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Croydon Council 

	R o l e   P r o f i l e


	Job Title:


	Commissioning & Service Development Manager – LD 

	Department:


	Adult Services & Housing

	Division:


	Learning Disability Commissioning

	Grade Range:


	Grade 16 

	Hours:


	36 hours per week  (Full time) 

	Location:


	Rees House (& Taberner House) 

	Reports to:


	Joint Commissioner (Head of Service) – Learning Disability 

	Responsible for:


	Service Development Team:

Brokerage Manager – LD Supported Housing  
Project Lead  - Social Care Change Programme

Person Centred Planning Coordinator
Project Care Managers as required
B&ME Development Officer 

2 x Independent Living Fund & Self Directed Support Co-ordinators 

Assistant Care Manager – Client Finance 

Communications & Access Officer
(this is subject to change)


	Role Purpose and Role Dimensions:
	To develop and implement the Council’s commissioning strategy for services for adults with learning disabilities and their families/ carers, working closely with the Joint Community Learning Disability Team (JCLDT) to ensure ongoing provision of high quality services to meet assessed needs.  Managing the involvement of key stakeholders in service developments and commissioning processes and developing new services & key initiatives with partner agencies to improve service quality, enhance independence and deliver best value. This involves managing the Service Development Team and delivering a range of strategic development projects for the Learning Disability Partnership, on behalf of the Council and NHS Croydon, providing leadership and support to enable JCLDT staff to set up successful support packages for clients. 


	Commitment to Diversity:
	As a member of the Learning Disability Commissioning Team to take individual and collective professional responsibility for championing the council's and PCT’s diversity agenda, proactively implementing initiatives which secure equality of access and outcomes.  Also to commit to continually developing personal understanding of diversity.


	Key External Contacts:
	· Directors, Owners and Managers of Service Providing Organisations

· Vulnerable service users and their carers

· Advocates

· Other Local Authorities & Primary Care Trusts

· Regulatory Organisations

· Voluntary Sector Organisations

· Hospital & Mental Health Services

· Lawyers, Police


	Key Internal Contacts:
	· Other LD Commissioning and Service Managers

· Joint Community Learning Disability Team Managers & members

· Senior Management Teams – Adult Services & Housing
· Supporting People & Housing Managers
· Colleagues in NHS Croydon
· Safeguarding Adults Coordinator 

· Finance
· Housing Benefits

· Performance and Policy Managers
· Category Manager – Corporate Procurement

· Other health & social services teams 

· Democratic Services

· Human Resources, OD & Training
· Children, Young People & Learners Dept

· Transport Services



	Financial Dimensions:
	· To identify opportunities for savings and efficiencies 
· Responsibility for Commissioning budgets and for the budget management of  major projects with potential financial risks of up to £1 million.  

· Strategic responsibility for managing the use of major transformation grants and other assets. 
· Accountable for making effective use of resources e.g. by developing services that provide value for money and managing projects that deliver efficiencies
.



	Key Areas for Decision Making:
	· Development and delivery of service solutions to meet needs, including decisions involving staff, service users, service providers and carers.

· Strategic planning and delivery for effective change management 

· Deployment of resources (Council and NHS) to commission services to meet short-term objectives and long-term needs. 

· Service quality, including how and when to manage emergency service closures and re-tender services.

· Tackling serious concerns and complaints
· Contract negotiations and partnerships

· Staffing and resource management  
.
 

	Other Considerations:
	Able to work flexible hours, including occasional evening meetings and have the physical capacity to travel to meetings etc.



	Key Accountabilities and Result Areas: 

Main Purpose and Scope of Post:

	Key Elements:

· To lead on the transformation and commissioning of community care services to meet the needs of clients with learning disabilities and their carers, in liaison with the Croydon Learning Disability Partnership and the Joint Community Learning Disability Team (JCLDT), contributing to and implementing the Learning Disability Commissioning Plan and the Learning Disability Strategy. 

· To manage and direct the work of the Service Development Team and other staff; and to manage key initiatives within learning disability services and partner agencies, including efficiency projects and the reprovision of services, both as planned projects and to address emergencies, arising from serious concerns for example, in the context of PCT and Social Services Transformation Programmes, Business Plans, Strategies and Policies, working across organisational, sector and departmental boundaries.  

· To manage the commissioning relationship with service providers and establish mechanisms which ensure service quality and best value. Working closely with the Strategic Commissioning Manager and members of the Commissioning Team, to manage and develop contracts, performance and policy, good financial management and information systems.
· To ensure the involvement of key stakeholders in service developments and commissioning processes, particularly service users and carers.

· To ensure learning disability priorities are addressed in the strategies, plans, policies and procedures of other Council Departments and partner organisations. 

· To take the lead and represent NHS Croydon and Adult Services in a variety of corporate and inter-agency forums addressing social and health care developments.
· To contribute to the NHS and Social Services national and local agendas regarding the development of services and systems.


	Key Accountabilities and Result Areas: 

Service development


	Key Elements:

· To be the lead on service development for people with a learning disability, ensuring services are transformed to provide increased choice, control and independence for service users, giving equality of access to mainstream facilities and funding sources with value for money and good service quality.  
· To work with service providers to ensure services are available to meet changing needs and lead on commissioning/re-commissioning a range of key services to meet designated strategic objectives including:-
· Respite services & daytime support
· Services for 18 – 25 year olds on transition 

· Domiciliary, residential care & supported housing, 

· Service developments for Older Carers

· Services for BME families
· Employment support

· Leisure support 
· To lead on the development and implementation of Direct Payments and Self Directed Support for people with learning disabilities and the introduction of individualised budgets.
· To lead and manage the work of the Independent Living Fund (ILF) co-ordinators, so that relevant staff in both Adults’ and CYP&L Departments are proactive in their applications to the Fund to maximise resources for service users and to achieve maximum financial benefits for the Council.

· To establish comprehensive management information about existing local resources and identify the nature and quantity of service need over the next five years.

· To ensure information on needs from individual assessments, care plans and person centred plans are used to inform the commissioning process and plan service developments 
· To draw up and negotiate contracts and service specifications, developing good practice models, in liaison with Corporate Contracts Category Manager, service users, JCLDT staff, the Commissioning Team and Providers. To lead in commissioning and negotiating contracts for services, within the context of improved financial efficiency and best value outcomes.
· To establish and manage key transformation projects, ensuring delivery of key service development and financial objectives for the Council and Croydon PCT. 
· To ensure major change programmes with key partners (including Surrey & Borders Social Care Change Project and the SW London Sector Joint Commissioning initiative) achieve positive outcomes for Croydon, by mitigating financial and other risks to the Council and enhancing the range, quality and value for money of local services to meet identified needs and access to them.  

· To represent Learning Disability in the Supporting People Strategy Group and to be the lead for learning disability services in the development of the SP strategy and other commissioning plans.


	
	

	Key Accountabilities and Result Areas:
	Key Elements:

	Managing Services & Service
Quality

	· To ensure the development and delivery of high quality services that address the needs of service users and their carers to maintain optimum independence; delivered to the highest achievable professional standards, and within clear and up to date operational policies, statutory regulations and Government guidance. 


· To ensure that commissioned services are accountable and responsive to customer/user needs, meet key and measurable objectives, comply with human rights, and operate within clear frameworks that safeguard children and vulnerable adults. 

· To develop services that are sensitive to the social, cultural, linguistic and religious needs of users and carers.

· In conjunction with other Adults’ Department service managers, to ensure that appropriate mechanisms and protocols are in place with other Council departments, with Health, Probation, Police and with private and voluntary sector partners, to achieve effective liaison and the discharge of statutory duties.

· To contribute to the Department’s Business Plan.    

· To ensure that performance targets are met and that relevant statutory returns are submitted, as required.

· In conjunction with colleague managers in LD Commissioning and the JCLDT, to lead the service through on-going transformation and change, ensuring staff are aware of and kept informed of the adult health & social care agenda, managing expectations so that service delivery continues effectively.

· To represent Adult Services & Housing on relevant Croydon strategic forums and contribute to inter-agency, cross-sector and corporate service development programmes.

· To take the lead on quality development and assurance systems for people with a learning disability, including developing Provider Forums and the development and implementation of service user audits. 

· To develop quality standards for approved and preferred providers.

· To work with providers to develop the competence and quality of their services and develop and implement workforce development strategies to ensure appropriate training is provided for staff to meet changing needs and philosophies.

· To establish quality standards and quality monitoring arrangements for service systems and care management practice and monitor the performance of providers to ensure quality standards are met.
· To monitor the performance of provider agencies, lead cross-cutting service reviews and evaluating services. This includes conducting serious concerns investigations and overseeing the delivery of service improvement plans.


	
	

	Key Accountabilities and Result Areas:

Managing Staff & Resources
	Key Elements:

· To be responsible for effective management and control of budgets/resources as set out below:

· Resources Managed:
Service Development Team
· Project Lead – LD Supported Housing Development 
· Project Lead  - Social Care Change Programme

· Person Centred Planning Coordinator
· Project Care Managers

· 1 x B&ME Development Officer 

· 2 x Independent Living Fund & SDS Co-ordinators 

· 1 x  Assistant Care Manager – Client Finance 

· 1 x Communications & Access Officer
Finances

· Establishment (staff) costs of approx £300K 

· Contractual business commitments for residential, respite and housing support, including specific LD Transformation projects circa £600K - £1 million pa per project.
· Projected annual income from ILF = £1 million
· In rotation with Joint Commissioner and Learning Disability Team Managers chairs fortnightly LD panel with responsibility for community care funds of over £30 million. 

NB Staffing and values will vary

· To authorise and monitor expenditure and ensure effective systems for monitoring service/financial activity data, ensuring expenditure does not exceed the allocated budget.
· To manage staff including recruitment, selection, induction, performance, absence and sickness management, disciplinary and related processes in accordance with Council’s policies and procedures.

· To ensure staff receive regular, planned and appropriate supervision, professional support, guidance and appraisal including the identification of clear objectives and personal development plans to meet identified learning and development needs. 

· Working closely with the Joint Commissioner & Service Manager -JCLDT,  ensure the most effective use of resources and staff. 
· Contributing to annual budget planning including development of forward planning mechanisms to predict future budget demands. 

· Optimising effective use of resources, promoting the use of Pricing Tools, and managing fee negotiations, etc.

· Ensuring all financial processes and procedures are followed, including management of the Assistant Care Manager – Client Finance. 


	
	

	
	

	Key Accountabilities and Result Areas: 
	Key Elements:

	Managing communication and information

	· Ensure that clients, carers, staff in the JCLDT and the service development team and colleagues in partner agencies are involved,  consulted on and kept informed of service developments and opportunities for change.

· Ensure that information provided about services is presented in an accessible way, is relevant and up to date.

· Ensure that staff and managers within Learning Disability services are kept aware of the changing range of service options to meet client and carer need and the systems/processes to access these.

· Maintain management information systems, as required, for internal and external validation and Government statistical returns and ensure the appropriate use of Information Technology resources. 

· Lead service developments and conduct all work in such a manner as to ensure good public relations are maintained at all times and the service development team communicates effectively with service users, providers, other staff in the JCLDT, other health staff, other local authority staff and other agencies.  

· Establish good communication systems within the team ensuring that all staff have adequate information to do their jobs effectively, including written procedures for operational activities. 

· Ensure staff keep accurate written and computer records and develop and maintain integrated records and single provider files and client case files.
· Ensure staff are made aware of changes in legislation and local developments of national significance.  

· Contribute to reports prepared for DMT, Council Committees, Partnership Boards, Primary Care Trust Board, etc and attend meetings as required.

	Key Accountabilities and Result Areas:
Other Duties
	Key Elements:
· To undertake special projects to support the work of the Service Management Team and take forward key strategic issues as identified in the Service Strategy.

· To develop interagency guidelines, joint operational policies, practice guides and protocols, working with Health and Social Care service providers, the Police, regulatory Bodies, Lawyers, etc, and other partners for the benefit of clients.

· To conduct management reviews into serious concerns & cases and ensure action plans are drawn up and implemented.

· To investigate complaints under the Statutory Complaints requirements and respond to complaints in a timely way.
· To prepare reports and attend committees, Partnership Boards, planning teams and forums as required.

· To ensure that the requirements of Health and Safety legislation and the Council’s relevant policies are carried out in relation to the responsibilities of the job.

· To use and assist others to use information technology systems to carry out duties in the most efficient and effective manner.

· At all times carrying out responsibilities /duties with due regard to the Council’s Equal Opportunities Employment Policy.

· Work with the Joint Commissioner, Strategic Commissioning Manager and Service Manager of the Joint Community Learning Disability Team to provide  mutual cover in the absence of other managers in the service for reasons of leave or sickness.


· Keeping professionally updated, continuously developing professional and managerial competence and keeping abreast of relevant developments in practice and legislation.
· Undertaking lead responsibilities for key specific areas of work and such other duties as may reasonably be required of the post as determined by the Joint Commissioner. 




	Green Statement
	This will involve:

· Ensuring that your work and the work of the Service Development Team meets the Council's Green Commitment Policy goals in reducing energy consumption and waste, increasing renewable energy use and recycling, contributing to a reduction in traffic congestion, and using sustainable materials.


	Data Protection
	This will involve:

· Being aware of the council’s responsibilities under the Data Protection Act 1998 for the security, accuracy and relevance of personal data held on such systems and ensure that all administrative and financial processes comply with this.
· Maintaining records and archive systems, in accordance with departmental procedure, policy and statutory requirements.



	Confidentiality


	This will involve:

· Treating all information acquired through your employment, both formally and informally, in strict confidence.  There are strict rules and protocols defining employees’ access to and use of the council’s databases.  Any breach of these rules and protocols will be regarded as subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement.



	Equalities
	This will involve:

· Ensuring all services provided to service users and carers are sensitive to social, cultural, linguistic and religious needs. 
· The council has a strong commitment to achieving equality of opportunity in its services to the community and in the employment of people. It expects all employees to understand, comply with and to promote its policies in their own work, to undertake any appropriate training and to challenge racism, prejudice and discrimination.



	Customer Care
	This will involve:

· The ability to demonstrate a commitment to the council’s Customer Care Policy



	Health and Safety


	This will involve:

· Undertaking risk assessments of the work undertaken by the Service Development Team and ensuring appropriate action is taken to minimise risks. This includes providing support to staff in cases of potential violence or verbal abuse and ensuring risks are managed and minimised.
· Being responsible for their own Health & Safety, as well as that of colleagues, service users and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defectives and hazards to management.  



	P e r s o n   S p e c i f i c a t i o n



	Job Title:
	Commissioning & Service Development Manager - Learning Disability 

	Essential Knowledge:
Essential skills and abilities:


	a)
Good working knowledge of the legislative and regulatory frameworks and of relevant national guidance, policy and working procedures as appropriate to the post. To include legal knowledge especially around contracting, commissioning, mental health act, mental capacity act, health and safety, human rights act, data protection and access to records, community care and safeguarding adults.
b)
Knowledge of relevant user group(s) and understanding of how to meet their needs and attain a high standard of service quality.
c)
Knowledge of human resource management policies and practice and a commitment to establishing a culture of performance management and staff development, ensuring that performance appraisal and supervision is provided to all staff, enabling them to grow and learn. 

d)
Relevant management and leadership training and a good self-development record indicating knowledge of relevant issues and updating to keep abreast of new developments.
e)
Know how regarding supplier market development and commissioning for  social care.
f)
Understanding of and commitment to implementation of anti-discriminatory practices and equal opportunities policy with  knowledge of diverse and multicultural communities and their needs.

g)
Ability to provide leadership in strategy development of service area, with project management skills and the ability to initiate and direct major innovative change including commissioning and/or refocusing services to meet unmet or changing needs both within the Council and with outside organisations.

h)
Good influencing & negotiating skills with the ability to establish and maintain effective working relationships with statutory and independent sector partners, managing contractual and partnership relationships, ensuring standards, improvement plans and protocols are established and delivered to achieve strategic aims.
i)
Ability to effectively engage, consult and communicate with diverse clients, carers, service providers and staff and other stakeholders, with ability to represent the Council and NHS Croydon both locally and nationally, including making presentations. 

j)
Ability to co-ordinate and manage the work of several teams, balancing needs and resources to achieve service objectives, with ability to cope well under pressure.
k)
Ability to prepare strategies, project plans, business plans and business cases, analysing requirements and taking into account national policy, changing demands, departmental, corporate and external factors and trends and to write plans, progress reports and qualitative reports for Council Committees, Partnerships, etc. .



	Essential skills and abilities (cont.) :


	l)
 Proven ability to manage efficiency programmes and budgets, with good numerical skills and ability to establish effective tracking systems.
m)
Focussed and analytical approach with ability to investigate complaints and undertake management reviews of serious concerns and fundamental service reviews in line with Best Value principles and in accordance with statutory and departmental procedures.
n)
Ability to contribute to, and to take a lead where required, on policy formulation and to lead and participate in work groups or policy groups as required.

o)
Ability to use a wide range of computer applications, with training where necessary and to encourage the use of computers by others. 
p)  
Ability to lead and implement service initiatives to promote anti-discriminatory practice and provide equal access.


	Essential experience:
	q)
Experience in a community, residential, day service, supported housing or domiciliary setting, directly managing staff and resources and of achieving quality standards.
r)
Experience of working positively with diversity including people from black and ethnic minority communities and people experiencing poverty and deprivation.

s)
Experience of initiating and leading innovative service change and development. 

t)
 Experience of working successfully with multi-disciplinary community teams and of good partnership working.

u)
Experience of working well with people with learning disabilities and their carers
v)
Experience of establishing and maintaining effective standardised systems for record keeping and collection and retrieval of statistical data,  to support work practices and monitor performance against standards and external indicators.
w)
Good track record of achievement and of delivering results


	Special conditions:
	x)
Physical capacity to travel to meetings, etc

y)
Able to work flexible hours, as required



Adult Services & Housing








Commissioning & Service Development Manager – Learning Disability 





Role Profile and Person Specification











The post has a key role in taking forward and developing learning disability strategy in Croydon, as steered by the Learning Disability Partnership, engaging with a wide range of stakeholders to develop and manage access to quality services for Croydon clients with learning disabilities and their carers and enabling care managers and other staff in the JCLDT to deliver individual care plans to meet assessed health and community care needs. 





This post works alongside the Service Management Team for the Joint Community Learning Disability Team (JCLDT) and the Strategic Commissioning Manager – Learning Disability, who leads on parallel strategic initiatives and manages contracting processes.  








February 2010
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