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JOB DETAILS

Job Title:
Community Health and Social Care/Rota Co-ordinator
 

Band:



4
 
 

Reports to:


Urgent Care Response Support Worker Team Manager

Accountable to:

Community Services Manager

Department / Directorate:
Community - Health and Social Care

JOB PURPOSE:
1) Responsible for the referral and coordination of urgent care response services – coordinate detailed referrals from Health & Social Care professionals, communicate and answer queries from all disciplines.

2) Responsible for the coordination of the Urgent Community Response Support workers using the EPIC system to produce rotas. 

3) To support the Community Health and Social Care Team members in the utilisation of a range of “case finding tools”.  These tools will help identify people at risk of loss of independence, potential risk of unnecessary admission to hospital or longer term care.
4) To be a central co-ordination point for the local multi-disciplinary activity, including the facilitation of the “core group” function.  The post-holder will do this by co-ordination of regular meetings, maintenance and active progressing of active cases with all team members.

5) To be responsible for a high quality customer service function in recording contact information, supporting the initial prioritisation of contacts, subsequent feedback and on-going liaison with referrers and relevant others.

6) To maintain IT based information systems and take a key responsibility for the production of key performance data.  High levels of typing skills and IT skills involving extensive experience of Microsoft Office including Work, Excel and Outlook is required.
KEY WORKING RELATIONSHIPS:
· GP’s and primary care teams.
· Community Nurses & Matrons.
· Urgent Community Response team members. 

· Social Care professionals.

· Therapy staff.

· Domiciliary Pharmacists.

· Volunteer Co-ordinators.

· Specialist OPMH staff.

· Community Hospital.

· Care Homes.

· General public.

· Secondary Care.

· Patients/Service users and carers.

· Westcountry Ambulance Service.
· Out-of-Hours Doctors and nursing services.

DIMENSIONS:
· This post works closely with Co-ordinators from other Health and Social Care Teams.

· Line Management responsibilities for administrative support staff.

· No budget responsibilities.

ORGANISATIONAL CHART:
	Community Nurse Team Manager


↓

	Urgent Care Response Support Worker Team Manager


↓

	Locality Business Manager 


↓

	Hospital Administrator
↓
This Post


KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES:
Principal duties and responsibilities:
1. Responsibility for taking urgent care referrals and activating these services within the specified response time.

· Take referral information in a consistent manner, gathering additional information, arranging assessment, initiate and coordinate care with feedback to referrers – referrals received will support admission avoidance , early supported discharges, night sits and  continuing healthcare
2. Responsible for the coordination of the Urgent Community Response Support Workers.

· Using EPIC to produce a rota for the support workers on a rolling basis when taking new referrals, ensuring patient flow from the acute and community hospital sites. 

· Liaising with the support workers around changes to their rotas.

· Acting on feedback from the support workers re patient care and liaising with wider multidisciplinary team to ensure patient safety.

· Supporting the Urgent Community Response clinicians with the patient safety handover. 
· Work on a rotational basis to cover weekends and bank holidays. 
3. Utilisation of a range of “case finding tools”
· Collation and assimilate the case finding tools available to the local community to identify people for proactive input from the local Complex Care Team.
· Work in partnership with local primary care teams and specialist staff groups in recording and using information effectively.

4. The central co-ordination point for the local mutli-disciplinary activity, including the facilitation of the “core group” function.
· Co-ordination of the regular (weekly) core groups, recording of core group actions.  Circulation of outcomes to relevant staff and/or relevant organisations.

· Preparation of core group discussions by establishment of service history and involvement of other agencies for identified cases.

· Follow-up outstanding activities with non-attending team members and feedback on cases where appropriate.

5. High quality customer service function in co-ordination of contact and CCT outcome information.

· The provision of timely and effective co-ordination of contacts for the local complex care team, working closely with other parts of the cluster team using the single assessment process.

· The recording of contacts in a consistent manner by completion of a contact assessment where appropriate.  This may involve face-to-face contact at the office and taking contacts from other agencies.

· Identify urgent assessments that need action, alert and liaise with local ACS Team Managers/Community Nurse Team Manager or Therapy Manager.

· The effective signposting of contacts to other agencies or sources of help as appropriate.

· To provide feedback to referrers about the outcomes of contacts and assessments in accordance with the agreed quality standards.

6. Maintenance of IT based information systems and responsibility for key performance data.
· To ensure the IM&T requirements for recording complex care team activity are adhered to in collaboration with other team members.

· Accurate maintenance of local IM&T solution for the allocation and updates to person held records within the complex care team area.

· To provide key performance/activity data within the local complex care team (for example POPPs related activity/waiting list data/VHIUs numbers)

7. Other Responsibilities:
· To record, send and store information in line with the Data Protection Act and Caldicott principles.

· To act at all times in an anti-discriminatory manner.

· To be able to plan and respond to workload according to operational priorities.

· To support the delivery of these functions across wider cluster (s) areas where necessary.

· To provide appropriate support and facilitation to local panel processes as required within countywide development.

· To assist in maintaining local intermediate care records and systems as necessary, producing performance information as required.

· To maintain timely and accurate information on local intermediate care, hospital and other relevant service information to support access to urgent care resources.

· To participate in the induction of new staff to the cluster team.

· To line manage administrative support staff.
· To take part in regular performance appraisal

· To undertake any training required in order to maintain competency including mandatory training.
· To contribute to and work within a safe working environment 
· To adhere to the RD&E/DCC policies and procedures.

· Ensure safe practice to minimise the risks of infections to patients and staff in accordance with National and Trust policy, in particular be aware of their responsibilities as listed in the Infection Control Operational Policy.

This job description will be subject to review in the light of changing circumstances and may include other duties and responsibilities as determined by the appointing officer or his/her designated officer in consultation with the job holder.

THE TRUST – Purpose and Values
We are committed in 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 Centre 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 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 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.
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.
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 the Trust Infection Control Policies and conduct at all times in such a manner as to minimise the risk of healthcare associated infection.
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PERSON SPECIFICATION
(Post Attributes)
POST:  Community Health and Social Care Co-ordinator
BAND: 4
	REQUIREMENTS
	At 

Recruitment
	At PDR

	QUALIFICATIONS / TRAINING
Good general education.

Able to demonstrate a good command of English language, verbal and written.

Knowledge of office administration/customer services acquired through training or experience to Diploma level or equivalent qualification.

Knowledge of Health and Social Care administration and processes.
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E
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	KNOWLEDGE / SKILLS
Accurate keyboard skills.
Word processing.

Microsoft Excel or equivalent.

Knowledge of CareFirst 6 system.
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D
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	EXPERIENCE

Internet and e-mail.

Excellent communication skills, verbal and written.

Clear legible handwriting.

Able to effectively prioritise workload in line with service requirements.

Able to demonstrate clear understanding of working with confidential information.

Able to work well in a team.

Experience of working in an office environment.
Experience/knowledge of issues of working with confidential information.

Knowledge/familiarity with medical terminology.

Experience of working with healthcare professionals/previous experience in the NHS.

Working in a busy and demanding environment.

Supervising staff.
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	PERSONAL REQUIREMENTS:
Enthusiastic and committed.

Able to work effectively in a busy environment.

Able to take direction.

Ability to communicate with all grades of clinical staff across a range of specialities.

Meticulous approach to accuracy and detail.

Flexible attitude to working and changes in practice.

Able to use own initiative within set boundaries

Pleasant and helpful telephone manner.
Able to maintain sound judgment under pressure.

Able to complete and record accurate information.

Able to manage/prioritise own workload.
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	OTHER REQUIREMENTS:
Willing to travel to other Community Health and Social Care sites.


	E

	E




* Essential/Desirable

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

	Laboratory Specimens 
	
	Clinical contact with Patients
	X
	Dealing with violence & aggression of patients/relatives
	

	Blood / Body Fluids
	X
	Dusty Environment
	
	VDU Use 
	X

	Radiation / Lasers
	
	Challenging Behaviour
	X
	Manual Handling
	X

	Solvents
	
	Driving
	X
	Noise / Vibration
	

	Respiratory Sensitisers
	
	Food Handling
	
	Working in isolation
	

	Cytotoxic Drugs
	
	Electrical work
	
	Night Working
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