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“Our vision is to provide safe, high quality seamless service delivered with courtesy and respect. To achieve our vision we expect all our staff to uphold our Trust Values”










	JOB DETAILS 

	Job Title 
	Stem Cell Transplant Co-ordinator

	Reports to 
	Lead Cancer Nurse

	Band 
	7

	National Job Profile used
	

	Department/Directorate 
	Haematology / Cancer Services



	JOB PURPOSE 

	
To co-ordinate the stem cell/bone marrow transplant service for patients requiring transplantation as part of their treatment, ensuring a seamless transition between care settings.

Key areas of the role:

· Co-ordinate the stem cell apheresis programme for the Haematology Unit including the organization of priming treatments and liaising with the stem cell laboratory in Bristol and the allogeneic unit in Plymouth
· The Stem Cell Transplant Nurse Co-ordinator will work closely with both the Clinical Programme Director and Quality Assurance Co-ordinator to prepare for relevant accreditation processes (HTA, JACIE)
· Acts as a role model demonstrating high standards of care and providing clinical leadership to others
· Leads the development, management and promotion of the service ensuring the delivery of high quality, cost-effective care
· Collates and records quantitative and qualitative data to provide evidence of productivity, outcomes and quality, through audit, and in conjunction with the Quality Assurance Co-ordinator provides an Annual Report demonstrating the evidence
· Demonstrates high level clinical and technical skills through breadth and depth of knowledge
· Assesses individuals, families and populations holistically using a range of different methods. Some of which may not be carried out by nurses such as holistic needs assessments, history taking, ordering and interpreting diagnostic tests or specialist health needs assessments
· Work across professional, organisational and system boundaries, and develop and sustain new partnerships and networks to influence and improve health, outcomes and healthcare delivery systems
· Provide comprehensive teaching to Haematology staff on all aspects of Transplantation and JACIE/HTA accreditation
· Be the Designated Individual for the HTA licence and work closely with the Licence Holder, ensuring the conditions of the licence are complied with
· Develop key working relationships with Bristol Stem Cell Immunotherapy Laboratory and University Hospitals Plymouth NHS Trust (Derriford) Transplant Centre Team
· Develop key working relationships with Yarty Ward, Day Case and Haematology outpatients to ensure good communication and avoid duplication of roles
· To motivate and encourage staff in the accreditation process for FACT-JACIE and HTA standards.


	KEY WORKING RELATIONSHIPS 
	

	
JACIE Programme Director
HTA Licence Holder
Quality Assurance Co-ordinator
Consultant Haematologists
Collection Facility Staff
NHSBT Filton
Human Tissue Authority
University Hospitals Plymouth NHS Trust Transplant Team
Lead Cancer Nurse
Clinical Matron, Cancer Services
Cancer Services Peer Review and Governance Manager
Clinical Nurse Manager, Yarty Ward
Haematology Multi-Disciplinary Team (MDT) 


	ORGANISATIONAL CHART 
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	KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES 

	For each of the following give examples: 

	
COMMUNICATION/RELATIONSHIP SKILLS 

	
· To be actively involved in the Peninsula Haematology NSSG, allowing dissemination of information and education of haematology nurses within the Trust relating to the work undertaken in the Royal Devon and Exeter Transplant Unit
· Ensure that all relevant members of the Multi-Disciplinary Team are aware of service developments within the Royal Devon and Exeter Stem Cell Transplant Unit
· Act as liaison and key worker alongside Clinical Nurse Specialists (CNS) for patients/donors throughout the auto graft/allograft process
· Act as the patients advocate by, for example, communicating patients’ wishes and
            negotiating with the medical team regarding discontinuation of treatment
· Respond frequently to requests for information on patient conditions on a daily basis, via the telephone/face to face and email
· Respond to requests for assistance in emergency situations
· Provide transplantation clinical speciality advice to other clinical areas as required
· Act as the contact for HTA alerts and action as required
· Notifying the HTA of any serious adverse events or serious adverse reactions within 24 hours of discovery.


	ANALYTICAL/JUDGEMENTAL SKILLS

	
· Requirement to analyse complex standards as set out by accrediting and national bodies, ensuring that services meet these as required and developing action plans and documentation in conjunction with the Quality Assurance Co-ordinator and clinical team as required to evidence compliance
· Monitor collection efficiency
· Monitor engraftment data and initiating a delayed/failed engraftment investigation as required
· Keeping a record of the services activities and submitting an annual report to HTA on these activities.


	PLANNING/ORGANISATIONAL SKILLS

	· Co-ordinate the local transplant programme by keeping abreast of potential patients for transplantation. Receive referrals for stem cell/bone marrow collection and arrange regular transplant planning meetings to communicate, plan and coordinate stem cell harvest and stem cell reinfusion schedules to the wider MDT
· Liaise with the Clinical Nurse Manager regarding appropriate staffing levels on Ward/Day Unit during priming treatments, apheresis and when stem cells are reinfused
· Liaise with external transplant centres concerning patients referred for allogeneic transplants, both pre and post-transplant
· Attend clinics and MDT meetings as key worker for transplant patients alongside CNS as appropriate with Haematology Consultants
· Attend appropriate meetings to ensure effective communication channels are maintained
· Organise own workload to ensure it reflects the core components of the Transplant Co-ordinator role
· Responsible in conjunction with the Cancer Services Governance Manager for ensuring that risk assessments and Health & Safety audits are undertaken in accordance with Trust policy, including maintaining a local risk register and developing, implementing and reviewing action plans arising from the register
· Work at a highly specialised level, practicing autonomously as well as within a multi-disciplinary team and are self-directed
· Plan, prioritise and manage complete episodes of care, working in partnership with others, delegating and referring as appropriate so as to optimise health outcomes.
· Maintain patient documentation to NMC requirements for all patients seen and advice given in any practice setting.


	PHYSICAL SKILLS 

	· Prolonged periods sitting at a PC
· Awareness of correct posture and H&S guidelines
· Ongoing requirement to exert light physical effort
· Intense and demanding workload at times
· Frequent requirement for intense concentration.


	PATIENT/CLIENT CARE 

	· Ensure all transplant patients and their families/carers are given expert advice and psychological support about their diagnosis, prognosis and care recommended
· Ensure where appropriate that patients are involved in planning, implementing and evaluating their care. Act as the patients’ keyworker alongside CNS
· Provide patients with timely and up-to-date written information about their transplant, investigations and treatment options as appropriate
· Make decisions with regard to the clinical interventions required, based on the analysis and interpretation of complex clinical facts (such as blood pressure, pulse, respiratory rate, cell counts and temperature and fluid balance) on a daily basis and in crisis situations
· Manage the organisation of the apheresis programme and co-ordinate stem cell collection within the unit and Stem Cell Laboratory in Bristol as dictated by patient need, ensuring good communication with Multi-Disciplinary Team
· Conduct joint clinics with consultants and facilitate for patients both pre and post transplantation
· Co-ordinate the work up of patients requiring a stem cell transplant, ordering appropriate investigations and arranging transplant discussion/medical assessment with consultant
· Ensure referral centres are updated regularly and shared care pathways are initiated
· Promote the use of evidence based practice within the speciality through on-going review and evaluation of available research
· Manage, deliver and oversee the stem cell reinfusion process to all patients undergoing an autograft stem cell transplant
· Practice a high standard of communication including highly sensitive complex information to develop and sustain partnership working with individuals
· Ensuring donor selection and evaluation is carried out in accordance with HTA standards.


	POLICY/SERVICE DEVELOPMENT 

	· In conjunction with the Quality Assurance Co-ordinator produce a quarterly report to the Cancer Services Governance Group and an annual report to include any opportunities for service improvements or new developments  
· Review care delivered to patients to ensure that it is both clinically beneficial and cost effective. Present results to Stem Cell Quality Management Team to guide current and future evidence based practice
· Review and develop quality standards, policies and protocols with the Multi-Disciplinary Team and in liaison with external Transplant Centres to ensure continuity of communication and care
· Follow the principles of Clinical Governance and develop practice in accordance with national guidelines and locally identified needs
· Participate in other audit and quality programmes with reference to patients requiring transplants
· Ensure nursing and medical staff are informed about and understand any audits/research trials taking place within the unit and their role in relation to them
· Ensure all data, clinical and patient documentation is completed accurately as stated in research protocols
· Develop SOPs/ Protocols for the clinical stem cell transplant service in conjunction with the Quality Assurance Co-ordinator and ensure these are reviewed on an a biennial basis.


	FINANCIAL/PHYSICAL RESOURCES 

	· Check and approve all sales invoices for harvest, transplant and storage costs charged to the Royal Devon and Exeter NHS Foundation Trust from NHSBT
· In conjunction with the Quality Assurance Co-ordinator and Clinical Programme Director regularly review the need for continued individual patient stem cell storage in Bristol and arrange stem cell discard with patient consent if appropriate
· Be responsible for organizing the maintenance and purchase of equipment necessary for providing the service
· Be responsible for, in conjunction with the Quality Assurance Co-ordinator, undertaking monthly stock checks of supplies and consumables
· Undertake validation and re-validation of equipment and processes as required following installation and servicing/maintenance
· Undertake Change Controls as required.


	HUMAN RESOURCES 

	
· Ensure all members of staff undertaking transplant related activities complete the appropriate training programme and competency assessment, supervising when appropriate
· Provide additional training related to amendments to SOPs/protocols, as required
· Contribute to established and in-house educational programmes for health care professionals, in particular addressing aspects of the JACIE/HTA accreditation processes
· Participate in the Ward induction programme with regard to JACIE/HTA accreditation and transplant-related information
· Identify gaps in knowledge base to be addressed and liaise with the Senior Nurse regarding in-house teaching and development of staff 
· Act as a role model and resource in expert clinical evidence based practice for other health care professionals to promote continuity of care
· As DI ensuring other persons to whom the licence applies are suitable to participate in the carrying-on of the licensed activities.


	INFORMATION RESOURCES 

	· Maintain accurate records of apheresis and transplant activity for submission to Commissioners, British Society of Bone Marrow Transplantation and Cellular Therapy (BSBMTCT), European Group for Blood and Marrow Transplantation (EBMT) Registries and Human Tissue Association (HTA) 
· Report activity and clinical variances to the Stem Cell Quality Management Group
· Ensure appropriate referrals to health professionals/support agencies as indicated by patient need and wishes
· Use the Trust computer systems and relevant Microsoft office applications and respond to e-mails on a daily basis
· Use information technology as required, for example to capture service data and activity statistics
· Utilise computer systems to check patient’s blood results, hospitals appointments and check patient’s details
· Ensure accurate and detailed documentation of all clinical contacts and patient assessment, plans, interventions and evaluations
· Utilise Library information resources
· Maintain and ensure computer database records are kept accurately and up to date along with real time spread sheet to enable the wider MDT access to patient records and transplant pathway.


	RESEARCH AND DEVELOPMENT 

	
· Undertake and support auditing of processes and procedures undertaken within the transplant service, including the write up of results and presentation of the recommendations to the Stem Cell Quality Management Group, whilst also developing and monitoring on-going actions in conjunction with the Quality Assurance Co-ordinator.


	FREEDOM TO ACT 

	
· Able to work autonomously, making appropriate decisions in line with the service needs and requirements.

	OTHER RESPONSIBILITIES 

	· To take part in regular performance appraisal
· To undertake any training required in order to maintain competency including mandatory training, e.g. Manual Handling
· To contribute to and work within a safe working environment 
· The post holder is expected to comply with Trust Infection Control Policies and conduct him/herself at all times in such a manner as to minimise the risk of healthcare associated infection
· As an employee of the Trust, it is a contractual duty that you abide by any relevant code of professional conduct and/or practice applicable to you.  A breach of this requirement may result in action being taken against you (in accordance with the Trust’s disciplinary policy) up to and including dismissal.
· To maintain competent clinical skills and up to date knowledge of the speciality to ensure evidence based practice
· Participate in Clinical Supervision within the Trust as available as part of both personal and professional development
· Maintain, advance and develop personal theoretical knowledge, high standards of clinical competence and professional development through ongoing self-education and attendance of relevant courses
· Chair regular meetings of the Stem Cell Quality Management Group
· Provides statements in response to formal complaints or resolves with patients or relatives any verbal complaints. Takes action to ensure that similar problems do not reoccur
· Act corporately by attending relevant trust meetings, contributing to debate and reporting back on discussions to staff in own area
· Collaborate with the multidisciplinary team to develop a shared vision of the service
· To attend Trust and wider service meetings as required.


	APPLICABLE TO MANAGERS ONLY

	Evidence that supporting employee health and wellbeing is included in any documents outlining the skills and knowledge that line managers need.

All managers hold the responsibility of the health and safety and wellbeing of their staff.



	THE TRUST- VISION AND VALUES 

	Our vision is to provide safe, high quality seamless services delivered with courtesy and respect. To achieve our vision we expect all our staff to uphold our Trust values. Our Trust values are:

Honesty, Openness & Integrity
Fairness,
Inclusion & Collaboration
Respect & Dignity

We recruit competent staff that we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.

We are committed to equal opportunity for all and encourage flexible working arrangements including job sharing. 

We are committed to recruiting and supporting a diverse workforce and welcome applications from all sections of the community, regardless of age, disability, gender, race, religion, sexual orientation, maternity/pregnancy, marriage/civil partnership or transgender status.  We expect all staff to behave in a way which recognises and respects this diversity, in line with the appropriate standards.


	GENERAL 

	
This is a description of the job as it is now.  We periodically examine employees' job descriptions and update them to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed.  This procedure is conducted by the Manager in consultation with the jobholder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach agreement on reasonable changes, but if agreement is not possible, we reserve the right to insist on changes to your job description after consultation with you.

The RD&E is a totally smoke-free Trust.  Smoking is not permitted anywhere on Trust property, including all buildings, grounds and car parks.  For help to quit call: 01392 207462.







































	POST  
	Stem Cell Transplant Co-Ordinator

	BAND  
	7



 
	Requirements
	Essential
	Desirable

	QUALIFICATION/ SPECIAL TRAINING

Registered Nurse
Degree 
Post basic qualification in the speciality
Allogenic and Autologous transplant centre experience
Completed Apheresis training
Master’s degree or modules in relevant subject or equivalent experience.
Managerial skills
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	KNOWLEDGE/SKILLS

In depth knowledge of conditions, treatments and care required by haematology patients requiring transplants. Knowledge of JACIE and HTA accreditation process
Awareness of national and international protocols and procedures
Innovative and self-directed in education and management
Service development experience
Previous HTA and JACIE inspection experience
Datix experience

	


E
E

E
E
E
E
E
	

	EXPERIENCE 

Minimum of 5 years post registration experience in the speciality
Minimum of 3 years experience in an senior nurse role
Risk and quality management experience
Teaching experience
	

E
E
E
E
	

	PERSONAL ATTRIBUTES 

Excellent communication skills
Advanced Communication Course
Ability to work within a team
Maintain good relationships with patients/carers and all members of the MDT
Verbal and written communication
Excellent presentation skills
Friendly and sensitive
 
	

E

E

E
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	OTHER REQUIRMENTS 

Cannulation
Venepuncture
Competent in apheresis
Competent in reinfusion of stem cells for transplantation
Computer and presentation skills
Be able to prioritise and organise own workload
Able to work autonomously
Ability to lead and develop a service
Audit and analytical skills
Demonstrate the ability to both initiate and support changes as required to develop the service
In depth knowledge of conditions, treatments and care required by haematology patients requiring transplants. Knowledge of JACIE and HTA accreditation process
Awareness of national and international protocols and procedures
Commitment to the speciality

	

E
E
E
E
E
E
E
E
E

E


E

E
E
	



	
	FREQUENCY

(Rare/ Occasional/ Moderate/ Frequent)

	WORKING CONDITIONS/HAZARDS
	R
	O
	M
	F

	

	Hazards/ Risks requiring Immunisation Screening
	
	
	
	

	Laboratory specimens
	Y/N
	
	
	
	Y

	Contact with patients
	Y/N
	
	
	
	

	Exposure Prone Procedures
	Y/N
	
	
	
	

	Blood/body fluids
	Y/N
	
	
	
	Y

	Laboratory specimens
	Y/N
	
	
	
	Y

	

	Hazard/Risks requiring Respiratory Health Surveillance
	
	
	
	
	

	

	Solvents (e.g. toluene, xylene, white spirit, acetone, formaldehyde and ethyl acetate)
	Y/N
	N
	
	
	

	Respiratory sensitisers (e.g isocyanates)
	Y/N
	N
	
	
	

	Chlorine based cleaning solutions 
(e.g. Chlorclean, Actichlor, Tristel)
	Y/N
	N
	
	
	

	Animals
	Y/N
	
	
	
	

	Cytotoxic drugs
	Y/N
	
	
	
	

	
	
	
	
	

	Risks requiring Other Health Surveillance
	
	
	
	

	Radiation (>6mSv)
	Y/N
	N
	
	
	

	Laser (Class 3R, 3B, 4)
	Y/N
	N
	
	
	

	Dusty environment (>4mg/m3)
	Y/N
	N
	
	
	

	Noise (over 80dBA)
	Y/N
	
	
	
	

	Hand held vibration tools (=>2.5 m/s2)
	Y/N
	N
	
	
	

	

	Other General Hazards/ Risks
	
	
	
	

	VDU use ( > 1 hour daily)
	Y/N
	
	
	
	Y

	Heavy manual handling (>10kg)
	Y/N
	
	
	
	

	Driving
	Y/N
	N
	
	
	

	Food handling
	Y/N
	
	
	Y
	

	Night working
	Y/N
	N
	
	
	

	Electrical work
	Y/N
	N
	
	
	

	Physical Effort 
	Y/N
	
	
	
	

	Mental Effort 
	Y/N
	
	
	
	

	Emotional Effort 
	Y/N
	
	
	
	

	Working in isolation
	Y/N
	
	
	
	

	Challenging behaviour
	Y/N
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COMPETENCY REQUIREMENTS 	
To be completed for all new positions
Please tick which of these essential learning s is applicable to this role 
(NB those that are mandatory for all staff with no variation on frequency are pre-populated with a tick)

	Safeguarding Children
	Group 1
	
	Blood Transfusion
	BDS18 collection
	
	Consent Training
	

	
	Group 2
	
	
	BDS 19 & 20 
Preparing & Administering 
	
	VTE Training
	

	
	Group 3
	
	
	BDS 17 Receipting
	
	Record management and the nhs code of practice
	

	
	Group 4
	
	
	Obtaining a blood sample for transfusion
	
	The importance of good clinical record keeping 
	

	
	
	
	
	
	
	
	

	
	Group 5
	
	
	Annual Update

	
	Antimicrobial Prudent Prescribing 
	

	
	Group 6
	
	
	
	
	Control & Restraint Annual
	

	Not mapped this one
	
	
	Safeguarding Adults Awareness 
	Clinical Staff  
	
	Mental Capacity/DOL’s
	

	
	Group 8 
	
	
	Non Clinical Staff 
	
	
	

	Manual Handling – Two Year
	
	Falls, slips, trips & falls 
	Patients
	
	
	

	Equality & Diversity – One-Off requirement
	
	
	Staff/Others
	
	
	

	Fire
	Annual
	
	Investigations of incidents, complaints and claims
	
	
	

	
	Two Yearly
	
	Conflict Resolution – 3 yearly
	
	
	

	Infection Control/Hand Hygiene
	Annual requirement
	
	Waterlow 
	
	
	

	
	One-Off requirement
	
	PUCLAS 
	
	
	

	Information Governance
	
	Clinical Waste Management
	Application principles for clinical staff 
	
	


	Harassment & Bullying (Self Declaration – One off requirement)
	
	
	Application principles for housekeeping 
	
	
	

	
	
	
	Application principles for portering and waste 
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