PAUL SARTORI FOUNDATION (PSF)


JOB DESCRIPTION



Title of post:	Hospice at Home Service Lead / Registered Manager

Responsible to:		CEO

Salary:			£42 to £45k based on full time hours, salary 		                                           dependent on experience.

Hours:		           Minimum of 30 and up to 37.5 hours per week

Summary of Post:

· Responsibility for the Hospice at home service including the Registered manager role, regulated by Care Inspectorate Wales.
· Management of the Care Management team for the Hospice at home service, including office based Registered nurses, Co-ordinators and the community based Hospice at home team.
· Ensure the Hospice at home service complies with all regulatory standards.
· Lead on Clinical strategy developments as resources allow, e.g. Future Care planning.
· Manage and take responsibility for the referrals and allocation of holistic patient assessments for the Hospice at home service.
· Liaise with other service leads.
· Oversee and manage the office, On call and Registered nurse rotas, stepping in where necessary to cover periods of leave. 
· Meet any ‘hands on’ care needs that might arise in the course of other duties.
· Identify training needs of the hospice at home team and contribute to the training program e.g. including providing training in practical skills
· Be the main point of contact for the Hospice at home service building and maintaining relationships with all professionals working in primary and secondary care. E.g. District Nursing team leads and HDUHB Palliative Care team.
· Be prepared to represent Paul Sartori Foundation locally, Nationally and UK wide as required.




Main Duties and Responsibilities 

· Manage the process to provide comprehensive assessments of newly referred Hospice at home service patients, undertaking these assessments yourself where necessary.
· Oversee appropriate care packages, making referrals to other agencies as appropriate and ensure any care packages are reviewed on a regular basis to meet the regulatory requirements of Care Inspectorate Wales.
· Ensure the Hospice at home team are taking account of patient and family wishes.                              
· Ensure regular attendance of the team at GP Palliative meetings to discuss needs with wider members of the MDT (e.g. district nurses) as appropriate.
· Manage the hospice at home team to ensure any clinical procedures carried out are appropriate to individual skills and competence.
· Be responsible for managing registered nurse input into care and staff allocation decisions as required.
· Receive, investigate and manage any complaints received through our Clinical governance committee and meet any regulatory requirements set by Care Inspectorate Wales or external agency. This will also require you to manage any outcomes, for example learning needs and disciplinary procedures.


Communication

· Communicate regularly with other service leads at Paul Sartori Foundation to maintain confidence in the service.
· Ensure the Hospice at home team are offering the patient and family informed choices about all aspects of care as appropriate.
· Be responsible for maintaining confidentiality in accordance with PSF policy and NMC Code of Conduct
· Anticipate and meet the information needs of families as the service continues to develop. 
· Support the hospice at home team to encourage the patient and family to plan, identifying opportunities to discuss formal Future care planning
· Ensure the hospice at home team are updating social and nursing care plans in response to any changes in patients’ condition
· Liaise with other health professionals as necessary representing Paul Sartori Foundation.
· Read all communications from the Foundation at the earliest reasonable opportunity
· Compile and manage reports as requested by other agencies
· Represent PSF at clinical meetings and any other meeting deemed appropriate.
· Assist CEO to provide activity data. 

People Management

· Take overall responsibility for the Hospice at home On call service, ensuring all shifts are covered in an appropriate time frame, with appropriate contingency plans made.
· Compile and manage the On-call, Office and Registered Nurse (RN) rotas, stepping in to cover the Paul Sartori Foundation out of office on call system as required. 
· Organise and manage any meetings and specific training for Hospice at home staff as required.

Personal and people development

· Manage the recruitment process for the Hospice at home service
· Support the induction and orientation of new staff for the Hospice at home service.
· Oversee the appraisal system and identification of learning needs for other staff within the Hospice at home service including identifying your own learning needs.
· Be responsible for regular 121 meetings with Care Management Team 
· Support the Hospice at home team to attend mandatory study days plus and additional training as directed.
· Provide feedback and reflection on study undertaken.
· Ensure the full Hospice at home team are compliant with any revalidation requirements including Registered Nurses and Nursing assistants.
· Contribute to, participate in and deliver training to the Hospice at home or wider Clinical team as appropriate.

Health, Safety and Security
· Manage the safety of the patient, family self and co-workers and inform the senior management team of any risks
· Ensure the Hospice at home team are following Paul Sartori Foundation guidance and policy on all matters relating to Health, Safety and Security.
· Manage all risk assessments relating to the Hospice at home service and create any new risk assessments as appropriate

Service improvement 
· Participate in meetings representing Paul Sartori Foundation locally, nationally and  UK wide.
· Contribute ideas for the improvement and strategy development of the service.
· Join relevant sub committees when requested to represent the Hospice at home service.
· Represent the Hospice at home Service when asked to contribute to matters relating to the Paul Sartori Foundation, for example to the Trustee Board or externally.
· Comment on all papers sent out for consultation by the Clinical Governance Sub-Committee
· Manage any Clinical complaints and follow up actions required in line with Clinical Governance procedures.


Quality 
· Ensure the Hospice at home team are following Paul Sartori Foundation policies and procedures including the Complaints policy.
· Participate in the formation and review of relevant policies and procedures
· Manage the reporting of any significant events or ‘near misses’ in accordance with the Significant Event Policy and lead on the investigating of significant event and analysis.
· Be responsible for ensuring any quality surveys relating to the Hospice at home service are carried out, both internally and those which are requested externally.
· Provide information to support any grant application or reports required as a result of grant funding.


Financial Management
· Manage Paul Sartori Foundation resources efficiently, especially through rostering and staff allocation.
· Identify cost improvement opportunities within the Hospice at home service.
· Participate in auditing time sheets and expense forms for the hospice at home team. 
· Identify, consider and support potential grant applications that would enhance the Hospice at home and potentially other Clinical services.


Equality and diversity
· Ensure everyone within the Hospice at home service, including patients, families and co-workers are treated fairly.
· Identify any knowledge deficits relating to equality and diversity. 
· Ensure the Hospice at home team are taking account of patient’s individual wishes.

Information and knowledge
· Be responsible for keeping records in accordance with Paul Sartori Foundation policies
· Collect other data commensurate with duties
· Use all available information, accessing primary and secondary sources if possible to inform decision making.

Public relations and marketing
· Always act in such a way as to uphold the good reputation of the Foundation
· Ensure all members of the Hospice at home team are acting within their professional code of conduct.

Variation

The job description gives a general outline of the duties of the post and is not intended to be an inflexible or finite list of tasks.  It may be varied, from time to time, after consultation with the post-holder.  
 Confidentiality

The post-holder must maintain confidentiality of information about staff, patients and health service business and be aware of the Data Protection Act (2018) and Access to Health Records Act (1990).

Health & Safety

The post-holder should be aware of the responsibility placed on employees under the Health and Safety at Work Act (1974) to ensure that the agreed safety procedures are carried out to maintain a safe environment.

Equal Opportunities

The Foundation aims to promote equal opportunities.  

As an employee you are expected to treat all colleagues and clients equally regardless of age, colour, gender reassignment, marriage of civil partnership status, pregnancy or maternity, religion or belief, race, sex, sexual orientation, or disability.

If you believe that you have been treated unfairly, you should discuss it with your manager
	

No Smoking

The Foundation operates a non-smoking policy.  

Recruitment will be completed in accordance with Care Inspectorate Wales rules and regulations


Reviewed April 2026



CONTINUED ON NEXT PAGE

PERSON SPECIFICATION

RN – Clinical Management Team


	
ATTRIBUTE/
SKILL
	
ESSENTIAL
	
DESIRABLE
	
MEASURE

	
Education and Professional Qualifications
	
Registered Nurse
Evidence of post-registration updating
Ability to study at degree level


	
Be prepared to undertake a relevant post registration qualification if not already obtained within 1 year of starting the post. Degree in relevant subject.
Post registration qualifications in palliative care 
Level 5 Leadership and Management in Adult  Health & Social Care
	
Application form
Interview
Certs


	
Skills/Abilities
	
Well organised
Well-developed interpersonal skills
Able to prioritise
Articulate with good oral communication skills.
Assessment skills
IT skills including Outlook and Word 
	
Ability to speak Welsh
Ability to map read
And use relevant apps as needed. e.g. google maps, What3words

	
Interview
Application form
References


	
Experience
	
At least 3 years general nursing experience, including work with frail elderly and dying patients

	
Community or care home experience
Palliative Care experience.
Previous experience in a Registered Manager role regulated by Social Care Wales.

	
Interview
Application form
References


	
Personal Qualities
	Kind
Sensitive
Versatile
Tactful
Approachable
Calm under reasonable pressure
Confident and assertive
	
	
Interview
Application form
References

	Other
	Reliable access to suitable transport

	
	



