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POSITION DESCRIPTION

POSITION SUMMARY:
	Position Title:
	Manager, Palm Island Safe House

	Department:
	Child and Family Services
	Location
	Palm Island

	Reporting To (Title): 
	Executive Manager, Child and Family Services

	Employment Status
	Permanent Full-time
	Level
	Level 7-8

	Award
	Social, Community, Home Care and Disability Services Industry Award 2010

	Contacts and Critical relationships
	Internal 
· CEO
· Chief Operating Officer
· Executive Manager, Child and Family Services
· Other PICC Executive Managers 
· Family Care Service, Bwgcolman Way 
· Safe House staff

External
· Children and their families
· Child Safety Service Centre
· Child Safety Investments and Partnership Contract Officer
· Schools 
· Community and Government partners

	
	



ABOUT THE ORGANISATION
PICC is a not-for-profit organisation established in 2007 to provide a broad range of human and social services on Palm Island. It is a partnership between the Queensland Government, the Palm Island Aboriginal Shire Council, and the Palm Island community. PICC is also involved in the development and management of a range of community enterprises. PICC is an Aboriginal Organisation committed to community control principles and protocols of self-determination through the provision of whole-of life services for people of the Island that reach across generations.
The following has been extracted from the PICC Strategic Plan:
Vision: A healthy, resilient, and productive Palm Island;
Mission: Quality integrated and responsive services that meet community need and are delivered by Palm Islanders.

PURPOSE OF THE PROGRAM AREA 
The following Community Service Program falls within the responsibility of this position: 
· Safe House - To provide six moderate to high needs residential care places for children and young people aged under 18 years requiring non-family based out of home care. Referrals come through Child Safety. The service is staffed 24 hours per day.
THE ROLE
Reporting to Executive Manager, Child and Family Services, the Safe House Manager will provide leadership in relation to all aspects of management and service delivery of the Safe House, supporting optimal care and service provision The role also involves building and strengthening service partnerships both internally and externally, while supporting continuity of care across the service continuum with a view to meeting and/or exceeding the individualised needs of the children referred to the service.

PICC Managers operate with the highest level of integrity, accountability and professionalism in accordance with PICC values and Code of Conduct.  In addition, they work towards ensuring the efficiency and effectiveness of program and service delivery and support continuous improvement through encouraging innovation and best practice, in accordance with the values of PICC and Code of Conduct.

TECHNICAL DUTIES
	KEY RESPONSIBILITIES  
	KEY PERFORMANCE INDICATORS

	Financial Management

	Monitor expenditure against Safe House to ensure expenditure of all funds each financial year, liaising with Executive Manager, Child and Family Services and CFO to address any variation
	· Budgets have variance (surplus / deficit) of less than 10%
· Plan in place to address variances

	Service Delivery and Quality Management

	Complete all quality management tasks by the required date in line with quality management procedures
	· Tasks completed 

	Achieve relevant targets and / or completed all reporting by due dates in accordance with service agreements
	· All reports completed and lodged within timeframes, and demonstrate targets met and / or show progress towards targets

	Overall responsibility for practice framework for the Safe House
	· Procedures up to date and evidence of practice framework

	Responsibility for the development of plans and targets relevant to Safe House 
	· Demonstrated evidence of relevant strategies and KPIs in company documents (eg Operational Plan)

	Deliver outcomes in accordance with plan.
	· Targets met in Operational / Service plans

	Oversee quality assurance to maintain HSQF and other relevant accreditation
	· Relevant accreditation maintained

	Staff Management

	Overall responsibility for staff management, including management of all performance issues (except for terminations, which must include HR and delegate).
	· Documented evidence that any disciplinary processes have been managed in accordance with company policy
· All staff within the team have an annual performance review

	Maintain registers required for Licensing, including Staff training and supervision register, Incident report register and Complaints register.
	· Evidenced by up-to-date registers 

	Overall responsibility for ensuring appropriate induction and training for team

	· All staff within the team have undergone an induction 
· Training undertaken and records of training maintained

	Assist with training and facilitation of internal workshops
	· Demonstrated evidence of training provided and of workshops facilitated / supported.

	Overall responsibility for recruitment within the teams, including ensuring that all positions are filled, and all recruitment documentation is completed to a satisfactory standard, and all staff have undergone induction
	· All positions filled and / or advertised 
· Demonstrated evidence that recruitment documentation completed to satisfactory standard

	Conduct regular staff meetings and report to the Executive Manager, Child and Family Services any staffing or operational issues.
	· Evidence of meetings held (eg minutes)

	Ensure all staff have supervision monthly, either Group or Individual, and keep records in a suitable register 


	· Evidence of Supervision records

	Stakeholder & Community Engagement 

	Develop and maintain partnerships / relationships with relevant organisations and agencies, and with the Palm Island community
	· Evidence of relationships in place

	Ability to collaborate closely with other PICC services, particularly Family Care Service and Bwgcolman Way
	· Evidence of collaborative internal arrangements in place

	RESPONSIBILITIES – ALL EMPLOYEES
	KEY PERFORMANCE INDICATORS

	Participate in Workplace Health and Safety training and activities and Risk Management Planning activities
	· Training and other activities recorded 

	Record incidents and near misses in line with practice policy
	· Incident reports recorded

	Practice duty of care including meeting practice standards and accountability
	· Evidence of compliance in audits



NON-TECHNICAL DUTIES
	RESPONSIBILITIES
	KEY PERFORMANCE INDICATORS

	Communicates with professional language to a range of people at all levels of organisations and community
	· Ability to communicate on all levels with all Corporate and Senior staff members, direct reports, Clients and Visitors 

	Understands, works and communicates effectively with Indigenous people.
	· Shows a understanding of the indigenous and Palm Island cultures, builds strong working relationships

	Write clear and concise reports as required
	· Provides clear reports with relevant facts and processes explained 

	Engages in formal training when required.
	· Attends and completes training

	Able to maintain confidentiality and consult, negotiate and provide authoritative information and advice as required
	· Actively communicates and negotiates with stakeholders and other services

	Adhere to the Code of Conduct of the Palm Island Community Company in a manner that is consistent with both its spirit and intent 
	· Adheres to and is an advocate of the PICC code of conduct
· Leading by example

	Provide a positive contribution to the Safe House team and the PICC Team Leaders Group through participation in team meetings and team-based work processes 
	· Resolve conflict and participate equitably in positive and successful Safe House team.
· Attendance at Team Leader forums and meetings
· Records of Safe House Team meetings 



Please note that the duties outlined in this position description are not exhaustive, and only an indication of the work of the role.  PICC can direct you to carry out duties, which it considers are within your level of skill, competence and training.  You will be required to perform other duties/tasks as required by your Line Manager.

SELECTION CRITERIA

Mandatory:
1. Demonstrated ability to communicate effectively and sensitively with Aboriginal and Torres Strait Islander people, especially children, young people and their families, in a way that demonstrates understanding of both cultures and the issues they face.
2. Ability to obtain an LCS-2 suitability approval from Child Safety – any offer of employment for this position is contingent upon a positive notice for this check.
3. Positive Blue Card Notice and current Blue Card.
4. Experience in a statutory, service provider or legal role in child protection or a related field.
5. Demonstrated ability to manage staff and resources to licensing and best practice standards
6. The applicant must hold a current “C” Class Driver’s License (a current driving license must be maintained throughout the period of employment).
7. Demonstrated computer literacy skills, including ability to use Microsoft Office programs and knowledge of / or capacity to learn other software used in the service, including InfoExchange SRS database.

Desirable
1. A Cultural connection to the Palm Island Community, and knowledge of indigenous culture and issues impacting indigenous children and families in the child safety space. 
2. Qualification in management or a human service-related field (Counselling, Psychology, Social Work, etc), and/or significant demonstrated experience within the Child Protection space.
3. Possession of a first aid certificate or the ability to acquire a first aid certificate






Doc0378_PD_Manager, Children and Families v1		Page 7 of 7

image1.jpg




