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JOB DESCRIPTION
SERVICE MANAGER – 
CRISIS SERVICES (LEEDS)

Grade:	Touchstone Pay Structure (2024) points* 26–28, starting at £36,485.24 pa/pro rata (pay award pending). 
Plus £2 per hour enhancement for hours worked between 9pm-10pm.
Hours:			37 hours per week
Responsible to:	Head of Crisis Services  
Place of Work:	Touchstone House, Leeds, but also required to travel and work at other service delivery sites across Leeds.
Employing body:	Board of Touchstone Leeds

This role is fixed for up to 12 months, with potential for extension.

*Any increase in pay point(s) will be reviewed on annual basis based on the financial position of Touchstone and will only be awarded on this basis. Your pay/pay point will not automatically increase.

The post holder may be required to work at other Touchstone sites, in line with organisational need.

You will be expected to work 5 days per week, between Monday and Friday, with occasional planned weekend working. There is a requirement to work one to two evening shifts per month (3pm-10pm) and be present on site for the start of shifts (3-6pm) up to 3 days per week. Hours of work will be agreed with the successful candidate.

BACKGROUND OF THE ROLE:

Touchstones Crisis Services in Leeds are funded through Leeds Healthcare Partnership and Leeds and York Partnership NHS Foundation Trust as part of the NHS West Yorkshire Integrated Care Board (ICB). The services include Touchstone’s Here For You crisis alternative service and CRISS peer-support service, both designed to offer a non-clinical support to individuals aged 16+ experiencing thoughts of self-harm, suicide, and acute distress, to reduce the risk of readmission to hospital, attending A&E or the need for emergency service intervention.

The post holder will provide effective leadership and management of the Leeds Crisis Service teams, working closely with the Head of Crisis Services, ICB, CRISS clinical team, primary care, statutory services, and other third sector organisations. 

The post holder requires substantial experience of supporting people and planning services for people from diverse communities, particularly BME and LGBTQ+ communities, including working with people at risk of suicide and self-harm.


SERVICE SPECIFIC ROLES AND RESPONSIBILITIES

1. To provide effective leadership and performance management of the Leeds Crisis team to ensure effective and cohesive service delivery.

2. To work closely with the Head of Crisis Services and other crisis area service managers to engage all staff across the wider Touchstone Crisis Support Services.

3. To work in partnership with LYPFT Clinical CRISS operations team to effectively triage referrals for their appropriateness to peer support and ensure initial contact is made within 72hours of referral.

4. To work closely with partners in other agencies, including A&E, Acute Liaison Psychiatric Service, Crisis Assessment Service, and other voluntary sector organisations.

5. To support and develop the staff team to effectively support individuals who present in crisis in a person-centred, non-judgemental manner, including working with individuals who self-harm or have attempted suicide.

6. To fully involve service users in service development and delivery through co-production to provide a culturally sensitive and accessible service.

7. To represent and promote the service in the wider health and social care community, including playing a key role on the multi-agency project steering group.

8. To effectively monitor the performance of the service, providing regular reports for commissioners and Touchstone.

9. To attend meetings according to the needs of the service e.g. Service Managers meetings, Service Contract Meetings, MDT’s, Leeds Crisis Transformation meetings, and to Facilitate Team Meetings.   

10. To have day to day responsibility for managing agreed expenditure in line with the service budgets and operating these within the Financial Procedures of Touchstone.

11. To support the team to analyse the needs of service users, develop and manage innovative means of improving access to support and recovery.

12. To ensure that staff maintain full, accurate and up to date confidential records to ensure service operation complies with the relevant legislation and regulations.

13. To take part in the Crisis Service Duty Rota, providing assistance to Crisis staff out of office hours.



STAFF MANAGEMENT

1. Effectively participate in leading, planning and implementing change programmes within the Here for You Service e.g. service redesign and supporting the implementation of change in accordance with best practice with the aim of fully engaging staff at all levels.

2. To manage the recruitment, selection and induction of new staff, ensuring that all Team Leaders are familiar with these processes and all staff have a full induction in accordance with Touchstone’s People and Culture policies. 

3. To carry out reflection and development meetings and appraisals with staff and monitor individual performance, taking appropriate action if the required standards are not being achieved in a timely manner. 

4. To ensure that Team Leaders effectively lead and manage staff, including carrying out RAD and Appraisal meetings, including dealing with under performance, in accordance with Touchstone’s policies and procedure 

5. To ensure that all staff at all levels adhere to Touchstone policies and procedures, including attendance policies. 

6. To support Crisis Services to continuously improve its culture of inclusion and quality, where all staff thrive at work.


FINANCE & RESOURCES

1. Manage delegated budgets and ensure all purchasing is undertaken in accordance with Touchstone’s expectations.

2. To ensure the receipt of all charges due and the handling of cash are in accordance with Touchstone’s expectations and financial procedures.


GENERAL

1. To deputise for Deputy Services Lead as required.

2. To provide information and advice about Touchstone’s services to managers, teams, and other people/agencies with an interest in the organisation's work. 

3. To undertake out of hours work as required by the service.   

4. To work with central functions such as the Fundraising and Comms team to promote the service and generate income through a variety of ways, including corporate and community fundraising. 

5. To be inducted, supervised, performance managed and appraised in line with the organisation’s performance management policies and procedures. 

6. To be responsible for personal learning and development where appropriate and undertake training, both mandatory and optional, to increase knowledge, skills and awareness. 

7. To be aware of and implement the general practices of Touchstone’s Health, Safety and Security policies and keep Managers informed about any serious and untoward incidents, safeguarding issues, health & safety concerns, financial issues, staff welfare.   

8. To operate within the aims, policies and practices of Touchstone at all times and to be committed to and promote the organisation’s equal opportunities and anti-discriminatory policies.  

9. To ensure information is dealt with in accordance with Touchstone’s policies around Confidentiality, Communications, Internet, Email and Telecommunications and steps are taken to ensure that confidential information is secure e.g. service user data. 

10. To undertake any other duties as directed by the Manager, in line with the responsibilities of this post. 

11. To be an information asset owner ensuring information is dealt with in accordance with information governance, data protection and GDPR eg including carrying out data protection impact assessments, data flow, service records of process activity.   Also to prepare information in accordance with data subject access requests. 

12. To ensure that staff attend mandatory training on information governance, data protection and GDPR and Policies are adhered eg Confidentiality, Communications, Internet, Email and Telecommunications and steps are taken to ensure that confidential information is secure e.g. service user data

13. To ensure that Data Protection, Health & Safety, Complaints Handling and Corporate Governance requirements are met.

14. To undertake any other duties as directed by your Line Manager that may reasonably fall within the scope of the post.       
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