To co-ordinate regular reviews of the pupils to update Placement Plans, Individual Education Plans, Risk Assessments, Positive Behaviour Support Plans and any other relevant documents, and ensure implementation of the agreed action plans
 To be responsible for the induction, management and welfare of all staff working in the homes
 To ensure compliance with all relevant Health & Safety procedures in the homes
 Organise food provisions and home supplies

DESCRIPTION OF RESPONSIBILITIES
Pupil welfare, independence skills and day activity support

 To create a structured, safe, harmonious, homely and caring environment in the homes that fosters the physical, emotional, social and spiritual well-being of all pupils as well as staff; with emphasis placed on team building and individual growth for all, as well as respect for others.
 To inform the Care Manager of significant events such as illnesses, accidents, incidents, concerns, any changes in behaviour or health, which may affect the general well being of the pupils as soon as is practicable.
 To provide support and guidance to the pupils in the homes in accordance with their personal needs as set out in their Placement Plans, risk assessments and other guidance, as well as arising in day to day living.

 To provide emotional support, and behavioural intervention for distressed or challenging pupils as defined in the pupils’ Positive Behaviour Support Plans.
 To use physical intervention if and when required and if you are trained to do so.

 To ensure the documentation of incidents, accidents, complaints when appropriate.

 To risk assess pupils engaging in potentially risky activities not covered in the general H&S risk assessments or in the pupil’s individual Risk Assessment.

 To carry awareness of special diets or allergies for all members of the home and ensure this awareness is shared with all relevant staff
 To monitor and administer medication as required and ensure that the administration of medication is carried out both safely and in line with policy and procedure and statutory requirements
 To ensure health issues or complaints are seen to promptly
 To keep regular contact and foster good relationships with parents or guardians of all pupils. This may include regular telephone contact and being available for any concerns or complaints that parents or guardians may want to share.
 To ensure contact with parents or guardians is within agreed boundaries defined with the Care Manager and that parents and guardians respect the agreed boundaries.
 To support pupils towards maximum independence regarding their personal care and hygiene.

 To look after any ill member of the homes and summon professional medical help when necessary
 To arrange emergency medical, dental or other care when needed
 To support each pupil in structuring a meaningful programme of day activities inside and outside the Sheiling School community.

 To organise or support shopping trips off-site where necessary
 To organise or support leisure activities for pupils both in-house as well as off site where necessary
 To support pupils with personal finances, in dealing with statutory bodies and services etc., keeping appropriate records
Home as a Learning and Therapeutic environment
As the Sheiling School provides a 24 hours curriculum, pupils are given the opportunity to learn in all settings. Care staff ensure the homes are therapeutic and a learning environment in which pupils are encouraged to develop their independence skills. The Home Coordinator’s responsibilities are: 

 To support the Care Manager to establish a purposeful and therapeutic environment conducive to learning and establish a clear framework for discipline using the Waldorf principles, guidelines, structure and routine
 To ensure all pupils have clear and defined targets, decided in collaboration with the Class Teacher, as part of their Individual Educational Plan 
 To ensure that B-Squared assessment information for pupils is up to date to enable you, the Care Manager, the Head of Care and Head of Education to statistically evaluate and monitor the progress of all pupils against agreed targets, and provide information that will support teaching to raise levels of attainment

Needs Assessment and Support Planning

 To organise regular pupil Risk Assessment and Placement Plan Reviews or when necessary 
 To provide information to parents, guardians, advocates, social workers etc.

 To ensure sharing of support plans information among relevant staff

Training, management and welfare of all staff 

 To ensure care staff participate in induction training

 To provide on-the-task training and support to staff

 To provide supervision, appraisal and support to staff working in the homes and openly mirror any strengths, weaknesses and concerns to ensure optimum performance
 To contribute to the Induction Programme and Foundation Course where agreed

 To coordinate, document and chair when necessary weekly Home Meetings

Catering, Home provisions and Finances

 To ensure the provision of healthy and balanced meals including catering for specific dietary requirements

 To order / purchase food and household supplies and manage expenditure according to budgets

 To account for any expenses, whether by cash, company cheque or credit card, on a monthly basis 

Management of Health & Safety Systems

 To carry out regular First Aid box checks and restock as necessary

 To ensure bathrooms are appropriately equipped with supplies

 To ensure medicine receipt, disposal and administration is handled and documented in line with the Sheiling School policy

 To cooperate with annual fire and environmental risk assessments on the homes
 To ensure participation of all members of staff take part in regular fire safety instruction and fire drills

 To know your responsibilities in case of a fire emergency
Organising Home Hygiene Systems and Ensure General Maintenance

 To ensure robust systems for hygiene and cleaning are in place in the homes
 To ensure robust home food hygiene systems are in place in the homes
 To ensure robust home laundry systems are in place in the homes
 To ensure swift repair of broken appliances or damage to house structures

Training, management, compliance and personal development 

 To endeavour, through further external or internal training sessions or courses, to enhance the professional quality of your work as Home Coordinator
 As Home Coordinator you will be participating in the weekly Care Group meeting and the Integrated Working Group meetings.
 To have a very good understanding and knowledge of the Sheiling School’s policies and procedures, e.g. on child protection, missing person, complaints procedures etc.

 To attend regular supervisions with the Care Manager or Head of Care. At these sessions your responsibilities will be reviewed and further training needs identified and agreed. 
Safeguarding
 To implement and promote the Sheiling School’s Child Protection and Adult Protection Policies and Procedures. 

 To provide information, advice, support and raise awareness of the protection of children and adults. 

 To encourage good practice and support of procedures to protect children and adults. 

Carry and support the cultural and social life in the homes. Work in accordance with the Mission Statement of the Sheiling School.

 To support or arrange and carry cultural, artistic and other activities in the homes
 To support or arrange occasional outings and events

 To encourage a mood of mutual respect and interest at common meal times

 To support or lead festival activities in the homes in cooperation and coordination with the School as a whole

 To uphold the ideals and values of the Sheiling School as a Steiner Special Schools
Accountability

As Home Coordinator you are accountable to the Care Manager, the Head of Care, the Principal and ultimately to the Trustees of Camphill Communities Thornbury.

Additional duties and responsibilities:
Performing with appropriate professional care any other tasks, duties and responsibilities within reason that further the aims and objectives of Camphill Communities Thornbury.

Camphill Communities Thornbury reserves the right to vary or amend the duties and responsibilities of the post and the post-holder at any time according to the needs of its charitable business.
Person Specification - Home Coordinator
	
	Essential
	Desirable



	Qualifications
	Qualified up to NVQ3 level in or Level 3 qualification in care or equivalent

	Qualified up to NVQ5 or level 5 in care or equivalent
Degree in Intellectual Disabilities, Behaviour Analysis or equivalent


	Experience
	Minimum 3 years experience in care establishment of any kind

Minimum 3 years experience direct work with learning disabled adult or children

	Camphill/Steiner/Curative Education/Waldorf experience
Prior experience of working in a school setting



	Knowledge


	Awareness of and openness to Steiner/Waldorf therapeutic and educational principles

Willingness to undertake training in Therapeutic Education

	In depth knowledge of Therapeutic Education as articulated by Rudolf Steiner

	Skills


	Ability to lead and manage staff
Ability to work as part of a team

Good IT skills
Good communication, interpersonal and verbal presentation skills
Team worker
Ability to prioritise a varied workload 
Professional/career oriented

	High level IT skills


	Personal Qualities
	A person of integrity

An ability to maintain confidentiality

Good interpersonal skills

Commitment to the values and principles of CCT

Flexible approach to working

Self – starter

An openness to learning, development and personal change
	Full Driving Licence
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