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JOB DETAILS


Job Title:
Registered Nurse Single Point of Access 
Band:



Band 6
Responsible To:

Band 7 Clinical lead 
Accountable To:

Single Point of Access Manager 
Department/Directorate:      Community services 
Job Purpose:

The post holder is responsible for the specialist triage of a patient’s health and social care needs prior to discharge from hospital, for developing and ensuring the implementation of specific plans of care, and for liaising with staff to facilitate the discharge/transfer of the patient to a variety of settings, using a strength-based approach and in a safe and timely manner.
The post holder is also responsible for the specialist triage of patients in a community setting to avoid a hospital admission and to ensure a patient is cared for safely in their own home.
The post-holder is responsible for his/her own workload within the single point of access for the assessment and treatment of patients on a day to day basis. 
Deputise for the Clinical lead in their absence.
Key Working Relationships:

The post holder must be able to effectively communicate and form strong working relationships with all disciplines of staff both within the acute hospital and the community, including: 
· Patients/carers/relatives

· Ward based multi-disciplinary staff

· Community matrons 

· Community nurses

· Community hospital staff
· Community services managers 

· Adult health and social care

· Community hospitals 

· Out of hours services 
· GPs 

· Complex care teams

· Care direct plus

· Devon partnership Trust 

· Independent sector

· Voluntary sector

· Hospice 
Dimensions:

The post holder is part of a multi-disciplinary Health and Social care team with different professional qualifications. The post holder may be required to undertake specialist nursing skills/assessments.

The service may require the post holder to work autonomously on weekends and evening rotas.
The post will involve the supervision of junior qualified staff, discharge facilitators and/or undergraduate students. 
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Single point of access clinical lead 
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Key Result Areas/Principal Duties and Responsibilities:

Communication and Relationship Skills 
· To sensitively communicate with patients, relatives and carers.
· To communicate well with professional partners to ensure patient care is a focal and managed effectively.

· To promote positive attitudes, mutual understanding and collaboration between hospital staff and community staff involved in the discharge process, and act as the patients advocate to access appropriate resources. 
· Effective specialist communication, liaison and advice with primary and secondary health care workers.
· To educate and promote good communication between disciplines, by providing information and advice in relation to the discharge process.
· To maintain accurate patient records on care first 6, the patient transfer system and compass. 
· Acts at all times in a manner which illustrates compassion, respect for privacy, dignity and confidentiality.
· This role requires excellent communication skills, written, the use of IT and in particular excellent telephonic skills. 
Knowledge training and experience
· Experience working in the acute or community setting.
· A good understanding of the services available across eastern Devon. 
Analysis and judgement
· Completing complex assessments to interpret information and use professional judgement to decide upon a course of action/plan of care for the patient. 
· Analyse and interpret patient clinical information obtained in patient assessments and seek information from the multidisciplinary teams to formulate future care plans and meet health needs. 
· Apply specialist clinical reasoning skills after assessment to decide appropriate treatment plan and approach.

· Undertake risk assessments, using specialist clinical judgement.
Responsibility for patient and client care

· Manage own complex caseload to a high standard without day to day supervision.

· Prioritise and assess patients referred, taking an evidence- based and reflective practice approach.
· Maintain accurate and timely patient records and reports using agreed standard formats. 

· Facilitate the discharge process as appropriate. 

· Be professionally accountable for all aspects of your own work, within the context of an autonomous practitioner.
Planning and organisational skills
The post holder will be expected to:
· Triage and prioritise referrals coming into the single point of access.
· Be able to delegate workload to junior members of staff and to organise and prioritise own. workload, taking into account external pressures.

· Co-ordinate with other providers, where appropriate, regarding care provision.
· Use effective and efficient leadership and management skills. 
Physical Effort 

· Daily work involves frequent sitting/standing, and walking around the Royal Devon and Exeter hospital.

· Requirement to assess patients within a variety of locations.

· Continuous VDU use.
Responsibility for policy and service development 

· To participate in clinical governance activities which include clinical audit, research, clinical supervision, service review, and annual appraisal schemes. 

· To keep up to date with national audit and policy change. 
· To contribute to service developments

· Maintain Trust Standards of Clinical Governance.

· Maintain Professional Standards of Practice.

Financial and physical resources

· The post holder is not a budget holder. 

· The post holder will be required to support the commissioning and planning of care in the community taking into account budgetary constraints.
· Ensure the efficient use of resources.
Responsibility for other staff

· The post holder will have a direct supervisory role and line management responsibility for junior members of staff.

· The post holder will be required to mentor new members of staff joining the single point of access.

· Teaching and training new members of staff will be a major responsibility of the role.
Responsibility for research and development 

· Demonstrate commitment and work regularly with senior colleagues to develop further expertise in developing own and team research skills and future evidence-based nursing practice; contribute towards the audit process and policy formation.  
· Participate in the revalidation process.

· Adhere to the NMC code of conduct. 
Decision making 
· Works autonomously, manages own time, manages own patient caseload and the team’s caseload in the community.
· Works within codes of practice and professional guidelines.
· Responsible to take decisions alone when necessary.

· Adhere to the single point of access standard operating procedure.
Mental effort
· Concentration required when completing referrals.
· Working under pressure to clinically triage patients and formulate a plan of care in line with the key performance indicators. 
· Liaise with and develop effective partnerships with a wide range of individuals and organisations in the statutory, voluntary and private sectors, in relation to patients with complex and/or long-term conditions.  
· The post holder will be required to work of a 7-day period.  

Emotional effort 
· Communicating with distressed, anxious, worried patients/relatives or with challenging personalities within the staff teams.
· Formulating discharge plans for patients at the end of their life, patients with chronic conditions, and with complex needs.

· Frequently deals with and copes with areas of complexity and conflict
· Occasional exposure to verbal aggression.
Other Responsibilities:
· The post holder is required to take part in regular performance appraisals.
· To undertake any training required in order to maintain competency.

· 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.

THE TRUST - PURPOSE AND VALUES

We are committed to serving our community by being a high-quality specialist Hospital with consultant-led services.  We aim to co-ordinate our services with primary and community care, and to develop a limited number as Sub-Regional Referral Centres with appropriate levels of research, development and educational involvement.  Where appropriate, and consistent with our services, we may provide services aimed at preventing disease and debilitation.

We aim to make all our services exemplary in both clinical and operational aspects.  We will show leadership in identifying healthcare needs to which we can respond and in determining the most cost-effective way of doing so. We will share our knowledge with neighbouring healthcare agencies and professionals.

We recruit competent staff whom 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. 

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, the Trust reserves 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.

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.

The post holder is expected to comply with Trust Infection Control Policies and conduct him/her at all times in such a manner as to minimise the risk of healthcare associated infection.
PERSON SPECIFICATION
 
POST : Band 6 Single point of access registered nurse
	REQUIREMENTS
	At Recruitment
	At PDR

	QUALIFICATIONS/SPECIAL TRAINING :
· Registered nurse, Degree level or equivalent experience/qualification. 
· Evidence of experience working in the community or acute setting

· Leadership and Management qualification or commitment to work towards
· Evidence of personal development through relevant accredited courses


	E

E

         D
         E
	E

E
        D
        E  

	KNOWLEDGE/SKILLS:
· Extensive knowledge of the current national agendas and policy objectives 
· Specialist clinical triage skills

· Leadership and management skills/ experience or commitment to gaining

· Computer skills 

	         E
 D

 D

E
	E
D

        D

E

	EXPERIENCE:
· Relevant experience 
· Experience of monitoring and supervising staff

	E

D


	E

D


	PERSONAL REQUIREMENTS:
· Sound clinical leadership skills and decision-making capabilities. 
· Ability to supervise the work, motivate and support development of junior staff and students. 
· Excellent communication skills.

· Ability to problem solve

· Excellent computer skills 

· Able to prioritise workload

· Good time management skills 

	E
E
E

        E

        E
         E

         E

	E
E

E

        E

E
E

E


	OTHER REQUIREMENTS:

The post holder must demonstrate a positive commitment to uphold diversity and equality policies approved by the Trust.

Ability to travel to other locations as required

Supporting employee health and well-being.


	E

E
E

	E

E

E


* Essential/Desirable

	Hazards within the role, used by Occupational Health for risk assessment

	Laboratory Specimens

Proteinacious Dusts
	
	Clinical contact with patients
	
	Performing Exposure

Prone Invasive Procedures
	

	Blood/Body Fluids
	
	Dusty Environment
	
	VDU Use
	X

	Radiation
	
	Challenging Behaviour
	X
	Manual Handling
	

	Solvents
	
	Driving
	
	Noise
	X

	Respiratory Sensitisers
	
	Food Handling
	
	Working in Isolation
	



JOB DESCRIPTION

JOB DETAILS


Job Title:
Occupational Therapist Single Point of Access

Band:



Band 6

Responsible To:

Band 7 Clinical lead 

Accountable To:

Single Point of Access Manager 

Department/Directorate:      Community services 

Job Purpose:

The post holder is responsible for the specialist triage of a patient’s needs prior to discharge from hospital, for developing and ensuring the implementation of specific plans of care, and for liaising with staff to facilitate the discharge/transfer of the patient to a variety of settings, using a strengths based approach and in a safe and timely manner.

The post holder is also responsible for the specialist triage of patients in a community setting to avoid a hospital admission and to ensure a patient is cared for safely in their own home.

The post-holder is responsible for his/her own workload within the single point of access for the assessment and treatment of patients on a day to day basis. 

Deputise for the Clinical lead in their absence.

Key Working Relationships:


The post holder must be able to effectively communicate and form strong working relationships with all disciplines of staff both within the acute hospital and the community, including: 

•
Patients/carers/relatives

•
Ward based multi-disciplinary staff

•
Community matrons 

•
Community nurses

•
Community hospital staff

•
Community services managers 

•
Adult health and social care

•
Community hospitals 

•
Out of hours services 

•
GPs 

•
Complex care teams

•
Care direct plus

•
Devon partnership Trust 

•
Independent sector

•
Voluntary sector

•
Hospice 

Dimensions:

The post holder is part of a multi-disciplinary Health and Social care team with different professional qualifications. The post holder may be required to undertake specialist therapy skills/assessments.

The service may require the post holder to work autonomously on weekends and evening rotas.

The post will involve the supervision of junior qualified staff, discharge facilitators and/or undergraduate students. 

.
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Community services manager


Single point of access service manager


Single point of access clinical lead


             Band 6 single point                 Band 6 single point                           


            of access, Registered                     of access,


                       nurses                         Occupational/Physio 

                                                                   therapist                                

Key Result Areas/Principal Duties and Responsibilities:

Communication and Relationship Skills 

•
To sensitively communicate with patients, relatives and carers.

•
To communicate well with professional partners to ensure patient care is a focal and managed effectively.

•
To promote positive attitudes, mutual understanding and collaboration between hospital staff and community staff involved in the discharge process, and act as the patients advocate to access appropriate resources. 

•
Effective specialist communication, liaison and advice with primary and secondary health care workers.

•
To educate and promote good communication between disciplines, by providing information and advice in relation to the discharge process.

•
To maintain accurate patient records on care first 6, the patient transfer system and compass. 

•
Acts at all times in a manner which illustrates compassion, respect for privacy, dignity and confidentiality.

•
This role requires excellent communication skills, written, the use of IT and in particular excellent telephonic skills. 

Knowledge training and experience

•
Experience working in the acute or community setting.

•
A good understanding of the services available across eastern Devon. 

Analysis and judgement

•
Completing complex assessments to interpret information and use professional judgement to decide upon a course of action/plan of care for the patient. 

•
Undertake a comprehensive, holistic clinical assessment of patients presenting with complex multi-factorial problems using specialist analytical skills and clinical reasoning. At times the patients will have highly complex needs.

•
Apply specialist clinical reasoning skills after assessment to decide appropriate treatment plan and approach.

•
Undertake risk assessments, using specialist clinical judgement.

•
Analyse and interpret patient clinical information obtained in patient assessments and seek information from the multidisciplinary teams to formulate future care plans and meet health needs. 

Planning and organisational skills

The post holder will be expected to:

•
Triage and prioritise referrals coming into the single point of access.

•
Be able to delegate workload to junior members of staff and to organise and prioritise own. workload, taking into account external pressures.

•
Co-ordinate with other providers, where appropriate, regarding care provision.

•
Use effective and efficient leadership and management skills. 

Physical Effort 

•
Daily work involves frequent sitting/standing, and walking around the Royal Devon and Exeter hospital.

•
Occasional requirement to assess patients within a variety of locations.

•
Continuous VDU use.

Responsibility for patient and client care

•
Manage own complex caseload to a high standard without day to day supervision.

•
Prioritise and assess patients referred, taking an evidence- based and reflective practice approach. 

•
Maintain accurate and timely patient records and reports using agreed standard formats. 

•
Facilitate the discharge process as appropriate. 

•
Be professionally accountable for all aspects of your own work, within the context of an autonomous practitioner.

Responsibility for policy and service development 

•
To participate in clinical governance activities which include clinical audit, research, clinical supervision, service review, and annual appraisal schemes. 

•
To keep up to date with national audit and policy change. 

•
To contribute to service developments

•
Maintain Trust Standards of Clinical Governance.

•
Maintain Professional Standards of Practice.

Financial and physical resources

•
The post holder is not a budget holder. 

•
The post holder will be required to support the commissioning and planning of care in the community taking into account budgetary constraints.

•
Ensure the efficient use of resources.

Responsibility for other staff

•
The post holder will have a direct supervisory role and line management responsibility for junior members of staff.

•
The post holder will be required to mentor new members of staff joining the single point of access team.

•
Teaching and training new members of staff will be a major responsibility of the role.

Responsibility for research and development 

•
Demonstrate commitment and work regularly with senior colleagues to develop further expertise in developing own and team research skills and future evidence based practice; contribute towards the audit process and policy formation.  

•
Maintain an up to date knowledge of all areas of clinical practice using a variety of CPD methods and to maintain a CPD portfolio

•
Adhere to HCPC professional standards of practice.

•
Be professionally accountable for all aspects of your own work, within the context of an autonomous practitioner.

Decision making 

•
Works autonomously, manages own time, manages own patient caseload and the team’s caseload in the community.

•
Works within codes of practice and professional guidelines.

•
Responsible to take decisions alone when necessary.

•
Adhere to the single point of access standard operating procedure.

Mental effort

•
Concentration required when completing referrals.

•
Working under pressure to clinically triage patients and formulate a plan of care in line with the key performance indicators. 

•
Liaise with and develop effective partnerships with a wide range of individuals and organisations in the statutory, voluntary and private sectors, in relation to patients with complex and/or long term conditions.  

.

Emotional effort 

•
Communicating with distressed, anxious, worried patients/relatives or with challenging personalities within the staff teams 

•
Formulating discharge plans for patients at the end of their life, patients with chronic conditions, and with complex needs.

•
Frequently deals with and copes with areas of complexity and conflict.

•
Occasional exposure to verbal aggression.

Other Responsibilities:

•
The post holder is required to take part in regular performance appraisals.

•
To undertake any training required in order to maintain competency.

•
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.

THE TRUST - PURPOSE AND VALUES

We are committed to serving our community by being a high quality specialist Hospital with consultant-led services.  We aim to co-ordinate our services with primary and community care, and to develop a limited number as Sub-Regional Referral Centres with appropriate levels of research, development and educational involvement.  Where appropriate, and consistent with our services, we may provide services aimed at preventing disease and debilitation.

We aim to make all our services exemplary in both clinical and operational aspects.  We will show leadership in identifying healthcare needs to which we can respond and in determining the most cost-effective way of doing so. We will share our knowledge with neighbouring healthcare agencies and professionals.

We recruit competent staff whom 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. 

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, the Trust reserves 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.

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.

The post holder is expected to comply with Trust Infection Control Policies and conduct him/her at all times in such a manner as to minimise the risk of healthcare associated infection.

PERSON SPECIFICATION

(POST ATTRIBUTES)

	
	
	

	REQUIREMENTS

	At Recruitment
	At PDR

	QUALIFICATIONS/SPECIAL TRAINING :

•
Degree or graduate diploma in occupational therapy/physiotherapy.

•
HCPC registration.

•
Evidence of experience working in the community or acute setting.

•
Evidence of personal development through relevant accredited courses.
	E

E

E

D
	E

E

E

D

	KNOWLEDGE/SKILLS:

•
Extensive knowledge of the current national agendas and policy objectives.

•
Specialist clinical triage skills.

•
Leadership and management skills/ experience or commitment to gaining.

•
Evidence of continual professional development. 

•
Computer skills.
	E

D

D

E

E
	E

D

D

E

E

	EXPERIENCE:

•
Appropriate clinical experience and competence in a relevant clinical setting.

•
Experience of monitoring and supervising staff
	E

D
	E

D

	PERSONAL REQUIREMENTS:

•
Sound clinical leadership skills and decision making capabilities. 

•
Good time management skills.

•
Good organisational skills.

•
Excellent communication skills.  
	D

E

E

E
	D

E

E

E

	OTHER REQUIREMENTS:

The post holder must demonstrate a positive commitment to uphold diversity and equality policies approved by the Trust.

Ability to travel to other locations as required

Supporting employee health and well-being.
	E

E

E
	E

E

E

	
	
	


	Hazards within the role, used by Occupational Health for risk assessment

	Laboratory Specimens

Proteinacious Dusts
	
	Clinical contact with patients
	
	Performing Exposure

Prone Invasive Procedures
	

	Blood/Body Fluids
	
	Dusty Environment
	
	VDU Use
	X

	Radiation
	
	Challenging Behaviour
	X
	Manual Handling
	

	Solvents
	
	Driving
	
	Noise
	X

	Respiratory Sensitisers
	
	Food Handling
	
	Working in Isolation
	X











