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Shared Lives Officer Job Description

Overall purpose of the post: 
1. To monitor and support a case load of Carers ensuring compliance with quality standards of care in line with the essential standards. 
2. To recruit and assess new Carers and co- ordinate the ongoing professional development of existing Carers on the scheme. 
3. To respond to referrals from Adult Social Care for short breaks, longe term, day and emergency placements; matching referrals to Shared Lives Carers and coordinate an introduction process, judging the suitability of the placement and to ensure placement continues to be appropriate to the needs of the person. 

Principal Responsibilities:
1. Risk manage the placement and support the person in their placement, completing personal profile and relevant additional documents.in conjunction with the Carer. 
2. Co-ordinate the completion of a Placement Agreement between the person and Carer and negotiate contract details on behalf of the Carer agreeing placements costs with referring agencies. 
3. Effectively manage a caseload of Shared Lives Carers and offer support and advice as appropriate ensuring that Carers have sufficient training and resources to undertake their roles effectively and meet all of the needs of the person in the placement. Carry out regular monitoring and support visits, carry out quarterly medication and financial audits and hold Shared Lives Scheme Carer and Persons Reviews to assess support levels, outcomes, training needs, and the setting of objectives for the next year. 
4. Facilitate and implement training opportunities for approved Carers including the opportunity to complete The Care Certificate. Deliver training specific to the Shared Lives Scheme so that Carers have the knowledge to undertake their role and comply with the essential standards. 
5. Promote the service and respond effectively and flexibly to referrals from referring agencies requesting accommodation for people being supported. Maintain effective communications with colleagues, other agencies and Carers involved with the provision of services to vulnerable people and coordinate support from other agencies as necessary to ensure Carers and people accessing Shared Lives have full time professional back up.
6. Maintain accurate case records and an up-to-date database, providing reports as and when required. To be fully involved in the development of business plans and team plans. 
7. Undertake assessments of potential Shared Lives Carers and present a comprehensive report with a recommendation as to whether or not the Carer should be approved or de-registered in line with the Shared Lives Plus de-registration procedure to a panel of independent professionals to ensure that the potential Carers are appropriately approved and supported effectively after approval. 
8. Demonstrate awareness / understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs. 

9. Co-ordinate referrals from Adult Social Care and other services requesting short breaks and emergency short breaks under the scheme, match these referrals to Carers before introducing and starting the placement and judge whether the match is appropriate to be an ongoing service for the person. 
10. Performance manage Carers in line with the Schemes performance management policy. When poor practice or issues with the Carer’s service provision have been identified to make recommendations for deregistration where standards cannot be met. (follow Shared Lives Plus information re de-registration).
11. Ensure that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons, and to comply with the policies and procedures relating to health and safety within the business. 
12. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post. 
13. This job description reflects the major tasks to be carried out by the Shared Lives Officer and identifies a level of responsibility at which they will be required to work. In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.
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