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	Ein cyf / Our ref: 046/23/FOI 


	Dyddiad / Date: 30th May 2023


Please accept my sincere apologies for the delay. Further to your request for information dated 24th April 2023, I am pleased to provide the following response. 
Your request and our response:
Could you please forward any minutes or communication regarding when the temporary closure of Dyfi ward at Tywyn Hospital was discussed.
The decision for closure was taken on the basis of chronic sustained shortage of qualified staff, and high risk to patient and staff safety due to frequent numbers of uncovered shifts, resulting in unsafe staffing levels. Key discussions took place with Executive Directors, however, there were no formal minutes recorded. 
However, under our obligation to advise and assist, we can provide the following documents that were presented to Executive Directors for discussion. 
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We welcome correspondence through the medium of Welsh

Rydym yn croesawu gohebiaeth drwy gyfrwng y Gymraeg


_1746950025.pdf
Dolgellau and Tywyn Community Hospital Staffing: Executive Summary Update
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Situation

Background

Assessment

Community Services Operations Manager/Deputy Head of Nursing- Community Services
21.03.2023

Staffing at Ysbyty Dolgellau and Ysbyty Tywyn is currently in a critical position, there are a number of vacancies and sickness
absences within the Registered Nurse staff group which means that delivery of the inpatient service on both sites is currently
at risk.

Both Dolgellau and Tywyn currently have 11 inpatient beds, this has been reduced over recent years as a result of the staffing
situation. There are currently a high number of sickness and vacancies at both sites at present and recruitment has been
challenging historically. The | NN -t 7y\yn Hospital is due to finish on the 15™ of April 2023 and there aren’t
any opportunities for staff progression at the moment. The posts are being re-advertised at present however both sites are
heavily reliant on overtime to maintain inpatient service and there are a number of uncovered shifts coming up. Bank and on-
contract agency has been unsuccessful to date approval has been provided to advertise to off-contract agency up to the 30" of
April 2023 and a number of shifts have been picked up through this avenue now at a significant cost.

Inpatient Activity: Both Dolgellau and Tywyn currently have 11 inpatient beds, over the past 12 months they have had 147
(Dolgellau) and 84 (Tywyn) inpatients on site. 40.3% of patients admitted to Dolgellau Hospital live within the Dolgellau and
Barmouth area and 35.7% of patients admitted to Tywyn Hospital live within the Tywyn area. The majority of admissions to
Dolgellau Hospital are from BCU Acute sites and there is opportunity to transfer patients from Alltwen when required, the
majority of admissions to Tywyn Hospital are from Hywel Dda Health Board.






MFD: Dolgellau Hospital currently has 4 patients that are medically fit for discharge and Tywyn Hospital currently has 6 patients
that are medically fit for discharge. There are 2 patients between both sites awaiting residential placement who could be
supported by alternative arrangements e.g. Tuag Adref.

Workforce: Dolgellau hospital is currently staffed by a team of 30 nursing staff and health care assistants, 37% of which live in
Dolgellau itself, 47% live within the surrounding areas and travel approximately 30 minutes or less to work and the remaining
16% of staff live over 30 minutes away. Tywyn hospital is currently staffed by a team of 26 nursing staff and health care
assistants, 69% of which live in Tywyn itself, 23% live within the surrounding areas and travel approximately 30 minutes or less
to work and the remaining 8% of staff live over 30 minutes away. There are also admin, therapies, facilities and estates staff on

both sites. I e
I

Environment: Both Dolgellau and Tywyn Hospital inpatient wards have bronze ward accreditation. Tywyn inpatient ward has
recently been refurbished and is a more modern environment for patients. A full EQIA has been completed.

Timeline: Shifts at Dolgellau Hospital are currently covered through overtime up to the 6 of May 2023 and shifts in Tywyn
Hospital are covered up to the 17 of April 2023 and a solution would be required as of this date.

Finance: Overtime is currently being carried out by staff at Band 2, 3,4,5,6 and 7 to ensure cover at each site, from September
2022 and to date £62,612 was spent to manage the service. Off-contract agency has been secured to support and provide cover
for vacant shifts, in February £3432.00 was spent on Agency, there are 360 agency hours booked in March 2023 and 216 booked
in April 2023 to date and this is estimated to be a minimum cost of £10,000.

Recommendations Based on the assessment carried out the recommendation is to enact business continuity plans and consolidate resources at
one Community Hospital to continue delivery of safe inpatient care and to close one inpatient ward on a temporary basis of 6
months as of the 17*" of April 2023. This would ensure patients receive safe, quality and holistic care continuously and reduces
the risk of patients coming to catastrophic harm and would maintain staff wellbeing and safety.

Next Steps: e Adecision is required as to which site the inpatient ward would be located at.
e Relevant Executive staff to be briefed regarding situation.
e Communication plans for staff and CHC to be developed.






e Therapies and Estates/Facilities teams to be briefed.

CEVTATEANGEECT Il A tracker will be developed to monitor recruitment and situation will be monitored on a monthly basis through CMT and this
will feed into West IHC Leadership Team meeting. A further review and SBAR will be developed ahead of the end of the six
month period of this temporary closure.

Documents Full SBAR

a

SBAR for Dolgellau
and Tywyn Inpatien’

EQIA Assessment

a W

Equality Impact Equality Impact
Assessment Screenir  Assessment Part 2.d:

Options Summary:

Summary of
options.xlsx
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Dolgellau and Tywyn Community Hospital Staffing- Update

Document Location
Document Folder Link

Authors I
Designation Community Services Operations Manager/Deputy Head of Nursing- Community Services
Date 21/03/2023
Sent to
Situation

Staffing at Ysbyty Dolgellau and Ysbyty Tywyn is currently in a critical position, there are a number of vacancies and sickness absences within the Registered
Nurse staff group which means that delivery of the inpatient service on both sites is currently at risk. Both sites are currently heavily reliant on overtime and
good will from staff to maintain safe staffing levels to ensure that patients receive appropriate care and don’t come to harm however this is unsustainable
long term. Authorisation was provided to cover shifts through off contract agency and shifts between the 10" of March 2023 and 30% of April 2023 have
been covered through this route. There is one outstanding shift at Tywyn Hospital requires cover during April with further shifts uncovered from the 1% of

May 2023.

Background

Dolgellau and Tywyn Hospital Background:

Both Dolgellau and Tywyn currently provide 11 inpatient hospital beds per site. There has been a reduction in the amount of beds available per site due to
current staffing and to maintain distance between beds as per infection prevention guidance as a result of the Covid 19 pandemic. The minor injuries unit on
both sites were closed at the beginning of the Covid pandemic to allow for staff to be re-deployed to the wards and for Dolgellau Hospital to become a red
hospital to manage those inpatients that tested positive for Covid 19, these staff have all now retired of left to a new post. Historically the hospitals were
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supported by 2 GP’s, one based in Tywyn that supported Tywyn Hospital and a second based in Dolgellau that supported Dolgellau Hospital however as the
GP in Tywyn has left both hospitals are supported by a local GP, based in Dolgellau. Regular ward rounds and MDT’s are held for both sites during the week.

Current staffing position:

To maintain the current occupancy of beds (or below) 5.64 WTE Registered Nurses are required per site, the current contracted staffing position for both sites
is as follows;

Band Dolgellau WTE Tywyn WTE
7 1.00 1.00
6 2.6 0.4
(0.8 OPD, 0.8 MIU + 1.0 Ward)

5 3.92 3.97
4 3.02 1

3 1.51 1.74
2 10.87 11.6

The current | -t Ty\wyn Hospital will be leaving her post on the 15" of April 2023, this staff member has requested to be released sooner

therefore there is a risk this post may be vacant from the 1 of April 2023. | IS
e

Sickness Position:

To safely manage 11 patients on the inpatient ward 5.68 WTE of registered nurses are required however due to the current sickness within the teams Dolgellau
Hospital is currently running on 4.08 WTE and Tywyn Hospital is running on 3.37 WTE, at present both hospitals are reliant on good will of staff who are
working additional hours, the ward manager working clinically for the majority of their hours and only having 1 Registered Nurse per site. The Community
Hospital Matron’s and Deputy Head of Nursing have also had to work clinical shifts to ensure safe staffing levels on the ward when shifts have been uncovered.
At present the sickness rate at Tywyn Hospital is 9.22%, this has decreased from 10.7% in February 2023 and at Dolgellau Hospital it is 10.41%, this has
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decreased from 11.53%, there are some existing long term sickness cases at both sites along with additional short term sickness within the teams.
Recruitment Position:

Recruitment for both sites has historically been challenging with recent adverts for vacant post being unsuccessful, recruitment attempts for both sites
continue. There have been adverts for Band 5 registered nurse posts as per the template on each site however as this was unsuccessful a review was conducted
and the posts were advertised as Band 6 with a hope to generate more interest within these roles however these has also been unsuccessful. The posts are
now being re-advertised for both sites. Should there be applicants for these posts the current aim is to interview and appoint before the end of March.
Current Vacancies:

These are the current/upcoming vacancies within each Hospital;

Tywyn Hospital:

Band WTE Vacancy
7 1.00
6 1.00
5 0.51

The budget for registered nursing staff at Ysbyty Tywyn is less than the required 5.68 WTE required to safely staff the ward as per the template therefore
there would be a further 1.2 WTE gap at Band 5 level required to effectively manage the service.

Dolgellau Hospital:

Band WTE Vacancy
5 33

Should these vacant posts in Dolgellau be filled the staffing would be compliant with the requirements for safe staffing on the ward. There is one member of
staff due to join the team at Dolgellau in April 2023 through streamlining however as per NMC guidance they will require a six month period of preceptorship
on the ward once started in post.
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All vacant posts are currently out to advert and there are interviews arranged for the Band 7 and Band 6 role at Tywyn Hospital on the 31 of March 2023.
The applicants for the Band 5 role were unsuitable and none had the required NMC registration, this post will be re-advertised.

Financial Position:

Overtime has been carried out over the last 12 months by staff at both Community Hospitals and this has been shared widely and been advertised through
bank. For the year to date staff at Dolgellau Hospital have worked 2244.5 hours of overtime and staff at Tywyn Hospital have worked 2230.5hours, between
the 12/03/23-08/04/23 both sites have 600 planned overtime hours scheduled to maintain the inpatient service, this may increase should there be further
sickness within the team. This is unsustainable long term and could lead to a negative impact on the health and wellbeing of the staff which would further
jeopardise the safe delivery of the service. The above overtime since September 2022 has incurred a cost of £62,612.00 and is anticipated to be higher at the
end of the financial year, this is not sustainable long term given current financial pressures faced by the health board.

Agency:

Attempts have been made to cover the vacant shifts through on-contract vacancy which have been unsuccessful to date. Approval has been granted to
advertise shifts to off contract agency up to the 30™ of April 2023 and a number of shifts have now been covered. The inpatient service at Tywyn Hospital is
heavily reliant on off-contract agency and there is a risk from the 1% of May 2023 as approval hasn’t been granted from this date.

Assessment

Due to the current risk regarding staffing an assessment of inpatient activity, the workforce, environment and financial elements has been carried out to
assess the situation and produce recommendations to ensure patient safety.

Inpatient Activity:

Dolgellau and Barmouth Hospital serves a population of 5221 and Tywyn Hospital serves a population of 3264 and both offer a wide range of services. In 2021
and 2022 the following number of admissions were received per site;
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Site Year | Jan | Feb | March | April | May | June | July | August | September | October | November | December | Total
2022 | 32 | 21 15 7 8 12 5 8 12 8 9 10 147
Dolgellau | 2021 | 20 | 19 19 17 17 | 10 9 9 16 13 7 20 176
2022| 9 | 3 8 8 7 10 | 10 8 10 5 3 2 83
Tywyn [2021]| 10 | 8 7 8 7 8 7 10 11 6 13 5 100
The length of stay for these patients are as follows;
Inpatient Activity (Length of stay per month)
Site Year | Jan | Feb | March | April | May | June | July | August | September | October | November | December | Total
2022 | 402 | 317 | 223 282 | 369 | 515 | 172 | 461 279 210 455 315 4000
Dolgellau | 2021 | 10 | 388 | 303 283 | 225 | 286 | 341 748 49 353 232 422 3640
2022 | 402 | 317 | 223 457 | 316 | 337 | 236 | 317 333 238 321 261 3758
Tywyn | 2021 | 258 | 227 | 401 464 | 375 | 264 | 334 165 374 152 481 137 3632

During 2022 40.3% of patients admitted to Dolgellau Hospital lived locally to the Dolgellau and Barmouth Area, 3.2% of patients admitted lived in Tywyn and
the remaining 56.5% of patients were from other areas and were admitted to Dolgellau Hospital to support flow. During 2022 53.6% of patients admitted to
Tywyn Hospital were local the Tywyn Area, 35.7% of patients were from the Dolgellau area and the remaining 10.7% of patients were from other areas and
were admitted to Tywyn Hospital to support flow. Admissions to Tywyn Hospital are primarily from Bronglais Hospital in Aberystwyth.

Medically Fit for Discharge:

Between June 2021 and December 2022 both hospitals had the following number of patients that were medically fit for discharge however remained in
hospital awaiting placement, package of care or other support to facilitate their discharge.

MFD Trends (per month) ‘

Site Year | Jan | Feb | March | April | May | June | July | August | September | October | November | December | Total
Dolgellau | 2022 | 4 4 4 6 8 4 4 7 4 0 5 2 52
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2021 1 2 | 7 7 10 2 9 7 45
2022 | 21| 12 | 10 5 8 5 | 8 0 3 0 3 3 78
Tywyn | 2021 1 4 | 4 3 8 2 6 3 31

Dolgellau Hospital currently has 4 patients that are medically fit for discharge and Tywyn Hospital currently has 6 patients that are medically fit for discharge,
a summary is included below;

Delay Reason \ Dolgellau Tywyn
Nursing Home Placement 2 2
Residential placement 1 1
MDT 2
Installation of Equipment 1
Other 1 (awaiting outcome of court case)

Workforce:

Dolgellau hospital is currently staffed by a team of 30 nursing staff and health care assistants, 37% of which live in Dolgellau itself, 47% live within the
surrounding areas and travel approximately 30 minutes or less to work and the remaining 16% of staff live over 30 minutes away.

Tywyn hospital is currently staffed by a team of 26 nursing staff and health care assistants, 69% of which live in Tywyn itself, 23% live within the surrounding
areas and travel approximately 30 minutes or less to work and the remaining 8% of staff live over 30 minutes away.

A breakdown for both sites is included below;

. Dolgellau Tywyn
Location Total
Band 7 | Band 6 | Band5 | Band4 | Band3 | Band2 [ Band 7 | Band 6 | Band 5 | Band 4 | Band 3 | Band 2
Willenhall 1 1
Fairbourne 1 1 2
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Harlech 1 1 2
Blaenau Ffestiniog 1 1 1 3
Tywyn 1 2 4 0 1 11 19
Dyffryn Ardudwy 1 1
Bala 2 1 1

Barmouth 1 1 3 1 6
Dolgellau 2 1 1 7 1 1 3 16

Aberdovey 1

Llanffestiniog

Total 1 2 5 3 4 15 1 3 5 2 1 14 56

There are also therapy, catering, Portering and admin staff at both sites that would need to be considered in relation to any recommendations.

Leadership support is required for both sites I I
™ I

Environment

There has been recent investment into the development and refurbishment of the inpatient ward at Tywyn Hospital and the environment is modern and
versatile, there is space to accommodate a maximum of 16 beds within the ward. The current model is based on 11 beds due to staffing. Dolgellau Hospital’s
establishment has historically been 20 however has reduced over recent years due to staffing constraints. Both of the inpatient wards at Ysbyty Dolgellau and
Ysbyty Tywyn have achieved Bronze Ward Accreditation and achieved good standards for the environment, quality and communication in line with BCUHB
guidance. BCUHB accreditation now requires an adequate number of staff trained to support student nurses in clinical practice, the current target is 65%
however both sites are currently below this target and due to the staffing pressures it is not possible to release staff to complete training at present.

A full EQIA has been carried out to assess the environmental and socio-economic impact on patients and staff.
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Equality Impact Equality Impact
Assessment Screenir Assessment Part 2.d.

Timeline:

At present all shifts are covered in Tywyn Hospital for March and April 2023 except for 1 x day shift on the 17" of April, efforts are being made to cover this
shift. There are a number of shifts uncovered as of the 1° of May 2023 due to sickness and the Ward Manager leaving on the 15" of April 2023, this doesn’t
take into account any further sickness episodes.

For Dolgellau hospitals all shifts are covered up until the 6™ of May 2023 2023. Should there be further sickness within this period there will be a risk to the
team’s ability to cover as all staff have already committed to overtime hours.

Finance:

Overtime is currently being carried out by staff at Band 2, 3,4,5,6 and 7 to ensure cover at each site, from September to date £62,612.00 was spent to
manage the service. Off-contract agency has been secured to support and provide cover for vacant shifts, in February £3432.00 was spent on
Agency, there are 360 agency hours booked in March 2023 and 216 booked in April 2023 to date and this is estimated to be a minimum cost of
£10,000.

Recommendations

Based on the assessment carried out the recommendation is to enact business continuity plans and consolidate resources at one Community Hospital to
continue delivery of safe inpatient care and to close one inpatient ward on a temporary basis of 6 months as of the 17* of April 2023. This would ensure
patients receive safe, quality and holistic care continuously and reduces the risk of patients coming to catastrophic harm and would maintain staff wellbeing
and safety. The benefits and disadvantages for each site are detailed below and discussion is welcomed to reach a decision on where to consolidate resource
should this recommendation be approved by the directors.

Option A: Consolidate resource at Dolgellau Site
February 2023 Page 8 of 14
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Should resources be consolidate at the Dolgellau Site the ward could increase to 15 beds and all shifts would be covered by contracted staff from both sites.

The benefits of maintaining the inpatient service at Dolgellau Hospital include;

Continued inpatient capacity for patients discharged from both Ysbyty Gwynedd and Wrexham Maelor acute sites.

Recruitment opportunities in Dolgellau offer more prospects due to distance to local town e.g. Blaenau, Porthmadog, and Bala.

Ability to continue and transfer patients on the border between Alltwen and Dolgellau to maintain patient flow.

Less nursing staff would need to increase their travel distance to work at Dolgellau site and as the majority of staff that would need to travel are based
in Tywyn this would make it easier to arrange travel through lease car, mini bus etc. and reduce the cost rather than having to pay individual travel
expenses at a rate of £0.45 per mile.

Due to the recent renovations at Tywyn Hospital this environment lends itself better to be utilised for other services e.g. UPCC and treatment rooms
at Tywyn Hospital.

The GP currently providing medical support at both hospitals is based in Dolgellau and therefore managing the service within Dolgellau Hospital would
save time and money on travel for the doctor.

The disadvantages of mainitaing the inpatient service at Dolgellau Hospital include;

Patients from the Tywyn area would be receive their care further from home and their friends and families will need to travel to visit however there
are public transport links to enable this for those that don’t drive.

The age profile of the staff at Tywyn is higher and those at retirement age may decide to retire which could reduce the workforce.

There will be a political impact in the Tywyn area, and this will increase frustrations related to the availability of services within the area.

Dolgellau Hospital’s inpatient ward is not as modern as the environment in Tywyn Hospital.

Option B: Consolidate resources at Tywyn Site

Should resources be consolidate at the Tywyn Site the ward could increase to 15 beds and all shifts would be covered by contracted staff from both sites.

The benefits of maintaining the inpatient service at Tywyn Hospital include;
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e The ward environment at Tywyn Hospital is a more modern setting which may be more comfortable for staff and patients.
e The local community would continue to have access to health services in the area.
e Workforce retention of existing staff may be improved.

The disadvantages mainitaing the inpatient service at Tywyn Hospital include;

e The majority of patients admitted to Tywyn Hospital are referred from Bronglais Hospital that forms part of the Hywel Dda Health board and this may
have a more detrimental impact on capacity for patients requiring admission from Ysbyty Gwynedd and Wrexham Maelor.

e Recruitment in Tywyn is more challenging and the same cohort of people living in surrounding times may not apply for posts due to additional travel
time.

e |t would be more challenging to transfer patients from Alltwen to maintain flow due to the increased distance.

e More nursing staff would be impacted by additional travel time to get to and from work resulting in increased costs for expenses, the staff working in
Dolgellau are from a range of different areas and it would be more difficult to arrange pool cars, mini bus etc. for the staff travelling to Tywyn.

e To utilise the Dolgellau inpatient ward for other purposes to deliver alternative services would incur a cost to the health board.

e The GP covering Tywyn Hospital would continue to need to travel and the frequency they are required to travel may increase.

e There will be a political impact in the Dolgellau area.

e Patients from the Dolgellau area would be receive their care further from home and their friends and families will need to travel to visit however there
are public transport links to enable this for those that don’t drive.

Summary of Options:

Option A and Option B offer a total of 15 beds, this would be a reduction of six compared to the present 22 (11 per site) however would mean the continuation
of inpatient care in the area and compliance with safe care standards. The loss of beds could be mitigated through expansion of the Tuag Adref service in the
area utilising some of the existing contracted Band 2 as there would be an over establishment should both wards be consolidated, there are 7 patients at

present between both hospitals awaiting POC and placement in a residential bed that Tuag Adref could support, Tuag Adref could also support admission
avoidance

There would be a cost of approximately £10,000-£15,000 associated with acquiring pool cars to support with travel between sites for this period however
there would be a saving on overtime and other resources that could mitigate for this.
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An overview of the options recommended is included below;

Summary of Options

. . Option A: Option B:
Activity Measure Dolgellau Hospital | Tywyn Hospital Comments
Number of beds
available if The maximum number of beds that could be staffed with workforce resource at
inpatient ward 15 15 present would be 15 at both sites. Further recruitment would be required to
consolidated at increase.
I . site;
npa.tlfent Bronglais
Activity .
BCUHB Acute Sites (Hywel Dda
Where are patients (YG+WXM) Health Board) The majority of patients admitted to Tywyn Hospital are from Bronglais Hospital
admitted from Alltwen BCU Acute sites which forms part of the Hywel Dda Health Board at present.
Community step up | Community step
up
Number of MFD
patients that could
MED be discharged and 1 1
supported by Tuag
Adref if service
expanded
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Five members of staff currently working at Tywyn Hospital lives in Dolgellau whose
travel time would be reduced.

. 30 26
staff impacted One member of staff currently working at Dolgellau Hospital lives in Tywyn whose
travel time would be reduced.
Number of other ) . . L . . -
staff impacted. tbhc tbhc Confirmation required regarding impact on therapies and portering/facilities staff.
Workforce Vacancies at Dolgellau Hospital are all Band 5 and should posts be appointed to
. would ensure site is compliant with template of 5.68.
Current vacancies
(WTE) 33 2.51
Vacancies at Tywyn Hospital are a mix of Band 7, Band 6 and Band 5. If all posts are
appointed site would not be compliant with template of 5.68
Weard Managerin Yes Yes* |
post
Deputy Ward Ves No
Manager in post
Sickness % 10.41% 9.22% This is a mixture of long term and short term sickness absences at both sites.
Environment | Ward Accreditation Bronze Bronze Although both sites have Bronze accreditation the ward at Tywyn Hospital is a

newer environment due to recent refurbishment

February 2023
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. Shifts uncovered 17t of April If ward staff were consolidated all shifts would be covered from the 17th of April
Timeline 6th of May 2023
from 2023 2023 onwards.
Overtime cost
(September-to £26,351.00 £36,261.00 Additional overtime costs expected up to the end of April 2023.
Finance date)
£10,000-
Cost of pool cars £10,000-£15,000 £15,000
Outpatients Yes Yes
Activity *Opportunity to develop treatment room in conjunction with primary care at
MIU No No* . , ) . .
Remaining on Tywyn Hospital and EC’s are currently in the system to progress with this.
site OPMH Yes No
Maternity Yes Yes
UPCC No Yes
devFeT;u::ent Treatment Rooms Yes Yes Future developments would require support from District Nursing and Primary
i . Dressings clinic Yes Yes Care teams to facilitate.
opportunities
IV Therapy Yes Yes

Risks:

The risk associated with the options are detailed below;

e There is a risk of further resignation as a result of consolidating both inpatient wards.

e There is a risk to continuation of GP support to the sites.

e There is a risk that closing one inpatient ward may have a negative impact on future recruitment.
e There is a risk that sickness rates may increase.

February 2023
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Financial Implications:

There would be a cost of approximately £10,000-£15,000 associated with acquiring pool cars to support with travel between sites for this period however
there would be a saving on overtime and other resources that could mitigate for this. The current cost of overtime from September 2022 to date is currently
£62,612, this would be reduced significantly.

Next Steps:
e Adecision is required as to which site the inpatient ward would be located at.
e Relevant Executive staff to be briefed regarding situation.
e Communication plans for staff and CHC to be developed.
e Therapies and Estates/Facilities teams to be briefed.

Review:

A tracker will be developed to monitor recruitment and situation will be monitored on a monthly basis through CMT and this will feed into West IHC Leadership
Team meeting. A further review and SBAR will be developed ahead of the end of the six month period of this temporary closure.

Future Plans:

This proposal would be a temporary measure for six months and during this period recruitment to existing posts will continue and a further paper to look at
innovative workforce plans will be developed with a view to entice more staff to the area to sure up services. Should the service be able to recruit successfully

prior to the end of the 6 month period inpatient beds could be re-opened.

Work will also be carried out to map current community services alongside primary care and district nursing teams to identify services such as treatment
rooms, IV therapy and dressings clinics that can be delivered in place on inpatient services during this temporary closure.
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Dolgellau and Tywyn Community Hospital Staffing

Document Location
Document Folder Link

Authors I
Designation Community Services Operations Manager/Deputy Head of Nursing- Community Services
Date 20.02.2023
Sent to
Situation

Staffing at Ysbyty Dolgellau and Ysbyty Tywyn is currently in a critical position, there are a number of vacancies and sickness absences within the Registered
Nurse staff group which means that delivery of the inpatient service on both sites is currently at risk. Both sites are currently heavily reliant on overtime and
good will from staff to maintain safe staffing levels to ensure that patients receive appropriate care and don’t come to harm however this is unsustainable
long term and as of the 10" of March 2023 there are a number of shifts, particularly at Tywyn Hospital that are currently unstaffed.

Background

Dolgellau and Tywyn Hospital Background:

Both Dolgellau and Tywyn currently provide 11 inpatient hospital beds per site. There has been a reduction in the amount of beds available per site due to
current staffing and to maintain distance between beds as per infection prevention guidance as a result of the Covid 19 pandemic. The minor injuries unit on
both sites were closed at the beginning of the Covid pandemic to allow for staff to be re-deployed to the wards and for Dolgellau Hospital to become a red
hospital to manage those inpatients that tested positive for Covid 19, these staff have all now retired of left to a new post. Historically the hospitals were
supported by 2 GP’s, one based in Tywyn that supported Tywyn Hospital and a second based in Dolgellau that supported Dolgellau Hospital however as the
GP in Tywyn has left both hospitals are supported by a local GP, based in Dolgellau. Regular ward rounds and MDT’s are held for both sites during the week.
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Current staffing position:

To maintain the current occupancy of beds (or below) 5.64 WTE Registered Nurses are required per site, the current contracted staffing position for both sites

is as follows;

Band Dolgellau WTE Tywyn WTE
7 1.00 1.00
6 2.6 0.4
(0.8 OPD, 0.8 MIU + 1.0 Ward)

5 3.92 3.97
4 3.02 1

3 1.51 1.74
2 10.87 11.6

The current | -t Ty\wyn Hospital will be leaving her post on the 15" of April 2023, this staff member has requested to be released sooner
therefore there is a risk this post may be vacant from the 1 of April 202 3. | I

Sickness Position:

To safely manage 11 patients on the inpatient ward 5.68 WTE of registered nurses are required however due to the current sickness within the teams Dolgellau
Hospital is currently running on 4.08 WTE and Tywyn Hospital is running on 3.37 WTE, at present both hospitals are reliant on good will of staff who are
working additional hours, the ward manager working clinically for the majority of their hours and only having 1 Registered Nurse per site. The Community
Hospital Matron’s and Deputy Head of Nursing have also had to work clinical shifts to ensure safe staffing levels on the ward when shifts have been uncovered.
At present the sickness rate at Tywyn Hospital is 10.7% and at Dolgellau Hospital it is 11.53%, there are some existing long term sickness cases at both sites
along with additional short term sickness within the teams.

Recruitment Position:
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Recruitment for both sites has historically been challenging with recent adverts for vacant post being unsuccessful, recruitment attempts for both sites
continue. There have been adverts for Band 5 registered nurse posts as per the template on each site however as this was unsuccessful a review was conducted
and the posts were advertised as Band 6 with a hope to generate more interest within these roles however these has also been unsuccessful. The posts are
now being re-advertised for both sites. Should there be applicants for these posts the current aim is to interview and appoint before the end of March.
Current Vacancies:

These are the current/upcoming vacancies within each Hospital;

Tywyn Hospital:

Band WTE Vacancy
7 1.00
6 1.00
5 0.51

The budget for registered nursing staff at Ysbyty Tywyn is less than the required 5.68 WTE required to safely staff the ward as per the template therefore
there would be a further 1.2 WTE gap at Band 5 level required to effectively manage the service.

Dolgellau Hospital:

Band WTE Vacancy
5 33

Should these vacant posts in Dolgellau be filled the staffing would be compliant with the requirements for safe staffing on the ward. There is one member of
staff due to join the team at Dolgellau in April 2023 through streamlining however as per NMC guidance they will require a six month period of preceptorship
on the ward once started in post.

Financial Position:
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Overtime has been carried out over the last 6 months by staff at both Community Hospitals and this has been shared widely and been advertised through
bank. Between the 25/09/22 and 11/02/2023 staff at Dolgellau Hospital have worked 1736.5 hours of overtime and staff at Tywyn Hospital have worked
1785.5 hours, between the 12/02/23-11/3/23 both sites have 387 planned overtime hours scheduled to maintain the inpatient service, this may increase
should there be further sickness within the team. This is unsustainable long term and could lead to a negative impact on the health and wellbeing of the staff
which would further jeopardise the safe delivery of the service. The above overtime since September 2022 has incurred a cost of £44,159 and is anticipated
to be higher at the end of the financial year, this is not sustainable long term given current financial pressures faced by the health board.

Agency:

Attempts have been made to recruit on-contract agency nurses to support the Community Hospitals however have been unsuccessful. A block was advertised
between the 10/12/22 and 04/01/23 and none were covered with a further block being advertised between the 13/02/23 and 30/04/23, some were initially
picked up at Tywyn Hospital however have since been cancelled by the agency staff member. Approval has been granted on the 22/02/2023 to advertise to
off-contract agency staff.

Assessment
I

Due to the current risk regarding staffing an assessment of inpatient activity, the workforce, environment and financial elements has been carried out to
assess the situation and produce recommendations to ensure patient safety.

Inpatient Activity:

Dolgellau and Barmouth Hospital serves a population of 5221 and Tywyn Hospital serves a population of 3264 and both offer a wide range of services. In 2021
and 2022 the following number of admissions were received per site;

Inpatient Activity (Admissions per month) ‘

Site Year | Jan | Feb | March | April | May | June | July | August | September | October | November | December | Total
2022 | 32 | 21 15 7 8 12 5 8 12 8 9 10 147
Dolgellau | 2021 | 20 | 19 19 17 17 10 9 9 16 13 7 20 176
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2022 | 9 3 8 8 7 10 10 8 10 5 3 2 83
Tywyn |2021| 10 | 8 7 8 7 8 7 10 11 6 13 5 100
The length of stay for these patients are as follows;
Inpatient Activity (Length of stay per month)

Site Year | Jan | Feb | March | April | May | June | July | August | September | October | November | December | Total
2022 | 402 | 317 | 223 282 | 369 | 515 | 172 | 461 279 210 455 315 4000
Dolgellau | 2021 | 10 | 388 | 303 283 | 225 | 286 | 341 748 49 353 232 422 3640
2022 | 402 | 317 | 223 457 | 316 | 337 | 236 317 333 238 321 261 3758
Tywyn | 2021 | 258 | 227 | 401 464 | 375 | 264 | 334 165 374 152 481 137 3632

During 2022 40.3% of patients admitted to Dolgellau Hospital lived locally to the Dolgellau and Barmouth Area, 3.2% of patients admitted lived in Tywyn and
the remaining 56.5% of patients were from other areas and were admitted to Dolgellau Hospital to support flow. During 2022 53.6% of patients admitted to
Tywyn Hospital were local the Tywyn Area, 35.7% of patients were from the Dolgellau area and the remaining 10.7% of patients were from other areas and

were admitted to Tywyn Hospital to support flow. Admissions to Tywyn Hospital are primarily from Bronglais Hospital in Aberystwyth.

Medically Fit for Discharge:

Between June 2021 and December 2022 both hospitals had the following number of patients that were medically fit for discharge however remained in

hospital awaiting placement, package of care or other support to facilitate their discharge.

MFD Trends (per month) ‘

Site Year | Jan | Feb | March | April | May | June | July | August | September | October | November | December | Total
2022 | 4 4 4 6 8 4 4 7 4 0 5 2 52
Dolgellau | 2021 1 2 7 7 10 2 9 7 45
2022 | 21 | 12 10 5 8 5 8 0 3 0 3 3 78
Tywyn | 2021 1 4 4 3 8 2 6 3 31

February 2023
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Dolgellau Hospital currently has 4 patients that are medically fit for discharge and Tywyn Hospital currently has 10 patients that are medically fit for discharge,
a summary is included below;

Delay Reason Dolgellau Tywyn
Awaiting Package of Care (POC) 2 2
EMI Placement 1
Residential placement 3
Social Worker Assessment 1
LD Nurse Assessment 1
MDT 3
Other 1 (family disagreements)

Workforce:

Dolgellau hospital is currently staffed by a team of 30 nursing staff and health care assistants, 37% of which live in Dolgellau itself, 47% live within the
surrounding areas and travel approximately 30 minutes or less to work and the remaining 16% of staff live over 30 minutes away.

Tywyn hospital is currently staffed by a team of 26 nursing staff and health care assistants, 69% of which live in Tywyn itself, 23% live within the surrounding
areas and travel approximately 30 minutes or less to work and the remaining 8% of staff live over 30 minutes away.

A breakdown for both sites is included below;

. Dolgellau Tywyn
Location Total
Band 7 | Band 6 | Band5 | Band4 | Band3 | Band2 [ Band 7 | Band 6 | Band 5 | Band 4 | Band 3 | Band 2

Willenhall 1 1
Fairbourne 1 1 2
Harlech 1 1 2
Blaenau Ffestiniog 1 1 3
Tywyn 1 2 4 0 1 11 19
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Dyffryn Ardudwy 1 1
Bala 2 1 1
Barmouth 1 1 3 1 6
Dolgellau 2 1 1 7 1 1 3 16
Aberdovey 1
Llanffestiniog
Total 1 2 5 3 4 15 1 3 5 2 1 14 56

There are also therapy, catering, Portering and admin staff at both sites that would need to be considered in relation to any recommendations.

Leadership support is required for both sites | IEEE Y .
|

Environment

There has been recent investment into the development and refurbishment of the inpatient ward at Tywyn Hospital and the environment is modern and
versatile, there is space to accommodate a maximum of 16 beds within the ward. The current model is based on 11 beds due to staffing. Dolgellau Hospital’s
establishment has historically been 20 however has reduced over recent years due to staffing constraints. Both of the inpatient wards at Ysbyty Dolgellau and
Ysbyty Tywyn have achieved Bronze Ward Accreditation and achieved good standards for the environment, quality and communication in line with BCUHB
guidance. BCUHB accreditation now requires an adequate number of staff trained to support student nurses in clinical practice, the current target is 65%
however both sites are currently below this target and due to the staffing pressures it is not possible to release staff to complete training at present.

A full EQIA has been carried out to assess the environmental and socio-economic impact on patients and staff.

Equality Impact Equality Impact
Assessment Screenir Assessment Part 2.d:
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Timeline:

At present all shifts are covered in Tywyn Hospital until the 11™" of March 2023, however after this there are a number of shifts without cover as detailed
below;

Week Commencing Vacant Shifts

12/03/2023 4 x Day Shifts
7:30-20:00

19/03/2023 3 x Day Shifts
7:30-20:00

26/03/2023 3 x Night Shifts
19:30-08:00

02/04/2023 1 x Night Shift
19:30-08:00

As of the 15™ of April 2023 there will be 3 x shifts as a minimum that will required cover due to the | I there may be further shifts also if
staff on long term sickness do not return to work in April.

For Dolgellau hospitals all shifts are covered up until the 6™ of May 2023 except for 1 x shift on the 25/03/2023. Should there be further sickness within this
period there will be a risk to the team’s ability to cover as all staff have already committed to overtime hours.

Finance:

Overtime is currently being carried out by staff at Band 2,3,4,5,6 and 7 to ensure cover at each site, between September 2023 and January 2023 £44,159
was spent to manage the service.

Recommendations

Based on the assessment carried out the recommendation is to enact business continuity plans and consolidate resources at one Community Hospital to
continue delivery of safe inpatient care and to close one inpatient ward on a temporary basis of 6 months as of the 10*" of March 2023. This would ensure
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patients receive safe, quality and holistic care continuously and reduces the risk of patients coming to catastrophic harm and would maintain staff wellbeing
and safety. The benefits and disadvantages for each site are detailed below and discussion is welcomed to reach a decision on where to consolidate resource
should this recommendation be approved by the directors.

Option A: Consolidate resource at Dolgellau Site

Should resources be consolidate at the Dolgellau Site the ward could increase to 15 beds and all shifts would be covered by contracted staff from both sites.

The benefits of maintaining the inpatient service at Dolgellau Hospital include;

Continued inpatient capacity for patients discharged from both Ysbyty Gwynedd and Wrexham Maelor acute sites.

Recruitment opportunities in Dolgellau offer more prospects due to distance to local town e.g. Blaenau, Porthmadog, and Bala.

Ability to continue and transfer patients on the border between Alltwen and Dolgellau to maintain patient flow.

Less nursing staff would need to increase their travel distance to work at Dolgellau site and as the majority of staff that would need to travel are based
in Tywyn this would make it easier to arrange travel through lease car, mini bus etc. and reduce the cost rather than having to pay individual travel
expenses at a rate of £0.45 per mile.

Due to the recent renovations at Tywyn Hospital this environment lends itself better to be utilised for other services e.g. UPCC and treatment rooms
at Tywyn Hospital.

The GP currently providing medical support at both hospitals is based in Dolgellau and therefore managing the service within Dolgellau Hospital would
save time and money on travel for the doctor.

The disadvantages of mainitaing the inpatient service at Dolgellau Hospital include;

Patients from the Tywyn area would be receive their care further from home and their friends and families will need to travel to visit however there
are public transport links to enable this for those that don’t drive.

The age profile of the staff at Tywyn is higher and those at retirement age may decide to retire which could reduce the workforce.

There will be a political impact in the Tywyn area, and this will increase frustrations related to the availability of services within the area.

Dolgellau Hospital’s inpatient ward is not as modern as the environment in Tywyn Hospital.
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Option B: Consolidate resources at Tywyn Site

Should resources be consolidate at the Tywyn Site the ward could increase to 15 beds and all shifts would be covered by contracted staff from both sites.

The benefits of maintaining the inpatient service at Tywyn Hospital include;
e The ward environment at Tywyn Hospital is a more modern setting which may be more comfortable for staff and patients.
e The local community would continue to have access to health services in the area.
e  Workforce retention of existing staff may be improved.

The disadvantages mainitaing the inpatient service at Tywyn Hospital include;
e The majority of patients admitted to Tywyn Hospital are referred from Bronglais Hospital that forms part of the Hywel Dda Health board and this may
have a more detrimental impact on capacity for patients requiring admission from Ysbyty Gwynedd and Wrexham Maelor.

e Recruitment in Tywyn is more challenging and the same cohort of people living in surrounding times may not apply for posts due to additional travel
time.

e It would be more challenging to transfer patients from Alltwen to maintain flow due to the increased distance.

e More nursing staff would be impacted by additional travel time to get to and from work resulting in increased costs for expenses, the staff working in
Dolgellau are from a range of different areas and it would be more difficult to arrange pool cars, mini bus etc. for the staff travelling to Tywyn.

e To utilise the Dolgellau inpatient ward for other purposes to deliver alternative services would incur a cost to the health board.

e The GP covering Tywyn Hospital would continue to need to travel and the frequency they are required to travel may increase.

e There will be a political impact in the Dolgellau area.

e Patients from the Dolgellau area would be receive their care further from home and their friends and families will need to travel to visit however there
are public transport links to enable this for those that don’t drive.

Summary of Options:

Option A and Option B offer a total of 15 beds, this would be a reduction of six compared to the present 22 (11 per site) however would mean the continuation
of inpatient care in the area and compliance with safe care standards. The loss of beds could be mitigated through expansion of the Tuag Adref service in the
area utilising some of the existing contracted Band 2 as there would be an over establishment should both wards be consolidated, there are 7 patients at
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present between both hospitals awaiting POC and placement in a residential bed that Tuag Adref could support, Tuag Adref could also support admission

avoidance

There would be a cost of approximately £10,000-£15,000 associated with acquiring pool cars to support with travel between sites for this period however
there would be a saving on overtime and other resources that could mitigate for this.

An overview of the options recommended is included below;

Summary of Options

. . Option A: Option B:
Activity Measure Dolgellau Hospital | Tywyn Hospital Comments
Number of beds
available if The maximum number of beds that could be staffed with workforce resource at
inpatient ward 15 15 present would be 15 at both sites. Further recruitment would be required to
consolidated at increase.
. site;
Inpatient -
Activity . Bronglais
BCUHB Acute Sites (Hywel Dda
Where are patients (YG+WXM) Health Board) The majority of patients admitted to Tywyn Hospital are from Bronglais Hospital
admitted from Alltwen BCU Acute sites which forms part of the Hywel Dda Health Board at present.
Community step up | Community step
up
Number of MFD
patients that could
MED be discharged and ) 5
supported by Tuag
Adref if service
expanded
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Five members of staff currently working at Tywyn Hospital lives in Dolgellau whose
travel time would be reduced.

. 30 26
staff impacted One member of staff currently working at Dolgellau Hospital lives in Tywyn whose
travel time would be reduced.
Number of other ) . . L . . -
staff impacted. tbhc tbhc Confirmation required regarding impact on therapies and portering/facilities staff.
Workforce Vacancies at Dolgellau Hospital are all Band 5 and should posts be appointed to
. would ensure site is compliant with tempate of 5.68.
Current vacancies
(WTE) 33 2.51
Vacancies at Tywyn Hospital are a mix of Band 7, Band 6 and Band 5. If all posts are
appointed site would not be compliant with template of 5.68
Weard Managerin Yes Yes* |
post
Deputy Ward Ves No
Manager in post
Sicness % 11.53% 10.70% This is a mixture of long term and short term sickness absences at both sites.
Environment | Ward Accreditation Bronze Bronze Although both sites have Bronze accreditation the ward at Tywyn Hospital is a

newer environment due to recent refurbishment
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If ward staff were consolidated all shifts would be covered from the 10th of March

Timeline from 6th of May 2023 2023 2023 onwards.
Overtime cost
(September- £20,964.00 £23,195.00 Additional overtime costs expected up to the end of March 2023.
Finance January)
£10,000-
Cost of pool cars £10,000-£15,000 £15,000
Outpatients Yes Yes
G MIU No No
Remaining on
. OPMH Yes No
site
Maternity Yes Yes
UPCC No Yes
devl;':;u::ent Treatment Rooms Yes Yes Future developments would require support from District Nursing and Primary
P - Dressinngs clinic Yes Yes Care teams to facilitate.
opportunities
IV Therapy Yes Yes
Risks:

The risk associated with the options are detailed below;

e There is a risk of further resignation as a result of consolidating both inpatient wards.

e There is a risk to continuation of GP support to the sites.
e There is a risk that closing one inpatient ward may have a negative impact on future recruitment.

e There is a risk that sickness rates may increase.

February 2023
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Financial Implications:

There would be a cost of approximately £10,000-£15,000 associated with acquiring pool cars to support with travel between sites for this period however
there would be a saving on overtime and other resources that could mitigate for this. The current cost of overtime between September 2022 and January
2023 is currently £44,159, this would be reduced significantly.

Next Steps:
e Adecision is required as to which site the inpatient ward would be located at.
e Relevant Executive staff to be briefed regarding situation.
e Communication plans for staff and CHC to be developed.
e Therapies and Estates/Facilities teams to be briefed.

Review:
A tracker will be developed to monitor recruitment and situation will be monitored on a monthly basis through CMT and this will feed into West IHC Leadership
Team meeting. A further review and SBAR will be developed ahead of the end of the six month period of this temporary closure.

Future Plans:

This proposal would be a temporary measure for six months and during this period recruitment to existing posts will continue and a further paper to look at
innovative workforce plans will be developed with a view to entice more staff to the area to sure up services.

Work will also be carried out to map current community services alongside primary care and district nursing teams to identify services such as treatment
rooms, IV therapy and dressings clinics that can be delivered in place on inpatient services during this temporary closure.
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Situation Staffing at Ysbyty Dolgellau and Ysbyty Tywyn is currently in a critical position, there are a number of vacancies and sickness
absences within the Registered Nurse staff group which means that delivery of the inpatient service on both sites is currently
at risk.

Background Both Dolgellau and Tywyn currently have 11 inpatient beds, this has been reduced over recent years as a result of the staffing
situation. There are currently a high number of sickness and vacancies at both sites at present and recruitment has been
challenging historically. The| NI -t Tywyn Hospital is due to finish on the 15" of April 2023 and there aren’t
any opportunities for staff progression at the moment. The posts are being re-advertised at present however both sites are
heavily reliant on overtime to maintain inpatient service and there are a number of uncovered shifts coming up. Bank and on-
contract agency has been unsuccessful to date and approval has been given on the 22/02/23 to attempt off contract agency
recruitment.

Assessment Inpatient Activity: Both Dolgellau and Tywyn currently have 11 inpatient beds, over the past 12 months they have had 147
(Dolgellau) and 84 (Tywyn) inpatients on site. 40.3% of patients admitted to Dolgellau Hospital live within the Dolgellau and
Barmouth area and 35.7% of patients admitted to Tywyn Hospital live within the Tywyn area. The majority of admissions to
Dolgellau Hospital are from BCU Acute sites and there is opportunity to transfer patients from Alltwen when required, the
majority of admissions to Tywyn Hospital are from Hywel Dda Health Board.






MFD: Dolgellau Hospital currently has 4 patients that are medically fit for discharge and Tywyn Hospital currently has 10
patients that are medically fit for discharge. There are 7 patients between both sites awaiting POC or residential placement
who could be supported by alternative arrangements e.g. Tuag Adref.

Workforce: Dolgellau hospital is currently staffed by a team of 30 nursing staff and health care assistants, 37% of which live in
Dolgellau itself, 47% live within the surrounding areas and travel approximately 30 minutes or less to work and the remaining
16% of staff live over 30 minutes away. Tywyn hospital is currently staffed by a team of 26 nursing staff and health care
assistants, 69% of which live in Tywyn itself, 23% live within the surrounding areas and travel approximately 30 minutes or less
to work and the remaining 8% of staff live over 30 minutes away. There are also admin, therapies, facilities and estates staff on

both sites. I I

Environment: Both Dolgellau and Tywyn Hospital inpatient wards have bronze ward accreditation. Tywyn inpatient ward has
recently been refurbished and is a more modern environment for patients. A full EQIA has been completed.

Timeline: Shifts at Dolgellau Hospital are currently covered through overtime up to the 6" of May 2023 however there are a
number of shifts uncovered at Tywyn Hospital as of the 10*" of March 2023 and a solution would be required as of this date.

Finance: Overtime is currently being carried out by staff at Band 2, 3,4,5,6 and 7 to ensure cover at each site, between
September 2023 and January 2023 £44,159 was spent to manage the service.

Recommendations Based on the assessment carried out the recommendation is to enact business continuity plans and consolidate resources at
one Community Hospital to continue delivery of safe inpatient care and to close one inpatient ward on a temporary basis of 6
months as of the 10" of March 2023. This would ensure patients receive safe, quality and holistic care continuously and
reduces the risk of patients coming to catastrophic harm and would maintain staff wellbeing and safety.

Next Steps: e Adecision is required as to white site the inpatient ward would be located at.
e Relevant Executive staff to be briefed regarding situation.

e Communication plans for staff and CHC to be developed.

e Therapies and Estates/Facilities teams to be briefed.






CEVTATEANGEECT L CIl A tracker will be developed to monitor recruitment and situation will be monitored on a monthly basis through CMT and this
will feed into West IHC Leadership Team meeting. A further review and SBAR will be developed ahead of the end of the six
month period of this temporary closure.
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Equality Impact Equality Impact
Assessment Screenir  Assessment Part 2.d:
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Tywyn Hospital: Temporary Ward Closure Timeline

To deliver a safe service inpatient service the following staff is required per 10 beds per shift;

1 x Registered Nurse

3 x Health Care Support staff for a day shift or 2 x Health Care Support staff for a night shift.

Covid 19 Impact:

Since Covid 19 Tywyn Hospital has had a depleted number of trained staff to support the inpatient ward, necessitating the prolonged closure
of MIU. Key dates are outlined below;

Date Key Actions/Trigger: Narrative
March 2020 | Consolidation of staff on wards to prepare | Necessitated re-deployment of MIU staff to support clinically on the inpatient ward to
for increase in beds per Covid 19 planning. | provide safe staffing levels to manage increase in bed numbers and backfill shielding
staff.
2021 and Rolling advert for Band 5 Registered Nurse | Failure to recruit resulting in extended closure of MIU.
ongoing vacancy.
14t of Agenda item at Community Management | SBAR to be developed outlining situation and identify recommendations to maintain a
February Team Meeting to discuss concerns around | safe inpatient service.
2023 staffing levels at both Tywyn and Dolgellau
Hospital.
20" of I o ovided notice of Recruitment process commenced following receipt of staff members intent to resign.
February resignation.
2023
23rd of SBAR presented at West IHC Directors Agreement to go off-contract for agency staff in an attempt to fill vacant shifts.
February Meeting highlighting key staffing risks.
2023






15t of March

Shifts picked up by off-contract agency staff.

Tywyn Hospital flat made available for agency staff.

2023

23" of SBAR presented at West IHC Directors All directors agreed to review information and consider recommendations.
March 2023 Meeting for the second

24t of Unreliable pick up of shifts, same day Matron’s, District Nursing and Dolgellau staff called to support shifts and make safe.
March 2023 | cancellations and no shows by agency staff.

30t of Difficulties in ensuring safe shifts resulted in | Communicated to all staff via email on this date regarding the closure to admissions.
March 2023 a decision to close Tywyn Hospital to

admissions.

315t of Candidates withdrew from interviews for Candidates withdrew from interview and posts were re-advertised to continue efforts

March 2023 | Band 7 Ward Manager and Band 6 Deputy | to recruit. Due to the candidates withdrawing there was a risk that there would be no
Ward Manager roles. leadership on site as of the 13t of April 2023.

6t of April | SBAR highlighting ongoing staffing shortages | Approval to enact business continuity plan provided.

2023 at both Dolgellau and Tywyn Hospital

discussed at the West IHC Directors Of note Tywyn staffing position was significantly worse than Dolgellau by this point with
meeting. no Ward Manager or Deputy Ward Manager from the 13 of April 2023.

12th of April | Decision to temporarily close Tywyn Hospital | Approval was provided by the Executive Team and a No surprises form was completed

2023 for a 3 month period by the West IHC and approved by the Executive Team prior to submission to the Welsh Government on

Leadership team.

this date.

The Ward Manager and Nurse in charge at both Tywyn Hospital and Dolgellau Hospital
were informed of the pending temporary closure of Tywyn Hospital and consolidation
of beds at Dolgellau Hospital. Both were asked to notify staff and advise that |
. Head of Nursing Community Services would be on site to support from the 13t
of April 2023 along with a HR advisor.

An urgent meeting with relevant management teams of other services on site was
convened and all notified of temporary closure and were asked to relay to staff on site.

Daily meetings were arranged.






13t of April
2023

Staff 1:1 sessions were commenced.

I Hc:2d of Nursing Community Services and |, HR Advisor

attended Tywyn hospital to re-communicate plans to all staff regarding the Temporary
closure of Tywyn Hospital and consolidation of inpatient beds at Dolgellau Hospital. One
to One meetings were arranged for all staff and an individual action plan was completed
for each staff member.

Patients at Tywyn Hospital were informed of the temporary closure and families were
contacted for patients that didn’t have capacity. Discharge planning was commenced on

this day and supported by the Home First Team.

One to One meetings continued with staff on the 14" and 17t of April 2023.

18t of April

All patients discharged or transferred and
Tywyn Hospital Ward closed on a temporary
basis.

Dolgellau Hospital was increased to 18 beds to support in the interim. Of the Tywyn ward
staff 1 x registered nurse has resigned, 3 x HCA and 1 x Dementia Support Worker has
been temporarily re-deployed to support at Dolgellau Hospital. The remaining registered
nurses and health care support staff have remained at Tywyn Hospital to develop new
services and increase capacity for the practice and Tuag Adref services.

All supporting staff re-deployed or have temporarily adjusted their hours to support the
service need at Tywyn Hospital.







Recruitment Action Plan

		Recruitment Action Plan

		Date		Action		Owner		Update		Status

		4/14/23		Share job adverts for all vacant posts with local councillors to share				17/04/23- Adverts for all inpatient ward posts at Dolgellau and Tywyn Ward closed on the 16/04- shortlisting process to start. Advert for Band 6 and Band 7 Primary Care Practitioner for Tywyn Treatment Room close on the 25/04/23.

19/04/2023-  Action Tracker shared with local councillors, MP/MS.

		Completed

		4/14/23		Share job description for all vacant posts with local councillors.				17/04/23- All included within this document.		Completed

		4/14/23		Share job adverts to support recruitment process.				27/04/2023- Posts have been shared.		Completed

		4/14/23		Review staffing model based on outcome of this recruitment cycle to develop and attain a sustainable and safe workforce model to support re-opening of inpatient area at Tywyn Hospital.				17/04/2023- Shortlisting of posts to be carried out this week.
27/04/2023- Posts currently still out to advert, review following the current cycle comes to an end. Live posts closing between the 1st and 11th of May at present. 
28/04/2023- Consideration to be given to a rotational role between treatment room and the ward pending outcome of interviews on the 5th of May 2023 and current adverts.		In Progress

		4/19/23		Targeted LinkedIn campaign to be carried out for vacancies (this will include posts that are to be re-advertised)				27/04/2023- The targeted campaign will be carried out through Facebook initially , contact will be made directly with suitable individuals in the local area and will target people living in Birmingham. Advertisement will also be placed on appropriate groups on Facebook. Communication team are currently reviewing information for sign off. Connections are being made on LinkedIn to roll out targeted recruitment on this site. Opportunities for advertisement on local buses and radio in the Birmingham area are also being reviewed.
28/04/23- Business cards and posters should be available next week and  would arrange for these to be delivered to Tywyn Hospital. A communication would be shared to advise local business when they are available. Signs will be displayed again over the bank holidays and alternative locations with better opportunities for people to see are being sought.		In Progress

		4/28/23		 Representation from BCUHB was requested at an extraordinary meeting of the Tywyn Local Council on the 4th of May 2023.				28/04/23- confirmed that a team would attend the meeting and that she would confirm who will be attending ahead of the meeting.		In Progress

		4/28/23		Accomodation for staff is currently an issue and it was agreed that councillors would support BCUHB to try and resolve this matter to support staff to relocate to the area.



















Recruitment Tracker

		Recruitment Tracker



		Live Adverts

		Role		Grade		Location		Contract Type		Current Status		Advert Link		Closing Date		Number of Applicants		Number Shortlisted		Interview Date		Interview Outcome		Notes

		Registered Nurse		5		Tywyn: Inpatient Ward		Permanent		Advert Live		Job vacancy: Registered Nurse, Betsi Cadwaladr University Health Board, Tywyn | trac.jobs (wales.nhs.uk)		5/7/23

		Registered Nurse		5		Dolgellau: Inpatient Ward		Permanent		Advert Live		http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Dolgellau/Betsi_Cadwaladr_University_Health_Board/Community_Hospital/Community_Hospital-v5254378?_ts=1808519		5/10/23

		Deputy Ward Manager		6		Tywyn: Inpatient Ward		Permanent		Advert Live		Job vacancy: Deputy Ward Manager, Betsi Cadwaladr University Health Board, Tywyn | trac.jobs (wales.nhs.uk)		5/4/23

		Ward Manager		7		Tywyn: Inpatient Ward		Permanent		Advert Live		Job vacancy: Ward Manager, Betsi Cadwaladr University Health Board, Tywyn | trac.jobs (wales.nhs.uk)		5/11/23

		Primary Care Practitioner		6		Tywyn: Treatment Room		Permanent		Interview		Job vacancy: Primary Care Practitioner, Betsi Cadwaladr University Health Board, Tywyn | trac.jobs (wales.nhs.uk)		4/25/23		3		3		5/5/23

		Primary Care Practitioner		7		Tywyn: Treatment Room		Permanent		Interview		Job vacancy: Primary Care Practitioner, Betsi Cadwaladr University Health Board, Tywyn | trac.jobs (wales.nhs.uk)		4/25/23		2		2		5/5/23

		Community Staff Nurse		5		District Nursing: Dolgellau/Bermo		Permanent		Advert Live		Job vacancy: Community Staff Nurse, Betsi Cadwaladr University Health Board, Dolgellau/Bermo | trac.jobs (wales.nhs.uk)		5/4/23

		Community Staff Nurse		5		District Nursing: Tywyn		Permanent		Advert Closed		http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Tywyn/Betsi_Cadwaladr_University_Health_Board/Primary_speciality_West_Area_Teams/Primary_speciality_West_Area_Teams-v5216558?_ts=2458030		5/1/23

		District Nurse Case Load Holder		6		Tywyn/Bala		Fixed Term (11 months)		Advert Live		http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Bala/Betsi_Cadwaladr_University_Health_Board/District_Nursing/District_Nursing-v5247955?_ts=1853673		5/9/23



		Closed Adverts

		Role		Grade		Location		Contract Type		Current Status		Advert Link		Closing Date		Number of Applicants		Number Shortlisted		Interview Date		Interview Outcome		Notes

		Registered Nurse		5		Tywyn: Inpatient Ward		Permanent		Unsuccessful Recruitment:
Re-advertise		Job vacancy: Registered Nurse, Betsi Cadwaladr University Health Board, Tywyn | trac.jobs (wales.nhs.uk)		4/16/23		9		0		N/A		N/A		14/04/2023-Recently advertised with 4 x applicants, none were suitable as didn't have the appropriate qualifications. Post has been advertised for a continuous basis over the last 12 months.

19/04/2023- No suitable candidates to shortlist as none held the required qualification.  Request to re-advertise submitted.

		Registered Nurse		5		Dolgellau: Inpatient Ward		Permanent		Unsuccessful Recruitment:
Re-advertise				4/5/23		4		0		N/A		N/A		14/04/2023- Post has been advertised for a continuous basis over the last 12 months.

19/04/2023- No suitable candidates to shortlist as none held the required qualification.  Request to re-advertise submitted.

		Deputy Ward Manager		6		Tywyn: Inpatient Ward		Permanent		Unsuccessful Recruitment:
Re-advertise		Job vacancy: Deputy Ward Manager, Betsi Cadwaladr University Health Board, Tywyn | trac.jobs (wales.nhs.uk)		4/16/23		1		0		N/A		N/A		14/04/2023- Interviews were arranged for the 31/03/23 however candidates for post withdrew.

19/04/2023- Candidate withdrew. Request to re-advertise submitted.

		Ward Manager		7		Tywyn: Inpatient Ward		Permanent		Unsuccessful Recruitment:
Re-advertise		Job vacancy: Ward Manager, Betsi Cadwaladr University Health Board, Tywyn | trac.jobs (wales.nhs.uk)		4/16/23		1		1		4/26/23		Candidate not suitable following interview. Post to be re-advertised. 		14/04/2023-Interviews were arranged for the 31/03/23 however candidates for post withdrew.

26/04/2023- Candidate not suitable. Post to be re-advertised.



http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Tywyn/Betsi_Cadwaladr_University_Health_Board/Primary_Care/Primary_Care-v5192074?_ts=1459675http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Bala/Betsi_Cadwaladr_University_Health_Board/District_Nursing/District_Nursing-v5247955?_ts=1853673http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Tywyn/Betsi_Cadwaladr_University_Health_Board/Care_Elderly_Rehabilitation/Care_Elderly_Rehabilitation-v5235193?_ts=1863983http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Tywyn/Betsi_Cadwaladr_University_Health_Board/Primary_Care/Primary_Care-v5167375?_ts=1471806http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Tywyn/Betsi_Cadwaladr_University_Health_Board/Community_Hospital/Community_Hospital-v5184535?_ts=1845672http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Tywyn/Betsi_Cadwaladr_University_Health_Board/Care_Elderly_Rehabilitation/Care_Elderly_Rehabilitation-v5184533?_ts=1908068http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/DolgellauBermo/Betsi_Cadwaladr_University_Health_Board/West_Integrated_Health_Community/West_Integrated_Health_Community-v5223152?_ts=2465708http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Tywyn/Betsi_Cadwaladr_University_Health_Board/Primary_speciality_West_Area_Teams/Primary_speciality_West_Area_Teams-v5216558?_ts=2458030http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Tywyn/Betsi_Cadwaladr_University_Health_Board/Community_Hospital/Community_Hospital-v5241304?_ts=512192http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Dolgellau/Betsi_Cadwaladr_University_Health_Board/Community_Hospital/Community_Hospital-v5254378?_ts=1808519http://jobs.bcu.wales.nhs.uk/job/UK/Gwynedd/Tywyn/Betsi_Cadwaladr_University_Health_Board/Care_Elderly_Rehabilitation/Care_Elderly_Rehabilitation-v5256997?_ts=1813812
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Staffing Template

		In order to deliver a 24/7/365 inpatient service the following staffing would be required per Community Hospital per shift. An additional 1 x Nurse and 2 x Non-registered staff would be required per 10 beds per shift.



		Number of Beds		Role		WTE Required

		0-10		Registered Nurse		1

				Non-Registered Nurse (HCA/Senior HCA or Assistant Practitioner)		2



		Further staff as detailed below would also be required to open a treatment centre on site Monday- Friday 08:00-18:00. Additional staff would be required to expand this service.

		Role		Registered		WTE Required

		Primary Care Practitioner		Yes		2

		Primary Care Practitioner		Yes		1.76





Enhanced Services

		Enhanced Services Action Plan

		Date		Action		Owner		Update		Status

		4/14/23		Additional services including IV Therapy, chronic disease support, wellbeing and dressings clinics to be implemented at Tywyn Hospital to increase capacity for other services.				18/04/2023-Registered Nursing staff from Tywyn Hospital Inpatient Ward to be utilised to deliver this service on a temporary basis whilst recruitment to both the inpatient and treatment room is underway. Staff to carry out shifts at Alltwen Hospital IV Suite and MIU for training.
27/04/2023- Training sessions have been arranged and are underway.		In progress

		4/19/23		Expansion of Tuag Adref/Homeward bound service linked to district nursing in the area to provide packages of care to provide care to patients at home and supporting district nursing duties.				19/04/2023- Training and induction for staff under way and pool cars sourced. 
27/04/2023- Staff currently undertaking training, service expected to commence week commencing 15th of May 2023.		In Progress

		4/19/23		Current workforce asked to consider development opportunities to identify training needs and development of future services.				27/04/2023- Clinical Workshop with multidisciplinary team arranged at Tywyn Hospital on the 17th of May 2023.		In Progress

		4/28/23		End of life and hospice care to be considered as an option for beds at Tywyn Hospital.				28/04/23-  to discuss Hospice Dewi Sant and Marie Curie Service in the area to follow up on previous conversations.		In Progress
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		Band 7 Primary Care Practitioner
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TEMPLED DISGRIFIAD SWYDD MANYLION SWYDD:Teitl Swydd:


DIRPRWY REOLWR


Band Cyflog


6


Oriau Gwaith a Natur y Cytundeb


37.5


Uwch Adran/Cyfarwyddiaeth:


GWASANAETHAU NYRSIO


Adran


GWASANAETHAU NYRSIO


Lleoliad:


I'w gadarnhau












































TREFNIADAU SEFYDLIADOL:





			Yn atebol yn rheolaethol i:


			Rheolwr y ward/Arweinydd Tîm/Rheolwr Nyrsio





			Yn adrodd i: Enw’r Rheolwr Llinell


			Nyrs â Gofal





			Yn Gyfrifol yn Broffesiynol i:


			Pennaeth Nyrsio














Crynodeb/pwrpas y swydd:


Rheoli a threfnu'r man clinigol. Asesu, cynllunio, gweithredu a gwerthuso gofal nyrsio wedi'i seilio ar dystiolaeth mewn gwasanaeth o ansawdd sy'n canolbwyntio ar adferiad i'r defnyddwyr gwasanaeth hynny ag anghenion iechyd meddwl difrifol a chymhleth. Cyfrannu at addysgu a datblygu aelodau eraill o staff, sydd wedi cymhwyso ac sydd heb gymhwyso a bod yn rheolwr llinell iddynt. Gweithio ar y cyd a chydweithredu ag eraill i fodloni anghenion cleifion a'u teuluoedd gydag ychydig o oruchwyliaeth neu heb oruchwyliaeth. Derbyn cyfrifoldebau rheoli yn absenoldeb Rheolwr y Ward
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DYLETSWYDDAU/CYFRIFOLDEBAU:





Rheolaethol


Wedi dynodi i fod yn gyfrifol yn rheolaidd yn absenoldeb y sawl sydd â chyfrifoldeb parhaus am reoli'r ardal glinigol a'i threfnu.


Bydd yn gweithredu fel Nyrs ar Ddyletswydd ar sail rota, bydd hyn yn cynnwys cylchdroi i ddyletswyddau nos gyda dirprwy reolwyr wardiau eraill os yw'n ofyniad gwasanaeth


Rheoli cleifion heb oruchwyliaeth uniongyrchol a sicrhau bod anghenion cleifion yn cael eu bodloni ar draws y maes clinigol.


Ymgymryd â chyfrifoldebau rheolwyr llinell ddirprwyedig ar gyfer aelodau eraill y tîm gan gynnwys cynllunio datblygiad personol ac adolygiadau perfformiad unigol yn unol â'r Agenda ar gyfer Newid.


Helpu'r rheolwr ward/tîm i gyflawni'r defnydd gorau o adnoddau clinigol, gan sicrhau llif cleifion effeithlon ac effeithiol i'r ward/baich achosion o dderbyn i ryddhau.


Hybu'r gwaith o ddatblygu gwasanaethau, pennu syniadau newydd ar gyfer gwella yn y ward/ardal glinigol, a chynorthwyo rheolwr y gwasanaeth i roi newid ar waith.


Sicrhau defnydd effeithiol ac effeithlon o adnoddau ariannol a chorfforol. Cyfrannu at y broses cynllunio busnes.


Cynorthwyo wrth recriwtio a chadw staff.


Goruchwylio safonau glendid yr amgylchedd clinigol a rheoli, lleihau ac atal heintiau a gafwyd yn yr ysbyty








Clinigol.





Cyfrifoldeb am asesu anghenion cleifion gofal nyrsio a datblygiad, gweithrediad a gwerthusiad rhaglenni gofal i gwrdd ag anghenion nyrsio'r rhain.


Gweithio fel rhan o dîm amlddisgyblaethol, gan annog a chyfrannu at therapïau gan sicrhau eu bod yn cael eu cyflwyno’n effeithiol.


Mynychu a chyfrannu at gyfarfodydd ac adolygiadau perthnasol, gwrandawiadau a chyfarfodydd cynllunio gofal a thriniaeth, gan ddarparu adroddiadau ar lafar ac yn ysgrifenedig, yn ôl yr angen. Sicrhau bod cleifion a gofalwyr/perthnasau’n cael eu cynnwys wrth gynllunio gofal a'i ddarparu Sicrhau bod cyfathrebu effeithiol yn cael ei sefydlu a’i gynnal gyda chleifion a gofalwyr/perthnasau Sicrhau bod anghenion cleifion yn cael eu bodloni drwy weithio ar y cyd â gweithwyr proffesiynol ac asiantaethau eraill, yn enwedig o ran anghenion iechyd parhaus a threfniadau rhyddhau.


Monitro a rhoi meddyginiaeth ar bresgripsiwn, gan gadw mewn cysylltiad agos â rhagnodwyr gan roi ystyriaeth briodol i effeithiolrwydd wedi'i asesu a rheoli effeithiau negyddol.


Casglu gwybodaeth, ei gwerthuso ac adrodd arni, gan gadw cofnodion cleifion cywir. Cyfrannu at ddatblygu protocolau, gweithdrefnau a pholisïau lleol.


Cydnabod sefyllfaoedd brys ac argyfwng ac ymateb yn briodol iddynt





Addysg a Datblygiad.





Cymryd rhan mewn datblygiad rhaglenni addysg i’w defnyddio yn y maes clinigol. Gweithredu fel goruchwyliwr gan gynorthwyo staff i fyfyrio a goruchwylio arfer ac asesu cymhwysedd lle bo’n addas.


Darparu cyfleoedd addysg a datblygiad ar gyfer y tîm clinigol/ward.


Cymryd rhan mewn cynefino a hyfforddi aelodau newydd o'r staff nyrsio a myfyrwyr cyn cofrestru, a gweithredu fel mentor/goruchwyliwr/aseswr i fyfyrwyr fel bo angen.


Datblygu eich sgiliau a gwybodaeth arbenigol eich hun a chyfrannu at ddatblygiad eraill.





Sicrhau eich cydymffurfiaeth eich hun o ran hyfforddiant gorfodol a gofynion ail-ddilysu NMC.





Gwaith Sifft


Bydd gofyn i ddeilydd y swydd ymgymryd â gwaith sifft, a fydd yn cynnwys gweithio dros y penwythnos.





Bydd gofyn i ddeilydd y swydd weithio dyletswyddau nos ar sail cylchdroi mewnol.








MANYLEB BERSONOL





			PERSONOL


			HANFODOL


			DYMUNOL


			DULL ASESU


			





			Cymwysterau a/neu Wybodaeth


			Nyrs lefel cyntaf Cofrestriad â’r NMC.


Tystiolaeth o gymhwyster lefel gradd


Tystiolaeth o addysg ôl- raddedig at lefel Diploma Tystiolaeth o Ddatblygiad


Proffesiynol Parhaus


			Cymhwyster rheoli a /neu brofiad rheoli Mentor/Goruchwyliwr/Aseswr


			Tystysgrifau Ffurflen gais a


gwiriadau cyn cyflogi Cyfweliad


			





			Profiad


			O leiaf 3 blynedd o weithio un ai mewn arbenigedd clinigol neu rôl nyrsio berthnasol.


			Profiad o weithio mewn lleoliad tîm amlddisgyblaethol. Profiad/gwybodaeth am rôl uwch nyrs


			Ffurflen Gais a chyfweliad


			





			Cymhwyster a Gallu


			Yn gallu cyfleu a derbyn gwybodaeth gymhleth


Yn gallu canfod problem a chymryd camau gweithredu lliniaru


Yn gallu dadansoddi canlyniadau asesiadau a'u trosglwyddo i becynnau gofal perthnasol


Gallu gweithio ar eich pen eich hun yn ogystal ag o fewn tîm


			Gallu siarad Cymraeg Sgiliau TG


Gallu rheoli adnoddau


			Ffurflen gais a Chyfweliad


			





			Gwerthoedd


			Tystiolaeth o weithio'n effeithiol mewn tîm


Y gallu i weithio'n bositif fel rhan o dîm amlddisgyblaethol Gallu gweithio'n annibynnol Dangos hyblygrwydd i addasu i newidiadau sefydliadol yn ogystal â newidiadau yn y gwasanaeth.


			Sgiliau arwain ac ysgogi


			Ffurflen Gais Cyfweliad Geirdaon


			





			Arall


			Agwedd hyblyg at waith. Gallu teithio


			


			Ffurflen Gais a chyfweliad


			





			


			Ymrwymiad i ymgymryd â


			


			


			





			


			chymhwyster arwain / rheoli


			


			


			





			GOFYNION CYFFREDINOL





Dylech gynnwys y rhai sy'n berthnasol i ofynion y swydd





· Gwerthoedd: Rhaid i holl weithwyr y Bwrdd Iechyd ddangos a chynnwys y datganiadau Gwerthoedd ac Ymddygiad fel eu bod yn dod yn rhan annatod o fywyd gwaith deilydd y swydd, a chynnwys egwyddorion yn niwylliant y sefydliad.


· Gweithiwr Iechyd Proffesiynol Cofrestredig: Gofynnir i holl weithwyr BIPBC y mae gofyn iddynt gofrestru â chorff proffesiynol, er mwyn iddynt allu gweithio o fewn eu proffesiwn, gydymffurfio â'u cod
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ymddygiad a gofynion eu cofrestriad proffesiynol.





· Gweithwyr Cefnogi Gofal Iechyd: Mae Gweithwyr Cefnogi Gofal Iechyd yn gwneud cyfraniad gwerthfawr a phwysig at ddarparu gofal iechyd o safon uchel. Mae Cod Ymddygiad Cenedlaethol GIG Cymru yn disgrifio safonau ymddygiad ac ymagwedd sy'n angenrheidiol i bob Gweithiwr Cefnogi Gofal Iechyd a gyflogir gan GIG Cymru. Mae Gweithwyr Cefnogi Gofal Iechyd yn gyfrifol ac mae ganddynt ddyletswydd gofal i sicrhau nad yw eu hymddygiad yn syrthio o dan y safonau a fanylir arnynt yn y Cod ac na fydd unrhyw weithredu neu fethiant ar eu rhan yn niweidio diogelwch a lles defnyddwyr gwasanaeth a'r cyhoedd tra byddant yn eu gofal.





· Gallu: Ni ddylai deilydd y swydd ar unrhyw adeg weithio y tu hwnt i lefel ddiffiniedig cymhwyster. Os oes pryderon ynghylch hyn fe ddylai eu trafod â'i reolwr/goruchwyliwr yn syth. Mae gan weithwyr gyfrifoldeb i roi gwybod i’w goruchwyliwr/rheolwr os oes ganddynt amheuaeth ynglŷn â’u gallu i wneud eu dyletswyddau.





· 	Dysgu a datblygiad: Rhaid i'r holl staff ddilyn rhaglen gynefino ar lefel Gorfforaethol ac Adran a rhaid sicrhau bod yr holl ofynion hyfforddiant statudol/gorfodol yn gyfredol a diweddar. Os yw'n briodol, gofynnir i staff arddangos tystiolaeth o ddatblygiad proffesiynol parhaus.





· Gwerthuso Perfformiad: Rydym wedi ymrwymo i ddatblygu ein staff ac rydych yn gyfrifol am gymryd rhan yn yr Adolygiad Datblygu Perfformiad Blynyddol ar gyfer y swydd.





· Iechyd a Diogelwch: Mae gan holl staff y sefydliad ddyletswydd gofal statudol dros eu diogelwch personol eu hunain ac eraill yr effeithir arnynt gan eu gweithredoedd neu esgeulustod. Mae'n rhaid i ddeilydd y swydd gydweithredu â rheolwyr i alluogi'r sefydliad i fodloni ei ddyletswyddau cyfreithio ei hun ac i adrodd ar unrhyw sefyllfaoedd peryglus neu offer diffygiol. Rhaid i ddeilydd y swydd gadw at bolisïau rheoli risg, iechyd a diogelwch a pholisïau cysylltiedig y Bwrdd Iechyd.





· Rheoli Risg: Elfen safonol o rôl a chyfrifoldeb holl staff y sefydliad yw eu bod yn cyflawni rôl ragweithiol o ran rheoli risg yn eu holl waith. Mae hyn yn cynnwys asesu risg pob sefyllfa, cymryd camau perthnasol ac adrodd am bob digwyddiad, pethau y bu ond y dim iddynt ddigwydd a pheryglon.





· Y Gymraeg: Rhaid i bob gweithiwr wneud ei ddyletswyddau er mwyn cydymffurfio'n gaeth â gofynion Cynllun Iaith Gymraeg ei sefydliad a chymryd pob cyfle i hyrwyddo'r Gymraeg wrth ymwneud â'r cyhoedd.





· Llywodraethu Gwybodaeth: Rhaid i ddeilydd y swydd fod yn ymwybodol bob amser o bwysigrwydd cadw gwybodaeth a gafwyd yn ystod ei ddyletswyddau yn gyfrinachol ac yn ddiogel. Bydd hyn yn cynnwys mewn sawl achos, gweld gwybodaeth bersonol yn ymwneud â defnyddwyr gwasanaeth.














· Deddf Diogelu Data 1998: Rhaid i ddeilydd y swydd drin bob gwybodaeth, boed yn wybodaeth gorfforaethol, am staff neu gleifion yn synhwyrol ac yn gyfrinachol yn unol â darpariaethau'r


Ddeddf Diogelu Data 1998 a Pholisi Sefydliadol. Ystyrir unrhyw achos o dorri cyfrinachedd yn drosedd disgyblu difrifol sy'n agored i ddisgyblu a/neu erlyniad dan y ddeddfwriaeth statudol bresennol (Deddf Diogelu Data) a Pholisi Disgyblu'r Bwrdd Iechyd.





· Rheoli Cofnodion: Fel gweithiwr yn y sefydliad hwn mae deilydd y swydd yn gyfreithiol gyfrifol am yr holl gofnodion mae'n eu casglu, eu creu neu'n eu defnyddio fel rhan o'i waith yn y Bwrdd Iechyd (gan gynnwys


iechyd cleifion, ariannol, personol a gweinyddol) p'un ai eu bod ar bapur neu ar





gyfrifiadur. Ystyrir pob cofnod o'r fath fel cofnodion cyhoeddus, ac mae gan ddeilydd y swydd ddyletswydd cyfrinachedd cyfreithiol i ddefnyddwyr gwasanaethau (hyd yn oed ar ôl i weithiwr adael y sefydliad). Dylai deilydd y swydd ymgynghori â'i reolwr os oes ganddo unrhyw amheuaeth am reoli cofnodion yn gywir.





· Cydraddoldeb a Hawliau Dynol: Mae Dyletswydd Cydraddoldeb y Sector Cyhoeddus yng Nghymru yn gosod dyletswydd gadarnhaol ar y BI


i hybu cydraddoldeb i unigolion â nodweddion gwarchodedig, fel cyflogwr a darparwr


gwasanaethau cyhoeddus. Mae naw nodwedd warchodedig: oed, anabledd, ailbennu rhywedd, priodas a phartneriaeth sifil, beichiogrwydd a mamolaeth, hil, crefydd neu gred, rhyw a chyfeiriadedd rhywiol. Mae'r Bwrdd Iechyd wedi ymrwymo i sicrhau na fydd unrhyw ymgeisydd am swydd neu weithiwr yn cael ei drin yn llai ffafriol o ran yr uchod. I'r perwyl hwn, mae gan y sefydliad Bolisi Cydraddoldeb ac mae angen i bob gweithiwr gyfrannu at ei lwyddiant.





· Urddas yn y Gwaith: Mae'r sefydliad yn condemnio pob math o fwlio ac aflonyddu ac mae wrthi'n hyrwyddo gweithle lle mae gweithwyr yn cael eu trin yn deg ac â pharch ac urddas. Gofynnir i staff roi gwybod am unrhyw fath o fwlio ac aflonyddu i'w Rheolwyr Llinell neu unrhyw Gyfarwyddwr y sefydliad. Ni fydd ymddygiad amhriodol yn y gweithle yn cael ei oddef a bydd yn cael ei drin fel mater difrifol dan Bolisi Disgyblu'r Bwrdd Iechyd.





· Gwiriad Datgelu DBS: Yn y swydd hon, bydd gofyn i chi gael * cyswllt uniongyrchol / anuniongyrchol â * chleifion / defnyddwyr y gwasanaeth / plant / oedolion bregus wrth wneud eich dyletswyddau arferol. Felly, bydd rhaid i chi wneud cais am Wiriad CRB * Safonol / Uwch fel rhan o drefn wirio cyn cyflogi'r Bwrdd Iechyd. *Dileer fel sy’n briodol


Nid oes rhaid i ddeilydd y swydd gael Gwiriad Datgelu DBS. *Dileer fel sy’n briodol





· Diogelu Plant ac Oedolion Bregus: Mae'r sefydliad wedi ymrwymo i ddiogelu plant ac oedolion bregus. Rhaid i'r holl staff felly fynychu hyfforddiant Diogelu Plant a bod yn ymwybodol o'u cyfrifoldeb dan y Polisi Amddiffyn Oedolion.





· Rheoli Heintiau: Mae'r sefydliad wedi ymrwymo i fodloni ei oblygiadau i leihau heintiau.


Mae'r holl staff yn gyfrifol am amddiffyn a diogelu cleifion, defnyddwyr y gwasanaeth, ymwelwyr a gweithwyr rhag y risg o gael haint sy'n gysylltiedig â gofal iechyd. Mae'r cyfrifoldeb hwn yn cynnwys bod yn ymwybodol


o gynnwys Polisïau a Gweithdrefnau Atal a Rheoli Haint y Bwrdd Iechyd a chadw atynt yn gyson.





· Dim Ysmygu: Er mwyn rhoi'r cyfle gorau i'r holl gleifion, ymwelwyr a staff fod yn iach, mae pob safle'r Bwrdd Iechyd, yn cynnwys adeiladau a thiroedd yn ddi-fwg.








Datganiad Hyblygrwydd: Amlinellir dyletswyddau’r swydd yn y swydd ddisgrifiad a’r fanyleb bersonol hon a gellir eu newid o dro i dro drwy gytundeb ar y cyd.























ATODIAD 1








Teitl y Swydd: Band 6


Siart Sefydliadol





Rhaid i'r Siart Sefydliadol dynnu sylw at y swydd y mae'r disgrifiad swydd hwn yn cyfeirio ati gan ddangos y berthynas â swyddi ar yr un lefel ac os yw'n briodol, ddau lefel uwch ben ac o dan.





Cwblhewch fel bo'n briodol y bocsys isod, eu dileu neu ychwanegu atynt yn dangos y perthnasoedd sefydliadol


Metron / Rheolwr


Prif Nyrs


Teitl Swydd


Swydd Band


6


Teitl Swydd


Rheoli/goruchwylio


staff Band 5 gan ddeilydd y swydd


Staff a reolir/goruchwylir


gan ddeilydd y swydd








APPENDIX 2








Job Title: Disgrifiad Swydd Cyffredinol Band 6


Supplementary Job Description Information





Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching process.





Physical Effort





This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required for the job.





Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc. are detailed, such as:





‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights; manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily job - N.B. Walking


/driving to work is not included’





			Examples of Typical effort(s)


			How often per day


/ week / month


			For how long?


			Additional Comments





			Required to stand or walk for sustained periods during the shift.


			daily


			variable


			





			Required to drive to attend meetings


			monthly


			variable
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Mental Effort





This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to unpredictable work patterns, interruptions and the need to meet deadlines.





Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during a shift / working day, e.g. :





‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non- clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.





			


Examples of Typical effort(s)


			How often per day


/ week / month?


			


For how long?


			


Additional Comments





			Write client notes and reports with possible interruptions to respond to patient needs and telephone calls. Also complete assessments and audits. Be alert to the changing needs of


patients and respond appropriately


			Daily


			Variable. At least 1 hour per day


			





			Concentrate on dispensing with potential for interruptions from patients and telephone calls.


			Daily


			1/2 hour a day


			





			Review and write up care plans with patients.





Prepare reports for client care and treatment plan reviews


			Monthly


			2-3 hours


			





			Lead MDT meetings, unit team meetings and professional meetings


			Daily


			1 hour
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Emotional Effort





This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that are generally considered to be distressing and/or emotionally demanding.





Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of situations they are required to deal with.





For example,’ processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff; caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff; communicating life changing events; dealing with people with challenging behaviour; arriving at the scene of an accident.’ N.B. Fear of Violence is measured under Working Conditions








			Examples of Typical effort(s)


			How often per week / month?


			For how long?


			Additional Comments





			


			


			


			





			Communicate unwelcome news to patients and carers regarding their care and treatment.


			





Weekly, monthly


			





variable


			





			As Senior Nurse for the Unit covering out hours post holder will be responsible for unplanned care activities


			weekly


			variable


			This is dependent on the senior nurse bleep holder rota





			Providing care and treatment for patient who may have complex health needs and associated co-morbidities.


			Weekly


			Variable


			Difficult to predict frequency











Working Conditions





This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.





Please identify unpleasant working conditions or hazards which are encountered in the post holder’s working environment and establish how often and for how long they are exposed to them during a working day / week / month.





Examples are – use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids, faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations -


*Driving to and from work is not included





			Examples of Typical Conditions


			How often per week / month?


			For how long?


			Additional Comments





			Post holder will be required to work long days working up to 12 hours a day.


			2-3 days per week


			


			





			Post holder will be required to use visual display units on a daily basis .


			Daily


			1-2 hours


			





			Post holder will need to drive to attend meetings and carry out assessments at other sites


			Weekly


			variable


			





			Post holder required to work flexible roster including night duty at the need of the service


			2-3 time per week
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Oriau Gwaith a Natur y Contract:


I'w gwblhau wrth recriwtio


Uwch Adran/ Cyfarwyddiaeth:





Adran:





Lleoliad:


I'w gwblhau wrth recriwtio












































TREFNIADAU'R SEFYDLIAD:





			Yn rheolaethol atebol i:


			Metron/ Uwch Reolwr Adran





			Yn adrodd i: Enw’r Rheolwr Llinell


			Metron/ Uwch Reolwr Adran





			Yn gyfrifol yn broffesiynol i:


			Pennaeth Nyrsio/Uwch Reolwr Nyrsio








Ychwanegwch ddatganiad sefydliadol ar werthoedd ac ymddygiad Gwella iechyd a darparu gofal ardderchog. Rhoi cleifion yn gyntaf, gweithio gyda'n gilydd, Gwerthfawrogi a Pharchu ein gilydd, Dysgu ac Arloesi, Cyfathrebu'n glir ac yn onest.








PWRPAS Y SWYDD





1. Bydd deilydd y swydd yn gyfrifol am reolaeth a darpariaeth gofal nyrsio 24 awr yn y maes clinigol dynodedig.


2. Bydd deilydd y swydd yn arbenigwr mewn asesu holl feysydd o ofal nyrsio, eu cynllunio a'u gweithredu ac am ddarparu arweinyddiaeth glinigol ar gyfer y gwasanaeth.


3. Mae deilydd y swydd yn gyfrifol am sicrhau bod gofal o'r radd flaenaf yn seiliedig ar dystiolaeth glinigol yn cael ei gyflawni a'i fonitro'n gyson.


4. Bydd deilydd y swydd yn gyfrifol am sicrhau bod Addewid Urddas y Bwrdd Iechyd yn cael ei weithredu yn y maes cyfrifoldeb bob amser, bod aelodau o staff yn trin cleifion, teuluoedd a chydweithwyr gydag urddas a pharch.








DYLETSWYDDAU A CHYFRIFOLDEBAU





Arweinyddiaeth





· Darparu adnodd gweladwy a hygyrch mewn sefyllfa glinigol i staff, cleifion a'u teuluoedd ar y ward.


· Arwain drwy esiampl.


· Herio arferion traddodiadol ac annog datrys problemau arloesol ymysg staff sy’n canolbwyntio ar ganlyniadau.


· Arwain ar archwiliadau sefydliadol ar gyfer y gwasanaeth a chymryd cyfrifoldeb am weithredu'r holl feysydd a ddynodwyd ar gyfer eu gwella.


· Gweithio mewn partneriaeth â'r Fetron wrth ddarparu agenda rheoli haint ehangach.


· Dan arweiniad y Fetron sicrhau bod arfer nyrsio diogel, o safon uchel ac sy'n seiliedig ar dystiolaeth yn cael ei ddarparu a bod canlyniadau yn arwain at well arfer.


· Arwain ar fentrau'r gwasanaeth a sicrhau bod yr holl feysydd a ddynodwyd ar gyfer eu gwella yn cael eu gweithredu, eu monitro a'u cynnal.


· Bod yn ddeilydd blîp/cymryd rhan yn y rota ddyletswyddau fel bo'n briodol i'r arbenigedd.





Rheolaethol





· Cyfrifol am reolaeth weithredol y maes clinigol ar sail 24 awr a sicrhau rheolaeth linell holl aelodau staff o fewn y maes.


· Cymryd cyfrifoldeb gyffredinol dros greu a chwblhau'r e-amserlen lle bo'n briodol gan sicrhau bod cymysgedd sgil briodol o fewn y maes gwasanaeth dynodedig.


· Sicrhau bod y rhestr ddyletswyddau yn bodloni anghenion y gwasanaeth ac yn cael ei gymeradwyo o fewn amserlenni angenrheidiol yn unol â'r polisi Rhestr Ddyletswyddau. Monitro rhestr ddyletswyddau KPIs, sicrhau bod y rhestr ddyletswyddau yn cael ei drefnu’n rheolaidd, ei adolygu yn wythnosol a bod y sifftiau'n cael eu nodi'n brydlon.





· Monitro prif ddangosyddion perfformiad y rhestr ddyletswyddau a gweithredu i ymdrin neu uwch gyfeirio'n briodol i'r Fetron os y tu allan i reolaeth ar unwaith.


· Yn gyfrifol am gyflwyno data'n rheolaidd i'r Rhestr Iechyd Gofal Diogel (fel arfer 3 gwaith y diwrnod) er mwyn rheoli lefelau staffio nyrsio ar sail fesul sifft gan gymryd i ystyriaeth aciwtedd cleifion.


· Sicrhau eich bod yn gwybod am bolisïau staffio a arweiniad statudol yn ymwneud â'r maes gwaith ac atebolrwydd proffesiynol yn ymwneud â staffio.


· Asesu'r amgylchedd clinigol a lefelau staffio'n barhaus a gwerthuso'r Metron/Pennaeth Nyrsio yn ffurfiol am y sefyllfa.


· Sicrhau bod yr holl gamau rhesymol yn cael eu cymryd i gynnal y lefelau staff nyrsio ac uwch gyfeirio unrhyw bryderon.


· Sicrhau bod achlysuron lle bydd lefelau staffio nyrsio yn bodloni'r meini prawf ar gyfer tor-cyfraith mawr yn cael eu hadrodd arnynt fel digwyddiad datix.


· Adolygu, cofnodi ac adrodd ar bob achlysur lle bydd nifer y nyrsys a ddefnyddir yn amrywio oddi ar y rhestr ddyletswyddau a drefnir.


· Cynnal archwiliadau craffu dwywaith y flwyddyn (neu'n amlach os bydd angen) o fewn eich maes ac yn gyfrifol am ddilysu a chadarnhau cywirdeb a chyflawnder y data craffu a gasglwyd.


· Sicrhau bod dewisiadau ar gael am y lefelau staffio nyrsio i'r Pennaeth Nyrsio/Uwch Nyrs/ Cyfarwyddwr Nyrsio pan gyfrifir y lefel staffio nyrsio ar gyfer eu ward.


· Gweithredu fel llofnodwr ar gyfer staff dros dro megis gweithwyr banc a gweithwyr asiantaeth.


· Sicrhau bod staff yn cael eu goruchwylio o ddydd i ddydd, eu dyrannu a'u cydlynu gyda chydnabyddiaeth o gymysgedd sgil a gallu.


· Dynodi materion perfformio gwael, adrodd arnynt a mynd i'r afael â nhw.


· Tawelu ymddygiad heriol ymhlith staff sy'n gweithio yn ardal y ward a gosod esiampl i sicrhau bod pob sefyllfa a allai fod yn anodd yn cael eu rheoli mewn ffordd sensitif


· Cymryd rhan a chwblhau gweithrediadau sy’n codi o gyfarfodydd dal i fyny wythnosol gan sicrhau bod amcanion gwasanaeth yn cael eu datblygu a’u cyflawni.





Rheoli adnoddau dynol





· Cymryd rhan mewn recriwtio a dewis staff, gan gadw at safonau cydraddoldeb ac anableddau a chydweithio'n agos â'r Fetron, Gweithlu a Datblygiad Sefydliadol.


· Cynnal cyfarfodydd rheoli salwch llinell gyntaf yn unol â Pholisïau Absenoldeb Salwch y Bwrdd Iechyd.


· Sicrhau bod staff sy'n rhoi gwybod am absenoldeb salwch yn cael eu cyfeirio at CARE yn unol â chanllawiau'r Bwrdd Iechyd.


· Sicrhau bod gwyliau blynyddol yn cael ei reoli yn unol â pholisi gwyliau'r Bwrdd Iechyd ac yn cyflawni'r arweiniad e-restru o leiafswm o 11% ac uchafswm o 16%.





· Sicrhau bod cofnodion presenoldeb/cofnodion personol staff yn cael eu cadw'n gyfredol.


· Nodi a rheoli materion a nodwyd sy’n ymwneud â pherfformiad staff yn briodol.


· Cynnal ymchwiliadau rheoli dan oruchwyliaeth uniongyrchol yr Arweinydd Proffesiynol y Gwasanaeth.


· Sicrhau bod rhestr ddyletswyddau cadarn yn ei le a bod lefelau staffio a chymysgedd sgiliau’n sicrhau’r cymhwysedd gofynnol i ddarparu gwasanaethau’n ddiogel yn unol â’r gyllideb gytûn, a bod cydymffurfiaeth ag EWTD. Sicrhau bod amserlenni o fewn KPI a gytunwyd yn unol â'r calendr a bod gweithredu cywiro'n cael ei wneud i fynd i'r afael ag unrhyw amserlenni y tu allan i KPI a gytunwyd heb resymwaith cyfiawnadwy.





Cyfathrebu





· Datblygu perthnasau cynhyrchiol gyda'r holl grwpiau staff ac unigolion o fewn y tîm amlbroffesiwn.


· Arwain agwedd agored a'i gefnogi gan sicrhau bod sianeli cyfathrebu yn eu lle i annog dysgu ac arloesedd ac annog rhannu er budd cleifion a staff.


· Cyfathrebu'n sensitif ac effeithiol gydag ystod eang o bobl mewn modd sy'n hyrwyddo perthnasau gwaith cadarnhaol, gan ddylanwadu ar eraill o fewn y tîm i weithredu mewn modd tebyg.


· Cyfathrebu ac archwilio effeithiol yn ystod sefyllfaoedd heriol sy'n ymwneud â gofal staff/cleifion gan ddefnyddio sgiliau rhyngbersonol priodol e.e. trafod, darbwyllo, sicrhau a chydymdeimlo.


· Cynhyrchu adroddiadau ysgrifenedig sy’n ymwneud â materion rheoli e.e. materion diogelu, perfformiad gwael a materion disgyblu.


· Cydnabod, cyfathrebu a gwobrwyo cyflawniadau'r tîm ac unigolion yn y tîm.





Cyllid





· Yn gyfrifol am adnoddau ariannol a chorfforol y ward ac ar y cyd â'r Metron/ Arweinydd Proffesiynol y Gwasanaeth rheoli 'r gyllideb.


· Cymryd cyfrifoldeb cyffredinol dros archebu cyfarpar a stoc ar gyfer y ward.


· Gweithio gyda'r Fetron/ Arweinydd Proffesiynol Gwasanaeth i hyrwyddo gwelliannau cost i wella effeithiolrwydd ac effeithlonrwydd.


· Mynychu cyfarfodydd cyllideb bob yn ail fis.





Ansawdd a Llywodraethu Clinigol





· Sicrhau bod amgylchedd y Ward yn ddiogel, glân a thaclus a gweithredu'n briodol i adfer os bydd cyfaddawdu ar ansawdd a diogelwch.


· Adolygu'r dangosfwrdd niwed a sicrhau bod camau gweithredu'n cael eu cytuno i fynd i'r afael â'r taflwybr y tu allan i'r paramedrau y cytunwyd arnynt, neu uwch gyfeirio lle maent y tu allan i reolaeth leol.


· Cymryd rhan mewn achrediad Ward am faes eich hun gan sicrhau bod gweithrediadau'n cael eu rhoi yn eu lle a'u monitro o ganlyniad.





· Sicrhau bod arfer clinigol ar sail tystiolaeth, gan sicrhau bod arfer orau yn cael ei gynnal yn defnyddio'r archwiliad perthnasol ac offer monitro penodol i'r maes arbenigol, neu a gytunwyd yn lleol neu'n genedlaethol fel achub 1000+ o fywydau.


· Rhoi gwybod am bob digwyddiad a damwain drwy systemau rheoli risg BIPBC.


· Ymgymryd â swyddogaeth a chyfrifoldeb arweiniol dros ymchwilio a monitro digwyddiadau clinigol ar unwaith o fewn y lleoliad dynodedig, sicrhau bod gwersi’n cael eu dysgu a’u nodi a’u defnyddio i newid arferion clinigol.


· Cadw at bolisi "codi pryderon" y Bwrdd Iechyd ac ymgymryd â rôl arweiniol a chyfrifoldeb am ymchwiliadau ar unwaith a monitro cwynion.


· Gweithio mewn partneriaeth â'r Metron/ Arweinydd Proffesiynol y Gwasanaeth i ddynodi tueddiadau sy'n codi yn yr ardal glinigol a datblygu cynlluniau gweithredu ar gyfer dysgu fel bod angen.


· Nodi a rheoli materion sy’n ymwneud â risg yn unol â Strategaeth Risg y Bwrdd Iechyd, deddfwriaeth Iechyd a Diogelwch, Cod Ymddygiad Proffesiynol NMC a pholisïau a chanllawiau'r Bwrdd Iechyd Lleol, gan sicrhau bod yr holl argymhellion yn cael eu rhoi ar waith o ganlyniad i hyn.


· Cymryd rhan mewn archwiliadau gwasanaeth a datblygu a gweithredu'r cynllun gweithredu.


· Arwain ar ddechrau gweithgareddau ymgysylltiad y cyhoedd a chleifion yn y maes gwasanaeth, gan arwain at welliant mewn gwasanaeth.


· Cynorthwyo gyda datblygiad Dogfennau Rheoli Ysgrifenedig, canllawiau a llwybrau gofal clinigol ar draws y gwasanaeth yn unol â chyfarwyddyd Metron/ Arweinydd Proffesiynol y Gwasanaethau a hyrwyddo egwyddorion Cydraddoldeb ac Amrywiaeth.





Cyfrifoldebau proffesiynol





· Sicrhau bod yr holl nyrsys yn y meysydd cyfrifoldeb yn cadw at Reolau, Safonau ac Arweiniad yr NMC a sicrhau bod system leol yn ei le ar gyfer monitro dyddiad dod i ben yr NMC i sicrhau eu bod yn cynnal y gofynion i barhau'n ymarferydd ar y gofrestr NMC.


· Cyfrannu fel bod angen gan y Metron/ Arweinydd Proffesiynol y Gwasanaeth at ddatblygu a gweithredu gwasanaeth a Strategaeth y Bwrdd Iechyd ar gyfer Nyrsio a Bydwreigiaeth.


· Cysylltu ag Arweinydd Proffesiynol y Gwasanaeth pan fydd arfer nyrs unigol yn achosi pryder.








Datblygiad, Addysg a Hyfforddiant Staff





Gwybodaeth a Sgiliau Personol





· Yn gyfrifol am sicrhau eich datblygiad proffesiynol parhaus eich hun.


· Yn gyfrifol am gadw ar y blaen â gwasanaethau nyrsio.





· Nodi anghenion datblygiad proffesiynol unigolyn mewn adolygiadau perfformiad i sicrhau arweinyddiaeth effeithiol a sgiliau rheoli i lywio gwasanaethau nyrsio i gyflawni'r lefelau uchaf o ddarparu gwasanaeth.


· Myfyrio ar arferion arwain a rheoli gyda chyfoedion a mentoriaid.


· Sicrhau bod cydymffurfiaeth staff â hyfforddiant gorfodol a'r broses PADR blynyddol yn ei le.


· Sicrhau bod unrhyw sgiliau neu alluedd sydd eu hangen i gynnal y rôl yn cael eu hadolygu yn y diweddariad blynyddol.





Sgiliau a gwybodaeth staff





· Sicrhau bod yr holl staff newydd yn cael rhaglen gynefino a mentor penodol yn unol â pholisi cynefino BIPBC.


· Dynodi staff sy'n ymgymryd â mentoriaeth a phreceptoriaeth o ran yr holl ddysgwyr ac aelodau newydd o staff, eu cefnogi a'u cynghori.


· Ymddwyn fel mentor/ goruchwyliwr/ aseswr, gan sicrhau bod staff sy'n ymgymryd â'r rôl yn parhau i fodloni'r gofynion i aros ar gofrestr mentoriaid/aseswyr y Bwrdd Iechyd drwy gwblhau adolygiad teirblwydd yn foddhaol ac yn unol â'r safonau addysg NMC sydd gerllaw.


· Cydweithio gyda darparwyr addysg i gefnogi anghenion myfyrwyr ar leoliadau clinigol.


· Sicrhau amgylchedd ddysgu briodol sy’n arwain at fodloni anghenion yr holl ddysgwyr a staff gan hysbysu Metron / Arweinydd Proffesiynol y Gwasanaeth am broblemau adnoddau a all effeithio ar hyn.


· Sicrhau bod yr holl staff o fewn maes cyfrifoldeb yn derbyn adolygiad perfformiad unigol blynyddol ac yn derbyn cefnogaeth i fodloni amcanion.


· Yn gyfrifol am hwyluso mynychiad staff mewn hyfforddiant gorfodol gan weithio ar y cyd ag Arweinydd Datblygiad y Gwasanaeth.





Rhyddid i Weithredu





· Fel rheolwr ward bydd disgwyl i ddeilydd y swydd wneud penderfyniadau annibynnol yn ddyddiol i sicrhau bod gwasanaeth diogel ac effeithiol yn cael ei ddarparu ar y ward.


· Bydd deilydd y swydd yn gyfrifol am sicrhau lefelau staffio diogel a'r gymysgedd sgiliau yn y lleoliad clinigol a dirprwyo'r gwaith priodol i aelodau staff.


· Mae gan ddeilydd y swydd, dan oruchwyliaeth Metron/ Arweinydd Proffesiynol y Gwasanaethau, y rhyddid i sicrhau bod gwasanaethau o fewn y maes yn cyflawni eu hamcanion drwy gynllunio, perfformiad, gweithlu a rheoli gwybodaeth.





Clinigol





· Cynnal holl alluoedd clinigol nyrsio perthnasol


· Bydd disgwyl i ddeilydd y swydd weithio'n glinigol i ddangos safonau uchel o ymarfer nyrsio, gan ddarparu arbenigedd clinigol a chyngor ar y ward.





BWRDD IECHYD PRIFYSGOL BETSI CADWALADR MANYLEB BERSONOL


TEITL Y SWYDD:





			MEINI PRAWF


			HANFODOL


			DYMUNOL





			Cymwysterau a


Hyfforddiant


			· Nyrs lefel cyntaf


			· Cymhwyster Rheoli cydnabyddedig


· Tystiolaeth o astudio ar lefel Meistr





			


			· Cofrestriad â’r NMC.


			





			


			· Tystiolaeth o gymhwyster lefel gradd neu'n gweithio tuag at hyn o fewn amserlen y cytunwyd arno.


			





			


			· Tystiolaeth o Ddatblygiad Proffesiynol Parhaus


			





			


			· Yn meddu ar Ddiploma ôl- radd perthnasol neu'n ei gwblhau o fewn amserlen y cytunwyd arno.


			





			


Clinigol


			· Profiad eang a thrylwyr o arfer mewn lleoliad gwasanaeth


· Profiad sylweddol ar ôl cofrestru


· Profiad sylweddol o weithio naill ai o fewn yr arbenigedd clinigol neu rôl nyrsio perthnasol


· Gallu dangos cymhwyso methodoleg gwella.


			· Profiad o weithio mewn lleoliadau eraill





			


Datblygiad


			· Arddangos brwdfrydedd tuag at addysgu a rhannu gwybodaeth


· Aros yn ymwybodol o’r holl faterion cyfredol sy’n gysylltiedig ag arfer nyrsio proffesiynol


· Agwedd hyderus a phendant


· Gosod esiampl ragorol o ran gallu clinigol a phroffesiynol


			





			Personol a


			


			





			Datblygiad


			


			





			Unigolion


			


			





			


Iechyd, diogelwch a


diogeled


			· Gwybodaeth dda am risg a llywodraethu clinigol


			











			


			


			





			


Gwella Gwasanaethau


			· Profiad o fod yn gysylltiedig â gwella gwasanaethau neu brosiect


			





			





Ansawdd


			· Gallu i flaenoriaethu gwaith yn effeithiol


			





			


Cydraddoldeb ac amrywiaeth


			· Y gallu i nodi a gweithredu pan fyddwch chi neu eraill yn tanseilio cydraddoldeb ac amrywiaeth


			





			Gwybodaeth, casglu a’i


dadansoddi


			· Sgiliau cyfrifiadurol


			





			Addysg, Hyfforddiant, Ymchwil a Datblygiad


			


· Gwybodaeth ymchwil dda


			


· Profiad o ymgymryd ag archwilio





			Sgiliau Rheolaeth ac Arweinyddiaeth


			· Sgiliau rheoli amser arbennig


· Profiad o sgiliau rheoli pobl


· Gallu blaenoriaethu


· Gallu gwybod pryd, a gyda phwy, i ddwysau a briffio o ran materion critigol;


			· Rheoli Adnoddau Dynol


· Reolaeth Ariannol





			Rhinweddau Personol


			· Sgiliau rhyngbersonol a chyfathrebu ardderchog a sgiliau gwrando da


· Tystiolaeth o bersonoliaeth wydn


· Hyblyg a dibynadwy


			SIarad Cymraeg











GOFYNION CYFFREDINOL





Dylech gynnwys y rhai sy'n berthnasol i ofynion y swydd;





· Gwerthoedd: Rhaid i holl weithwyr y Bwrdd Iechyd ddangos a chynnwys y datganiadau Gwerthoedd ac Ymddygiad fel eu bod yn dod yn rhan annatod o fywyd gwaith deilydd y swydd, a chynnwys egwyddorion yn niwylliant y sefydliad.





· Gweithiwr Proffesiynol Iechyd Cofrestredig: Gofynnir i'r holl weithwyr y mae gofyn iddynt gofrestru â chorff proffesiynol, er mwyn iddynt allu gweithio o fewn eu proffesiwn, gydymffurfio â'u cod ymddygiad a gofynion eu cofrestriad proffesiynol.





· Gweithwyr Cefnogi Gofal Iechyd: Mae Gweithwyr Cefnogi Gofal Iechyd yn gwneud cyfraniad gwerthfawr a phwysig at ddarparu gofal iechyd o safon uchel. Mae Cod Ymddygiad cenedlaethol GIG Cymru yn disgrifio safonau ymddygiad ac ymagwedd sy'n angenrheidiol i bob Gweithiwr Cefnogi Gofal Iechyd a gyflogir gan GIG Cymru. Mae Gweithwyr Cefnogi Gofal Iechyd yn gyfrifol ac mae ganddynt ddyletswydd gofal i sicrhau nad yw eu hymddygiad yn syrthio o dan y safonau a fanylir arnynt yn y Cod ac na fydd unrhyw weithred neu fethiant ar eu rhan yn niweidio diogelwch a lles defnyddwyr y gwasanaeth a'r cyhoedd, tra byddant yn eu gofal.





· Gallu: Ni ddylai deilydd y swydd ar unrhyw adeg weithio y tu hwnt i lefel ddiffiniedig cymhwyster. Os oes pryderon ynghylch hyn, dylai deilydd y swydd eu trafod â'i Reolwr/ Goruchwyliwr yn syth. Mae gan weithwyr gyfrifoldeb i roi gwybod i’w goruchwyliwr/rheolwr os oes ganddynt amheuaeth ynglŷn â’u gallu i wneud eu dyletswyddau.





· Dysgu a Datblygiad: Mae'n rhaid i staff ymgymryd â rhaglenni ymsefydlu/cynefino ar lefel Gorfforaethol ac Adrannol ac mae'n rhaid iddynt sicrhau bod unrhyw ofynion hyfforddiant statudol/gorfodol yn gyfredol ac yn ddiweddar. Pan fo'n briodol, mae gofyn i staff ddangos tystiolaeth o ddatblygiad proffesiynol parhaus.





· Arfarnu Perfformiad: Rydym wedi ymrwymo i ddatblygu ein staff ac rydych yn gyfrifol am gymryd rhan yn yr Adolygiad Datblygu Perfformiad Blynyddol ar gyfer y swydd.





· Iechyd a Diogelwch: Mae gan holl weithwyr y sefydliad ddyletswydd gofal statudol dros eu diogelwch personol eu hunain ac eraill yr effeithir arnynt gan eu gweithredoedd neu esgeulustod. Bydd gofyn i ddeilydd y swydd gydweithio â rheolwyr i ganiatáu’r sefydliad i fodloni ei ddyletswyddau cyfreithiol ei hun ac i adrodd ar unrhyw sefyllfaoedd peryglus neu offer diffygiol. Rhaid i’r deilydd swydd gadw at bolisïau Rheoli Risg, Iechyd a Diogelwch a pholisïau cysylltiol y sefydliad.





· Rheoli Risg: Elfen safonol o rôl a chyfrifoldeb holl staff y sefydliad yw eu bod yn cyflawni rôl weithredol o ran rheoli risg yn eu holl waith. Mae hyn yn cynnwys asesu risg pob sefyllfa, cymryd camau perthnasol ac adrodd am bob digwyddiad, pethau y bu ond y dim iddynt ddigwydd a pheryglon.





· Y  Gymraeg:	Rhaid   i   bob   gweithiwr  gyflawni  ei	ddyletswyddau	er mwyn





cydymffurfio'n gaeth â gofynion Cynllun Iaith Gymraeg ei sefydliad a chymryd pob cyfle i hyrwyddo'r Gymraeg wrth ymwneud â'r cyhoedd.





· Llywodraethu Gwybodaeth: Mae'n rhaid i ddeilydd y swydd bob amser fod yn ymwybodol o bwysigrwydd cynnal cyfrinachedd a diogeled gwybodaeth a geir wrth gyflawni ei ddyletswyddau. Mewn llawer o achosion, bydd hyn yn cynnwys  mynediad at wybodaeth bersonol sy'n ymwneud â defnyddwyr y gwasanaeth.








· Diogelu Data: Rhaid i ddeilydd y swydd drin pob darn o wybodaeth, boed honno'n gorfforaethol, neu'n wybodaeth am staff neu gleifion, mewn modd synhwyrol a chyfrinachol yn unol â'r Ddeddfwriaeth Diogelu Data Cyffredinol a  Pholisi'r Sefydliad. Ystyrir unrhyw achos o dorri cyfrinachedd yn drosedd disgyblu  difrifol  sy'n agored i ddisgyblu a/ neu erlyn dan y ddeddfwriaeth statudol bresennol  a Pholisi Disgyblu'r Bwrdd Iechyd.





· Rheoli Cofnodion: Fel un o weithwyr y sefydliad hwn, mae gan ddeilydd y swydd gyfrifoldeb cyfreithiol am yr holl gofnodion y bydd yn eu casglu, eu creu neu eu defnyddio fel rhan o'i waith yn y Bwrdd Iechyd (gan gynnwys iechyd cleifion, iechyd staff neu anaf, materion ariannol, personol a gweinyddol), waeth a yw’r rhain ar bapur neu ar gyfrifiadur. Ystyrir pob cofnod fel hyn yn gofnod cyhoeddus, ac mae gan y deilydd swydd ddyletswydd gyfreithiol o gyfrinachedd i ddefnyddwyr gwasanaeth (hyd yn oed ar ôl i weithiwr adael y BILl). Dylai deilydd y swydd ymgynghori â’i r(h)eolwr os oes ganddo/ganddi unrhyw amheuaeth o ran rheolaeth gywir cofnodion mae’n gweithio â nhw.





· Cydraddoldeb a Hawliau Dynol: Mae Dyletswydd Cydraddoldeb y Sector Cyhoeddus yng Nghymru yn gosod dyletswydd gadarnhaol ar y Bwrdd Iechyd i hyrwyddo cydraddoldeb i bobl a nodweddion gwarchodedig, fel cyflogwr a darparwr gwasanaethau cyhoeddus. Mae naw nodwedd gwarchodedig: oed, anabledd, ailbennu rhywedd, priodas a phartneriaeth sifil, beichiogrwydd a mamolaeth, hil, crefydd neu gred, rhyw a chyfeiriadedd rhywiol.  Mae'r Bwrdd Iechyd yn ymroddedig i sicrhau nad yw unrhyw ymgeisydd am swydd neu weithiwr yn derbyn triniaeth llai ffafriol ar sail unrhyw un o'r uchod. I'r perwyl hwn, mae gan y Bwrdd Iechyd Bolisi Cydraddoldeb a rhaid i bob gweithiwr gyfrannu at ei lwyddiant.





· Urddas yn y Gwaith: Mae'r Bwrdd Iechyd yn gwrthwynebu i bob math o aflonyddu a bwlio ac mae'n ceisio hyrwyddo gweithle lle mae gweithwyr yn cael eu trin yn deg a gydag urddas a pharch. Gofynnir i staff roi gwybod am unrhyw fath o fwlio ac aflonyddu i'w Rheolwyr Llinell neu unrhyw Gyfarwyddwr yn y sefydliad. Ni fydd ymddygiad amhriodol yn y gweithle yn cael ei oddef a bydd yn cael ei drin fel mater difrifol dan Bolisi Disgyblu'r Bwrdd Iechyd.





· Gwiriad Datgelu DBS: Bydd gennych gysylltiad * uniongyrchol/anuniongyrchol â chleifion/ defnyddwyr gwasanaeth/ plant/ oedolion bregus yn y swydd hon fel rhan o'ch dyletswyddau arferol. Felly, bydd angen i chi wneud cais am Wiriad CRB * Safonol / Uwch fel rhan o drefn wirio cyn cyflogi'r Bwrdd Iechyd. *Dileer fel bo’n briodol. Os nad oes angen Gwiriad DBS ar ddeilydd y swydd, dileer fel bo'n briodol.





· Diogelu Plant ac Oedolion sydd mewn Perygl: Mae'r sefydliad wedi ymrwymo i





ddiogelu plant ac oedolion sydd mewn perygl. Felly, rhaid i'r holl staff felly fynychu hyfforddiant Diogelu Plant ac Oedolion a bod yn ymwybodol o'u cyfrifoldeb dan y Gweithdrefnau Cymru Gyfan.





Rheoli Heintiau: Mae'r sefydliad yn ymroddedig i gwrdd â'i oblygiadau i leihau heintiau. Mae'r holl staff yn gyfrifol am warchod a diogelu cleifion, defnyddwyr gwasanaeth, ymwelwyr a gweithwyr yn erbyn y risg o gael heintiau sy'n gysylltiedig â gofal iechyd. Mae'r cyfrifoldeb hwn yn cynnwys bod yn ymwybodol o gynnwys Polisïau a Gweithdrefnau Atal a Rheoli Haint y Bwrdd Iechyd a chadw atynt yn gyson.





Dim Ysmygu: Er mwyn rhoi'r cyfle gorau i'r holl gleifion, ymwelwyr a staff fod yn iach, mae pob safle'r Bwrdd Iechyd, yn cynnwys adeiladau a thiroedd yn ddi-fwg.











Datganiad Hyblygrwydd: Amlinellir dyletswyddau’r swydd yn y swydd ddisgrifiad a’r fanyleb bersonol hon a gellir eu newid o dro i dro drwy gytundeb ar y cyd.
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JOB DESCRIPTION TEMPLATE JOB DETAILS:Job Title


Ward Manager


Pay Band


7


Hours of Work and Nature of Contract


To be completed on recruitment


Division/Directorate





Department





Base


To be completed on recruitment
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ORGANISATIONAL ARRANGEMENTS:





			Managerially Accountable to:


			Matron/Senior Department Manager





			Reports to: Name Line Manager


			Matron/Senior Department Manager





			Professionally Responsible to:


			Head of Nursing/Senior Nurse Manager








Add organisational statement on values and behaviours


To improve health and deliver excellent care. Put patients first, Work together, Value, respect each other, Learn, and innovate, Communicate openly and honestly.








JOB PURPOSE





1. The post holder is responsible for the 24 hour management and provision of nursing care within the designated clinical area.


2. The post holder will be an expert in the assessment, planning and implementation of all areas of nursing care and provide clinical leadership within the service.


3. The post holder is responsible for ensuring that high standards of clinical evidence based care are continuously achieved and monitored.


4. The post holder is responsible for ensuring that the Health Board Dignity Pledge is implemented within their area of responsibility and that at all times, members of staff treat patients, families and colleagues with dignity and respect.








DUTIES AND RESPONSIBILITIES





Leadership





· Provide a visible and accessible resource in clinical settings to staff, patients and their families within the ward(s) environment.


· Lead by example.


· Challenge traditional practices and encourage innovative problem solving amongst staff that focuses on results.


· To lead on key organisational audits for the service and take responsibility for implementing in all areas identified for improvement.


· To work in partnership with the Matron in the delivery of the wider infection control agenda.


· Under the direction of the Matron ensure the delivery of high quality, safe, evidence-based nursing practice and ensuring that outcomes result in improved practice.


· Lead on the service initiatives and ensure that all identified areas for improvement are implemented, monitored and sustained.


· Participate in bleep holder/duty rota relevant to speciality





Management





· Responsible for the operational management of the clinical area on a 24 hour basis and to ensure line management of all staff members within this area.


· To take overall responsibility for the production and completion of the e- roster where appropriate, ensuring appropriate skill mix within designated service area.


· Ensure roster meets service need and is approved within required deadlines in line with Roster policy. Monitor roster KPIs, ensure regular housekeeping of roster, reviewed weekly, and shifts locked down in a timely manner.


· Monitor roster key performance indicators and take action to address, or escalate accordingly to matron if outside of immediate control





· Responsible for regular data submission to the SafeCare Healthroster (typically 3 times a day) in order to manage nurse staffing levels on a shift by shift basis taking into account patient acuity.


· Ensure knowledge of staffing policies and statutory guidance relating to area of work and professional accountability relating to staffing


· Continuously assess the clinical environment and staffing levels and keep the Matron/Head of nursing formally appraised of the situation.


· Ensure that all “reasonable steps” are undertaken to maintain the nurse staffing level and escalate any concerns


· Ensure that on occasions when the nurse staffing level meet the criteria for a major breach that these occasions are reported as a datix incident.


· Review, record and report every occasion when the number of nurses deployed varies from the planned roster.


· Undertake the bi-annual acuity audits (or more frequently if required) within their area and is responsible for validating and confirming the accuracy and completeness of the acuity data collected


· Make available opinions about the nurse staffing levels to the Head of Nursing/Senior Nurse/Director of Nursing when nurse staffing level for their ward is being calculated.


· Acts as a signatory for temporary staffing such as bank workers and agency workers.


· To ensure day to day supervision, allocation and coordination of staff with appropriate recognition of skill mix and ability.


· Identify, investigate, report and address poor performance issues.


· To diffuse challenging behaviour amongst staff working in the ward area and act as a role model to ensure that all potentially difficult situations are managed in a sensitive manner.


· To participate and complete actions arising from weekly catch up meetings to ensure service objectives are developed and achieved.





Human resource management





· To participate in the recruitment and selection of staff adhering to equality and disability standards and close liaison with Matron and Workforce and OD.


· To conduct first line sickness management meetings in accordance with the Health Board Sickness Absence Policies.


· To ensure that staff reporting sickness absence are referred to CARE in accordance with the Health Board guidelines.


· To ensure that annual leave is managed in accordance with the Health Board Leave policy and achieves the e-rostering guidance of minimum 11% and maximum 16% allowance.


· To ensure staff attendance/personal records are kept up to date.


· To identify and appropriately manage issues indentified pertaining to staff performance.


· To undertake management investigations under the direct supervision of the Professional Service Lead.


· Ensure through Rostering that staffing levels and skill mix deliver the required competence for safe service delivery within the agreed budget,





and that EWTD compliance is delivered. Ensure that rosters are within agreed KPIs, approved in line with calendar and that corrective action taken to address any rosters outside of agreed KPIs without justifiable rationale.





Communication





· Develop productive relationships with all staff groups and individuals within the multi professional team.


· Leads and supports an open culture ensuring communication channels are in place where learning and innovation are encouraged and shared for the benefit of patients and staff.


· To communicate sensitively and effectively with a wide range of people in a manner that promotes positive working relationships influencing others within the team to act in a similar manner.


· To effectively communicate and explore challenging situations relating to staff/patients care using appropriate interpersonal skills e.g. negotiating, persuading, reassuring and empathising.


· To produce written reports pertaining to management issues e.g. safeguarding issues, poor performance and disciplinary issues.


· To recognise, communicate and reward the achievements of the team and the individuals of the team.





Finance





· Responsible for the financial and physical resources of the ward and in conjunction with the Matron Professional Service Lead manage and control the budget.


· To take overall responsibility for ordering of equipment and stock for the ward area.


· To work with the Matron /Professional Service Lead to promote cost improvement to enhance efficiency and effectiveness.


· To attend budget meetings on a bi-monthly basis.





Quality & Clinical Governance





· Ensure that the ward environment is safe, clean and tidy and take remedial or appropriate action where Quality and Safety is compromised.


· Review harms dashboard and ensure actions agreed to address where trajectory outside of agreed parameters, or escalation whereby outside of local control.


· Participate in Ward accreditation for own are ensuring actions put in place and monitored as a result.


· To ensure clinical practice is evidence based, ensuring best practice is maintained using the relevant audit and monitoring tools specific to specialty area, or local or nationally agreed such as saving 1000+ lives


· To report all incidents and accidents via BCUHB Risk Management systems.





· Takes lead role and responsibility for immediate investigation and monitoring of clinical incidents across the designated area, ensuring that lessons learnt are identified and used to change clinical practice.


· Adheres to the Health Board “raising concerns” policy and takes the lead role and responsibility for immediate investigation and monitoring of complaints.


· Works in partnership with the Matron/Professional Service Lead to identify trends that occur in the clinical area and develop action plans of learning as required.


· Identify and manage risk issues in accordance with the Health Boards Risk Strategy, Health and Safety legislation, NMC Code of Professional Conduct and Local Health Board polices and guidelines, ensuring that all recommendations are implemented in the ward area.


· Takes the lead in service audit and the development and implementation of the action plan.


· Takes the lead in instigating patient and public involvement activities in the service area leading to service improvement.


· To assist in the development of Written Control Documents, guidelines and clinical care pathways, across the service as directed by the Matron


/Professional Services Lead promoting the principles of Equality and Diversity.





Professional responsibilities





· Ensures all nurses in the areas of responsibility abide by their NMC Rules, Standards and Guidance and ensure local system in place for monitoring of NMC expiry to ensure they maintain the requirements to remain an active practitioner on the NMC register


· Contributes as required by the Matron/Professional Service Lead to the development and implementation of the service and Health Boards Strategy for Nursing and Midwifery.


· Liaise with the Professional Service Lead where an individual nurse` practice is causing concern.








Staff Development Education & Training





Personal Knowledge and skills





· Responsible for ensuring own continuing professional development.


· Responsible for keeping up to date and well informed about nursing services.


· Identifies professional development needs at individual performance review to ensure effective leadership and management skills to guide nursing services to achieve optimal levels of service delivery.


· Reflect on leadership and management practice with peers and mentors


· Ensure staff compliance with mandatory training and annual PADR process in place.





· Ensure any skills or competencies required to maintain role are reviewed in annual update.





Staff knowledge and skills





· Ensure all new staff have an induction programme and a named preceptor in accordance with BCUHB Induction policy.


· Identify support and advice staff who undertake mentorship and preceptorship of all learners and new staff.


· Act as mentor/supervisor/assessor, ensuing that staff who undertake this role continue to meet the requirements to remain on the health board mentor/assessor register by satisfactorily completing a triennial review and in line with the forthcoming NMC education standards.


· Liaison with Education Providers to support students needs on clinical placements.


· To ensure appropriate learning environment conducive to meeting the needs of all learners and staff alerting the Matron Professional Service Lead to resources issues that may affect this.


· Ensures all staff within area of responsibility have an annual individual performance review and are supported to meet identified objectives.


· Responsible for facilitating the attendance of staff at Mandatory training working in collaboration with the service Development Lead.





Freedom to Act





· As ward manager the post holder will be expected to make autonomous decisions on a daily basis to ensure the delivery of safe and effective care within the ward area.


· The post holder will be responsible for ensuring safe staffing levels and skill mix in the clinical area and the appropriate delegation of work to staff members.


· The post holder under the supervision of the Matron/Professional Service Lead  has the freedom to ensure that services within the area achieve  their objectives through planning, performance, workforce and information management.





Clinical





· To maintain all relevant nursing clinical competencies.


· The post holder will be expected to work clinically to demonstrate high standards of nursing practice and provide clinical expertise and advice within the ward area.
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			CRITERIA


			ESSENTIAL


			DESIRABLE





			Qualifications & Training


			· 1st Level Nurse





· NMC Registration.





· Evidence of a Degree level qualification or working towards this within an agreed time frame.





· Evidence of CPD





· Holds or is actively working towards a relevant Post- graduate Diploma, Diploma to be completed within an agreed timeframe.


			· Recognised Management qualification


· Evidence of Masters level study





			


Clinical


			· Broad in depth experience of practice in service areas


· Substantial post registration experience


· Significant experience of working either within the clinical speciality or a relevant nursing role.


· Ability to demonstrate


application of improvement methodology.


			· Experience of working in other settings





			


Personal and People Development


			· Demonstrates enthusiasm towards teaching and sharing knowledge


· Up to date in all current issues related to professional nursing practice


· Assertive and confident in approach


· Excellent role model both in


clinical and professional capacity


			





			


Health, safety and security


			· Good knowledge of risk and clinical governance


			











			


			


			





			


Service Improvement


			· Experience of being involved in service improvement or a project


			





			





Quality


			· Ability to prioritise work effectively


			





			


Equality and diversity


			· Ability to identify and take action when own or other’s undermines equality and diversity


			





			Information, collection and


analysis


			· Computer literate


			





			Research and Development, Education and Training


			.


· Good research knowledge


			


· Experience of undertaking audit





			Management & Leadership skills


			· Excellent time management skills


· Experience of people management skills


· Ability to prioritise


· Have the ability to know when, and with whom, to escalate and brief on critical issues;


			· Human Resource Management


· Financial management





			Personal Qualities


			· Excellent inter-personal and communication skills with good listening skills


· Evidence of resilient personality


· Flexible and reliable


			Welsh Speaker











GENERAL REQUIREMENTS





Include those relevant to the post requirements;





· Values: All employees of the Health Board are required to demonstrate and embed the Values and Behaviour Statements in order for them to become an integral part of the post holder’s working life and to embed the principles into the culture of the organisation.





· Registered Health Professional: All employees who are required to register with a professional body, to enable them to practice within their profession, are required to comply with their code of conduct and requirements of their professional registration.





· Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution to the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed within NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure their conduct does not fall below the standards detailed in the Code and that no act or omission on their part harms the safety and wellbeing of service users and the public, whilst in their care.





· Competence: At no time should the post holder work outside their defined level of competence. If there are concerns regarding this, the post holder should immediately discuss them with their Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt their own competence to perform a duty.





· 	Learning and Development: All staff must undertake induction/orientation programmes at Corporate and Departmental level and must ensure that any statutory/mandatory training requirements are current and up to date. Where considered appropriate, staff are required to demonstrate evidence of continuing professional development.





· Performance Appraisal: We are committed to developing our staff and you are responsible for participating in an Annual Performance Development Review of the post.





· Health & Safety: All employees of the organisation have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. The post holder is required to co-operate with management to  enable the organisation to meet its own legal duties and to report any hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk Management, Health and Safety and associate policies.





· Risk Management: It is a standard element of the role and responsibility of all staff of the organisation that they fulfil a proactive role towards the management of risk in all of their actions. This entails the risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses and hazards.








· Welsh Language: All employees must perform their duties in strict compliance with the requirements of their organization’s Welsh Language Scheme and take every opportunity to promote the Welsh language in their dealings with the public.





· Information Governance: The post holder must at all times be aware of the importance of maintaining confidentiality and security of information gained during the course of their duties. This will in many cases include access to personal information relating to service users.








· Data Protection: The post holder must treat all information, whether corporate,  staff or patient information, in a discreet and confidential manner in accordance with the provisions of the General Data Protection Legislation and Organisational Policy. Any breach of such confidentiality is considered a serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory legislation and the HB or Trust Disciplinary Policy.





· Records Management: As an employee of this organisation, the post holder is legally responsible for all records that they gather, create or use as part of their work within the organisation (including patient health, staff health or injury, financial, personal and administrative), whether paper based or on computer. All  such  records are considered public records and the post holder has a legal duty of confidence to service users (even after an employee has left the organisation). The post holder should consult their manager if they have any doubt as to the correct management of records with which they work.





· Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the HB/Trust to promote equality for people with protected characteristics, both as an employer and as a provider of public services. There are nine protected characteristics: age; disability; gender reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual orientation. The HB/Trust is committed to ensuring that no job applicant or  employee receives less favour-able treatment of any of the above grounds. To this end, the organisation has an Equality Policy and it is for each employee to contribute to its success.





· Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively seeking to promote a workplace where employees are treated fairly and with dignity and respect. All staff are requested to report any form of bullying and harassment to their Line Manager or to any Director of the organisation. Any inappropriate behaviour inside the workplace will not be tolerated and will be treated as a serious matter under the HB/Trust Disciplinary Policy.





· DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/ children/vulnerable adults in the course of your normal duties. You will therefore be required to apply for a Criminal Record Bureau


*Standard / Enhance Disclosure Check as part of the HB/Trust’s pre-employment check procedure. *Delete as appropriate. If the post holder does not require a DBS Disclosure Check, delete as appropriate.








Safeguarding Children and Adults at Risk: The organisation is committed to safeguarding children and adults at risk. All staff must therefore attend  Safeguarding Children & Adult training and be aware of their responsibilities under the All Wales Procedures.





Infection Control: The organisation is committed to meet its obligations to  minimise infections. All staff are responsible for protecting and safeguarding patients, service users, visitors and employees against the risk of acquiring healthcare associated infections. This responsibility includes being aware of the content of and consistently observing Health Board/Trust Infection Prevention & Control Policies and Procedures.





No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board/Trust sites, including buildings and grounds, are smoke free.











Flexibility Statement: The duties of the post are outlined in this Job Description and Person Specification and may be changed by mutual agreement from time to time.
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JOB DESCRIPTION
JOB DETAILS:
Job Title Primary Care Practitioner
Pay Band 6

Hours of Work and Nature of To be completed on recruitment

Contract

Division/Directorate Primary & Community Care
Department Minor Treatment Centre
Base Tywyn Hospital

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Locality Matron / UPCC Lead

Reports to: Locality Matron / UPCC Lead

Add organisational statement on values and behaviours

To improve health and deliver excellent care. Put patients first, Work together, Value and

respect each other, Learn and innovate, Communicate openly and honestly.

Job Summary/Job Purpose:

The Minor Treatment Centre will employ the post holder to manage acute presenting patients
of minor injuries or illnesses. The post holder will be an autonomous practitioner, expected to
work independently in a holistic manner, utilising skill and experience to provide comprehensive
care from assessment through to treatment and, where appropriate, referral to other
professionals. The post will be embedded within primary care.

To be responsible for ensuring that the team provides a high standard of care, for patients from
every age group from birth to old age, Who present themselves at the minor treatment centre.
Also for patients who present other than a minor injury i.e. illness and refer them to the
identified medical service as appropriate.

To co-ordinate and be responsible for the smooth running of the minor treatment centre and to
provide effective holistic care to the service users.

To work independently as a Primary Care Practitioner in the Minor Treatment Centre within the
scope of the professional practice. Working closely with community and primary care services
To maintain effective lines of communication with hospitals WAST and other organisations.

To provide effective leadership by managing a team of registered and unregistered nurses and
support working, liaising with the multi-disciplinary team and other agencies to ensure that

standards of patient care are achievable and practised.

To undertake line management responsibilities in support of the Matron.








DUTIES/RESPONSIBILITIES:

To contribute operationally, managerially and professionally to the hospital and unit.

To work independently as a Primary Care Practitioner within the scope of professional practice.

To effectively lead the multi-disciplinary team and to work collaboratively across agencies to promote
best practise.

Ensure the timely collection and accurate recording of relevant information and data for patient care,
service development and operational management.

To foster an atmosphere conducive to learning in all grades and disciplines of staff in order to meet
their own needs as well as the needs of learners and to prepare learning programmes appropriate to
the clinical experience being provided. Maintaining close working relationships with the school of
nursing on order to support the education programmes of student nurses.

To establish professional links with departments, wards and other agencies/community based
services.

Identify changes in working practice that would enhance the service, providing leadership through the
process of change and development.

To ensure, as far as reasonably possible, that the organisations policies and procedures are adhered
to and that staff are aware of their obligations within them.

To contribute to and undertake policy development as required.

To maintain an appropriate skill mix within the team based on care needs, ensuring competencies
match the needs.

To ensure efficient use of resources within the budgetary allocation by raising awareness of financial
constraints.

To act as an authorised signatory for timesheets, annual leave and supplies orders at an agreed level.
To undertake line management duties providing support guidance and counselling  for the nursing
team

To undertake line management responsibilities in support of the locality Matron.

To take responsibility for the professional well being of all staff by being available and willing to discuss
openly, problems and dilemmas. Encouraging all staff to develop their skills and to use their own
initiative within a controlled situation.

To participate in recruitment selections, undertake personal development reviews and
sickness/absence reviews.

To liaise and co-ordinate with all agencies regarding patient care, discharge, transfer, child protection
issues or especially where there is elements of complexity to the processes required.

Responsibilities for monitoring the confidentiality of all staff and service users

To ensure patients families/carers, understand and co-operate, to achieve the plan of care, by positive
use of verbal and non verbal communication. Using persuasive skills as necessary as the patient may
have communication difficulties or be antagonistic to or fearful of treatment for themselves or their
loved ones.

To ensure nursing staff plan and implement appropriate programmes of patient care for all patients
ensuring that each patient is provided with a holistic package of care as laid down by the NMC and the
organisations clinical governance strategy.

To give instruction and advise to patients, for the promotion of health and well being. Ensuring the
patient has an understanding of their condition/health issue. Therefore, enabling them to make an
informed choice regarding future care in partnership with the nurse whilst encouraging the patient to
take responsibility for their health needs.
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o Encouraging all staff to develop their skills and to utilise their own initiative within controlled
situations.

DUTIES/RESPONSIBILITIES Continued:

o To provide regular team meetings for all staff to attend. Ensure agenda is provided and that
minutes are recorded, this enabling all staff to air their views and suggestions in an open forum.
To check and order pharmacy and stationary to ensure adequate levels are maintained.

To prepare order for central sterilising department.

To refer any out of area patients to the information department for action.

To attend all mandatory training to ensure that competencies are maintained.

To compile off duty to ensure good skill mix of staff and correct cover for departments.

To organise and book places for mandatory training sessions for all staff.

To be responsible for risk assessment for the department.

To ensure safe management /training and working of all equipment and report and faults and
ensuring that nay defective equipment is clearly marked and relevant processes followed.

O O O 0O O O O ©O

o To beresponsible for updating policies and service development for the department.

o To be responsible for audit to plan future needs of the departments.

o Checking Datix forms and taking remedial action when appropriate and forwarding to the Matron.
Responsibility for monitoring the confidentiality of all staff and service users.
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PERSON SPECIFICATION

Job Title: Primary Care Practitioner

Band: 6

ATTRIBUTES

ESSENTIAL

DESIRABLE

METHOD OF
ASSESSMENT

Qualifications
and/or
Knowledge

o Registered Nurse
o Evidence of ongoing

professional development and
in depth training within the
speciality of Minor Injuries /
IlInesses to Diploma Level

IRMER Training —to be
completed on
commencement of
post

Successful completion
or working towards
BSc Health Care

o Application form and
pre employment
checks

Experience

o Significant Experience in an
urgent care, primary care or
community setting at Nurse
level

o Experience of delivering
patient care in an urgent care,
primary care or community
setting

o Experience of working with
the Multi Disciplinary team

o Knowledge of the
clinical governance
agenda.

o Knowledge of
health and safety
responsibilities.

o Clinical supervision
experience

o Application Form
o Interview
o References

Aptitude,
Abilities &
Knowledge

o Broad understanding of
managing patientsin a
primary care or
emergency/urgent setting

o practical knowledge across a
wide range of clinical
conditions

o Knowledge of current health
and government agendas at
both local and national levels.

o Application Form
o Interview
o References

Values

o Strong ability to adapt and
sustain pressure in a
challenging and fast changing
environment

o Team worker

o Ability to organise and
delegate

o Welsh speaker

Application Form
Interview
References

O O O

Skills

o Range of clinical skills

o Leadership / preceptorship
skills

o A proven track record in team
management

o Excellent interpersonal skills

o Ability to set and meet own
targets

o Excellent time management
and organisational skills

o IT skills
o Presentation skills

o Application Form
o Interview
o References

Other
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GENERAL REQUIREMENTS

> Values: All employees of the Health Board are required to demonstrate and embed the Values
and Behaviour Statements in order for them to become an integral part of the post holder’s
working life and to embed the principles into the culture of the organisation.

> Registered Health Professional: All employees who are required to register with a professional
body, to enable them to practice within their profession, are required to comply with their code of
conduct and requirements of their professional registration.

> Healthcare Support Workers: Healthcare Support Workers make a valuable and important
contribution to the delivery of high quality healthcare. The national Code of Conduct for NHS
Wales describes the standards of conduct, behaviour and attitude required of all Healthcare
Support Workers employed within NHS Wales. Health Care Support Workers are responsible, and
have a duty of care, to ensure their conduct does not fall below the standards detailed in the Code
and that no act or omission on their part harms the safety and wellbeing of service users and the
public, whilst in their care.

> Competence: At no time should the post holder work outside their defined level of competence.
If there are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they
doubt their own competence to perform a duty.

> Learning and Development: All staff must undertake induction/orientation programmes at
Corporate and Departmental level and must ensure that any statutory/mandatory training
requirements are current and up to date. Where considered appropriate, staff are required to
demonstrate evidence of continuing professional development.

> Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

> Health & Safety: All employees of the organisation have a statutory duty of care for their own
personal safety and that of others who may be affected by their acts or omissions. The post
holder is required to co-operate with management to enable the organisation to meet its own
legal duties and to report any hazardous situations or defective equipment. The post holder must
adhere to the organisation’s Risk Management, Health and Safety and associate policies.

> Risk Management: It is a standard element of the role and responsibility of all staff of the
organisation that they fulfil a proactive role towards the management of risk in all of their actions.
This entails the risk assessment of all situations, the taking of appropriate actions and reporting of
all incidents, near misses and hazards.

> Welsh Language: All employees must perform their duties in strict compliance with the
requirements of their organization’s Welsh Language Scheme and take every opportunity to
promote the Welsh language in their dealings with the public.

> Information Governance: The post holder must at all times be aware of the importance of
maintaining confidentiality and security of information gained during the course of their duties.
This will in many cases include access to personal information relating to service users.

> Data Protection: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the
General Data Protection Legislation and Organisational Policy. Any breach of such confidentiality is
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~considered a serious disciplinary offence, which is liable to dismissal and / or prosecution undercurrent
°L§7o |/ statutory legislation and the HB or Trust Disciplinary Policy.

> Records Management: As an employee of this organisation, the post holder is legally responsiblefor all
records that they gather, create or use as part of their work within the organisation (including patient
health, staff health or injury, financial, personal and administrative), whether paper based or

on computer. All such records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The post holder should consult
their manager if they have any doubt as to the correct management of records withwhich they work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on theHB/Trust to
promote equality for people with protected characteristics, both as an employer and as a provider of public
services. There are nine protected characteristics: age; disability; gender reassignment; marriage and civil
partnership; pregnancy and maternity; race; religion or belief; sexand sexual orientation. The HB/Trust is
committed to ensuring that no job applicant or employee receives less favour-able treatment of any of the
above grounds. To this end, the organisation hasan Equality Policy and it is for each employee to contribut
to its success.

(%)

> Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively seeking t
promote a workplace where employees are treated fairly and with dignity and respect.All staff are
requested to report any form of bullying and harassment to their Line Manager or to any Director of the
organisation. Any inappropriate behaviour inside the workplace will not be tolerated and will be treated ag a
serious matter under the HB/Trust Disciplinary Policy.

\=J

> DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/serviceusers/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply for
Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the HB/Trust’s pre-employment
check procedure. *Delete as appropriate.

If the post holder does not require a DBS Disclosure Check, delete as appropriate.

> Safeguarding Children and Adults at Risk: The organisation is committed to safeguarding childrenand adults
at risk. All staff must therefore attend Safeguarding Children & Adult training and be aware of their
responsibilities under the All Wales Procedures.

> Infection Control: The organisation is committed to meet its obligations to minimise infections.All staff are
responsible for protecting and safeguarding patients, service users, visitors and employees against the risk
of acquiring healthcare associated infections. This responsibility includes being aware

of the content of and consistently observing Health Board/Trust Infection Prevention & ControlPolicies
and Procedures.

> No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health
Board/Trust sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and PersonSpecification
and may be changed by mutual agreement from time to time.
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Betsi Cadwaladr

/ University Health Board
WALES

DISGRIFIAD SWYDD

MANYLION Y SWYDD:
Teitl y Swydd Ymarferydd Gofal Cychwynnol
Band Cyflog 6

Oriau Gwaith a Natur y Contract I'w gwblhau adeg recriwtio

Uwch Adran / Cyfarwyddiaeth Ardal y Gorllewin
Adran Canolfan Triniaeth Man
Lleoliad Ysbyty Tywyn

TREFNIADAU SEFYDLIADOL:

Yn atebol yn rheolaethol i: Locality Matron / UPCC Lead

Yn adrodd i: Enw’r Rheolwr Llinell Locality Matron / UPCC Lead

Yn gyfrifol ar lefel broffesiynol i: Arweinydd Clinigol yr Ardal / Arweinydd Meddygol

Datganiad sefydliadol ar werthoedd ac ymddygiad
Gwella iechyd a darparu gofal ardderchog. Rhoi cleifion yn gyntaf, gweithio gyda'n gilydd, Gwerthfawrogi a Pharchu ein

gilydd, Dysgu ac Arloesi, Cyfathrebu'n glir ac yn onest.

Crynodeb Swydd/Dibenry Swydd:

Bydd y Ganolfan Triniaeth Fan yn cyflogi deilydd y swydd i reoli cleifion aciwt o fan anafiadau
neu salwch. Bydd deiliad y swydd yn ymarferydd ymreolaethol, a disgwylir iddo weithio'n
annibynnol mewn modd cyfannol, gan ddefnyddio sgil a phrofiad i ddarparu gofal cynhwysfawr
o'r asesiad hyd at y driniaeth a, lle y bo'n briodol, atgyfeiriad at weithwyr proffesiynol eraill.
Bydd y swydd yn cael ei gwreiddio o fewn gofal cychwynnol.

Bod yn gyfrifol am sicrhau bod y tim yn darparu gofal o safon uchel, ar gyfer cleifion o bob grwp
oedran o enedigaeth i henaint, Sy'n cyflwyno eu hunain yn y ganolfan driniaeth man. Hefyd ar
gyfer cleifion sy’n cyflwyno ac eithrio man anaf h.y. salwch a’u cyfeirio at y gwasanaeth
meddygol a nodwyd fel y bo’n briodol.

Cydlynu a bod yn gyfrifol am rediad esmwyth y ganolfan driniaeth fach a darparu gofal cyfannol
effeithiol i'r defnyddwyr gwasanaeth.

Gweithio'n annibynnol fel Ymarferydd Gofal Cychwynnol yn y Ganolfan Man Driniaethau o
fewn cwmpas y practis proffesiynol. Gweithio'n agos gyda gwasanaethau gofal cymunedol a
sylfaenol Cynnal llinellau cyfathrebu effeithiol gydag ysbytai WAST a sefydliadau eraill.

Darparu arweinyddiaeth effeithiol trwy reoli tim o nyrsys cofrestredig ac anghofrestredig a
gwaith cefnogi, gan gysylltu a'r tim amlddisgyblaethol ac asiantaethau eraill i sicrhau bod

safonau gofal cleifion yn gyraeddadwy ac yn cael eu hymarfer.

Ymgymryd a chyfrifoldebau rheoli llinell i gefnogi'r Metron.
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CYFRIFOLDEBAU:

Cyfrannu'n weithredol, yn rheolaethol ac yn broffesiynol i'r ysbyty a'r uned.

Gweithio'n annibynnol fel Ymarferydd Gofal Sylfaenol o fewn cwmpas ymarfer proffesiynol.
Arwain y tim amlddisgyblaethol yn effeithiol a chydweithio ar draws asiantaethau i hyrwyddo arfer
gorau.

Sicrhau bod gwybodaeth a data perthnasol yn cael eu casglu'n amserol a'u cofnodi'n gywir ar gyfer
gofal cleifion, datblygu gwasanaethau a rheolaeth weithredol.

Meithrin awyrgylch sy'n ffafriol i ddysgu ym mhob gradd a disgyblaeth staff er mwyn bodloni eu
hanghenion eu hunain yn ogystal ag anghenion dysgwyr a pharatoi rhaglenni dysgu sy'n briodol i'r
profiad clinigol a ddarperir. Cynnal perthynas waith agos gyda'r ysgol nyrsio er mwyn cefnogi
rhaglenni addysg myfyrwyr nyrsio.

Sefydlu cysylltiadau proffesiynol ag adrannau, wardiau ac asiantaethau/gwasanaethau cymunedol
eraill.

Nodi newidiadau mewn arferion gwaith a fyddai'n gwella'r gwasanaeth, gan roi arweiniad trwy'r
broses o newid a datblygu.

Sicrhau, cyn belled ag y bo'n rhesymol bosibl, y cedwir at bolisiau a gweithdrefnau'r sefydliad a bod
staff yn ymwybodol o'u rhwymedigaethau oddi mewn iddynt.

Cyfrannu at ac ymgymryd a datblygiad polisi yn 6l yr angen.

Cynnal cymysgedd sgiliau priodol o fewn y tim yn seiliedig ar anghenion gofal, gan sicrhau bod
cymwyseddau yn cyfateb i'r anghenion.

Sicrhau defnydd effeithlon o adnoddau o fewn y dyraniad cyllidebol trwy godi ymwybyddiaeth o
gyfyngiadau ariannol.

Bod yn llofnodwr awdurdodedig ar gyfer taflenni amser, gwyliau blynyddol a gorchmynion
cyflenwadau ar lefel y cytunwyd arni.

Ymgymryd a dyletswyddau rheoli llinell gan ddarparu cymorth, arweiniad a chwnsela i'r tim nyrsio
Ymgymryd a chyfrifoldebau rheoli llinell i gefnogi'r Metron ardal.

Cymryd cyfrifoldeb am les proffesiynol yr holl staff trwy fod ar gael ac yn barod i drafod problemau
a chyfyng-gyngor yn agored. Annog yr holl staff i ddatblygu eu sgiliau ac i ddefnyddio eu menter eu
hunain o fewn sefyllfa reoledig.

Cymryd rhan mewn detholion recriwtio, cynnal adolygiadau datblygiad personol ac adolygiadau
salwch/absenoldeb.

Cydgysylltu a chydgysylltu a'r holl asiantaethau ynghylch gofal cleifion, rhyddhau, trosglwyddo,
materion amddiffyn plant neu'n enwedig lle mae elfennau o gymhlethdod i'r prosesau sydd eu
hangen.

Cyfrifoldebau am fonitro cyfrinachedd yr holl staff a defnyddwyr gwasanaeth

Sicrhau bod teuluoedd/gofalwyr cleifion yn deall ac yn cydweithredu, i gyflawni'r cynllun gofal, trwy
ddefnydd cadarnhaol o gyfathrebu llafar a di-eiriau. Defnyddio sgiliau perswadiol yn 6l yr angen
oherwydd gall fod gan y claf anawsterau cyfathrebu neu fod yn elyniaethus i driniaeth neu’n ofni
triniaeth iddo’i hun neu ei anwyliaid.

Sicrhau bod staff nyrsio yn cynllunio ac yn gweithredu rhaglenni gofal cleifion priodol ar gyfer pob
claf gan sicrhau bod pob claf yn cael pecyn gofal cyfannol fel y nodir gan yr NMC a strategaeth
llywodraethu clinigol y sefydliad.

Rhoi cyfarwyddyd a chyngor i gleifion, er mwyn hybu iechyd a lles. Sicrhau bod y claf yn deall ei
gyflwr/mater iechyd. Felly, eu galluogi i wneud dewis gwybodus ynghylch gofal yn y dyfodol mewn
partneriaeth a'r nyrs tra'n annog y claf i gymryd cyfrifoldeb am ei anghenion iechyd.

Annog yr holl staff i ddatblygu eu sgiliau a defnyddio eu menter eu hunain mewn sefyllfaoedd
rheoledig.

CAJE Reference/Date: 11
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Darparu cyfarfodydd tim rheolaidd i'r holl staff eu mynychu. Sicrhau bod agenda'n cael ei
darparu a bod cofnodion yn cael eu cofnodi, sy'n galluogi'r holl staff i leisio eu barn a'u
hawgrymiadau mewn fforwm agored.

Gwirio ac archebu fferyllfa a deunydd ysgrifennu i sicrhau bod lefelau digonol yn cael eu cynnal.
Paratoi archeb ar gyfer yr adran sterileiddio ganolog.

Cyfeirio unrhyw gleifion y tu allan i'r ardal i'r adran wybodaeth i weithredu arnynt.

Mynychu'r holl hyfforddiant gorfodol i sicrhau bod cymwyseddau'n cael eu cynnal.

Llunio oddi ar ddyletswydd i sicrhau cymysgedd sgiliau da o staff a chyflenwi cywir ar gyfer
adrannau.

Trefnu ac archebu lleoedd ar gyfer sesiynau hyfforddi gorfodol i'r holl staff.

Bod yn gyfrifol am asesu risg ar gyfer yr adran.

Sicrhau bod yr holl offer yn cael eu rheoli/hyfforddi a'u gweithio'n ddiogel, a rhoi gwybod am
ddiffygion a sicrhau bod unrhyw offer diffygiol yn cael ei farcio'n glir a bod prosesau perthnasol
yn cael eu dilyn.

Bod yn gyfrifol am ddiweddaru polisiau a datblygu gwasanaethau ar gyfer yr adran.

Bod yn gyfrifol am archwilio i gynllunio anghenion yr adrannau i'r dyfodol.

Gwirio ffurflenni Datix a chymryd camau adferol pan fo'n briodol a'u hanfon ymlaen aty
Metron.

Cyfrifoldeb am fonitro cyfrinachedd yr holl staff a defnyddwyr gwasanaeth.

CAJE Reference/Date: 12
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MANYLDEB PERSONOL
Job Title: Yma\rferydd Gofal Cychwynnol Band: 6

NODWEDDION HANFODOL DYMUNOL DULL O ASESIAD

Cymwysterau Nyrs Gofrestredig e Hyfforddiant e Ffurflen gais a

a/neu Tystiolaeth o ddatblygiad IRMER —i'w gwiriadau cyn

wybodaeth proffesiynol parhaus a gwblhau ar cyflogaeth
hyfforddiant manwl o fewn ddechrau'r swydd °
yr arbenigedd Man e Cwblhau'n
Anafiadau / Salwch hyd at llwyddiannus neu
Lefel Diploma weithio tuag at
o) BSc Gofal lechyd
Profiad Profiad Sylweddol mewn e Gwybodaeth am yr e Ffurflen Gais
lleoliad gofal brys, gofal agenda rheolaeth e Cyfweliad
sylfaenol neu gymunedol ar glinigol. e Cyfeiriadau
lefel Nyrs e Gwybodaeth am
Profiad o ddarparu gofal gyfrifoldebau iechyd
cleifion mewn lleoliad gofal a diogelwch. o
brys, gofal sylfaenol neu Profiad o oruchwylio
gymunedol clinigol
Profiad o weithio gyda'r tim
Amlddisgyblaethol

Tueddfryd, Dealltwriaeth eang o reoli o Ffurflen Gais

Galluoedd a cleifion mewn gofal o Cyfweliad

Gwybodaeth sylfaenol neu leoliad o Cyfeiriadau

brys/argyfwng

gwybodaeth ymarferol ar
draws ystod eang o gyflyrau
clinigol

Gwybodaeth am agendau
iechyd a llywodraeth
cyfredol ar lefel leol a
chenedlaethol.

Gwerthoedd e Gallu cryfiaddasu a chynnal o Siaradwr Cymraeg o Ffurflen Gais
pwysau mewn amgylchedd o Cyfweliad
heriol sy'n newid yn gyflym o Cyfeiriadau

e Gweithiwr tim

e Ygalluidrefnuadirprwyo

Sgiliau e Ystod o sgiliau clinigol e SgiliauTG o Ffurflen Gais

e Sgiliau arwain / tiwtoriaeth e Sgiliau o Cyfweliad

e Hanes profedig mewn rheoli Cyflwyno o Cyfeiriadau
tim

e Sgiliau rhyngbersonol
ardderchog

CAJE Reference/Date:
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e Ygalluiosodachwrdda'ch
targedau eich hun

o Sgiliau rheoli amser a threfnu
rhagorol

Other

GOFYNION CYFFREDINOL

— Gwerthoedd: Mae’n ofynnol i holl weithwyr y Bwrdd lechyd ddangos a gwreiddio’r Datganiadau
Gwerthoedd ac Ymddygiad er mwyn iddynt ddod yn rhan annatod o fywyd gwaith deiliad y swydd ac i
ymgorffori’'r egwyddorion yn niwylliant y sefydliad.

— Gweithiwr lechyd Proffesiynol Cofrestredig: Mae'n ofynnol i'r holl weithwyr y mae'n ofynnol iddynt
gofrestru gyda chorff proffesiynol, i'w galluogi i ymarfer o fewn eu proffesiwn, gydymffurfio a'u cod
ymddygiad a gofynion eu cofrestriad proffesiynol.

— Gweithwyr Cynnal Gofal lechyd: Mae Gweithwyr Cynnal Gofal lechyd yn gwneud cyfraniad gwerthfawr a
phwysig at ddarparu gofal iechyd o ansawdd uchel. Mae’r Cod Ymddygiad cenedlaethol ar gyfer GIG Cymru
yn disgrifio’r safonau ymddygiad, ymddygiad ac agwedd sy’n ofynnol gan yr holl Weithwyr Cymorth Gofal
lechyd a gyflogir yn GIG Cymru. Mae Gweithwyr Cymorth Gofal lechyd yn gyfrifol, ac mae ganddynt
ddyletswydd gofal, i sicrhau nad yw eu hymddygiad yn disgyn islaw’r safonau a nodir yn y Cod ac nad yw
unrhyw weithred neu anweithred ar eu rhan yn niweidio diogelwch a lles defnyddwyr gwasanaeth a’r
cyhoedd, tra yn eu gofal.

— Cymhwysedd: Ni ddylai deiliad y swydd ar unrhyw adeg weithio y tu allan i'w lefel cymhwysedd
diffiniedig. Os oes pryderon ynglyn a hyn, dylai deilydd y swydd eu trafod ar unwaith gyda'u
Rheolwr/Goruchwyliwr. Mae gan weithwyr gyfrifoldeb i hysbysu eu Rheolwr/Goruchwyliwr os ydynt yn
amau eu cymhwysedd eu hunain i gyflawni dyletswydd.

— Dysgu a Datblygu: Rhaid i bob aelod o staff ddilyn rhaglenni cynefino/cyfeiriadedd ar lefel Gorfforaethol
ac Adrannol a rhaid iddynt sicrhau bod unrhyw ofynion hyfforddi statudol/gorfodol yn gyfredol ac yn
gyfredol. Lle ystyrir bod hynny'n briodol, mae'n ofynnol i staff ddangos tystiolaeth o ddatblygiad
proffesiynol parhaus.

— Arfarnu Perfformiad: Rydym wedi ymrwymo i ddatblygu ein staff a chi sy'n gyfrifol am gymryd rhan
mewn Adolygiad Datblygu Perfformiad Blynyddol o'r swydd.

— lechyd a Diogelwch: Mae gan holl weithwyr y sefydliad ddyletswydd gofal statudol am eu diogelwch
personol eu hunain a diogelwch eraill a allai gael eu heffeithio gan eu gweithredoedd neu ddiffyg
gweithredu. Mae'n ofynnol i ddeiliad y swydd gydweithredu a rheolwyr i alluogi'r sefydliad i gyflawni ei
ddyletswyddau cyfreithiol ei hun ac i roi gwybod am unrhyw sefyllfaoedd peryglus neu offer diffygiol.
Rhaid i ddeiliad y swydd gadw at bolisiau Rheoli Risg, lechyd a Diogelwch a pholisiau cyswllt y sefydliad.

— Rheoli Risg: Mae'n elfen safonol o rol a chyfrifoldeb holl staff y sefydliad eu bod yn cyflawni rél
ragweithiol tuag at reoli risg yn eu holl weithredoedd. Mae hyn yn cynnwys asesiad risg o bob sefyllfa,
cymryd camau priodol ac adrodd am bob digwyddiad, damweiniau a fu bron a digwydd a pheryglon.

Yr laith Gymraeg: Rhaid i bob gweithiwr gyflawni ei ddyletswyddau gan gydymffurfio’n llwyr & gofynion
Cynllun laith Gymraeg ei sefydliad a manteisio ar bob cyfle i hybu’r Gymraeg wrth ymwneud a’r cyhoedd.
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— Llywodraethu Gwybodaeth: Rhaid i ddeiliad y swydd fod yn ymwybodol bob amser o bwysigrwydd
cynnal cyfrinachedd a diogelwch gwybodaeth a geir yn ystod ei ddyletswyddau. Mewn llawer o achosion
bydd hyn yn cynnwys mynediad at wybodaeth bersonol sy'n ymwneud a defnyddwyr gwasanaeth.

— Diogelu Data: Rhaid i ddeilydd y swydd drin yr holl wybodaeth, boed yn wybodaeth gorfforaethol, staff
neu gleifion, mewn modd cynnil a chyfrinachol yn unol a darpariaethau'r Ddeddfwriaeth Diogelu Data
Cyffredinol a Pholisi Sefydliadol. Ystyrir unrhyw achos o dorri cyfrinachedd o’r fath yn drosedd ddisgyblu
ddifrifol, sy’n agored i ddiswyddo a/neu erlyniad dan ddeddfwriaeth statudol gyfredol a Pholisi Disgyblu’r
Bwrdd lechyd neu’r Ymddiriedolaeth.

— Rheoli Cofnodion: Fel gweithiwr yn y sefydliad hwn, mae deiliad y swydd yn gyfreithiol gyfrifol am yr holl
gofnodion y mae’n eu casglu, eu creu neu eu defnyddio fel rhan o’u gwaith o fewn y sefydliad (gan
gynnwys iechyd cleifion, iechyd neu anafiadau staff, ariannol, personol a gweinyddol ), boed ar bapur neu
ar gyfrifiadur. Mae pob cofnod o'r fath yn cael ei ystyried yn gofnodion cyhoeddus ac mae gan ddeiliad y
swydd ddyletswydd gyfreithiol o gyfrinachedd i ddefnyddwyr gwasanaeth (hyd yn oed ar 6l i weithiwr
adael y sefydliad). Dylai deiliad y swydd ymgynghori a'i reolwr os oes ganddo unrhyw amheuaeth ynghylch
rheolaeth gywir y cofnodion y mae'n gweithio gyda nhw.

— Cydraddoldeb a Hawliau Dynol: Mae Dyletswydd Cydraddoldeb y Sector Cyhoeddus yng Nghymru yn
gosod dyletswydd gadarnhaol ar y Bwrdd lechyd/Ymddiriedolaeth i hyrwyddo cydraddoldeb i bobl &
nodweddion gwarchodedig, fel cyflogwr ac fel darparwr gwasanaethau cyhoeddus. Mae naw nodwedd
warchodedig: oedran; anabledd; ailbennu rhywedd; priodas a phartneriaeth sifil; beichiogrwydd a
mamolaeth; hil; crefydd neu gred; rhyw a chyfeiriadedd rhywiol. Mae'r Bwrdd lechyd/Ymddiriedolaeth
wedi ymrwymo i sicrhau na fydd unrhyw ymgeisydd am swydd na gweithiwr yn cael ei drin yn llai ffafriol o
unrhyw un o'r seiliau uchod. I'r perwyl hwn, mae gan y sefydliad Bolisi Cydraddoldeb a chyfrifoldeb pob
gweithiwr yw cyfrannu at ei Iwyddiant.

Urddas yn y Gweithle: Mae'r sefydliad yn condemnio pob math o fwlio ac aflonyddu ac mae'n ceisio
hyrwyddo gweithle lle mae gweithwyr yn cael eu trin yn deg a chydag urddas a pharch. Gofynnir i bob
aelod o staff adrodd am unrhyw fath o fwlio ac aflonyddu i'w Rheolwr Llinell neu i unrhyw Gyfarwyddwr yn
y sefydliad. Ni fydd unrhyw ymddygiad amhriodol yn y gweithle yn cael ei oddef a bydd yn cael ei drin fel
mater difrifol o dan Bolisi Disgyblu’r Bwrdd lechyd/Ymddiriedolaeth.

— Gwiriad Datgeliad DBS: Yn y rol hon bydd gennych * gyswlit uniongyrchol / anuniongyrchol &*
cleifion/defnyddwyr gwasanaeth/ plant/oedolion bregus yn ystod eich dyletswyddau arferol. Felly bydd
gofyn i chi wneud cais am Wiriad Datgeliad Safonol *Safonol / Manwl y Swyddfa Cofnodion Troseddol fel
rhan o weithdrefn gwiriad cyn cyflogaeth y Bwrdd lechyd/Ymddiriedolaeth. *Dileu fel y bo'n briodol.

Os nad oes angen Gwiriad Datgeliad DBS ar ddeiliad y swydd, diléwch fel y bo'n briodol.

— Diogelu Plant ac Oedolion Mewn Perygl: Mae'r sefydliad wedi ymrwymo i ddiogelu plant ac oedolion
mewn perygl. Rhaid i'r holl staff felly fynychu hyfforddiant Diogelu Plant ac Oedolion a bod yn ymwybodol
o'u cyfrifoldebau o dan Weithdrefnau Cymru Gyfan.

— Rheoli Heintiau: Mae'r sefydliad wedi ymrwymo i gyflawni ei rwymedigaethau i leihau heintiau.

Mae'r holl staff yn gyfrifol am amddiffyn a diogelu cleifion, defnyddwyr gwasanaeth, ymwelwyr a
gweithwyr rhag y risg o gael heintiau sy'n gysylltiedig a gofal iechyd. Mae'r cyfrifoldeb hwn yn cynnwys bod
yn ymwybodol

cynnwys Polisiau a Gweithdrefnau Atal a Rheoli Heintiau y Bwrdd/Ymddiriedolaeth lechyd a’u dilyn yn
gyson.
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— Dim Ysmygu: Er mwyn rhoi'r cyfle gorau i gleifion, ymwelwyr a staff fod yn iach, mae holl saflecedd y
Bwrdd lechyd/Ymddiriedolaeth, gan gynnwys adeiladau a thiroedd, yn ddi-fwg.

Datganiad Hyblygrwydd: Mae dyletswyddau'r swydd wedi'u hamlinellu yn y Swydd Ddisgrifiad hwn a Manyleb y Person a
gellir eu newid o bryd i'w gilydd drwy gytundeb.

GWYBODAETH FFACTOR YMGEISIO | GEFNOGI DISGRIFIADAU SWYDD
Teitl y Swydd: Ymarferydd gofal sylfaenol

Adran / Ward: Ardal y Gorllewin

Is-adran / Cyfarwyddiaeth / Adran: Gofal Sylfaenol

Dylid cwblhau'r ddogfen hon ar gyfer pob disgrifiad swydd a'i chyflwyno ynghyd a'r disgrifiad swydd a manyleb y persony
cytunwyd arnynt. Ar 6l astudio'r wybodaeth sy'n ymwneud a ffactorau ymdrech, rhowch ddisgrifiad cywir o'r ymdrech
sydd ei angen yn rél y swydd o dan bob un o'r penawdau. Nodwch amlder y datguddiad fel a ganlyn:

D = Dyddiol W = Wythnosol M = Misol A = Unwaith/ddwywaith y flwyddyn

Ymdrech Corfforol:-Enghreifftiau i'w rhoi os ydych yn codi, sefyll neu eistedd am gyfnodau hir; codi a chario; gwneud
symudiadau ailadroddus; trin gwrthrychau

Natur ac Amlder

D Cydsymud llaw-llygad ardderchog, plygu, penlinio i wisgo/archwilio trin cleifion.

D Symud a thrin cleifion yn unol a rheoliadau codi a chario

D Gweithio ar eich pen eich hun gydag amlygiad posibl i unigedd, sefyllfaoedd anrhagweladwy ac ymddygiad ymosodol
geiriol neu gorfforol.

D Gallu gweithio mewn amgylchedd lle gall galwadau cyson gan gleifion, aelodau eraill o staff neu'r ffon amharu ary
patrwm gwaith o ganolbwyntio am gyfnod hir.

D Mewnbynnu ac adalw data o systemau TG

Ymdrech Meddyliol megis paratoi adroddiadau manwl; gwirio dogfennau a/neu gyfrifiadau; cynnal diagnosis neu
ymyriadau clinigol; dadansoddi ystadegau; cynnal asesiadau myfyrwyr/hyfforddai ffurfiol.

Natur ac Amlder:

D canolbwyntio ar asesu cleifion cymhleth a rheoli cleifion. Gwybodaeth a sgiliau proffesiynol a enillwyd o hyfforddiant
academaidd a phrofiad clinigol.

D gwneud penderfyniadau ymreolaethol ynghylch rheoli symptomau cymhleth a chymorth seicolegol

D Cynghori cleifion/gofalwyr/perthnasau ar reolaeth a thriniaeth

D amserlen hyblyg o Iwyth gwaith rhagweladwy ac anrhagweladwy oherwydd atgyfeiriadau newydd heb eu trefnu a
chymhlethdod cleifion.

D Darparu cyngor arbenigol i gydweithwyr meddygol a nyrsio

D Goruchwylio staff iau ee SGIC.

M Paratoi adroddiadau y gofynnwyd amdanynt gan yr Uwch reolwyr.

Ymdrech Emosiynol megis prosesu newyddion am ddigwyddiadau trallodus iawn; delio &'r rhai sy'n derfynol wael neu a
phobl ag ymddygiad heriol; delio a sefyllfaoedd anodd

Natur ac Amlder:

D Dangos y gallu i ddelio a sefyllfaoedd a allai fod yn straen ac yn emosiynol. Delio’n sensitif a chleifion a all fod a lefelau
uchel o bryder ac ymddygiad ymosodol a achosir gan boen, ofn, dementia, salwch aciwt neu symudedd cyfyngedig.

W Rhoi newyddion drwg fel prognosis gwael

W Darparu ymyrraeth mewn argyfwng i ddiwallu anghenion y claf

D Darparu cefnogaeth emosiynol i staff trwy hwyluso ymarfer myfyriol
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Amodau gwaith megis dod i gysylltiad a thymereddau gormodol; arogleuon annymunol; hylifau corfforol; defnyddio

cyfrifiadur fwy neu lai yn barhaus; gyrru neu gael eich gyrru

Natur ac Amlder:

D Bod yn agored i amrywiaeth o amgylcheddau clinigol ac anghlinigol. Gall hyn gynnwys lleoliadau gofal clinigol
cymunedol, cartrefi preswyl/nyrsio neu gartrefi cleifion.

D Amlygiad/risgiau o ganlyniad i hylifau corfforol e.e. gwaed, cyfog, wrin, ysgarthion

D Delio a chleifion a heintiau anhysbys - MRSA, ESBL, C-Diff

W Amlygiad/risg oherwydd claf/teuluoedd sy'n ddig, yn ofidus neu'n gamweithredol.

D Cyfnodau hir cyson o yrru

D Cyfnodau hir o ddefnyddio cyfrifiaduron
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JOB DESCRIPTION
JOB DETAILS:
Job Title Primary Care Practitioner
Pay Band 7

Hours of Work and Nature of
Contract

Full or part time. Monday to Friday

Division/Directorate

West Area

Department

Minor Treatment Centre, Tywyn

Base

Tywyn Hospital

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to:

Operational Lead, UPCC

Reports to: Name Line Manager

Operational Lead, UPCC

Professionally Responsible to:

Area Clinical Lead Nurse

behaviours

Add Organisational statement on values and behavioursorganisational statement on values and
To improve health and deliver excellent care. Put patients first, Work together, Value and

respect each other, Learn and innovate, Communicate openly and honestly.

Job Summary/Job Purpose:








The Minor Treatment Centre will employ the post holder to manage acute presenting patients of
minor injuries or illnesses. The post holder will be an autonomous practitioner, expected to work
independently in a holistic manner, utilising skill and experience to provide comprehensive care
from assessment through to treatment and, where appropriate, referral to other professionals.
The post will be embedded within primary care.

As a qualified and experienced nurse, paramedic or physician’s associate you will work as a
member of the BCUHB team and be involved in assessing patients’ clinical needs and liaising with

a range of health care professionals and organisations to co-ordinate best care pathways for
patients.

Central to the role will be the use of critical thinking and advanced decision making skills in
order to accurately assess and manage patients with a wide range of clinical
conditions/illnesses.

This may be over the phone (or via other forms of media such as teams) or face to face in the
patient’s own home/residence or in the primary care setting.

Safe and effective patient care will be delivered by using clinical skills, incorporating
historytaking, physical assessment, diagnosis and liaising where appropriate with other
healthcare professionals.

The post holder will contribute to the continuous improvement, development and delivery of a
high quality and professional service.

DUTIES/RESPONSIBILITIES:








Clinical and Professional responsibilities

1.

10.

Accurately assess patients with a wide range of undifferentiated and undiagnosed
problems, using a variety of techniques, to make an assessment of their health care needs,
based on highly developed and extensive knowledge and skills such as physical
examination.

Utilise skills of clinical history taking/physical examination in order to formulate/test
hypothesis and reach differential diagnosis.

Supply medication and treatments according to agreed procedures/Patient Group
Directions and within scope of practice.

Provide an in-hours triage service via the telephone or other forms of media such as video
calling for patients accessing primary care; accurately collate clinical information, arrange
admission to secondary care or direct to the most appropriate primary care service.
Prioritise patients using a variety of techniques to elicit and interpret the history of an
event/illness, including past medical and drug history, in order to reach a clinical decision.
Build close links and communication networks with other local health or social care
services/agencies, private and voluntary agencies and signpost and refer patients to these
services.

Use the freedom to act in accordance with professional knowledge base as to the best
course of action or treatment, avoiding further patient assessment wherever possible and
accepting accountability for those decisions.

Provide evidence based healthcare advice which contributes to the diagnosis, care or
treatment of a range of clinical conditions.

Develop, with the patient, a plan for ongoing care with an emphasis on health education,
preventative measures and promoting healthy living options; where appropriate act as a
patient advocate.

Train patients/carers/relatives in necessary procedures to ensure a safe care environment
for patients nursed in their own homes or within a care home.








11. Work within the Code of Professional Conduct or Guidelines of relevant professional body
e.g. NMC, College of Paramedics, Health and Care Professions Council, Royal College of
General Practitioners.

12. Maintain and promote dignity and respect to patients and their carers through
communicating effectively and by ensuring that those who are at risk because of cultural,
language, disability, age and other protected characteristics and barriers are helped to
understand, access and make use of the various services available.

13. Accurately record all patient contact and care related activity utilising the electronic
system for all episodes of patient interaction including any adverse events, child protection
issues and other notifiable matters.

14. Raise adult and child safeguarding and other notifiable concerns through the appropriate
policies, procedures and protocols keeping the adult or child at potential risk at the heart
of everything which is done.

15. Work collaboratively with other health care professionals and disciplines which will include
communicating effectively with team members to ensure a safe and effective handover
when required.

16. Keep Professional Registration and Continuous Professional Development up-to-date and
undertake formal and informal education in order to reinforce/develop skills used in all
types of telephone consultations; attend mandatory training and ongoing in-house
training/education as identified by BCUHB.

17. Provide and receive regular and structured supervision and mentorship through a robust
clinical supervision framework.

18. Independent Prescribing — Following successful completion of the required qualification
and annotation on the professional register, undertake Independent Prescribing (IP) for
any medical condition within area of competence. Responsible and accountable for own
independent prescribing practice in accordance with BCUHB Policies and Professional
Codes at all times. Maintain knowledge, skills and competency and escalate accordingly if
outside scope of practice or competence.

Management

1. Maintain personal and professional development through evidence of continuous
professional development (CPD), including demonstrating a personal awareness of
advisory papers and current national issues that may have a local impact for the service

2. Participate in the development of Primary Care Practitioner roles and other health care
professionals through teaching, mentoring and assessment; this will include the provision
of evidence based healthcare advice to Primary Care Practitioners which contributes to the
diagnosis, care or treatment of a wide range of clinical conditions.

3. Actively participate in the mentoring of colleagues and participate in the delivery of
internal training material.

Service Improvement, Development and Implementation
1. Participate in the development and continuous improvement of primary care service.

2. Assist in the development of protocols and standards of care to meet identified health
needs.








3. Contribute positively to the development of the health care team based within BCUHB and
Primary Care.








4. Ensure the maintenance of clinical and professional standards in all areas of work and
share in the efficient running of the services provided.

5. Responsible for the security and care of equipment used.

6. Contribute to research and audit processes and assist as required with service
performance reviews.

7. Participate in appropriate projects, as they arise, in agreement with the management
team.

8. Comply with responsibilities under Statutory Health and Safety and Fire Regulations and
internal complaints procedures in accordance with organisational policies, procedures and
guidelines.

9. Act as a positive representative of and an ambassador for the organisation.

10. Report any adverse clinical incident, in line with the BCUHB clinical incident policy, making
recommendations where appropriate to improve clinical practice within the team.

11. Demonstrate a personal awareness of advisory papers, national enquiries and current
issues.

12. Actively participate in the mentoring of colleagues and participate in the delivery of
internal training material.

GENERAL REQUIREMENTS
Standard general items to be covered in job descriptions should include the following text:

Competence

At no time should the post holder work outside their defined level of competence. If there
are concerns regarding this, the post holder should immediately discuss them with their
manager/supervisor. Employees have a responsibility to inform their supervisor/manager if
they doubt their own competence to perform a duty.

Registered Health Professional

All employees of the LHB who are required to register with a professional body, to enable
them to practice within their profession, are required to comply with their code of conduct
and requirements of their professional registration.

Health Care Support Workers

Healthcare Support Workers make a valuable and important contribution to the delivery of
high quality healthcare. The national Code of Conduct for NHS Wales describes the standards
of conduct, behaviour rand attitude required of all Healthcare Support Workers employed
within NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to
ensure their conduct does not fall below the standards detailed in the Code and that no act
or omission on their part harms the safety and wellbeing of service users and the public,
whilst in their care.

Supervision
Where the appropriate professional organisation details a requirement in relation to
supervision, it is the responsibility of the post holder to ensure compliance with this







requirement. If employees are in any doubt about the existence of such a requirement they
should speak to their Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the LHB that they fulfil a
proactive role towards the management of risk in all of their actions. This entails the risk
assessment of all situations, the taking of appropriate actions and reporting of all incidents,
near misses and hazards.

Records Management

As an employee of the LHB, the post holder is legally responsible for all records that they
gather, create or use as part of their work within the LHB (including patient health, financial,
personal and administrative), whether paper based or on computer. All such records are
considered public records, and the post holder has a legal duty of confidence to service users
(even after an employee has left the LHB). The Post holder should consult their manager if
they have any doubt as to the correct management of records with which they work.

Health and Safety Requirements

All employees of the LHB have a statutory duty of care for their own personal safety and that
of others who may be affected by their acts or omissions. The post holder is required to
cooperate with management to enable the LHB to meet its own legal duties and to report
any hazardous situations or defective equipment. The post holder must adhere to the LHB’s
risk management, health and safety and associated policies.

Values

All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour statements in order for them to become an integral part of the post holders
working life and to embed the principles into the culture of the organisation.

Flexibility Statement
The duties of the post are outlined in this job description and person specification and may
be changed by mutual agreement from time to time.

Confidentiality

The post holder must at all times be aware of the importance of maintaining confidentiality
and security of information gained during the course of their duties. This will in many cases
include access to personal information relating to service users. The post holder must treat
all information whether corporate, staff or patient information in a discreet and confidential
manner in accordance with the provisions of the data protection act 1998 and organisational

policy.

Promoting Diversity and Dignity at Work

The LHB is committed to promoting diversity in employment and dignity at work. It
recognises that discrimination and harassment is unacceptable and that it is in the best
interests of the LHB and the population it serves to utilise the skills of the total workforce.
The post holder must comply with and adhere to the equal opportunities and dignity at work
policies.







BETSI CADWALADR UNIVERSITY LOCAL HEALTH BOARD

PERSON SPECIFICATION

JOB TITLE: Primary Care Practitioner
CRITERIA ESSENTIAL DESIRABLE
Qualifications & | Registered Paramedic/Registered| ILS
Training Nurse
Research degree
Successful completion or working
towards Paramedic Practitioner | Has completed all
qualiﬁcation/Advanced Nurse components of relevant
Practitioner qualification at Master’s | psc
level in relevant clinical area OR
equivalent experience IRMER Training
Current professional Portfolio
reflecting professional development
Post graduate degree in professional
practice or equivalent level of
development in relevant clinical area
Independent Prescriber
Post registration experience in an | Significant clinical
Experience acute urgent care, primary care or | practice and experience
community setting working in an
autonomous/extended
Experience of delivering acute patient| role

care in an urgent care, primary care or
community setting
Experience of multi-
disciplinary working








Skills
competencies

and

Excellent communication and
interpersonal skills including
emotional intelligence to in order to
deal effectively with complex and
sensitive patient information,
distressed or aggressive patients, or
those with an impaired level of
understanding.

Ability to liaise and communicate
effectively with all members of the

Comprehensive physical
assessment of all body
systems across the life
span.

Ability to organise and
deliver a high standard of
research based clinical
care including developing
and implementing
policies and protocols.

multi-disciplinary team and other
services

Able to use various forms of media
and IT systems such as video calling

Ability to perform holistic
assessment, critically analyse patient
information or situations and make
clinical judgements and decisions as
to the best course of action

Ability to act independently within
occupational guidelines

Skilled in clinical history taking

Clear understanding of
professional responsibility
and accountability.








Knowledge

Broad understanding of managing
patients in a primary care or
emergency/urgent setting

Clear understanding of professional
responsibility and accountability

Practical knowledge across a wide
range of clinical conditions

Understanding of equality and
diversity issues in a healthcare
delivery setting.

Knowledge of current professional
issues relating to nursing and
changes in the NHS relating to
Primary & Community Care.

Knowledge of current clinical
evidence based practice

Specialist theoretical and practical
knowledge across a range of clinical
conditions; Health and disease,
including  physical,  sociological,
physiological and cultural aspects

Knowledge and
understanding of

local health and
social care pathways

Knowledge and
understanding of clinical
governance

Personal Qualities

Excellent inter-personal and
communication skills with good
listening skills;

High level of work organisation,
selfmotivation, drive for performance
and improvement, and flexibility in
approach and attitude;

Ability to speak Welsh

Strong sense of commitment to
openness and integrity in
undertaking the role.
Ability to work to deadlines and u
Ability to use own initiative and
prioritise work under pressure
Systematic approach to

problem solving

EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS
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Post Title: Primary care practitioner
Department / Ward: Area West
Division/ Directorate / Department:  Primary Care

This document should be completed for each job description and submitted together with
the agreed job description and person specification. Having studied the information relating
to effort factors, give an accurate description of what effort is required in the job role under
each of the headings. Please indicate frequency of exposure as follows:

D = Daily W = Weekly M = Monthly A = Once/twice a year

Physical Effort:-Examples to be given if lifting, standing or sitting for long periods; manual
handling; making repetitive movements; manipulating objects

Nature & Frequency

D Excellent hand-eye co-ordination, bending, kneeling to dress/examine treat patients.

D Moving and handling patients in accordance to manual handling regulations

D To work alone with possible exposure to isolation, unpredictable situations and verbal or
physical aggression.

D To be able to work in an environment, where the work pattern of prolonged concentration
may be disrupted by frequent demands from patients, other staff members or the
telephone. D Inputting and retrieving data from IT systems

Mental Effort such as preparing detailed reports; checking documents and / or
calculations; carrying out clinical diagnosis or interventions; analysing statistics;
undertaking formal student / trainee assessments.

Nature & Frequency:

D concentration on complex patient assessment and management of patients. Professional
knowledge and skills gained from academic training and clinical experience.

D autonomous decision making regarding complex symptom management and psychological
support

D Advising patients/carers/relatives on management and treatment

D flexible schedule of predictable and unpredictable workload due to unscheduled new
referrals and complexity of patients.

D Provide specialist advice to medical and nursing colleagues D

Supervision of junior staff eg HCSW.

M Preparing reports requested by Senior management.

Emotional Effort such as processing news of highly distressing events; dealing with the
terminally ill or with people with challenging behaviour; dealing with difficult situations

Nature & Frequency:
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D To demonstrate the ability to deal with potentially stressful and emotional situations. To
deal sensitively with patients who may have high levels of anxiety and aggression caused by
pain, fear, dementia, acute illness or limited mobility.

W Giving bad news such as poor prognosis

W Provide crisis intervention to meet the needs of the patient

D Provide emotional support to staff by facilitating reflective practice

D Recognising ones own need for emotional support and meeting that need in others

Working conditions such as exposure to excessive temperatures; unpleasant odours; bodily
fluids; using a computer more or less continuously; driving or being driven

Nature & Frequency:

D Exposed to a variety of clinical and non-clinical environments. This may include
community clinical care settings, residential/nursing or patient homes. D Exposure/risks
due to bodily fluids e.g blood, vomit, urine, faeces

D Dealing with patients with unknown infections-MRSA, ESBL,C-Diff

W Exposure/risk due to patient/families who are angry, distressed or dysfunctional.

D Frequent long periods of driving D Long periods of computer use.

~\ S;J:\I/tg Bwrdd lechyd Prifysgol
ij’ L | Ee CYF CAJE: 2017.0446

University Health Board

DISGRIFIAD SWYDD
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MANYLION Y SWYDD:

Teitl y Swydd Ymarferydd Gofal Cychwynnol
Band Cyflog 7

Oriau Gwaith a Natur y Contract Llawn neu rhan amser

Uwch Adran / Cyfarwyddiaeth Ardal y Gorllewin

Adran Canolfan Triniaeth Man
Lleoliad Ysbyty Tywyn

TREFNIADAU SEFYDLIADOL:

Yn atebol yn rheolaethol i: Rheolwr Gweithrediadau
Yn adrodd i: Enw’r Rheolwr Llinell Rheolwr Gweithrediadau
Yn gyfrifol ar lefel broffesiynol i: Arweinydd Clinigol yr Ardal / Arweinydd Meddygol

Ychwanegwch ddatganiad sefydliadol ar werthoedd ac ymddygiadDatganiad sefydliadol ar
werthoedd ac ymddygiad
Gwella iechyd a darparu gofal ardderchog. Rhoi cleifion yn gyntaf, gweithio gyda'n gilydd,

Gwerthfawrogi a Pharchu ein gilydd, Dysgu ac Arloesi, Cyfathrebu'n glir ac yn onest.

Crynodeb/Pwrpas y swydd:

Mae'r Canolfan Triniaeth Man yn cyflogi deilydd y swydd i reoli cleifion sy’'n ymddangos gyda
salwch/anafiadau méan aciwt. Bydd deilydd y swydd yn ymarferydd annibynnol, a bydd disgwyl
iddo weithio'n annibynnol mewn modd cyfannol, gan ddefnyddio sgil a phrofiad i ddarparu gofal
cynhwysfawr o'r asesiad i'r driniaeth a, ble mae'n briodol, yn cyfeirio at y gweithwyr proffesiynol
eraill.

Fel nyrs, parafeddyg neu gydymaith meddygol cymwys a phrofiadol, byddwch yn gweithio fel aelod
o dim BIPBC ac yn ymwneud ag asesu anghenion clinigol cleifion a chydlynu gydag ystod o
weithwyr proffesiynol gofal iechyd a sefydliadau i gydlynu'r llwybrau gofal gorau ar gyfer cleifion.
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Yn ganolog i'r rol, bydd y defnydd o feddwl! yn gritigol a sgiliau gwneud penderfyniadau da iawn
er mwyn asesu a rheoli cleifion sydd ag ystod o gyflyrau/salwch clinigol yn gywir.

Gall hyn fod dros y ffon (neu drwy gyfrwng arall megis Teams) neu wyneb yn wyneb yng
nghartref/preswylfa'r claf neu mewn lleoliad gofal cychwynnol.

Caiff gofal cleifion diogel ac effeithiol ei ddarparu drwy ddefnyddio sgiliau clinigol, ymgorffori
cofnodi hanes, asesiad corfforol, diagnosis a chydlynu pan yn briodol gyda gweithwyr
proffesiynol gofal iechyd eraill.

Bydd deilydd y swydd yn cyfrannu at welliant parhaus, datblygiad a darpariaeth gwasanaeth
proffesiynol o ansawdd uchel.

DYLETSWYDDAU/CYFRIFOLDEBAU:

Cyfrifoldebau Proffesiynol a Chlinigol

1.

10.

Asesu cleifion ag ystod eang o broblemau diwahaniaeth a heb ddiagnosis yn gywir, gan
ddefnyddio amrywiaeth o dechnegau, i asesu eu hanghenion gofal iechyd, yn seiliedig ar
wybodaeth a sgiliau datblygedig a helaeth megis archwiliad corfforol.

Defnyddio sgiliau drwy gofnodi hanes clinigol/archwiliad corfforol er mwyn ffurfio/profi
damcaniaeth a chyrraedd diagnosis gwahaniaethol.

Cyflenwi meddyginiaeth a thriniaethau'n unol a gweithdrefnau y cytunwyd
arnynt/Cyfarwyddiadau Grwp Cleifion ac o fewn cwmpas arfer.

Darparu gwasanaeth brysbennu o fewn oriau dros y fféon neu gyfrwng arall megis galwad
fideo ar gyfer cleifion sy'n cael mynediad at ofal cychwynnol, gan gasglu gwybodaeth
glinigol yn gywir, trefnu derbyniad i ofal eilaidd neu gyfarwyddo at y gwasanaeth gofal
cychwynnol mwyaf priodol.

Blaenoriaethu cleifion gan ddefnyddio amrywiaeth o dechnegau i gael a dehongli hanes
digwyddiad/salwch, gan gynnwys hanes meddygol a chyffuriau yn y gorffennol, er mwyn
dod i benderfyniad clinigol.

Adeiladu cysylltiadau a rhwydweithiau cyfathrebu agos gyda gwasanaethau/asiantaethau
gofal cymdeithasol neu iechyd lleol eraill, asiantaethau preifat neu wirfoddol a chyfeirio
cleifion at y gwasanaethau hyn.

Defnyddio rhyddid i weithredu yn unol a sail gwybodaeth broffesiynol i ddod o hyd i'r
weithred neu driniaeth orau, gan osgoi asesiad pellach o'r claf pan fo hynny'n bosib a
derbyn atebolrwydd am y penderfyniadau.

Darparu cyngor gofal iechyd yn seiliedig ar dystiolaeth sy'n cyfrannu at ddiagnosis, gofal
neu driniaeth o ystod o gyflyrau clinigol.

Gyda'r claf, byddwch yn datblygu cynllun ar gyfer gofal parhaus gyda phwyslais ar addysg
iechyd, mesurau ataliol a hyrwyddo dewisiadau byw'n iach a phan fo'n briodol, ymddwyn
fel eiriolwr claf.

Hyfforddi cleifion/gofalwyr/perthnasau yn y gweithdrefnau hanfodol i sicrhau amgylchedd
gofal diogel ar gyfer cleifion sy'n cael eu trin yn eu cartrefi eu hunain neu mewn cartref
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gofal.
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11. Gweithio o fewn Cod Ymddygiad Proffesiynol neu ganllawiau corff proffesiynol perthnasol
e.e. NMC, Coleg y Parafeddygon, Cyngor Proffesiynau lechyd a Gofal, Coleg Brenhinol y
Meddygon Teulu.

12. Cynnal a hyrwyddo urddas a pharch i gleifion a'u gofalwyr drwy gyfathrebu effeithiol a
sicrhau bod y rhai sydd mewn risg oherwydd nodweddion diwylliannol, iaith, anabledd,
oedran a nodweddion gwarchodedig a rhwystrau eraill, yn cael cymorth i ddeall, cael
mynediad at y gwasanaethau amrywiol sydd ar gael a'u defnyddio.

13. Cofnodi'r holl gyswllt rhwng cleifion a gweithgaredd sy'n gysylltiedig a gofal yn gywir gan
ddefnyddio'r system electronig ar gyfer pob cyfnod o ryngweithio cleifion gan gynnwys
unrhyw ddigwyddiadau niweidiol, materion amddiffyn plant a materion hysbysadwy eraill.

14. Codi pryderon diogelwch oedolion a phlant a phryderon hysbysadwy eraill trwy'r polisiau,
y gweithdrefnau a'r protocolau priodol gan gadw'r oedolyn neu'r plentyn mewn perygl
posibl wrth wraidd popeth a wneir.

15. Gweithio ar y cyd a gweithwyr proffesiynol gofal iechyd eraill a disgyblaethau sy'n cynnwys
cyfathrebu effeithiol gydag aelodau o'r tim i sicrhau trosglwyddiad diogel ac effeithiol pan
fo angen.

16. Cadw Cofrestr Proffesiynol a Datblygiad Proffesiynol Parhaus yn gyfredol a chynnal addysg
ffurfiol ac anffurfiol er mwyn atgyfnerthu/datblygu sgiliau a ddefnyddir ym mhob math o
ymgynghoriadau ffon; mynychu hyfforddiant gorfodol a hyfforddiant/addysg fewnol
barhaus fel y nodwyd gan BIPBC.

19. Darparu a derbyn goruchwyliaeth strwythuredig a rheolaidd a mentoriaeth drwy fframwaith
oruchwylio glinigol gadarn.

Rheoli

1. Cynnal datblygiad personol a phroffesiynol drwy dystiolaeth datblygiad proffesiynol
parhaus (CPD), gan gynnwys dangos ymwybyddiaeth bersonol o bapurau cynghori a
materion cenedlaethol cyfredol a all gael effaith leol ar y gwasanaeth.

2. Cymryd rhan yn natblygiad rolau Ymarferydd Gofal Cychwynnol a gweithwyr proffesiynol
gofal iechyd drwy addysgu, mentora ac asesiad; bydd hyn yn cynnwys darparu cyngor gofal
iechyd ar sail tystiolaeth i Ymarferwyr Gofal Cychwynnol sy'n cyfrannu at ddiagnosis,
gofalu neu drin ystod eang o gyflyrau clinigol.

3. Cymryd rhan yn rhagweithiol wrth fentora cydweithwyr a chymryd rhan wrth ddarparu
deunydd hyfforddi mewnol.

Gwella, Datblygu a Gweithredu Gwasanaeth
1. Cymryd rhan yn natblygiad a gwelliant parhaus y gwasanaeth gofal cychwynnol.
2. Cynorthwyo yn natblygiad protocolau a safonau gofal i fodloni anghenion iechyd dynodedig.
3. Cyfrannu'n bositif at ddatblygiad y tim gofal iechyd sy'n seiliedig yn BIPBC a Gofal
Cychwynnol.

4. Sicrhauy cynhelir safonau clinigol a phroffesiynol ym mhob maes gwaith a rhannu'r gwaith
o gynnal y gwasanaethau'n effeithlon.

5. Bod yn gyfrifol am ddiogelwch a gofalu am yr offer a ddefnyddir.

6. Cyfrannu at brosesau ymchwil ac archwilio a chynorthwyo'n 6l yr angen gydag adolygiadau
perfformiad gwasanaeth.

7. Cymryd rhan mewn prosiectau priodol, wrth iddynt godi, mewn cytundeb a'r tim rheoli.

8. Cydymffurfio a chyfrifoldebau o dan Reoliadau lechyd a Diogelwch a Than Statudol a
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gweithdrefnau cwyno mewnol yn unol a pholisiau, gweithdrefnau a chanllawiau sefydliadol.
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9. Ymddwyn fel cynrychiolydd a llysgennad positif ar gyfer y sefydliad.

10. Cofnodi unrhyw ddigwyddiad clinigol niweidiol, yn unol a pholisi digwyddiadau clinigol
BIPBC, gan wneud argymhellion lle bo hynny'n briodol i wella arfer clinigol o fewn y tim.

11. Dangos ymwybyddiaeth bersonol o bapurau cynghori, ymholiadau cenedlaethol a
materion cyfredol.

12. Cymryd rhan yn weithredol wrth fentora cydweithwyr a chymryd rhan wrth ddarparu
deunydd hyfforddi mewnol.

GOFYNION CYFFREDINOL
Dylai eitemau cyffredinol safonol sydd i fod mewn disgrifiadau swydd gynnwys y testun
canlynol:

Gallu

Ni ddylai deilydd y swydd ar unrhyw adeg weithio y tu hwnt i lefel ddiffiniedig cymhwyster.
Os oes pryderon ynghylch hyn, fe ddylai eu trafod &'i reolwr/goruchwyliwr yn syth. Mae gan
weithwyr gyfrifoldeb i hysbysu eu goruchwyliwr/ rheolwr os byddant yn amau eu gallu eu
hunain i gyflawni dyletswydd.

Gweithiwr Proffesiynol lechyd Cofrestredig

Gofynnir i holl weithwyr y Bwrdd lechyd Lleol y mae gofyn iddynt gofrestru a chorff
proffesiynol, er mwyn iddynt allu gweithio o fewn eu proffesiwn, gydymffurfio a4'u cod
ymddygiad a gofynion eu cofrestriad proffesiynol.

Gweithwyr Cefnogi Gofal lechyd

Mae Gweithwyr Cefnogi Gofal lechyd yn gwneud cyfraniad gwerthfawr a phwysig i ddarparu
gofal iechyd o ansawdd uchel. Mae Cod Ymddygiad Cenedlaethol GIG Cymru yn disgrifio
safonau ymddygiad, gweithrediad ac agwedd sydd eu hangen o ran pob Gweithiwr Cefnogi
Gofal lechyd sydd wedi'u cyflogi yn GIG Cymru. Mae Gweithwyr Cefnogi Gofal lechyd yn
gyfrifol am sicrhau nad yw eu hymddygiad yn disgyn o dan y safonau a ddisgrifir yn y Cod ac
nad yw unrhyw weithred neu esgeulustra o'u rhan yn niweidio diogelwch a lles defnyddwyr
gwasanaeth a'r cyhoedd, tra eu bod yn eu gofal.

Goruchwyliaeth

Pan fo'r sefydliad proffesiynol priodol yn gofyn am ofyniad o ran goruchwyliaeth, cyfrifoldeb
deilydd y swydd yw sicrhau cydymffurfiaeth a'r gofyniad hwn. Os yw gweithwyr ag unrhyw
amheuaeth am fodolaeth gofyniad fel hyn, dylai gael gair gyda'i Reolwr.

Rheoli Risg
Elfen safonol o rél a chyfrifoldeb holl staff y BILI yw eu bod yn cyflawni rél ragweithiol o ran
rheoli risg yn eu holl waith. Mae hyn yn cynnwys asesu risg pob sefyllfa, cymryd camau
perthnasol ac adrodd ar bob digwyddiad, pethau y bu ond y dim iddynt ddigwydd a
pheryglon.

Rheoli Cofnodion

Fel un a gyflogir gan y BILI, mae deilydd y swydd yn gyfreithiol gyfrifol am yr holl gofnodion y
mae’n eu casglu, eu creu neu'n eu defnyddio fel rhan o'i waith yn y BILI (gan gynnwys iechyd
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cleifion, ariannol, personol a gweinyddol) p'un ai eu bod ar bapur neu ar gyfrifiadur. Ystyrir
pob cofnod o'r fath yn gofnodion cyhoeddus, ac mae gan deilydd y swydd ddyletswydd
gyfreithiol i gadw cyfrinachedd defnyddwyr gwasanaeth (hyd yn oed ar 4l i weithiwr adael y
BILl). Dylai Deilydd y swydd ymgynghori a'i reolwr os oes ganddo unrhyw amheuaeth am y
ffordd gywir o reoli unrhyw gofnodion y mae’n gweithio gyda nhw.

Gofynion lechyd a Diogelwch

Mae’n ddyletswydd ar holl staff y BILI i ofalu am eu diogelwch personol eu hunain ac eraill yr
effeithir arnynt gan eu camau neu ddifaterwch. Bydd gofyn i ddeilydd y swydd gydweithio a
rheolwyr i ganiatau'r Bwrdd lechyd i fodloni ei ddyletswyddau cyfreithiol ac i adrodd ar
unrhyw sefyllfaoedd peryglus neu offer diffygiol. Rhaid i ddeilydd y swydd gadw at bolisiau
rheoli risg, iechyd a diogelwch a pholisiau cysylltiedig y BILI.

Gwerthoedd

Rhaid i holl weithwyr y Bwrdd lechyd ddangos a chynnwys y datganiadau Gwerthoedd ac
Ymddygiad fel eu bod yn dod yn rhan annatod o fywyd gwaith deilydd y swydd, a chynnwys
egwyddorion yn niwylliant y sefydliad.

Datganiad Hyblygrwydd
Amlinellir dyletswyddau’r swydd yn y swydd ddisgrifiad a’r fanyleb bersonol hon a gellir eu
newid o droi dro drwy gytundeb ar y cyd.

Cyfrinachedd

Mae gofyn i ddeilydd y swydd fod yn ymwybodol o bwysigrwydd cadw gwybodaeth a gafwyd
yn ystod ei ddyletswyddau yn gyfrinachol ac yn ddiogel bob amser. Bydd hyn yn cynnwys
mewn sawl achos, gweld gwybodaeth bersonol yn ymwneud & defnyddwyr gwasanaeth.
Mae'n rhaid i ddeilydd y swydd drin pob darn o wybodaeth, boed yn gorfforaethol, am staff
neu gleifion, yn gall ac yn gyfrinachol yn unol & darpariaethau deddf diogelu data 1998 a
pholisiau’r sefydliad.

Hybu Amrywiaeth ac Urddas yn y Gwaith

Mae’r BILI wedi ymrwymo i hybu amrywiaeth mewn cyflogaeth ac urddas yn y gwaith.
Mae’n cydnabod nad yw gwahaniaethu nac aflonyddwch yn dderbyniol a’i fod er budd y BILI
a’r boblogaeth mae’n ei wasanaethu i ddefnyddio sgiliau’r gweithlu cyfan. Rhaid i ddeilydd y
swydd gydymffurfio a chadw at y polisiau cyfleoedd cyfartal ac urddas yn y gwaith.
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BWRDD IECHYD PRIFYSGOL BETSI CADWALADR

MANYLEB YR UNIGOLYN

TEITLY SWYDD: Ymarferydd Gofal Cychwynnol

MEINI PRAWF HANFODOL DYMUNOL

Cymwysterau a |Parafeddyg Cofrestredig/Nyrs| ILS

Hyfforddiant Gofrestredig

Gradd ymchwil

Wedi cwblhau cymhwyster
Ymarferydd Parafeddygol/Uwch Wedi cwblhau holl
Ymarferydd Nyrsio ar lefel meistr yn | gydrannau MSc
llwyddiannus mewn maes clinigol | perthnasol
perthnasol neu'n gweithio tuag at ei
gwblhau NEU profiad cyfwerth Hyfforddiant IRMER
Portffolio proffesiynol presennol yn
adlewyrchu datblygiad proffesiynol
Gradd o6l radd mewn arferion
proffesiynol neu lefel cyfatebol o
ddatblygiad mewn maes clinigol
perthnasol
Rhagnodydd Annibynnol
Profiad 6l-raddedig mewn gofal brys,| Arfer clinigol

Profiad

gofal cychwynnol neu mewn lleoliad
cymunedol

Profiad o ddarparu gofal cleifion
mewn gofal brys, gofal cychwynnol

neu leoliad cymunedol.

Profiad o waith amlddisgyblaethol

arwyddocaol a phrofiad o
weithio mewn rol
annibynnol/estynedig
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Sgiliau a galluoedd

Sgiliau cyfathrebu a rhyngbersonol
gwych gan gynnwys gwybodaeth
emosiynol er mwyn ymdrin yn
effeithiol gyda gwybodaeth cleifion
sensitif a  chymhleth, cleifion

bygythiol neu mewn trallod, neu'r
ddiffygiol o

rhai gyda lefel

ddealltwriaeth.

Gallu cydlynu a chyfathrebu'n
effeithiol gyda phob aelod o'r tim
amlddisgyblaethol a gwasanaethau
eraill.

Asesiad corfforol
cynhwysfawr  o'r  holl
systemau corff gydol oes

Y gallu i drefnu a darparu
safon uchel o ofal clinigol
yn seiliedig ar ymchwil
gan gynnwys datblygu a
gweithredu polisiau a
phrotocolau.

Dealltwriaeth glir o
gyfrifoldeb ac
atebolrwydd proffesiynol.

Gallu defnyddio ffurfiau amrywiol o
gyfryngau a systemau TG megis
galwad fideo

Y gallu i gynnal asesiad cyfannol,
dadansoddi gwybodaeth neu
sefyllfacedd cleifion yn feirniadol a
[lunio barn a gwneud penderfyniadau
clinigol ynghylch y ffordd orau o
weithredu

Gallu ymddwyn yn annibynnol o fewn
canllawiau galwedigaethol

Medrus wrth gofnodi hanes clinigol
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Gwybodaeth

Dealltwriaeth eang o reoli cleifion
mewn lleoliad gofal cychwynnol neu
leoliad brys.

Dealltwriaeth glir o gyfrifoldeb ac
atebolrwydd proffesiynol.

Gwybodaeth ymarferol ar draws
ystod eang o gyflyrau clinigol.

Dealltwriaeth o gydraddoldeb ac
amrywiaeth mewn lleoliad darparu
gofal iechyd.

Gwybodaeth o faterion proffesiynol
cyfredol parthed nyrsio a newidiadau
i'r GIG o ran Gofal Cychwynnol.

Gwybodaeth o arfer clinigol wedi'i
seilio ar dystiolaeth gyfredol.
Gwybodaeth  ddamcaniaethol ac
ymarferol arbenigol ar draws ystod o
gyflyrau clinigol; lechyd ac afiechyd,
gan gynnwys elfennau corfforol,
seicolegol, ffisiolegol a diwylliannol.

Dealltwriaeth a
gwybodaeth am lwybrau
gofal cymdeithasol a
iechyd lleol.

Gwybodaeth a
dealltwriaeth am
lywodraethu clinigol

Rhinweddau
Personol

Sgiliau rhyngbersonol a chyfathrebu
ardderchog a sgiliau gwrando da;
Lefel uchel o drefnu gwaith,
hunangymhelliant, ymrwymiad brwd
dros berfformiad a gwelliant, hyblyg
o ran dull ac agwedd;

Siaradwr Cymraeg

Teimlad cryf o ymrwymiad i fod yn
agored, yn yn gywir wrth ymgymryd
a’rrol.

Gallu gweithio i derfynau amser a'r
gallu i ddefnyddio menter eich hun a
blaenoriaethu gwaith o dan bwysau.
Systematig o ran dull at ddatrys
problemau.

EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS

Post Title: Primary care practitioner
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Department / Ward: Area West
Division/ Directorate / Department:  Primary Care

This document should be completed for each job description and submitted together with
the agreed job description and person specification. Having studied the information relating
to effort factors, give an accurate description of what effort is required in the job role under
each of the headings. Please indicate frequency of exposure as follows:

D = Daily W = Weekly M = Monthly A = Once/twice a year

Physical Effort:-Examples to be given if lifting, standing or sitting for long periods; manual
handling; making repetitive movements; manipulating objects

Nature & Frequency

D Excellent hand-eye co-ordination, bending, kneeling to dress/examine treat patients.

D Moving and handling patients in accordance to manual handling regulations

D To work alone with possible exposure to isolation, unpredictable situations and verbal or
physical aggression.

D To be able to work in an environment, where the work pattern of prolonged concentration
may be disrupted by frequent demands from patients, other staff members or the
telephone. D Inputting and retrieving data from IT systems

Mental Effort such as preparing detailed reports; checking documents and / or
calculations; carrying out clinical diagnosis or interventions; analysing statistics;
undertaking formal student / trainee assessments.

Nature & Frequency:

D concentration on complex patient assessment and management of patients. Professional
knowledge and skills gained from academic training and clinical experience.

D autonomous decision making regarding complex symptom management and psychological
support

D Advising patients/carers/relatives on management and treatment

D flexible schedule of predictable and unpredictable workload due to unscheduled new
referrals and complexity of patients.

D Provide specialist advice to medical and nursing colleagues D

Supervision of junior staff eg HCSW.

M Preparing reports requested by Senior management.

Emotional Effort such as processing news of highly distressing events; dealing with the
terminally ill or with people with challenging behaviour; dealing with difficult situations

Nature & Frequency:
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D To demonstrate the ability to deal with potentially stressful and emotional situations. To
deal sensitively with patients who may have high levels of anxiety and aggression caused by
pain, fear, dementia, acute illness or limited mobility.

W Giving bad news such as poor prognosis

W Provide crisis intervention to meet the needs of the patient

D Provide emotional support to staff by facilitating reflective practice

D Recognising ones own need for emotional support and meeting that need in others

Working conditions such as exposure to excessive temperatures; unpleasant odours; bodily
fluids; using a computer more or less continuously; driving or being driven

Nature & Frequency:

D Exposed to a variety of clinical and non-clinical environments. This may include
community clinical care settings, residential/nursing or patient homes. D Exposure/risks
due to bodily fluids e.g blood, vomit, urine, faeces

D Dealing with patients with unknown infections-MRSA, ESBL,C-Diff

W Exposure/risk due to patient/families who are angry, distressed or dysfunctional.

D Frequent long periods of driving D Long periods of computer use.
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Bwrdd lechyd Prifysgol CYF CAJE: 2018/0171

Betsi Cadwaladr

/ University Health Board
WALES

TEMPLED DISGRIFIAD SWYDD

MANYLION SWYDD:

Teitl Swydd: Band 6 Nyrs Ardal (Deilydd Liwyth Gwaith)
Band Cyflog 6

Oriau Gwaith a Natur y Contract I'w gwblhau wrth recriwtio

Uwch Adran/Cyfarwyddiaeth Timau Ardal

Adran Cymunedol

Lleoliad I'w gwblhau wrth recriwtio

TREFNIADAU SEFYDLIADOL:

Yn atebol yn Rheolaethol i: Nyrs Arweiniol

Yn adrodd i: Enw’r Rheolwr Llinell Arweinydd Tim

Yn Gyfrifol yn Broffesiynol i: Arweinydd Tim

Pwrpas/Crynodeb o’r Swydd:
Bydd Deilydd y Baich Achosion yn rheoli baich achosion penodol yn unol ag arfer gorau gyda

chyfrifoldeb dros gyfnod o 24 awr.

Bydd deilydd y swydd yn ymwneud ag asesiadau anghenion cymhleth fel Gofal lechyd Parhaus,
lechyd a Gofal Cymdeithasol a darparu Gwasanaeth Arbenigol Nyrsio Ardal.

Disgwylir i ddeilydd y swydd gydweithio ag asiantaethau eraill ar gyfer darparu gwasanaethau i
gleifion heb oruchwyliaeth uniongyrchol.

Bydd deilydd y swydd yn cymryd rhan mewn ystod o ddyletswyddau rheoli ac yn dirprwyo yn
absenoldeb Arweinydd y Tim.

Bydd gan ddeilydd y swydd Gymhwyster Ymarfer Arbenigol mewn Nyrsio Ardal neu fod yn
gweithio tuag ato a bod yn Nyrs Ragnodi gofrestredig.








DYLETSWYDDAU/CYFRIFOLDEBAU:

Rheoli Baich Achosion Clinigol

Hyrwyddo lles corfforol, seicolegol, cymdeithasol ac emosiynol y claf drwy wneud asesiad
cyfannol a chynhwysfawr o anghenion iechyd cymhleth, a chynllunio, gweithredu a
gwerthuso'r holl ofal nyrsio cymuned.

Bod yn atebol a chyfrifol am ddarparu gofal cleifion uniongyrchol ar y cyd a theuluoedd a
chleifion.

Ymgymryd a swyddogaeth ymreolaethol, gan weithio’n annibynnol gyda chleifion unigol.
Defnyddio sgiliau dadansoddol a barnu i fod yn gyfrifol am ei weithredoedd ei hun.

4. Darparu ystod eang o driniaethau technegol, rol estynedig a thechnegol i gleifion o lawer o
feysydd gofal arbenigol. Bydd triniaethau'n cynnwys tynnu gwaed, fflysio a gofalu am
gathetrau gwythien ganolog, cyffuriau a roddir drwy'r wythien h.y. gyrwyr chwistrellu,
pympiau cemotherapi, chwistrellu clustiau a Doppler.

5. Gallai triniaethau arbenigol eraill gael eu cynnal yn unol ag angen y claf, addasrwydd a gallu'r
nyrs. Ar gyfer pob triniaeth, bydd ar nyrsys angen bod yn ddyfeisgar o fewn cyfyngiadau cartref
y claf.

6. Cysylltu a chydweithio a'r gwasanaeth amlddisgyblaethol, amlasiantaethol ehangach, statudol
a gwirfoddol, i hyrwyddo pecyn gofal di-dor i gleifion a gofalwyr. Hwyluso cynllunio rhyddhau
cleifion i'r gymuned, i hyrwyddo pecyn gofal di-dor.

7. Cymryd rhan mewn cyflawni nodau Fframweithiau Cenedlaethol Gwasanaeth yn cynnwys
targedau ar gyfer diabetes, cleifion clefyd cronig y galon a chleifion a chyflyrau cronig.

8. Darparu gofal nyrsio effeithiol o ansawdd uchel gan gadw at ganllawiau Sefydliad Cenedlaethol
dros Ragoriaeth Glinigol (NICE).

9. Gweithio o fewn polisiau a gweithdrefnau Bwrdd lechyd Prifysgol Betsi Cadwaladr (Dwyrain) ac
yn unol a Chod Ymddygiad Proffesiynol yr NMC.

10. Bydd dyletswyddau yn ystod y dydd, gyda'r nos a phenwythnosau'n cynnwys gweithio unigol
(dyletswyddau ar alwad yn y gwasanaeth NA os bydd angen i gefnogi anghenion gwasanaeth).

11. Ymdrin a gwybodaeth gymhleth, parhaol ddwys sy’n aml yn gofyn am drafod llawn perswad.

12. Hybu annibyniaeth cleifion trwy addysg a grymuso cleifion i fod yn annibynnol trwy gefnogaeth
ac addysg.

13. Gwneud penderfyniadau sy’n ymwneud & ffeithiau hynod o gymhleth neu sefyllfaoedd sy'n
gofyn am ddadansoddi, dehongli a chymharu dewis o opsiynau i’w dilyn, argymhellion ar gyfer
Ileoliadau priodol.

Rheoli

1. Yn gyfrifol am ddirprwyo dros Reolwr y Tim. Bydd hyn yn cynnwys rheoli aelodau'r tim a gofal

cleifion.








10.

11.

12.

13.

Helpu a chefnogi Rheolwr y Tim yn yr holl weithgareddau rheoli priodol, yn cynnwys ffurfio
pecynnau gofal iechyd parhaus.

Blaenoriaethu diwrnod gwaith eich hun ac eraill a'i drefnu, gan fod yn gyfrifol am reoli amser
yn effeithiol. Rota, Offer Liwyth Gwaith / Dibyniaeth Cleifion a Chymysgedd Sgiliau

Cefnogi'r Arweinydd Tim i recriwtio a chadw staff newydd.

Monitro/helpu'r Rheolwr Tim i reoli salwch ac absenoldeb y tim yn unol & pholisi'r Bwrdd
lechyd ynghyd a chanllawiau cymunedol lleol.

Cymryd rhan yn y gwaith o gynnal adolygiadau blynyddol staff.

Cynorthwyo'r Rheolwr Tim i ddechrau newidiadau sefydliadol a'u hyrwyddo a chefnogi staff
drwy'r newidiadau hyn.

Cefnogi'r Rheolwr Tim i hybu perthnasoedd gwaith effeithiol o fewn y tim ehangach trwy
gydweithio a holl aelodau’r tim.

Darparu arweinyddiaeth glinigol i gydweithwyr yn y Tim Nyrsio Ardal.

Bod yn rhan weithredol o gynnal archwiliadau mewnol a chymryd rhan mewn archwiliadau
allanol.

Helpu i adolygu polisiau a chanllawiau ar y cyd a'r Rheolwyr Tim a'r Metron Ardal Leol.

Ymwneud a phob agwedd o dechnoleg gwybodaeth flaengar, er enghraifft, pecynnau
cyfrifiadurol a chyfathrebu sy’n briodol i waith y Gwasanaeth Nyrsio Ardal.

Deilydd allweddi eiddo'r Bwrdd lechyd. Gwybodaeth am ddiogelu eiddo, systemau larwm a
gweithdrefnau'n ymwneud a diogeledd.

Addysg a Hyfforddiant

Gweithredu fel nyrs gyswllt ar gyfer arbenigedd benodol e.e. gofal briwiau, ymataliad a gofal
lliniarol. Hyfforddiant gofal ychwanegol, gofal canolraddol, prosiect llesgedd ac ADT.

Cynorthwyo gyda chynllunio a chymryd rhan mewn rhaglenni cyfarwyddo cymunedol
cynhwysfawr i’r holl staff newydd i'r Gwasanaeth Nyrsio Ardal.

Dynodi unrhyw ddiffygion ac anghenion hyfforddi yn y tim a mynegi'r rhain i'r Rheolwr Tim a
chefnogi newid pan fo angen.

Dynodi anghenion dysgu cleifion, gofalwyr a staff eraill, cynllunio a chychwyn pecynnau
hyfforddi gan ddefnyddio'r profiad a gafwyd drwy'r Cymhwyster Arfer Arbenigol Nyrs Ardal.

Darparu'n weithredol cyngor hyrwyddo iechyd a chymryd rhan mewn mentrau iechyd.

Cymryd rhan a chofnodi addysg bellach sy'n berthnasol i'r swydd mewn portffolio.








10.

Bod yn rhyngweithiol ac yn gyfrifol am eich datblygiad proffesiynol eich hun.

Cynnal eich hyfforddiant gorfodol eich hun a hwyluso gwyliau astudio fel bod aelodau'r tim yn
gallu cynnal eu hyfforddiant hwythau.

Sicrhau datblygiad proffesiynol a phersonol eich hunan a chynnal galluoedd eich hunan yn unol
a KSF.

Darparu amgylchedd dysgu cynhwysfawr i ddysgwyr a staff cofrestredig a heb gofrestru.

Cyfathrebu

1.

Defnyddio sgiliau rhyngbersonol i hwyluso cyfathrebu effeithiol yn y Tim Nyrsio Ardal gan
ddatblygu rhwydweithiau cyfathrebu effeithiol sy'n rhaeadru, dosbarthu a rhoi adborth ar
wybodaeth yn amserol ac effeithiol.

Gallu cyfathrebu'n fedrus a chleifion, teuluoedd a gofalwyr, gan eu cynnwys i ddeall cyflyrau a
sicrhau eu bod yn cytuno a'r gofal a ragnodir. Mynegi gwybodaeth gymhleth, sensitif neu
gynhennus i berthnasau a gofalwyr, er enghraifft, cleifion a chyflyrau terfynol neu rai sy'n
byrhau bywyd.

3. Ymgysylltu'n weithredol a'r cyhoedd mewn trafodaeth a hyrwyddo rhan cleifion a'r cyhoedd.

4. Rhoi gwybod i Reolwr y Tim am unrhyw newidiadau i gyflwr neu ymddygiad cleifion a rhagweld
anghenion cymhleth posibl, gan fynegi gwybodaeth gymhleth a sensitif.

5. Trafod gwyliau blynyddol a seibiant astudio gyda’r Rheolwr Tim.

Adnoddau

1. Cefnogi'r Rheolwr Tim i ddefnyddio adnoddau'n effeithiol er mwyn cyfrannu at reolaeth

2.

effeithiol o'r gyllideb.

Sicrhau ailgyflenwad effeithiol o stoc, sy'n hanfodol er mwyn darparu gwasanaeth effeithlon.

Arweinyddiaeth

1.

2.

Cyfrannu at ddatblygu gweledigaeth a rennir ar gyfer y Gwasanaeth Nyrsio Ardal.

Meithrin diwylliant o werthfawrogi eraill yn unol & pholisi BIPBC ar Gydraddoldeb ac
Amrywiaeth.

Hyrwyddo amgylchedd heriol ac ysgogol.
Hybu arfer o fyfyrio yn y tim.

Darparu goruchwyliaeth glinigol a'i dderbyn.








JOB DESCRIPTION TEMPLATE

JOB DETAILS:

Job Title

District Nurse (Caseload Holder)

Pay Band

Hours of Work and Nature of
Contract

To be completed on recruitment

Division/Directorate Area Teams
Department Community
Base To be completed on recruitment

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to:

Lead Nurse

Reports to: Name Line Manager

Team Leader

Professionally Responsible to:

Team Leader

Job Summary/Job Purpose:

The Caseload Holder will manage a defined caseload in line with good practice with
responsibility over a 24 hour period.

The post holder will be involved in the complex needs assessment i.e. CHC, Health and Social
Care and the provision of Specialist District Nursing Practice.
The post holder will be expected to work collaboratively with other agencies for the provision
of patient services without direct supervision.
The post holder will be involved and expected to undertake a range of management duties and
deputise in the absence of the Team Leader.
The post holder should hold a Specialist Practice Qualification in District Nursing or be working
towards it and be a registered Nurse Prescriber.

DUTIES/RESPONSIBILITIES:








Clinical Caseload Management

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

Promote the patients physical, psychological, social and emotional health by providing a
holistic and comprehensive assessment of complex health needs, planning, implementing and
evaluating all community nursing care.

Be accountable and responsible for direct delivery of patient care; working collaboratively with
patients and families.

Undertake an autonomous role, working independently with individual patients. Using
analytical and judgement skills in being responsible for own actions.

Provide a wide range of complex, extended role and technical procedures for patients from
many specialised areas of care. Procedures include, venepuncture, flushing and care of venous
central catheters, drugs administered via parentral route i.e. syringe driver, chemotherapy
pumps, ear syringing and doppler.

Other specialised procedures could be undertaken according to the patient’s need,
appropriateness and nurse’s competency. For all procedures nurses need to be resourceful
within the constraints of the patient’s home environment.

Liaise and collaborate with the wider multidisciplinary, multiagency service both statutory and
voluntary to promote a seamless package of care for patients and carers. Facilitate in the
discharge planning of patients into the community setting, to promote a seamless package of
care.

Actively participate in achieving National Service Frameworks goals incorporating targets for
diabetes, chronic heart disease patients and other chronic conditions.

Provide high quality and effective nursing care adhering to National Institute of Clinical
Excellence guidelines.

Work within the agreed policies and procedures of BCUHB (East) and in accordance with the
NMC Professional Code of Conduct.

Duties during the day, evenings and weekends will involve lone working (on call duties in DN
service if required to support service need).

Handle complex, continuous intensive information often requiring persuasive negotiation.

Promote independence of patients’ autonomy by education and empower patients to be
independent by support and education.

Make judgements involving high complex facts or situations requiring analysis, interpretation
and comparing a range of options to follow, recommendations for appropriate placements.

Management

14.

Be responsible for deputising for the Team Manager. This will involve the management of
team members and patient care.








15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

Assisting and supporting the Team Manager in all appropriate management activities,
incorporating the formulation of continuing health care packages.

Prioritise and organise own and others working day, being responsible for effective time
management. Rosters, Workload Tool / Patient Dependency and Skill Mix.

Support the Team leader in the recruitment and retention of new staff.

Monitor/assist the Team Manager in managing sickness and absence of the team in line with
BCUHB policy along with local community guidelines.

Participate in the undertaking of annual staff reviews.

Assist the Team Manager to initiate and promote organisational change and support staff
through these changes.

Support the Team Manager to promote effective working relationships within the wider team
by collaborative working with all team members.

Provide clinical leadership to colleagues within the District Nursing Team.
Be actively involved in carrying out internal audits and participate in external audits.

Assist in the reviewing of policies and guidelines in conjunction with Team Managers and
Locality Matron.

Be involved in all aspects of progressive information technology, for example, personal
computer and communication tools as appropriate to practice within the District Nursing
Service.

Keyholder to Health Board premises. Knowledge of securing premises, alarm systems and
procedure relating to security.

Education and Training

11.

12.

13.

14.

15.

16.

Act as link nurse for a specific speciality e.g. wound, continence and palliative care. Extra care
training, intermediate care, frailty project and ADT.

Assist in the planning and participate in comprehensive community orientated programmes
for all new staff to the District Nursing Service.

Identify any deficits and training needs within the team and communicate these to the Team
manager and support change where necessary.

Identify learning needs of patients, carers and other staff, plan and initiate training packages,
utilising expertise gained via District Nurse Specialist Practice Qualification.

Actively provide health promotion advice and participate in health initiatives.

Participate and record in portfolio further education as appropriate to role.








17.

18.

19.

20.

Be proactive and responsible for own professional development.

Maintain own mandatory training and facilitate study leave to enable team members to
maintain theirs.

Ensure continued personal and professional development and maintaining own competencies
in line with KSF.

To provide a comprehensive learning environment for learners and staff, registered and
unregistered.

Communication

6. Use interpersonal skills to provide effective communication within the District Nursing Team
developing effective communication networks that cascade, disseminate and give feedback
regarding information in a timely and effective manner.

7. Be skilled at communicating with patients, families and carers involving them in understanding
conditions and ensuring concordance with prescribed care. Communicate complex, sensitive
or contentious information to relatives and carers, for example, patients with terminal or life
limiting conditions.

8. Actively engage the public in discussion and promote patient, public involvement.

9. Report to Team Manager any changes in condition or behaviour of patients and anticipate
potential complex patient needs, communicating complex information and sensitive
information.

10. Negotiate all off duty annual leave and study leave with Team Manager

Resources

3. Support Team Manager in efficient use of resources to contribute to effective budgetary
control.

4. Ensuring effective replenishment of stocks, which are essential in order to provide an efficient
service.

Leadership

6. Participate in the development of a shared vision for the District Nursing Service.

7. Foster a culture of valuing others in line with Health Board policy Equality and Diversity

8. Promote a challenging and stimulating environment.

9. Promote a reflective practice with the team.

10. Provide and receive clinical supervision.
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MANYLEB BERSONOL

RHINWEDDAU HANFODOL DYMUNOL DULL
ASESU

Cymwysterau Nyrs lefel gyntaf NMC gofrestredig Cymhwyster rheoli e.e. | Ffurflen gais a gwiriadau
a/neu LM, Arweinyddiaeth | cyn cyflogi
wybodaeth Cymhwyster Arfer Arbenigol Nyrs RCN

Ardal/tystysgrif, diploma, gradd

neu'n gweithio tuag ato

Cymhwyster nyrs ragnodi neu'n

gweithio tuag ato

Tystiolaeth o ddatblygiad

proffesiynol ac addysg barhaus.

Hyfforddiant mentora ac asesu
Profiad Profiad cymuned ar fand 5 neu | ROl nyrs gyswllt Ffurflen Gais a chyfweliad

gyfatebol

Profiad o weithio gyda chleifion sydd
ag anghenion llym / cymhleth

Profiad
sefylifacedd

mewn amrywiaeth o

clinigol a gwaith

amlddisgyblaethol.

Tueddfrydau a
Galluoedd

Sgiliau dadansoddi a’r gallu i

ddehongli arwyddion clinigol
Sgiliau trefnu

Gallu asesu, cynllunio, gweithredu,
gwerthuso a dirprwyo darpariaeth
gofal yn briodol.

Goruchwylio, addysgu ac asesu staff
cofrestredig a staff heb gofrestru.

Darparu mentoriaeth a

phreceptoriaeth fel bo’n briodol

Gallu cydweithio gydag aelodau o’r
tim gofal iechyd cychwynnol ac

asiantaethau eraill
Sgiliau TG

Ymwybyddiaeth o’r agenda iechyd
cyfnewidiol sy'n effeithio ar arfer

Gallu siarad Cymraeg.

Profiad o ymgymryd ag
archwiliadau

Cymhwyster
cydnabyddedig
Rheoli Cyflyrau Cronig

mewn

Ymwybyddiaeth o'r
agenda iechyd ehangach
y mae gofal yn cael ei
ddarparu ynddo.

Cyfweliad








cymunedol.

Ymwybyddiaeth o ymchwil presennol
a'i roi ar waith yn ymarferol.

Tystiolaeth a  gwybodaeth o
ddefnyddio cydsyniad

Gwybodaeth am ddiogelu data a
chyfrinachedd cleifion.

Dealltwriaeth o asesu risg a materion
iechyd a diogelwch.

Gwerthoedd Dangos y gallu i ofalu a chyfathrebu Ffurflen gais
gyda charedigrwydd a dealltwriaeth Cyfweliad
Geirdaon
Sgiliau cyfathrebu ar lafar ac
ysgrifenedig ardderchog
Wedi ymrwymo i ddatblygiad
parhaus.
Arall Agwedd hyblyg i fodloni anghenion y Ffurflen Gais a chyfweliad
gwasanaeth

Trefniadau teithio amserol rhwng
cartrefi cleifion, clinigau a
meddygfeydd.

GOFYNION CYFFREDINOL

Dylech gynnwys y rhai sy'n berthnasol i ofynion y swydd

>

Gwerthoedd: Mae'n ofynnol bod bob gweithiwr y Bwrdd lechyd yn dangos a chynnwys y Gwerthoedd a
Datganiadau Ymddygiad er mwyn iddynt fod yn rhan integredig o fywyd gweithio deilydd y swydd ac i
gynnwys yr egwyddorion yn niwylliant y sefydliad.

Gweithwyr lechyd Proffesiynol Cofrestredig: Gofynnir i holl weithwyr y Bwrdd lechyd y mae gofyn
iddynt gofrestru a chorff proffesiynol, er mwyn iddynt allu gweithio o fewn eu proffesiwn, gydymffurfio
a'u cod

a gofynion eu cofrestriad proffesiynol.

Gweithwyr Cefnogi Gofal lechyd: Mae Gweithwyr Cefnogi Gofal lechyd yn gwneud cyfraniad
gwerthfawr a phwysig i ddarparu gofal iechyd o ansawdd uchel. Mae Cod Ymddygiad Cenedlaethol GIG
Cymru yn disgrifio safonau ymddygiad ac ymagwedd sy'n angenrheidiol i bob Gweithiwr Cefnogi Gofal
lechyd a gyflogir gan GIG Cymru. Mae Gweithwyr Cefnogi Gofal lechyd yn gyfrifol ac mae ganddynt
ddyletswydd gofal i sicrhau nad yw eu hymddygiad yn syrthio o dan y safonau a fanylir arnynt yn y Cod
ac na fydd unrhyw weithredu neu fethiant ar eu rhan yn niweidio diogelwch a lles defnyddwyr
gwasanaeth a'r cyhoedd tra byddant yn eu gofal.

Gallu: Ar unrhyw adeg ni ddylai deilydd y swydd weithio y tu allan i lefel ddiffiniedig cymhwysedd. Os
oes pryderon ynghylch hyn, dylai deilydd y swydd eu trafod gyda'i reolwr/goruchwyliwr ar unwaith.








Mae gan weithwyr gyfrifoldeb i roi gwybod i’'w Goruchwyliwr/Rheolwr os oes ganddynt amheuaeth
ynghylch eu gallu i wneud eu dyletswyddau.

Dysgu a datblygiad: Mae'n rhaid i bob aelod staff ymgymryd a rhaglenni cynefino/cyfeiriadaedd ar lefel
gorfforedig ac adrannol a rhaid sicrhau bod unrhyw ofynion hyfforddiant statudol/gorfodol yn gyfredol.
Os yn briodol, gofynnir i staff arddangos tystiolaeth o ddatblygiad proffesiynol parhaus.

Gwerthuso Perfformiad: Rydym yn ymroddedig i ddatblygu ein staff ac rydych yn gyfrifol am gymryd
rhan mewn Adolygiad Datblygiad Perfformiad Blynyddol o'r swydd.

lechyd a Diogelwch: Mae gan holl weithwyr y sefydliad ddyletswydd gofal statudol am eu diogelwch
personol eu hunain ac eraill a allai gael eu heffeithio gan eu gweithredoedd neu eu diffyg
gweithredoedd. Mae'n ofynnol i ddeilydd y swydd gydymffurfio a rheolwyr i alluogi'r BILl i gwrdd &'i
ddyletswyddau cyfreithiol ei hunan ac i adrodd am unrhyw sefyllfa beryglus neu gyfarpar diffygiol.

Rhaid i’r deilydd swydd lynu wrth bolisiau rheoli risg, iechyd a diogelwch a pholisiau cysylltiol y sefydliad.

Rheoli Risg: Elfen safonol o rél a chyfrifoldeb holl staff y sefydliad yw eu bod yn cyflawni rol
ragweithredol o ran rheoli risg yn eu holl waith. Mae hyn yn cynnwys asesu risg pob sefyllfa, cymryd
camau priodol ac adrodd ar bob digwyddiad, achosion y bu ond y dim iddynt ddigwydd a pheryglon.

Y Gymraeg: Rhaid i'r holl weithwyr berfformio eu dyletswyddau gan gadw'n gaeth at ofynion Cynllun
laith y sefydliad ac achub ar bob cyfle i hyrwyddo'r Gymraeg wrth ymdrin a'r cyhoedd.

Llywodraethu Gwybodaeth: Mae gofyn i ddeilydd y swydd fod yn ymwybodol bob amser o
bwysigrwydd cadw gwybodaeth a gafwyd yn ystod ei ddyletswyddau yn gyfrinachol ac yn ddiogel. Bydd
hyn yn cynnwys mewn sawl achos, mynediad at wybodaeth bersonol yn ymwneud a defnyddwyr
gwasanaeth.

Deddf Diogelu Data 1998: Rhaid i ddeilydd y swydd drin pob gwybodaeth boed honno'n gorfforaethol,
neu'n wybodaeth am staff neu gleifion mewn modd synhwyrol a chyfrinachol yn unol & darpariaethau
Ddeddf Diogelu Data 1998 a pholisi'r Sefydliad. Ystyrir unrhyw fethiannau mewn cyfrinachedd fel
trosedd ddifrifol ddisgyblaethol, a all arwain at ddiswyddo a/neu erlyniad dan ddeddfwriaeth statudol
gyfredol (Deddf Gwarchod Data) a Pholisi Disgyblu'r Bwrdd lechyd.

Rheoli Cofnodion: Fel gweithiwr yny sefydliad hwn, mae deilydd y swydd yn gyfreithiol gyfrifol am
holl gofnodion mae'n eu casglu, eu creu neu'n eu defnyddio fel rhan o'i waith yn y Bwrdd lechyd (gan
gynnwys

iechyd cleifion, ariannol, personol a gweinyddol) p'un ai eu bod ar bapur neu ar

gyfrifiadur. Ystyrir pob cofnod fel hyn yn gofnod cyhoeddus, ac mae gan y deilydd swydd ddyletswydd
gyfreithiol o gyfrinachedd i ddefnyddwyr gwasanaeth (hyd yn oed ar 6l i weithiwr adael y BILI). Dylai
deilydd y swydd ymgynghori gyda'i reolwyr os oes ganddo unrhyw amheuaeth am reolaeth gywir
unrhyw gofnodion y mae'n gweithio gyda nhw.

Cydraddoldeb a Hawliau Dynol: Mae Dyletswydd Cydraddoldeb y Sector Cyhoeddus yng Nghymru yn
gosod dyletswydd gadarnhaol ar y B

i hybu cydraddoldeb i bobl & nodweddion a warchodir, fel cyflogwr a darparwr

gwasanaethau cyhoeddus. Ceir naw nodwedd a warchodir: oed; anabledd; ailbennu rhywedd,
partneriaeth sifil neu briodas, beichiogrwydd a mamolaeth; tras, crefydd neu gredo, rhyw a thueddfryd
rhywiol. Mae'r Bwrdd lechyd yn ymroddedig i sicrhau nad yw unrhyw ymgeisydd am swydd neu
weithiwr yn derbyn triniaeth lai ffafriol ar sail unrhyw un o'r uchod. I'r perwyl hwn, mae gan y sefydliad
Bolisi Cydraddoldeb ac mae








angen i bob gweithiwr gyfrannu at ei lwyddiant.

Urddas yn y Gwaith: Mae'r sefydliad yn gwrthwynebu i bob math o aflonyddu a bwlian ac mae'n ceisio
hyrwyddo gweithle lle mae gweithwyr yn cael eu trin yn deg a chydag urddas a pharch. Gofynnir i'r holl
staff adrodd am unrhyw ffurf o aflonyddu a bwlian i'w rheolwr llinell neu unrhyw gyfarwyddwry
sefydliad. Nifydd unrhyw ymddygiad amhriodol yn cael ei oddef a bydd yn cael ei drin fel mater difrifol
dan Bolisi Disgyblu'r Bwrdd lechyd.

Gwiriad Datgelu DBS: Bydd gennych gysylltiad * uniongyrchol/anuniongyrchol a chleifion/defnyddwyr
gwasanaeth/plant/oedolion yn y swydd hon fel rhan o'ch dyletswyddau arferol. Felly, bydd raid i chi
wneud cais am Wiriad Datgelu Swyddfa Cofnodion Troseddol *Safonol/Uwch fel rhan o weithdrefn wirio
cyn cyflogi'r Bwrdd lechyd. *Dileer fel sy’n briodol

Nid oes angen gwiriad datgelu DBS ar ddeilydd y swydd hon. *Dileer fel sy’'n briodol

Diogelu plant ac oedolion agored i niwed: Mae'r sefydliad yn ymroddedig i ddiogelu plant ac oedolion
agored i niwed. Felly, mae'n rhaid i'r holl staff fynychu hyfforddiant diogelu plant a bod yn ymwybodol
o'u cyfrifoldebau dan y Polisi Diogelu Oedolion.

Rheoli Heintiau: Mae'r sefydliad yn ymroddedig i gwrdd a'i oblygiadau i leihau heintiau.

Mae'r holl staff yn gyfrifol am warchod a diogelu cleifion, defnyddwyr gwasanaeth, ymwelwyr a
gweithwyr yn erbyn y risg o gaffael heintiau'n gysylltiedig a gofal iechyd. Mae'r cyfrifoldeb hwn yn
cynnwys bod yn ymwybodol

o gynnwys a chadw at Bolisiau a Gweithdrefnau Rhwystro a Rheoli Heintiau'r Bwrdd lechyd yn barhaus.

Dim Ysmygu: Er mwyn rhoi'r cyfle gorau i'n holl gleifion, ymwelwyr a staff i fod yn iach, mae holl
safleoedd y Bwrdd lechyd, gan gynnwys adeiladau a thiroedd, yn ddi-fwg.

Datganiad Hyblygrwydd: Amlinellir dyletswyddau’r swydd yn y swydd ddisgrifiad a’r
fanyleb bersonol hon a gellir eu newid o dro i dro drwy gytundeb ar y cyd.








PERSON SPECIFICATION

ATTRIBUTES ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
Qualifications NMC Registered first level nurse Management Application form and pre

and/or qualification e.g. ILM, | employment checks
Knowledge District Nurse Specialist Practice RCN Leadership
Qualification / Certificate, Diploma,
Degree or working towards
Nurse prescribing qualification or
working towards
Evidence of ongoing education and
professional development.
Mentorship and assessment training.
Experience Community experience as Band 5 or | Link nurse role Application form and
equivalent interview
Experience of working with patients
who have acute / complex needs
Varied clinical experience and multi
disciplinary working.
Aptitude and Analytical skills and ability to | Ability to speak Welsh | Interview
Abilities interpret clinical signs

Organisational skills

Ability to assess, plan, implement,
evaluate and delegate appropriately
the delivery of care.

Supervise, teach and  assess

registered and non-registered staff.

Provide mentorship and

preceptorship as appropriate.

Ability to work collaboratively with
members of the Primary Health Care
Team and other agencies.

IT skills

Awareness of the changing health
agenda, which affects community

Experience of
undertaking audit

Recognised qualification
within an area of Chronic
Conditions Management

Awareness of the wider
health agenda in which
care is provided.








practice.

Awareness of current research and
its application to practice.

Knowledge and evidence of
application of consent.

Knowledge of data protection and
patient confidentiality.

Understanding of risk assessment
and health and safety issues.

Values Demonstrate ability to care and Application Form
communicate with warmth and Interview
understanding. References
Excellent verbal and  written
communication skills
Committed to continuous
development.

Other Flexible approach to the needs of the Application form and
service. interview
Demonstrate timely travel

arrangements between patient’s
homes, clinics and surgeries.

GENERAL REQUIREMENTS

Include those relevant to the post requirements

>

Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and
to embed the principles into the culture of the organisation.

Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code
of conduct and requirements of their professional registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution
to the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed
within NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure
their conduct does not fall below the standards detailed in the Code and that no act or omission on their
part harms the safety and wellbeing of service users and the public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of competence. If
there are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt








their own competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation programmes at Corporate
and Departmental level and must ensure that any statutory/mandatory training requirements are
current and up to date. Where considered appropriate, staff are required to demonstrate evidence of
continuing professional development.

Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near
misses and hazards.

Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organisation’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many
cases include access to personal information relating to service users.

Data Protection Act 1998: The post holder must treat all information, whether corporate, staff or
patient information, in a discreet and confidential manner in accordance with the provisions of the
Data Protection Act 1998 and Organisational Policy. Any breach of such confidentiality is considered a
serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory
legislation (Data Protection Act) and the HB Disciplinary Policy.

Records Management: As an employee of this organisation, the post holder is legally responsible for
all records that they gather, create or use as part of their work within the organisation (including
patient health, staff health or injury, financial, personal and administrative), whether paper based or
on computer. All such records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The post holder should
consult their manager if they have any doubt as to the correct management of records with which they
work.

Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the HB
to promote equality for people with protected characteristics, both as an employer and as a provider
of public services. There are nine protected characteristics: age; disability; gender reassignment;
marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual
orientation. The HB is committed to ensuring that no job applicant or employee receives less favour-
able treatment of any of the above grounds. To this end, the organisation has an Equality Policy and it
is for each employee to contribute to its success.








Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively
seeking to promote a workplace where employees are treated fairly and with dignity and respect. All
staff are requested to report and form of bullying and harassment to their Line Manager or to any
Director of the organisation. Any inappropriate behaviour inside the workplace will not be tolerated
and will be treated as a serious matter under the HB/Trust Disciplinary Policy.

DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply
for a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the Trust’s pre-
employment check procedure. *Delete as appropriate.

The post holder does not require a DBS Disclosure Check. *Delete as appropriate.

Safeguarding Children and Vulnerable Adults: The organisation is committed to safeguarding children
and vulnerable adults. All staff must therefore attend Safeguarding Children training and be aware of
their responsibility under the Adult Protection Policy.

Infection Control: The organisation is committed to meet its obligations to minimise infections.

All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware
of the content of and consistently observing Health Board Infection Prevention & Control Policies and
Procedures.

No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board sites,
including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and Person
Specification and may be changed by mutual agreement from time to time.
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MANYLEB BERSONOL

RHINWEDDAU HANFODOL DYMUNOL DULL
ASESU

Cymwysterau Nyrs lefel gyntaf NMC gofrestredig Cymhwyster rheoli e.e. | Ffurflen gais a gwiriadau
a/neu LM, Arweinyddiaeth | cyn cyflogi
wybodaeth Cymhwyster Arfer Arbenigol Nyrs RCN

Ardal/tystysgrif, diploma, gradd

neu'n gweithio tuag ato

Cymhwyster nyrs ragnodi neu'n

gweithio tuag ato

Tystiolaeth o ddatblygiad

proffesiynol ac addysg barhaus.

Hyfforddiant mentora ac asesu
Profiad Profiad cymuned ar fand 5 neu | ROl nyrs gyswllt Ffurflen Gais a chyfweliad

gyfatebol

Profiad o weithio gyda chleifion sydd
ag anghenion llym / cymhleth

Profiad
sefylifacedd

mewn amrywiaeth o

clinigol a gwaith

amlddisgyblaethol.

Tueddfrydau a
Galluoedd

Sgiliau dadansoddi a’r gallu i

ddehongli arwyddion clinigol
Sgiliau trefnu

Gallu asesu, cynllunio, gweithredu,
gwerthuso a dirprwyo darpariaeth
gofal yn briodol.

Goruchwylio, addysgu ac asesu staff
cofrestredig a staff heb gofrestru.

Darparu mentoriaeth a

phreceptoriaeth fel bo’n briodol

Gallu cydweithio gydag aelodau o’r
tim gofal iechyd cychwynnol ac

asiantaethau eraill
Sgiliau TG

Ymwybyddiaeth o’r agenda iechyd
cyfnewidiol sy'n effeithio ar arfer

Gallu siarad Cymraeg.

Profiad o ymgymryd ag
archwiliadau

Cymhwyster
cydnabyddedig
Rheoli Cyflyrau Cronig

mewn

Ymwybyddiaeth o'r
agenda iechyd ehangach
y mae gofal yn cael ei
ddarparu ynddo.

Cyfweliad








cymunedol.

Ymwybyddiaeth o ymchwil presennol
a'i roi ar waith yn ymarferol.

Tystiolaeth a  gwybodaeth o
ddefnyddio cydsyniad

Gwybodaeth am ddiogelu data a
chyfrinachedd cleifion.

Dealltwriaeth o asesu risg a materion
iechyd a diogelwch.

Gwerthoedd Dangos y gallu i ofalu a chyfathrebu Ffurflen gais
gyda charedigrwydd a dealltwriaeth Cyfweliad
Geirdaon
Sgiliau cyfathrebu ar lafar ac
ysgrifenedig ardderchog
Wedi ymrwymo i ddatblygiad
parhaus.
Arall Agwedd hyblyg i fodloni anghenion y Ffurflen Gais a chyfweliad
gwasanaeth

Trefniadau teithio amserol rhwng
cartrefi cleifion, clinigau a
meddygfeydd.

GOFYNION CYFFREDINOL

Dylech gynnwys y rhai sy'n berthnasol i ofynion y swydd

>

Gwerthoedd: Mae'n ofynnol bod bob gweithiwr y Bwrdd lechyd yn dangos a chynnwys y Gwerthoedd a
Datganiadau Ymddygiad er mwyn iddynt fod yn rhan integredig o fywyd gweithio deilydd y swydd ac i
gynnwys yr egwyddorion yn niwylliant y sefydliad.

Gweithwyr lechyd Proffesiynol Cofrestredig: Gofynnir i holl weithwyr y Bwrdd lechyd y mae gofyn
iddynt gofrestru a chorff proffesiynol, er mwyn iddynt allu gweithio o fewn eu proffesiwn, gydymffurfio
a'u cod

a gofynion eu cofrestriad proffesiynol.

Gweithwyr Cefnogi Gofal lechyd: Mae Gweithwyr Cefnogi Gofal lechyd yn gwneud cyfraniad
gwerthfawr a phwysig i ddarparu gofal iechyd o ansawdd uchel. Mae Cod Ymddygiad Cenedlaethol GIG
Cymru yn disgrifio safonau ymddygiad ac ymagwedd sy'n angenrheidiol i bob Gweithiwr Cefnogi Gofal
lechyd a gyflogir gan GIG Cymru. Mae Gweithwyr Cefnogi Gofal lechyd yn gyfrifol ac mae ganddynt
ddyletswydd gofal i sicrhau nad yw eu hymddygiad yn syrthio o dan y safonau a fanylir arnynt yn y Cod
ac na fydd unrhyw weithredu neu fethiant ar eu rhan yn niweidio diogelwch a lles defnyddwyr
gwasanaeth a'r cyhoedd tra byddant yn eu gofal.

Gallu: Ar unrhyw adeg ni ddylai deilydd y swydd weithio y tu allan i lefel ddiffiniedig cymhwysedd. Os
oes pryderon ynghylch hyn, dylai deilydd y swydd eu trafod gyda'i reolwr/goruchwyliwr ar unwaith.








Mae gan weithwyr gyfrifoldeb i roi gwybod i’'w Goruchwyliwr/Rheolwr os oes ganddynt amheuaeth
ynghylch eu gallu i wneud eu dyletswyddau.

Dysgu a datblygiad: Mae'n rhaid i bob aelod staff ymgymryd a rhaglenni cynefino/cyfeiriadaedd ar lefel
gorfforedig ac adrannol a rhaid sicrhau bod unrhyw ofynion hyfforddiant statudol/gorfodol yn gyfredol.
Os yn briodol, gofynnir i staff arddangos tystiolaeth o ddatblygiad proffesiynol parhaus.

Gwerthuso Perfformiad: Rydym yn ymroddedig i ddatblygu ein staff ac rydych yn gyfrifol am gymryd
rhan mewn Adolygiad Datblygiad Perfformiad Blynyddol o'r swydd.

lechyd a Diogelwch: Mae gan holl weithwyr y sefydliad ddyletswydd gofal statudol am eu diogelwch
personol eu hunain ac eraill a allai gael eu heffeithio gan eu gweithredoedd neu eu diffyg
gweithredoedd. Mae'n ofynnol i ddeilydd y swydd gydymffurfio a rheolwyr i alluogi'r BILl i gwrdd &'i
ddyletswyddau cyfreithiol ei hunan ac i adrodd am unrhyw sefyllfa beryglus neu gyfarpar diffygiol.

Rhaid i’r deilydd swydd lynu wrth bolisiau rheoli risg, iechyd a diogelwch a pholisiau cysylltiol y sefydliad.

Rheoli Risg: Elfen safonol o rél a chyfrifoldeb holl staff y sefydliad yw eu bod yn cyflawni rol
ragweithredol o ran rheoli risg yn eu holl waith. Mae hyn yn cynnwys asesu risg pob sefyllfa, cymryd
camau priodol ac adrodd ar bob digwyddiad, achosion y bu ond y dim iddynt ddigwydd a pheryglon.

Y Gymraeg: Rhaid i'r holl weithwyr berfformio eu dyletswyddau gan gadw'n gaeth at ofynion Cynllun
laith y sefydliad ac achub ar bob cyfle i hyrwyddo'r Gymraeg wrth ymdrin a'r cyhoedd.

Llywodraethu Gwybodaeth: Mae gofyn i ddeilydd y swydd fod yn ymwybodol bob amser o
bwysigrwydd cadw gwybodaeth a gafwyd yn ystod ei ddyletswyddau yn gyfrinachol ac yn ddiogel. Bydd
hyn yn cynnwys mewn sawl achos, mynediad at wybodaeth bersonol yn ymwneud a defnyddwyr
gwasanaeth.

Deddf Diogelu Data 1998: Rhaid i ddeilydd y swydd drin pob gwybodaeth boed honno'n gorfforaethol,
neu'n wybodaeth am staff neu gleifion mewn modd synhwyrol a chyfrinachol yn unol & darpariaethau
Ddeddf Diogelu Data 1998 a pholisi'r Sefydliad. Ystyrir unrhyw fethiannau mewn cyfrinachedd fel
trosedd ddifrifol ddisgyblaethol, a all arwain at ddiswyddo a/neu erlyniad dan ddeddfwriaeth statudol
gyfredol (Deddf Gwarchod Data) a Pholisi Disgyblu'r Bwrdd lechyd.

Rheoli Cofnodion: Fel gweithiwr yny sefydliad hwn, mae deilydd y swydd yn gyfreithiol gyfrifol am
holl gofnodion mae'n eu casglu, eu creu neu'n eu defnyddio fel rhan o'i waith yn y Bwrdd lechyd (gan
gynnwys

iechyd cleifion, ariannol, personol a gweinyddol) p'un ai eu bod ar bapur neu ar

gyfrifiadur. Ystyrir pob cofnod fel hyn yn gofnod cyhoeddus, ac mae gan y deilydd swydd ddyletswydd
gyfreithiol o gyfrinachedd i ddefnyddwyr gwasanaeth (hyd yn oed ar 6l i weithiwr adael y BILI). Dylai
deilydd y swydd ymgynghori gyda'i reolwyr os oes ganddo unrhyw amheuaeth am reolaeth gywir
unrhyw gofnodion y mae'n gweithio gyda nhw.

Cydraddoldeb a Hawliau Dynol: Mae Dyletswydd Cydraddoldeb y Sector Cyhoeddus yng Nghymru yn
gosod dyletswydd gadarnhaol ar y B

i hybu cydraddoldeb i bobl & nodweddion a warchodir, fel cyflogwr a darparwr

gwasanaethau cyhoeddus. Ceir naw nodwedd a warchodir: oed; anabledd; ailbennu rhywedd,
partneriaeth sifil neu briodas, beichiogrwydd a mamolaeth; tras, crefydd neu gredo, rhyw a thueddfryd
rhywiol. Mae'r Bwrdd lechyd yn ymroddedig i sicrhau nad yw unrhyw ymgeisydd am swydd neu
weithiwr yn derbyn triniaeth lai ffafriol ar sail unrhyw un o'r uchod. I'r perwyl hwn, mae gan y sefydliad
Bolisi Cydraddoldeb ac mae








angen i bob gweithiwr gyfrannu at ei lwyddiant.

Urddas yn y Gwaith: Mae'r sefydliad yn gwrthwynebu i bob math o aflonyddu a bwlian ac mae'n ceisio
hyrwyddo gweithle lle mae gweithwyr yn cael eu trin yn deg a chydag urddas a pharch. Gofynnir i'r holl
staff adrodd am unrhyw ffurf o aflonyddu a bwlian i'w rheolwr llinell neu unrhyw gyfarwyddwry
sefydliad. Nifydd unrhyw ymddygiad amhriodol yn cael ei oddef a bydd yn cael ei drin fel mater difrifol
dan Bolisi Disgyblu'r Bwrdd lechyd.

Gwiriad Datgelu DBS: Bydd gennych gysylltiad * uniongyrchol/anuniongyrchol a chleifion/defnyddwyr
gwasanaeth/plant/oedolion yn y swydd hon fel rhan o'ch dyletswyddau arferol. Felly, bydd raid i chi
wneud cais am Wiriad Datgelu Swyddfa Cofnodion Troseddol *Safonol/Uwch fel rhan o weithdrefn wirio
cyn cyflogi'r Bwrdd lechyd. *Dileer fel sy’n briodol

Nid oes angen gwiriad datgelu DBS ar ddeilydd y swydd hon. *Dileer fel sy’'n briodol

Diogelu plant ac oedolion agored i niwed: Mae'r sefydliad yn ymroddedig i ddiogelu plant ac oedolion
agored i niwed. Felly, mae'n rhaid i'r holl staff fynychu hyfforddiant diogelu plant a bod yn ymwybodol
o'u cyfrifoldebau dan y Polisi Diogelu Oedolion.

Rheoli Heintiau: Mae'r sefydliad yn ymroddedig i gwrdd a'i oblygiadau i leihau heintiau.

Mae'r holl staff yn gyfrifol am warchod a diogelu cleifion, defnyddwyr gwasanaeth, ymwelwyr a
gweithwyr yn erbyn y risg o gaffael heintiau'n gysylltiedig a gofal iechyd. Mae'r cyfrifoldeb hwn yn
cynnwys bod yn ymwybodol

o gynnwys a chadw at Bolisiau a Gweithdrefnau Rhwystro a Rheoli Heintiau'r Bwrdd lechyd yn barhaus.

Dim Ysmygu: Er mwyn rhoi'r cyfle gorau i'n holl gleifion, ymwelwyr a staff i fod yn iach, mae holl
safleoedd y Bwrdd lechyd, gan gynnwys adeiladau a thiroedd, yn ddi-fwg.

Datganiad Hyblygrwydd: Amlinellir dyletswyddau’r swydd yn y swydd ddisgrifiad a’r
fanyleb bersonol hon a gellir eu newid o dro i dro drwy gytundeb ar y cyd.








PERSON SPECIFICATION

ATTRIBUTES ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
Qualifications NMC Registered first level nurse Management Application form and pre

and/or qualification e.g. ILM, | employment checks
Knowledge District Nurse Specialist Practice RCN Leadership
Qualification / Certificate, Diploma,
Degree or working towards
Nurse prescribing qualification or
working towards
Evidence of ongoing education and
professional development.
Mentorship and assessment training.
Experience Community experience as Band 5 or | Link nurse role Application form and
equivalent interview
Experience of working with patients
who have acute / complex needs
Varied clinical experience and multi
disciplinary working.
Aptitude and Analytical skills and ability to | Ability to speak Welsh | Interview
Abilities interpret clinical signs

Organisational skills

Ability to assess, plan, implement,
evaluate and delegate appropriately
the delivery of care.

Supervise, teach and  assess

registered and non-registered staff.

Provide mentorship and

preceptorship as appropriate.

Ability to work collaboratively with
members of the Primary Health Care
Team and other agencies.

IT skills

Awareness of the changing health
agenda, which affects community

Experience of
undertaking audit

Recognised qualification
within an area of Chronic
Conditions Management

Awareness of the wider
health agenda in which
care is provided.








practice.

Awareness of current research and
its application to practice.

Knowledge and evidence of
application of consent.

Knowledge of data protection and
patient confidentiality.

Understanding of risk assessment
and health and safety issues.

Values Demonstrate ability to care and Application Form
communicate with warmth and Interview
understanding. References
Excellent verbal and  written
communication skills
Committed to continuous
development.

Other Flexible approach to the needs of the Application form and
service. interview
Demonstrate timely travel

arrangements between patient’s
homes, clinics and surgeries.

GENERAL REQUIREMENTS

Include those relevant to the post requirements

>

Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and
to embed the principles into the culture of the organisation.

Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code
of conduct and requirements of their professional registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution
to the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed
within NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure
their conduct does not fall below the standards detailed in the Code and that no act or omission on their
part harms the safety and wellbeing of service users and the public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of competence. If
there are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt








their own competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation programmes at Corporate
and Departmental level and must ensure that any statutory/mandatory training requirements are
current and up to date. Where considered appropriate, staff are required to demonstrate evidence of
continuing professional development.

Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near
misses and hazards.

Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organisation’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many
cases include access to personal information relating to service users.

Data Protection Act 1998: The post holder must treat all information, whether corporate, staff or
patient information, in a discreet and confidential manner in accordance with the provisions of the
Data Protection Act 1998 and Organisational Policy. Any breach of such confidentiality is considered a
serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory
legislation (Data Protection Act) and the HB Disciplinary Policy.

Records Management: As an employee of this organisation, the post holder is legally responsible for
all records that they gather, create or use as part of their work within the organisation (including
patient health, staff health or injury, financial, personal and administrative), whether paper based or
on computer. All such records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The post holder should
consult their manager if they have any doubt as to the correct management of records with which they
work.

Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the HB
to promote equality for people with protected characteristics, both as an employer and as a provider
of public services. There are nine protected characteristics: age; disability; gender reassignment;
marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual
orientation. The HB is committed to ensuring that no job applicant or employee receives less favour-
able treatment of any of the above grounds. To this end, the organisation has an Equality Policy and it
is for each employee to contribute to its success.








Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively
seeking to promote a workplace where employees are treated fairly and with dignity and respect. All
staff are requested to report and form of bullying and harassment to their Line Manager or to any
Director of the organisation. Any inappropriate behaviour inside the workplace will not be tolerated
and will be treated as a serious matter under the HB/Trust Disciplinary Policy.

DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply
for a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the Trust’s pre-
employment check procedure. *Delete as appropriate.

The post holder does not require a DBS Disclosure Check. *Delete as appropriate.

Safeguarding Children and Vulnerable Adults: The organisation is committed to safeguarding children
and vulnerable adults. All staff must therefore attend Safeguarding Children training and be aware of
their responsibility under the Adult Protection Policy.

Infection Control: The organisation is committed to meet its obligations to minimise infections.

All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware
of the content of and consistently observing Health Board Infection Prevention & Control Policies and
Procedures.

No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board sites,
including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and Person
Specification and may be changed by mutual agreement from time to time.
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JOB DESCRIPTION TEMPLATE

JOB DETAILS:
Job Title Registered Nurse
Pay Band Band 5

Hours of Work and Nature of | To be completed on recruitment
Contract

Division/Directorate Nursing
Department
Base To be completed on recruitment

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable Ward manager/Team Leader/Nurse
to: Manager

Reports to: Name Line Nurse in charge

Manager

Professionally Responsible | Clinical Lead Nurse, Senior Nurse Manager,

to: Nurse Manager

Job Purpose:

The post holder is responsible for the assessment, planning, implementation and
evaluation of evidenced-based nursing care, working collaboratively and co-operatively

with others to meet the needs of patients and their families.

Assist in the management and organisation of their clinical area and participating in the

education, development and supervision of other staff members.







Managerial / Leadership.

> Will be required (dependent on level of experience) to take charge of a group of
patients/clients with the guidance and supervision of the person with continuing
responsibility/ Nurse in charge.

» Co-ordinate the work of healthcare support workers, assistant practitioners,
students, preceptorship nurse (depending on level of experience) in the delivery of
nursing care.

» Supervise healthcare support workers, assistant practitioners, students,
preceptorship nurse (depending of the level of experience) of the nursing team, and
participate in their education and development.

» Maintain confidentiality with sensitive information i.e. staffing, financial and patient
issues.

» Record patient’s property ensuring that procedures are compliant with Health Board
Policies and protocols.

» Participate in service development by contributing to the development of team,
through unit/department meetings.

> Participate in the effective and efficient use of physical and financial resources.

» Have an awareness of own limitations and escalate to a more senior level
circumstances/situations that may be detrimental to the well being of patients or
colleagues.

» Ensure knowledge of staffing policies and statutory guidance relating to area of
work and professional accountability relating to staffing

» Support department manager by contributing to the evaluation and risk
assessment of staffing levels on a shift by shift basis, undertaking any actions
within level of competence to resolve staffing

» Ensure concerns relating to staffing are raised with Nurse In Charge/Matron and
entered on Datix

» Have an awareness of harms dashboard and support manager to ensure actions
implemented where trajectory outside of agreed parameters, or escalation whereby
outside of local control.

> Participate in Ward accreditation for own area supporting ward manager in
ensuring actions put in place and monitored as a result.

Clinical.

» Assess the patients nursing needs, plan, implement and evaluate nursing care in
order to ensure the delivery of effective patient care.

» Ensure the principles set out in the Fundamentals of Care are incorporated into
daily practice to ensure a high quality service for the patients and clients.

» Maintain patients nursing records to ensure information is accurate and up to date

» Ensure that patients and carers/relatives are involved in the planning and delivery
of care.

» Ensure patient needs are met by working collaboratively with other professionals
and agencies, especially in relation to ongoing care needs.

» Ensure that effective communication is established and maintained with patients

and carers/relatives, taking accurate message information on the phone or from
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seniors, relaying all environmental and patient information to the nurse in charge
and remain polite and courteous at all times.

Communicate complex and sensitive information to patients/families, including
patients with special needs/learning disabilities or other barriers to communication.
Assess patient’s suitability for discharge following medical review and instigate
discharge planning arrangements. Liaise with multidisciplinary teams as
appropriate to assist in complex discharge planning.

Administer medication e.g. intravenous, intramuscular/subcutaneous medications,
ensuring that procedures are compliant with Betsi Cadwaladr University Health
Board Policy Board Policy.

Carry out procedures in relation to care of patients e.g. catheterisation, removal of
sutures, aseptic technique in line with ANTT requirements

Ensure that the patient is safely prepared for and escorted to/from theatre
endoscopy and other investigations or procedures relevant to area of work.
Recognise and respond appropriately to urgent and emergency situations.
Participate in the responsibility to maintain a clean environment and ensure all
members of staff follow cleaning responsibilities.

Clinical Governance.

vvVv VvV VvV 'V V

Take a proactive role in the management of risk. i.e. risk assessments, reporting
incidents and near misses.

Undertake all reasonable precautions for a safe and secure environment for self
and others in accordance with Health and Safety legislation reporting any areas of
concern to the Nurse in Charge.

Use evidence based practice in nursing interventions by keeping self updated in
line with NMC Revalidation requirements

Ensure compliance with policies, procedures and clinical guidelines for self and
others.

Promote excellence and improve standards of nursing care by being involved in
audit within the clinical area e.g. infection control audits.

Participate in the monitoring of standards and quality of nursing care, through
benchmarking, audit and research.

Participate in patient and public involvement activities.

Promote people’s equality, diversity and rights.

Education and Development.

>

>

With the relevant experience act as a supervisor , mentor or assessor for students
or Healthcare support workers

Develop own skills and knowledge and contribute to development of others.

Develop own skills and knowlage as outlines in the knowledge and skills framework
and personal development plan as agreed in an annual professional development
review.

Participate in the induction and training of new staff members and pre-registration
students, acting as a mentor/supervisor/assessor to students as required.

Professional Accountability.

>

Limiting ones actions to those which you feel competent to undertake.
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Maintain active status on NMC Register.

Act in accordance with NMC Code and guiding documents.

Adhere to Health Board Policies and Procedures.

Maintain up to date skills and knowledge and maintain awareness of professional
issues.

Maintain a professional portfolio.

Ensure compliance with meeting Health Board Mandatory Training requirements
and any other training deemed essential for the role

GENERAL REQUIREMENTS

Include those relevant to the post requirements;

>

Values: All employees of the Health Board are required to demonstrate and embed the
Values and Behaviour Statements in order for them to become an integral part of the
post holder's working life and to embed the principles into the culture of the
organisation.

Registered Health Professional: All employees who are required to register with a
professional body, to enable them to practice within their profession, are required to
comply with their code of conduct and requirements of their professional registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and
important contribution to the delivery of high quality healthcare. The national Code of
Conduct for NHS Wales describes the standards of conduct, behaviour and attitude
required of all Healthcare Support Workers employed within NHS Wales. Health Care
Support Workers are responsible, and have a duty of care, to ensure their conduct does
not fall below the standards detailed in the Code and that no act or omission on their
part harms the safety and wellbeing of service users and the public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of
competence. If there are concerns regarding this, the post holder should immediately
discuss them with their Manager/Supervisor. Employees have a responsibility to inform
their Manager/Supervisor if they doubt their own competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation
programmes at Corporate and Departmental level and must ensure that any
statutory/mandatory training requirements are current and up to date. Where
considered appropriate, staff are required to demonstrate evidence of continuing
professional development.

Performance Appraisal: We are committed to developing our staff and you are
responsible for participating in an Annual Performance Development Review of the
post.

Health & Safety: All employees of the organisation have a statutory duty of care for
their own personal safety and that of others who may be affected by their acts or
omissions. The post holder is required to co-operate with management to enable the
organisation to meet its own legal duties and to report any hazardous situations or
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defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

Risk Management: Itis a standard element of the role and responsibility of all staff of
the organisation that they fulfil a proactive role towards the management of risk in all of
their actions. This entails the risk assessment of all situations, the taking of appropriate
actions and reporting of all incidents, near misses and hazards.

Welsh Language: All employees must perform their duties in strict compliance with the
requirements of their organisation’s Welsh Language Scheme and take every
opportunity to promote the Welsh language in their dealings with the public.

Information Governance: The post holder must at all times be aware of the
importance of maintaining confidentiality and security of information gained during the
course of their duties. This will in many cases include access to personal information
relating to service users.

Data Protection Act 1998: The post holder must treat all information, whether
corporate, staff or patient information, in a discreet and confidential manner in
accordance with the provisions of the Data Protection Act 1998 and Organisational
Policy. Any breach of such confidentiality is considered a serious disciplinary offence,
which is liable to dismissal and / or prosecution under current statutory legislation (Data
Protection Act) and the HB Disciplinary Policy.

Records Management: As an employee of this organisation, the post holder is legally
responsible for all records that they gather, create or use as part of their work within the
organisation (including patient health, staff health or injury, financial, personal and
administrative), whether paper based or on computer. All such records are considered
public records and the post holder has a legal duty of confidence to service users (even
after an employee has left the organisation). The post holder should consult their
manager if they have any doubt as to the correct management of records with which
they work.

Equality and Human Rights: The Public Sector Equality Duty in Wales places a
positive duty on the HB to promote equality for people with protected characteristics,
both as an employer and as a provider of public services. There are nine protected
characteristics: age; disability; gender reassignment; marriage and civil partnership;
pregnancy and maternity; race; religion or belief; sex and sexual orientation. The HB is
committed to ensuring that no job applicant or employee receives less favour-able
treatment of any of the above grounds. To this end, the organisation has an Equality
Policy and it is for each employee to contribute to its success.

Dignity at Work: The organisation condemns all forms of bullying and harassment and
is actively seeking to promote a workplace where employees are treated fairly and with
dignity and respect. All staff are requested to report and form of bullying and
harassment to their Line Manager or to any Director of the organisation. Any
inappropriate behaviour inside the workplace will not be tolerated and will be treated as
a serious matter under the HB/Trust Disciplinary Policy.

DBS Disclosure Check: In this role you will have * direct / indirect contact with*
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patients/service users/ children/vulnerable adults in the course of your normal duties.
You will therefore be required to apply for a Criminal Record Bureau *Standard /
Enhance Disclosure Check as part of the Trust’'s pre-employment check procedure.
*Delete as appropriate. The post holder does not require a DBS Disclosure Check.
*Delete as appropriate.

> Safeguarding Children and Vulnerable Adults: The organisation is committed to
safeguarding children and vulnerable adults. All staff must therefore attend
Safeguarding Children training and be aware of their responsibility under the Adult
Protection Policy.

> Infection Control: The organisation is committed to meet its obligations to minimise
infections. All staff are responsible for protecting and safeguarding patients, service
users, visitors and employees against the risk of acquiring healthcare associated
infections. This responsibility includes being aware of the content of and consistently
observing Health Board Infection Prevention & Control Policies and Procedures.

> No Smoking: To give all patients, visitors and staff the best chance to be healthy, all
Health Board sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and
Person Specification and may be changed by mutual agreement from time to time.








Betsi Cadwaladr
University Health Board
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PERSON SPECIFICATION

POST TITLE: Registered Nurse Band 5

CRITERIA ESSENTIAL DESIRABLE METHOD of
ASSESSMENT
Knowledge and | ¢ NMC registered e Evidence of post | NMC
Qualifications registration study | Registration
and training, e.g. | Application
e POVA form
e Child Protection
e Intermediate Life
Support if
required in
clinical setting
Experience e Pre-registration e Clear Application
evidence in direct understanding of | form
nursing care clinical Interview
e Experience of governance
providing holistic framework
nursing care e Implement
e Interestin evidence based
developing nursing practice
skills
Skills and e Clear e Knowledge of Application
competencies understanding of incident reporting | form
contract of care policy
e Ability to document | ¢ Awareness of Interview
details clearly and Policies
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CYF CAJE: 2018/0495

Bwrdd lechyd Prifysgol

Betsi Cadwaladr

/ University Health Board
WALES

TEMPLED DISGRIFIAD SWYDD

MANYLION Y SWYDD:

Teitl y Swydd: Nyrs Gofrestredig

Band Cyflog: Band 5

Oriau Gwaith a Natur y I'w gwblhau wrth recriwtio
Contract:

Uwch Adran/ Nyrsio

Cyfarwyddiaeth:

Adran:

Lleoliad: I'w gwblhau wrth recriwtio

TREFNIADAU'R SEFYDLIAD:

Yn atebol yn rheolaethol i: Rheolwr y Ward/ Arweinydd Tim/ Rheolwr
Nyrsio

Yn adrodd i: Enw’r Rheolwr | Nyrs mewn Gofal

Llinell

Yn Gyfrifol yn Broffesiynol Nyrs Arweiniol Clinigol, Uwch Reolwr Nyrsio,
i'r: Rheolwr Nyrsio

Pwrpas y Swydd:

Mae deilydd y swydd yn gyfrifol am asesu, cynllunio, gweithredu a gwerthuso gofal nyrsio
wedi'i seilio ar dystiolaeth, gan gydweithio a chydweithredu ag eraill i fodloni anghenion
cleifion &'u teuluoedd.

Cynorthwyo wrth reoli a threfnu eu hardal glinigol a chymryd rhan mewn addysgu,
datblygu a goruchwylio aelodau eraill o staff.







Rheoli / Arwain.

>

YV V Vv VvV V A\

A\

Bydd gofyn i ddeilydd y swydd gymryd cyfrifoldeb dros grwp o gleifion/cleientiaid
gydag arweiniad a goruchwyliaeth yr unigolyn sydd & chyfrifoldeb parhaus/nyrs
mewn gofal (yn ddibynnol ar brofiad).

Cydlynu gwaith y gweithwyr cefnogi gofal iechyd, ymarferwyr cynorthwyol,
myfyrwyr, nyrs preceptoriaeth (gan ddibynnu ar brofiad) wrth ddarparu gofal nyrsio.
Goruchwylio gweithwyr cefnogi gofal iechyd, ymarferwyr cynorthwyol, myfyrwyr,
nyrs preceptoriaeth (gan ddibynnu ar brofiad) y tim nyrsio, a chymryd rhan mewn
addysg a datblygiad.

Cadw cyfrinachedd gyda gwybodaeth sensitif, h.y. materion staffio, ariannol a
chleifion.

Cofnodi eiddo cleifion gan sicrhau bod gweithdrefnau yn cydymffurfio & pholisiau a
phrotocolau'r Bwrdd lechyd.

Cymryd rhan mewn datblygu'r gwasanaeth drwy gyfrannu at ddatblygiad y tim drwy
gyfarfodydd uned/adran.

Cymryd rhan mewn defnyddio adnoddau corfforol ac ariannol yn effeithlon ac
effeithiol.

Bod yn ymwybodol o'ch cyfyngiadau eich hun ac uwch gyfeirio unrhyw
amgylchiadau/ sefyllfaoedd a allai fod yn niweidiol i les cleifion neu gydweithwyr i
staff uwch.

Sicrhau eich bod yn gwybod am bolisiau staffio ac arweiniad statudol yn ymwneud
a'r maes gwaith ac atebolrwydd proffesiynol yn ymwneud & staffio.

Cefnogi rheolwr yr adran drwy gyfrannu at werthusiad ac asesiad risg lefelau

staffio ar sail sifft fesul sifft, gan ymgymryd ag unrhyw weithrediadau o fewn lefel
eich gallu i ddatrys problemau gyda staffio.

Sicrhau bod pryderon yn ymwneud a staffio'n cael eu codi gyda'r Nyrs mewn
Gofal/Metron ac yn cael eu cofnodi ar Datix.

Bod ag ymwybyddiaeth o'r dangosfwrdd niwed a chefnogi'r rheolwr i sicrhau bod
camau gweithredu'n cael eu rhoi ar waith i fynd i'r afael &'r taflwybr y tu allan i'r
paramedrau y cytunwyd arnynt, neu uwch gyfeirio lle maent y tu allan i reolaeth
leol.

Cymryd rhan mewn achrediad Ward am faes eich hun gan gefnogi rheolwr y ward i
sicrhau bod camau gweithredu’n cael eu rhoi yn eu lle a'u monitro o ganlyniad.

Clinigol.

>

>

Asesu anghenion nyrsio'r claf, cynllunio, gweithredu a dadansoddi gofal nyrsio er
mwyn sicrhau bod gofal effeithiol yn cael ei ddarparu i gleifion.

Sicrhau bod yr egwyddorion a amlinellir yn yr Hanfodion Gofal yn cael eu
hymgorffori mewn arferion dyddiol i sicrhau gwasanaeth o ansawdd uchel ar gyfer y
cleifion a'r cleientiaid.

Cynnal cofnodion nyrsio cleifion i sicrhau bod gwybodaeth yn gywir a chyfredol.
Sicrhau bod cleifion a gofalwyr/perthnasau’n cael eu cynnwys wrth gynllunio gofal
a'i ddarparu.

Sicrhau bod anghenion cleifion yn cael eu bodloni drwy weithio ar y cyd a staff
proffesiynol ac asiantaethau eraill, yn enwedig o ran anghenion gofal parhaus.







A

Sicrhau bod cyfathrebu effeithiol yn cael ei sefydlu a'i gynnal & chleifion a
gofalwyr/perthnasau, gan gymryd negeseuon cywir dros y ffon neu gan staff uwch,
ac adrodd yr holl wybodaeth amgylcheddol a chleifion i'r nyrs mewn gofal, a bod yn
gwrtais bob amser.

Cyfleu gwybodaeth gymhleth a sensitif i rieni/teuluoedd, gan gynnwys cleifion ag
anghenion arbennig/anableddau dysgu neu rwystrau eraill at gyfathrebu.

Asesu a yw cleifion yn addas i’'w rhyddhau yn dilyn adolygiad meddygol a dechrau
trefniadau cynllunio rhyddhau. Cysylltu & thimau amlddisgyblaethol fel bo'n briodol i
helpu a chynllunio rhyddhau cymhleth.

Rhoi meddyginiaethau e.e. meddyginiaethau mewnwythiennol, meddyginiaethau i'r
cyhyr/ dan y croen, gan sicrhau bod triniaethau'n cyd-fynd a pholisi Bwrdd lechyd
Prifysgol Betsi Cadwaladr.

Cynnal triniaethau sy'n ymwneud & gofal claf e.e. gosod cathetr, tynnu pwythau,
techneg aseptig yn unol & gofynion ANTT.

Sicrhau bod y claf wedi ei baratoi yn ddiogel ar gyfer mynd i’r theatr, endosgopi ac
archwiliadau neu driniaethau eraill sy'n berthnasol i'r maes gwaith a’i hebrwng oddi
yno.

Adnabod sefyllfaoedd brys ac argyfyngau ac ymateb yn briodol iddynt.

Cymryd rhan yn y gyfrifoldeb o gynnal amgylchedd glan a sicrhau bod yr holl staff
yn dilyn cyfrifoldebau glanhau.

Llywodraethu Clinigol

>

vv VvV VvV VvV V

Cymryd r6l ragweithiol o ran rheoli risg, sef asesu risg, rhoi gwybod am
ddigwyddiadau a phethau y bu ond y dim iddynt ddigwydd.

Cymryd pob rhagofal rhesymol ar gyfer amgylchedd diogel o'ch rhan eich hun ac
eraill yn unol & deddfwriaeth iechyd a diogelwch, gan roi gwybod i'r Nyrs mewn
Gofal am unrhyw bryderon.

Defnyddio arfer yn seiliedig ar dystiolaeth mewn ymyriadau nyrsio trwy gadw eich
gwybodaeth eich hun yn gyfredol yn unol a gofynion Ail-ddilysu’'r NMC.

Sicrhau eich bod chi ac eraill yn cydymffurfio & pholisiau, gweithdrefnau a
chanllawiau clinigol.

Hyrwyddo rhagoriaeth a gwella safonau gofal nyrsio drwy gymryd rhan mewn
archwilio yn y maes clinigol e.e. archwiliadau rheoli haint.

Cymryd rhan mewn monitro safonau ac ansawdd gofal nyrsio drwy feincnodi,
archwiliad ac ymchwil.

Cymryd rhan mewn gweithgareddau cynnwys y cyhoedd a chleifion.

Hyrwyddo cydraddoldeb, amrywiaeth a hawliau pobl.

Addysqg a Datblygiad

>

>
>

Gyda'r profiad perthnasol gweithredu fel goruchwyliwr, mentor neu aseswr ar gyfer
myfyrwyr neu weithiwr cefnogi gofal iechyd.

Datblygu eich sgiliau a gwybodaeth eich hun a chyfrannu at ddatblygiad eraill.
Datblygu eich sgiliau a gwybodaeth fel yr amlinellir yn y fframwaith gwybodaeth a
sgiliau a'r cynllun datblygiad personol fel y cytunwyd mewn adolygiad o ddatblygiad
proffesiynol blynyddol.

Cymryd rhan mewn cynefino a hyfforddi aelodau newydd o staff nyrsio a myfyrwyr
cyn cofrestru, a gweithredu fel mentor/goruchwyliwr/aseswr i fyfyrwyr fel bo angen.







Atebolrwydd Proffesiynol

>

YV VVVYVY

Cyfyngu ar eich gweithredoedd i'r rheiny rydych yn teimlo eich bod yn gallu
ymgymryd & nhw.

Cynnal statws gweithredol ar gofrestr NMC.

Gweithredu yn unol & Chod Ymddygiad yr NMC a dogfennau arweiniol.

Cadw at Bolisiau a Gweithdrefnau'r Bwrdd lechyd.

Sicrhau bod y sgiliau a’r wybodaeth ddiweddaraf gennych a bod yn ymwybodol o
faterion proffesiynol.

Cynnal portffolio proffesiynol.

Sicrhau cydymffurfiaeth o ran bodloni gofynion Hyfforddiant Gorfodol y Bwrdd
lechyd ac unrhyw hyfforddiant arall sy'n hanfodol i'r rél.

GOFYNION CYFFREDINOL

Dylech gynnwys y rhai sy'n berthnasol i ofynion y swydd,

>

Gwerthoedd: Rhaid i holl weithwyr y Bwrdd lechyd ddangos a chynnwys vy
datganiadau Gwerthoedd ac Ymddygiad fel eu bod yn dod yn rhan annatod o fywyd
gwaith deilydd y swydd, a chynnwys egwyddorion yn niwylliant y sefydliad.

Gweithiwr lechyd Proffesiynol Cofrestredig: Gofynnir i holl weithwyr BIPBC y mae
gofyn iddynt gofrestru & chorff proffesiynol, er mwyn iddynt allu gweithio o fewn eu
proffesiwn, gydymffurfio &'u cod ymddygiad a gofynion eu cofrestriad proffesiynol.

Gweithwyr Cefnogi Gofal lechyd: Mae Gweithwyr Cefnogi Gofal lechyd yn gwneud
cyfraniad gwerthfawr a phwysig at ddarparu gofal iechyd o safon uchel. Mae Cod
Ymddygiad cenedlaethol GIG Cymru yn disgrifio'r safonau ymddygiad ac agwedd sy'n
ofynnol ar bob Gweithiwr Cefnogi Gofal lechyd a gyflogir yn GIG Cymru. Mae gan
Weithwyr Cefnogi Gofal lechyd ddyletswydd gofal i sicrhau nad yw eu hymddygiad yn
syrthio'n is na'r safonau yn y Cod, ac na fydd unrhyw weithred neu esgeulustod ar eu
rhan yn niweidio diogelwch a lles defnyddwyr y gwasanaeth a'r cyhoedd, tra'u bod yn eu
gofal.

Gallu: Ni ddylai deilydd y swydd ar unrhyw adeg weithio y tu hwnt i lefel ddiffiniedig
cymhwyster. Os oes pryderon ynghylch hyn, dylai deilydd y swydd eu trafod &'i
Reolwr/Goruchwyliwr ar unwaith. Mae gan weithwyr gyfrifoldeb i roi gwybod i'w
goruchwyliwr/rheolwr os oes ganddynt amheuaeth ynglyn &'u gallu i wneud eu
dyletswyddau.

Dysgu a Datblygiad: Mae'n rhaid i bob aelod staff ymgymryd & rhaglenni
ymsefydlu/ymgynefino ar lefel Gorfforaethol ac Adrannol a rhaid sicrhau bod unrhyw
ofynion hyfforddiant statudol/gorfodol yn gyfredol. Os yw'n briodol, gofynnir i staff
arddangos tystiolaeth o ddatblygiad proffesiynol parhaus.

Gwerthuso Perfformiad: Rydym yn ymroddedig i ddatblygu ein staff ac rydych yn
gyfrifol am gymryd rhan mewn Adolygiad Datblygiad Perfformiad Blynyddol o'r swydd.

lechyd a Diogelwch: Mae gan holl staff y sefydliad ddyletswydd gofal statudol dros eu
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diogelwch personol eu hunain ac eraill yr effeithir arnynt gan eu gweithredoedd neu
esgeulustod. Mae'n ofynnol i ddeilydd y swydd gydymffurfio & rheolwyr i alluogi'r BILI i
gwrdd &'i ddyletswyddau cyfreithiol ei hunan ac i adrodd am unrhyw sefyllfa beryglus
neu gyfarpar diffygiol. Rhaid i ddeilydd y swydd gadw at bolisiau rheoli risg, iechyd a
diogelwch a pholisiau cysylltiedig y Bwrdd lechyd.

Rheoli Risg: Elfen safonol o rél a chyfrifoldeb holl staff y sefydliad yw eu bod yn
cyflawni rol ragweithiol o ran rheoli risg yn eu holl waith. Mae hyn yn cynnwys asesu
risg pob sefyllfa, cymryd camau perthnasol ac adrodd am bob digwyddiad, pethau y bu
ond y dim iddynt ddigwydd a pheryglon.

Y Gymraeg: Rhaid i bob gweithiwr wneud ei ddyletswyddau er mwyn cydymffurfio'n
gaeth a gofynion Cynllun laith Gymraeg ei sefydliad a chymryd pob cyfle i hyrwyddo'r
Gymraeg wrth ymwneud a'r cyhoedd.

Llywodraethu Gwybodaeth: Rhaid i ddeilydd y swydd fod yn ymwybodol bob amser o
bwysigrwydd cadw gwybodaeth a gafwyd yn ystod ei ddyletswyddau yn gyfrinachol ac
yn ddiogel. Bydd hyn yn cynnwys mewn sawl achos, gweld gwybodaeth bersonol yn
ymwneud & defnyddwyr gwasanaeth.

Deddf Diogelu Data 1998: Rhaid i ddeilydd y swydd drin pob gwybodaeth, boed
honno'n gorfforaethol, neu'n wybodaeth am staff neu gleifion, mewn modd synhwyrol a
chyfrinachol yn unol & darpariaethau deddf diogelu data 1998 a pholisit sefydliad.
Ystyrir unrhyw achos o dorri cyfrinachedd yn drosedd disgyblu difrifol sy'n agored i
ddisgyblu a/neu erlyniad dan y ddeddfwriaeth statudol bresennol (Deddf Diogelu Data) a
Pholisi Disgyblu'r Bwrdd lechyd.

Rheoli Cofnodion: Fel gweithiwr i'r sefydliad hwn, mae deilydd y swydd yn gyfrifol yn
gyfreithiol am yr holl gofnodion a gesglir, gréir neu a ddefnyddir fel rhan o’u gwaith o
fewn y sefydliad (gan gynnwys iechyd cleifion, iechyd neu anaf staff, cyllid, personol a
gweinyddol), pa un ai ar bapur neu gyfrifiadur. Ystyrir pob cofnod o'r fath yn gofnodion
cyhoeddus, ac mae gan ddeilydd y swydd ddyletswydd cyfrinachedd gyfreithiol tuag at
ddefnyddwyr gwasanaethau (hyd yn oed ar 6l i weithiwr adael y sefydliad). Dylai
deilydd y swydd ymgynghori &'i reolwyr os oes ganddo unrhyw amheuaeth am y ffordd
gywir o reoli unrhyw gofnodion y mae'n gweithio gyda nhw.

Cydraddoldeb a Hawliau Dynol: Mae Dyletswydd Cydraddoldeb y Sector Cyhoeddus
yng Nghymru yn gosod dyletswydd bositif ar y Bwrdd lechyd i hyrwyddo cydraddoldeb i
bobl a nodweddion gwarchodedig, fel cyflogwr a darparwr gwasanaethau cyhoeddus.
Mae naw nodwedd gwarchodedig: oed, anabledd, ailbennu rhywedd, priodas a
phartneriaeth sifil, beichiogrwydd a mamolaeth, hil, crefydd neu gred, rhyw a
chyfeiriadedd rhywiol. Mae'r Bwrdd lechyd wedi ymrwymo i sicrhau na fydd unrhyw
ymgeisydd am swydd neu weithiwr yn cael ei drin yn llai ffafriol o ran yr uchod. I'r
perwyl hwn, mae gan y Bwrdd lechyd Bolisi Cydraddoldeb a rhaid i bob gweithiwr
gyfrannu at ei lwyddiant.

Urddas yn y Gwaith: Mae'r sefydliad yn gwrthwynebu i bob math o aflonyddu a bwlian
ac mae'n ceisio hyrwyddo gweithle lle mae gweithwyr yn cael eu trin yn deg a chydag
urddas a pharch. Gofynnir i staff roi gwybod am unrhyw fath o fwlio ac aflonyddu i'w
Rheolwyr Llinell neu unrhyw Gyfarwyddwr y sefydliad. Ni fydd ymddygiad amhriodol yn
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y gweithle yn cael ei oddef a bydd yn cael ei drin fel mater difrifol dan Bolisi Disgyblu'r
Bwrdd lechyd.

Gwiriad Datgelu DBS: Yn y swydd hon, bydd gofyn i chi gael * cyswillt uniongyrchol /
anuniongyrchol & * chleifion / defnyddwyr y gwasanaeth / plant / oedolion bregus wrth
wneud eich dyletswyddau arferol. Felly, bydd rhaid i chi wneud cais am Wiriad CRB *
Safonol / Uwch fel rhan o drefn wirio cyn cyflogi'r Bwrdd lechyd. *Dileer fel bo’'n briodol.
Nid oes rhaid i ddeilydd y swydd gael Gwiriad Datgelu DBS. *Dileer fel bo’n briodol.

Diogelu Plant ac Oedolion Bregus: Mae'r sefydliad wedi ymrwymo i ddiogelu plant ac
oedolion bregus. Rhaid i'r holl staff felly fynychu hyfforddiant Diogelu Plant a bod yn
ymwybodol o'u cyfrifoldeb dan y Polisi Amddiffyn Oedolion.

Rheoli Heintiau: Mae'r sefydliad wedi ymrwymo i fodloni ei oblygiadau i leihau heintiau.
Mae'r holl staff yn gyfrifol am amddiffyn a diogelu cleifion, defnyddwyr y gwasanaeth,
ymwelwyr a gweithwyr rhag y risg o gael haint sy'n gysylltiedig & gofal iechyd. Mae'r
cyfrifoldeb yn cynnwys bod yn ymwybodol o gynnwys Polisiau a Gweithdrefnau Atal a
Rheoli Haint y Bwrdd lechyd a chadw atynt yn gyson.

Dim Ysmygu: Er mwyn rhoi'r cyfle gorau i'r holl gleifion, ymwelwyr a staff fod yn iach,
mae pob safle'r Bwrdd lechyd, yn cynnwys adeiladau a thiroedd yn ddi-fwg.

Datganiad Hyblygrwydd: Amlinellir dyletswyddau’r swydd yn y swydd ddisgrifiad a’r
fanyleb bersonol hon a gellir eu newid o dro i dro drwy gytundeb ar y cyd.








Betsi Cadwaladr
University Health Board
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JOB DESCRIPTION


JOB DETAILS



Job Title:


Staff Nurse






Band:



5






Salary Scale:

£21,909 - £28,462 per annum 





Hours of Work:

Various


Directorate/Department:
Area West  


Base:



Community Hospital


ORGANISATIONAL ARRANGEMENTS



Responsible to:      Locality Matron


Accountable to:
Ward Sister/ Team Leader


Responsible for:
Supervision of Registered Nurses, Student Nurses, Health Care Assistants, Cadet Nurses and generic workers.  


JOB PURPOSE


The post holder is responsible for the assessment of care needs and the development, implementation and evaluation of programmes of care within the Team Leader/Charge nurses sphere of responsibility’.



The post holder will be required to liase with nursing and medical colleagues and other members of the Multidisciplinary Health Care team to ensure the delivery of effective patient care.

The post holder will be expected to work within the hospital and community setting as dictated by service need


DUTIES AND RESPONSIBILITIES



Clinical


1. Takes responsibility for a patient or defined group of patients within their own homes or elsewhere as defined by the Team Leader/Charge nurse.  



2. The post holder will be expected to undertake comprehensive nursing assessments to identify the patient’s needs and  to  plan, implement and evaluate patient care with the involvement of the patient and /or 



3. Undertake a nursing assessment  using an agreed nursing model. recognising and taking into account situations that may be detrimental to the health and well being of the individual.



4. Devise a plan of care within the specified time, with the co-operation of the patient and/or family taking account of the diagnosis as appropriate. 



5. Implement the planned care and review the effectiveness of the care, initiating action that may be required. 



6. Assess patient suitability for discharge following medical review .within the hospital setting (wards and minor Injuries unit)and in conjunction with the team leader within the community setting


7. Participate in and ensure the provision of high standards of care.




8. Ensure that all patients have their observations performed and documented according to diagnosis and/or clinical condition.


9. Recognise the significance of the observations made, acting upon and seeking advice and assistance as necessary.


10. Maintain patient records, ensuring documentation is accurate, timely and concise and adheres to the NMC guidelines on records and record keeping.


11. Participates in the identification of learning needs of patient, relatives, carers and staff and initiate teaching to enable those identified to participate. taking every opportunity for the promotion of health and prevention of ill health.



12. Establishes priorities in his/her workload- organising his/her workload to make most effective use of time



13. Liaises with other health care team members in accordance with the patient’s care plan and the needs of the clinical area.



14. Provides clinical leadership by leading on dressing, leg ulcer and continence clinics within the community setting.



15. To work autonomously within the Minor Injuries Unit   assessing and making  an initial diagnosis,  providing appropriate treatment and discharge /refer patients under the clinical guidelines of the Betsi Cadwalader University Health Board


16. To work within Patient Group Directives when administering medication to patients



Managerial


17. Act up in the absence of the charge nurse/ team leader, organising staff according to competencies and workloads to meet patient needs. 



18. Demonstrate effective management of all patients on the ward or community setting by identifying priorities of patients’ needs and planning own and others workload accordingly.


19. Leads the clinical nursing management of the community’s most dependent patients, determining in liaison with the team leader the frequency, type and monitors the efficacy of patient care offered.



    


20. Plan and supervise the delivery of care by other registered nurses and junior team members in order to meet patients’ needs.



21. Designated to take charge of ward/ MIU with an increasing level of autonomy in the absence of a more senior member of staff, delegating duties appropriately according to staff competence. 



22. Ensure efficient allocation of beds for arranged admissions and/or emergencies, liasing closely with other wards and bleep holders.


23. participate in audit programmes as requested


24. Provide constructive comments to the Health Boards policy development programme

 


Communication


25. Communicate with patients/carers and all members of the multidisciplinary team using persuasion, reassurance, empathy and tact.


26. Communicate complex and sensitive information to patients/families, including patients with special needs/learning disabilities or other barriers to communication e.g. Reporting Child Protection issues to Social Services within Minor Injuries, suspected cases of vulnerable adult abuse, decisions in relation to continuing health care funding


27. Be actively involved in contributing to effective and efficient communication within the team/ward e.g. be a link nurse where information is cascaded to other staff from health board wide groups e.g. Tissue Viability, continence, near patient testing and distributing information to and providing a resource for the area.


28. actively promote, develop nad support working with GP practices and take part in joint initiatives to help meet health targets e.g. unique care 


29. Provide clinical leadership to newly registered/appointed staff, health care assistants and other team colleagues.


30.  Provide  professional support (formal or informal) to staff, carers and family members in residential homes as required



Education




29. Supervise, teach and assess registered nurse, students and non-registered staff, providing mentorship and preceptorship. 


30. Supervise and be involved in the orientation and induction of new staff.


31. Demonstrate effective teaching and assessing skills using every opportunity to educate other registered nurses, junior staff and patients. 



32. Maintain responsibility for own professional development, updating and attending educational and training activities in line with individual, directorate and Trust objectives.


33. Improve the quality of the nursing service and delivery of care by generating and sharing good working practices, providing feedback to colleagues following training events.


34. Undertake staff appraisal for allocated members in their team as requested by team leader/senior nurse


35 participate in the training of student nurses acting as mentor as requested by team leader/senior nurse


36 Will be required to teach, demonstrate and assess competencies when delegating nursing tasks to non-registered staff, carers and family members



Clinical Governance/Risk




37. Have knowledge of and contribute to the Nursing/Quality Strategy of the Health Board by ensuring the provision of effective, efficient and quality services for patients/families.

38. Demonstrate the use of evidence-based practice in all nursing interventions. 


39 Be actively involved in research by having the ability to access the Health Boards Intranet page where up to date clinical information can be found. The research involved would not be seen as having to have ethical approval, it would be more literature review.

40. Ensure the correct care and use of any equipment used.




            41. Report to the Nurse in Charge/team leader any untoward incidents/complaints and complete the relevant documentation. 



            42. Undertake lone worker risk assessments as per policy as receive referral for care in the domiciliary setting. 



             43. To work within other areas in the locality as to ensure safe staffing levels as identified by senior nurse.



             44. Will be expected to implement and practice within the Betsi Cadwalader University Health Board policies and guidelines and provide constructive comments on clinical policies relevant to sphere of practice.



Resources




        45. Contribute to effective budgetary control by the efficient allocation of resources e.g. equipment, stock and staff.



        46.Be able to identify any shortfall in daily staffing levels due to absence or workload, providing adequate nursing cover for peers to ensure safe staffing levels are maintained. The individual would be expected to sign off agency staff that attend the shift and monitor their competencies while working.


GENERAL REQUIREMENTS



Competence


You are responsible for limiting your actions to those which you feel competent to undertake.  If you have any doubts about your competence during the course of your duties you should immediately speak to your line manager / supervisor.



Registered Health Professional



All employees of the Trust who are required to register with a professional body, to enable them to practice within their profession, are required to comply with their code of conduct and requirements of their professional registration.



Supervision



Where the appropriate professional organisation details a requirement in relation to supervision, it is the responsibility of the post holder to ensure compliance with this requirement.  If you are in any doubt about the existence of such a requirement speak to your Manager.



Risk Management



It is a standard element of the role and responsibility of all staff of the Trust that they fulfil a proactive role towards the management of risk in all of their actions. This entails the risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses and hazards.



Records Management



As an employee of the North West Wales NHS Trust, you are legally responsible for all records that you gather, create or use as part of your work within the Trust (including patient health, financial, personal and administrative), whether paper based or on computer. All such records are considered public records, and you have a legal duty of confidence to service users (even after an employee has left the Trust). You should consult your manager if you have any doubt as to the correct management of records with which you work.



Health and Safety Requirements



All employees of the Trust have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.  Employees are required to co-operate with management to enable the Trust to meet its own legal duties and to report any hazardous situations or defective equipment.



Flexibility Statement



The content of this Job Description represents an outline of the post only and is therefore not a precise catalogue of duties and responsibilities.  The Job Description is therefore intended to be flexible and is subject to review and amendment in the light of changing circumstances, following consultation with the post holder.



Confidentiality



All employees of the Trust are required to maintain the confidentiality of members of the public and members of staff in accordance with Trust policies.



Probationary Period [if appropriate]



Appointment to this post is subject to the satisfactory completion of a probationary period of 6 months. During this time your Manager will have the opportunity to review and assess your suitability.


Date Prepared: 
30/11/2017


Prepared By: 
Louise Davies


Date Reviewed:




Reviewed By:




Agreed By:










Employee’s Name and Signature:



Agreed By










Manager’s Name and Signature:



PERSON SPECIFICATION



The person specification should set out the qualifications, experience, skills, knowledge, personal attributes, interests, other requirements which as post holder requires to perform the job to a satisfactory level.



			Job Title:         


			Registered Nurse (Community)


			Band: 


			5








			


			ESSENTIAL



The qualities without which a post holder could not be appointed


			DESIRABLE



Extra qualities which can be used to choose between candidates who meet all the essential criteria


			METHOD OF ASSESSMENT









			QUALIFICATIONS






			· NMC Registered Nurse






			· ILS



· Other qualification specific to speciality



· teaching & Assessing, Mentorship


· ECDL



· Child Protection level 2


· Tissue viability module



· ALERT






			· Application form



· Certificate



· Portfolio



· Evidence of registration with NMC





			EXPERIENCE






			· Band 5 experience in relevant care setting 


· newly qualified Graduates will be considered


			· Community experience or experience working within a MDT






			· Application form



· References



· Interview questions









			SKILLS






			·  Ability to assess, plan, implement and evaluate care



· Ability to work without direct supervision



· Ability to take charge & supervise, delegate to qualified & unqualified staff in the absence of the TL/SN





			· Male & supra pubic catheterisation


· Cannulation



· Administration of medication IV



· Wound care



· venepuncture


			· Application form



· References



· Interview questions









			KNOWLEDGE






			· Understanding of Quality/Clinical Governance.



· Professional/clinical knowledge acquired through previous nursing experience.



· Understanding of skill mix.



· Knowledge of consent issues



· Knowledge of data protection and patient confidentiality



· Understanding of risk management and health & safety issues



· Knowledge of CHC funding



· Knowledge of Mental Capacity Act& implications


			Teaching and Assessing



Child Protection Issues


			· Application form



· References



· Interview questions









			PERSONAL QUALITIES






			· Be respectful of others



· Be a team player



· Committed to continuous development



· Ability to care with warmth and understanding.


			


			· Application form



· References



· Interview questions





			OTHER RELEVANT REQUIREMENTS






			· Flexible approach working hours/day/night rotation


			· Welsh Speaker


			· Application form



· References



· Interview questions








			Prepared By:



			


			


			





			Reviewed By:


			


			


			





			Agreed By: Manager


			


			


			





			Date Agreed:
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SWYDD DDISGRIFIAD











MANYLION SWYDD





Teitl Swydd: 		Nyrs Gofrestredig 





Band: 			5 





Graddfa gyflog:		£21,909 - £28,462





Oriau Gwaith: 		Amrywiol





Adran/ward: 		Ardal Gorllwinol 





[bookmark: _GoBack]Lleoliad: 			Ysbytai Cymunedol





TREFNIADAU TREFNIADOL





Dan ofal: 		Metron Adran 





Yn atebol i: 		Rheolaethol –Rheolwr Ward /Arweinydd Tîm 





Yn gyfrifol am: 	Goruchwylio Nyrsys Cofrestredig, Nyrsys Myfyrwyr, Cynorthwywyr Gofal Iechyd, Nyrsys Cadetiaid a gweithwyr generig.











PWRPAS Y SWYDD





Mae deiliad y swydd yn gyfrifol am asesu anghenion gofal a datblygu, gweithredu a gwerthuso rhaglenni gofal o fewn maes cyfrifoldeb y Arweinydd Tîm / Nyrsys Tâl.





Bydd yn ofynnol i ddeiliad y swydd gysylltu â chydweithwyr nyrsio a meddygol ac aelodau eraill o'r tîm Gofal Iechyd Amlddisgyblaethol i sicrhau y darperir gofal effeithiol i gleifion.





Bydd disgwyl i ddeiliad y swydd weithio yn yr ysbyty a'r gymuned fel y pennir gan angen gwasanaeth.




















DYLETSWYDDAU A CHYFRIFOLDEBAU





Clinigol





1. Yn cymryd cyfrifoldeb am glaf neu grŵp diffiniedig o gleifion yn eu cartrefi eu hunain neu rywle arall fel y'u diffinnir gan yr Arweinydd Tîm / Nyrs Arwystl.





2. Bydd disgwyl i ddeiliad y swydd gynnal asesiadau nyrsio cynhwysfawr i nodi anghenion y claf a chynllunio, gweithredu a gwerthuso gofal cleifion gyda chyfraniad y claf a / neu





3. Cynnal asesiad nyrsio gan ddefnyddio model nyrsio y cytunwyd arno. cydnabod a chymryd i ystyriaeth sefyllfaoedd a allai fod yn niweidiol i iechyd a lles yr unigolyn.





4. Dyfeisio cynllun gofal o fewn yr amser penodedig, gyda chydweithrediad y claf a / neu'r teulu gan ystyried y diagnosis fel y bo'n briodol.





5. Gweithredu'r gofal a gynlluniwyd ac adolygu effeithiolrwydd y gofal, gan gychwyn camau y gallai fod eu hangen.





6. Asesu addasrwydd cleifion i'w rhyddhau ar ôl adolygiad meddygol. Yn yr ysbyty (wardiau ac uned Mân Anafiadau) ac ar y cyd â'r arweinydd tîm yn y lleoliad cymunedol





7. Cymryd rhan mewn a sicrhau darpariaeth o ofal o safon uchel.








8. Sicrhau bod arsylwadau pob claf yn cael eu perfformio a'u dogfennu yn ôl diagnosis a / neu gyflwr clinigol.





9. Cydnabod arwyddocâd yr arsylwadau a wnaed, gan weithredu a gofyn am gyngor a chymorth yn ôl yr angen.





10. Cadw cofnodion cleifion, gan sicrhau bod dogfennaeth yn gywir, yn amserol ac yn gryno ac yn glynu wrth ganllawiau'r NMC ar gofnodion a chadw cofnodion.





11. Cymryd rhan yn y gwaith o nodi anghenion dysgu cleifion, perthnasau, gofalwyr a staff a dechrau addysgu er mwyn galluogi'r rhai a nodwyd i gymryd rhan. cymryd pob cyfle i hyrwyddo iechyd ac atal afiechyd.





12. Yn sefydlu blaenoriaethau yn ei lwyth gwaith - trefnu ei lwyth gwaith i wneud y defnydd mwyaf effeithiol o amser





13. Yn cysylltu ag aelodau eraill y tîm gofal iechyd yn unol â chynllun gofal y claf ac anghenion yr ardal glinigol.








14. Yn darparu arweinyddiaeth glinigol drwy arwain ar glinigau gwisgo, wlser y goes a ymataliaeth yn y gymuned.





15. Gweithio yn annibynnol o fewn yr Uned Mân Anafiadau gan asesu a gwneud diagnosis cychwynnol, darparu triniaeth briodol a rhyddhau / atgyfeirio cleifion o dan ganllawiau clinigol Bwrdd Iechyd Prifysgol Betsi Cadwaladr.





16. Gweithio o fewn Cyfarwyddebau Grwpiau Cleifion wrth weinyddu meddyginiaeth i gleifion.





Rheolaethol





17. Gweithredu yn absenoldeb y nyrs / arweinydd tîm arwystl, trefnu staff yn ôl cymwyseddau a llwythi gwaith i ddiwallu anghenion cleifion.





18. Dangos rheolaeth effeithiol o'r holl gleifion ar y ward neu'r lleoliad cymunedol trwy nodi blaenoriaethau anghenion cleifion a chynllunio eu llwyth gwaith eu hunain ac eraill.





19. Yn arwain rheolaeth nyrsio clinigol cleifion mwyaf dibynnol y gymuned, gan benderfynu ar yr amlder, y math a monitro effeithiolrwydd gofal cleifion a gynigir gan arweinydd y tîm.





20. Cynllunio a goruchwylio darpariaeth gofal gan nyrsys cofrestredig eraill ac aelodau iau o dimau er mwyn diwallu anghenion cleifion.





21. Dynodedig i fod yn gyfrifol am ward / UMA gyda lefel gynyddol o annibyniaeth yn absenoldeb aelod uwch o staff, gan ddirprwyo dyletswyddau yn briodol yn ôl cymhwysedd staff.





22. Sicrhau dyraniad effeithlon o welyau ar gyfer derbyniadau a drefnwyd a / neu argyfyngau, gan gysylltu'n agos â wardiau a deiliaid blychau eraill.





23. Cymryd rhan mewn rhaglenni archwilio yn ôl y gofyn.





24. Darparu sylwadau adeiladol i raglen datblygu polisi'r Byrddau Iechyd.





Cyfathrebu





25. Cyfathrebu â chleifion / gofalwyr a holl aelodau'r tîm amlddisgyblaethol gan ddefnyddio perswâd, tawelwch meddwl, empathi a thact.





26. Cyfathrebu gwybodaeth gymhleth a sensitif i gleifion / teuluoedd, gan gynnwys cleifion ag anghenion arbennig / anableddau dysgu neu rwystrau eraill rhag cyfathrebu e.e. Adrodd ar faterion Amddiffyn Plant i'r Gwasanaethau Cymdeithasol o fewn Mân Anafiadau, achosion amheus o gam-drin oedolion agored i niwed, penderfyniadau mewn perthynas â chyllid gofal iechyd parhaus





27. Bod yn weithgar wrth gyfrannu at gyfathrebu effeithiol ac effeithlon o fewn y tîm / ward e.e. bod yn nyrs gyswllt lle mae gwybodaeth yn cael ei rhaeadru i staff eraill o grwpiau bwrdd iechyd e.e. Hyfywedd Meinwe, ymataliaeth, profi cleifion yn agos a dosbarthu gwybodaeth a darparu adnodd ar gyfer yr ardal.





28. hyrwyddo, datblygu a chefnogi gweithio gyda phractisau meddygon teulu a chymryd rhan mewn mentrau ar y cyd i helpu i gyrraedd targedau iechyd e.e. gofal unigryw





29. Darparu arweinyddiaeth glinigol i staff sydd newydd gofrestru / penodi, cynorthwywyr gofal iechyd a chydweithwyr eraill yn y tîm.








30. Darparu cefnogaeth broffesiynol (ffurfiol neu anffurfiol) i staff, gofalwyr ac aelodau'r teulu mewn cartrefi preswyl yn ôl yr angen





Addysg





29. Goruchwylio, addysgu ac asesu nyrsys cofrestredig, myfyrwyr a staff anghofrestredig, gan ddarparu mentoriaeth a phregethu.





30. Goruchwylio a bod yn rhan o gyfeiriad a sefydlu staff newydd.





31. Dangos sgiliau addysgu ac asesu effeithiol gan ddefnyddio pob cyfle i addysgu nyrsys cofrestredig eraill, staff iau a chleifion.





32. Cynnal cyfrifoldeb am ei ddatblygiad proffesiynol ei hun, diweddaru a mynychu gweithgareddau addysgol a hyfforddiant yn unol ag amcanion unigol, cyfarwyddiaeth ac Ymddiriedolaeth.





33. Gwella ansawdd y gwasanaeth nyrsio a darparu gofal trwy gynhyrchu a rhannu arferion gwaith da, gan ddarparu adborth i gydweithwyr yn dilyn digwyddiadau hyfforddi.





34. Cynnal gwerthusiad staff ar gyfer aelodau a neilltuwyd yn eu tîm yn ôl y gofyn gan arweinydd tîm / uwch nyrs





35 cymryd rhan yn y gwaith o hyfforddi nyrsys dan hyfforddiant sy'n gweithredu fel mentor yn ôl y gofyn gan arweinydd tîm / uwch nyrs





36 Bydd gofyn i chi addysgu, dangos ac asesu cymwyseddau wrth ddirprwyo tasgau nyrsio i staff.








Rheolaeth Glinigol/Risg





37. Meddu ar wybodaeth am Strategaeth Nyrsio / Ansawdd y Bwrdd Iechyd a chyfrannu ati drwy sicrhau y darperir gwasanaethau effeithiol, effeithlon ac o ansawdd i gleifion / teuluoedd.





38. Dangos y defnydd o ymarfer sy'n seiliedig ar dystiolaeth ym mhob ymyriad nyrsio.





39 Cymryd rhan weithredol mewn ymchwil trwy allu cael mynediad i dudalen Mewnrwyd y Byrddau Iechyd lle gellir dod o hyd i wybodaeth glinigol gyfredol. Ni fyddai'r ymchwil dan sylw yn cael ei ystyried yn rhywbeth y byddai'n rhaid iddo gael cymeradwyaeth foesegol, byddai'n fwy o adolygu llenyddiaeth.





40. Sicrhau gofal a defnydd cywir o unrhyw offer a ddefnyddir.





 41. Adroddwch i'r Nyrs â Gofal / arweinydd tîm unrhyw ddigwyddiadau / cwynion anffafriol a chwblhewch y dogfennau perthnasol.





42. Cynnal asesiadau risg gweithwyr unigol yn unol â'r polisi fel polisi atgyfeirio am ofal yn y cartref.





43. Gweithio mewn ardaloedd eraill yn yr ardal i sicrhau lefelau staffio diogel fel y nodwyd gan yr uwch nyrs.


 


44. Bydd disgwyl i chi weithredu ac ymarfer o fewn polisïau a chanllawiau Bwrdd Iechyd Prifysgol Betsi Cadwaladr a rhoi sylwadau adeiladol ar bolisïau clinigol sy'n berthnasol i faes ymarfer.











Adnoddau





45. Cyfrannu at reolaeth gyllidebol effeithiol trwy ddyrannu adnoddau'n effeithlon e.e. offer, stoc a staff.





46.Gallwn adnabod unrhyw ddiffyg mewn lefelau staffio dyddiol oherwydd absenoldeb neu lwyth gwaith, gan ddarparu gwasanaeth nyrsio digonol i gyfoedion i sicrhau bod lefelau staffio diogel yn cael eu cynnal. Byddai disgwyl i'r unigolyn arwyddo staff asiantaeth sy'n mynychu'r sifft a eu monitro.






































GOFYNION CYFFREDINOL





Cymhwysedd


Rydych chi'n gyfrifol am gyfyngu eich gweithredoedd i'r rhai yr ydych chi'n teimlo y gallwch chi eu cyflawni. Os oes gennych unrhyw amheuon am eich cymhwysedd yn ystod eich dyletswyddau, dylech siarad ar unwaith â'ch rheolwr llinell / goruchwyliwr.








Gweithiwr Iechyd Proffesiynol Cofrestredig


Mae'n ofynnol i holl weithwyr yr Ymddiriedolaeth y mae'n ofynnol iddynt gofrestru gyda chorff proffesiynol, i'w galluogi i ymarfer yn eu proffesiwn, gydymffurfio â'u cod ymddygiad a gofynion eu cofrestriad proffesiynol.








Goruchwyliaeth


Pan fydd y sefydliad proffesiynol priodol yn nodi gofyniad mewn perthynas â goruchwyliaeth, cyfrifoldeb deiliad y swydd yw sicrhau cydymffurfiaeth â'r gofyniad hwn. Os oes gennych unrhyw amheuaeth ynghylch bodolaeth gofyniad o'r fath siaradwch â'ch Rheolwr.








Rheoli Risg


Mae'n elfen safonol o rôl a chyfrifoldeb holl staff yr Ymddiriedolaeth eu bod yn cyflawni rôl ragweithiol tuag at reoli risg yn eu holl gamau gweithredu. Mae hyn yn golygu asesu risg pob sefyllfa, cymryd camau priodol ac adrodd ar bob digwyddiad, damwain agos a pherygl.








Rheoli Cofnodion


Fel un o gyflogeion Ymddiriedolaeth GIG Gogledd Orllewin Cymru, rydych chi'n gyfreithiol gyfrifol am yr holl gofnodion yr ydych yn eu casglu, eu creu neu eu defnyddio fel rhan o'ch gwaith yn yr Ymddiriedolaeth (gan gynnwys iechyd cleifion, ariannol, personol a gweinyddol), boed ar bapur neu ar bapur. cyfrifiadur. Ystyrir pob cofnod o'r fath yn gofnodion cyhoeddus, ac mae gennych ddyletswydd gyfreithiol gyfrinachol i ddefnyddwyr gwasanaeth (hyd yn oed ar ôl i weithiwr adael yr Ymddiriedolaeth). Dylech ymgynghori â'ch rheolwr os nad oes gennych unrhyw amheuaeth ynglŷn â rheolaeth gywir y cofnodion yr ydych yn gweithio â nhw.


 





Gofynion Iechyd a Diogelwch


Mae gan holl weithwyr yr Ymddiriedolaeth ddyletswydd gofal statudol am eu diogelwch personol eu hunain a diogelwch pobl eraill y gallai eu gweithredoedd neu eu hepgoriadau effeithio arnynt. Mae'n ofynnol i weithwyr gydweithredu â'r rheolwyr i alluogi'r Ymddiriedolaeth i gyflawni ei dyletswyddau cyfreithiol ei hun ac i roi gwybod am unrhyw sefyllfaoedd peryglus neu offer diffygiol.








Datganiad Hyblygrwydd


Mae cynnwys y Disgrifiad Swydd hwn yn cynrychioli amlinelliad o'r swydd yn unig ac felly nid yw'n gatalog manwl gywir o ddyletswyddau a chyfrifoldebau. Felly, bwriedir i'r Disgrifiad Swydd fod yn hyblyg ac mae'n cael ei adolygu a'i ddiwygio yng ngoleuni amgylchiadau sy'n newid, ar ôl ymgynghori â deiliad y swydd.








Cyfrinachedd


Mae'n ofynnol i holl weithwyr yr Ymddiriedolaeth gadw cyfrinachedd y cyhoedd ac aelodau o staff yn unol â pholisďau'r Ymddiriedolaeth.








Cyfnod Prawf [os yw'n briodol]


Mae penodiad i'r swydd hon yn amodol ar gwblhau cyfnod prawf o 6 mis yn foddhaol. Yn ystod y cyfnod hwn bydd cyfle i'ch Rheolwr adolygu ac asesu eich addasrwydd.








Dyddiad Paratoi: 	30/11/2017





Paratowyd gan: 	Louise Davies





Dyddiad yr Adolygwyd:





Adolygwyd gan:





Cytunwyd Gan: Dyddiad:


Enw a Llofnod y Gweithiwr





Dyddiad Erbyn:


Enw a Llofnod y Rheolwr

























































































MANYLEB Y PERSON


Dylai'r fanyleb person nodi'r cymwysterau, y profiad, y sgiliau, y wybodaeth, y nodweddion personol, y diddordebau, y gofynion eraill sydd eu hangen ar ddeiliad y swydd i gyflawni'r swydd i lefel foddhaol.





Teitl y Swydd:	 Band Nyrs Cofrestredig (Cymuned)			Band:	 5





			


			HANFODOL


Y rhinweddau na ellid penodi deiliad swydd hebddynt


			DYMUNOL


Nodweddion ychwanegol y gellir eu defnyddio i ddewis rhwng ymgeiswyr sy'n bodloni'r holl feini prawf hanfodol


			DULL ASESU





			CYMWYSTERAU


			• Nyrs Gofrestredig yr NMC


			• ILS


• Cymhwyster arall sy'n benodol i arbenigedd


• addysgu ac Asesu, Mentora


• ECDL


• Amddiffyn Plant lefel 2


• Modiwl hyfywedd meinwe


• ALERT





			•   Ffurflen gais


•   Tystysgrif


•   Portffolio


•   Tystiolaeth o gofrestru gyda’r NMC





			PROFIAD


			• Profiad Band 5 mewn lleoliad gofal perthnasol


• ystyrir Graddedigion sydd newydd gymhwyso


			• Profiad cymunedol neu brofiad o weithio mewn tîm aml-ddisgyblaethol


			•     Ffurflen gais


• Cyfeiriadau


• Cwestiynau cyfweld





			SGILIAU


			Y gallu i asesu, cynllunio, gweithredu a gwerthuso gofal


• Y gallu i weithio heb oruchwyliaeth uniongyrchol


• Y gallu i gymryd gofal a goruchwylio, dirprwyo i staff cymwysedig ac anghymwys yn absenoldeb y TL / SN








			• Cathetreiddio cyhoeddus gwryw a supra


• Cannulation


• Gweinyddu meddyginiaeth IV


• Gofal clwyfau


• gwythiennau


			•     Ffurflen gais


• Cyfeiriadau


• Cwestiynau cyfweld





			GWYBODAETH


			Dealltwriaeth o Lywodraethu Ansawdd / Clinigol.


• Gwybodaeth broffesiynol / glinigol a gafwyd trwy brofiad nyrsio blaenorol.


• Dealltwriaeth o gymysgedd sgiliau.


• Gwybodaeth am faterion caniatâd


• Gwybodaeth am ddiogelu data a chyfrinachedd cleifion


• Dealltwriaeth o reoli risg a materion iechyd a diogelwch


• Gwybodaeth am gyllid GIP


• Gwybodaeth am y Ddeddf Galluedd


			Addysgu ac Asesu


Materion Amddiffyn Plant


			•     Ffurflen gais


• Cyfeiriadau


• Cwestiynau cyfweld





			ANSAWDD PERSONOL


			• Parchu eraill


• Bod yn chwaraewr tîm


• Wedi ymrwymo i ddatblygiad parhaus


• Y gallu i ofalu gyda chynhesrwydd a dealltwriaeth.


			


			•     Ffurflen gais


• Cyfeiriadau


• Cwestiynau cyfweld





			GOFYNION PERTHNASOL ERAILL


			• Dull hyblyg o weithio oriau / cylchdro dydd / nos





			· Welsh Speaker


			Ffurflen gais


• Cyfeiriadau


• Cwestiynau cyfweld














Paratowyd gan:


Adolygwyd gan:





Cytunwyd gan: Rheolwr





Dyddiad y cytunwyd arno:
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JOB DESCRIPTION TEMPLATE JOB DETAILS:


			Job Title


			DEPUTY MANAGER





			Pay Band


			6





			Hours of Work and Nature of Contract


			37.5





			Division/Directorate


			





			Department


			





			Base


			











ORGANISATIONAL ARRANGEMENTS:





			Managerially Accountable to:


			Ward manager/Team Leader/Nurse Manager





			Reports to: Name Line Manager


			Ward manager/Team Leader/Nurse Manager





			Professionally Responsible to:


			Clinical Lead Nurse, Senior Nurse Manager, Nurse Manager














Job Summary/Job Purpose:


Provide management and organisation of a clinical area.





Assess, plan, implement and evaluate evidenced-based nursing care within a quality, recovery focused service for patients.





Contribute to the education, development and line management of other staff members (registrants and non-registrants).
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Work collaboratively and co-operatively with others to meet the needs of patients and their families. Undertake management responsibilities in the absence of the Ward Manager.








DUTIES/RESPONSIBILITIES:





Managerial


· Designated to take charge on a regular basis in the absence of the person with continuing responsibility for the management and organisation of the clinical area/ case load.


· Analyse complex clinical situations which require analysis and where necessary interpret data leading to a decision being made on the viable options.


· Will act as Bleep Holder/Duty Nurse on a rota basis, this will include rotating on to night duty along with other deputy ward managers if this is a service requirement.


· Through effective delegation manage patients without direct supervision and ensure patients care needs are met across the defined clinical area.


· Undertake delegated line management responsibilities of other team members including personal development planning and individual performance reviews in line with BCUHB policy.


· Assist the senior managers to achieve the best use of clinical resources, ensuring an efficient and effective throughput of patients to the ward/caseload from admission to discharge.


· Promote the development of services, determining new ideas for improvement within the ward/clinical area, and assist the service manager to implement change.


· Ensure the effective and efficient use of physical and financial resources.


· Assist in the recruitment and retention of staff.


· Overseas the standards of cleanliness of the clinical environment and the control, reduction and prevention of hospital and community acquired infection.


· In conjunction with the senior nursing team, undertakes /oversees /evaluates and planning of any improvements actions plans associated with BCUHB audits, improvement in relation to the fundamentals of care including those associated with the harm dashboard.


· Support the ward manager in production of a roster that meets service need in line with Roster policy and agreed performance indicators


· Responsible for regular data submission to the SafeCare Healthroster (typically 3 times a day) in order to manage nurse staffing levels on a shift by shift basis taking into account patient acuity.


· Ensure knowledge of staffing policies and statutory guidance relating to area of work and professional accountability relating to staffing


· Support department manager by contributing to the evaluation and risk assessment of staffing levels on a shift by shift basis, undertaking any actions within level of competence to resolve staffing


· Ensure concerns relating to staffing are raised with Manager/Matron and entered on Datix


· Acts as a signatory for temporary staffing such as bank workers and agency workers





· Overseas the ordering of stock and acts as a signatory for a small proportion of the overall service budget.


· Ensure the effective and efficient use of physical and financial resources, to support manager in delivering a balanced budget, or able to account for variation


· Review harms dashboard and ensure actions agreed to address where trajectory outside of agreed parameters, or escalation whereby outside of local control.


· Participate in Ward accreditation for own area ensuring actions put in place and monitored as a result.





Clinical


· Responsible for the assessment of the patients nursing care needs, and the development, implementation and evaluation of programmes of care to meet those nursing needs.


· Work as part of a multi-disciplinary team, encouraging and where required participating in therapies ensuring that they are delivered effectively.


· Attend and contribute to relevant meetings and reviews, hearings and care and treatment planning meetings, providing written and verbal reports, as required.


· Ensure that patients and carers/relatives are involved in the planning and delivery of care.


· Ensure that effective communication is established and maintained with patients and carers/relatives.


· Ensure patient needs are met by working collaboratively with other professionals and agencies, especially in relation to ongoing care needs and discharge arrangements.


· Monitor and administer prescribed medication, liaising closely with prescribers with due regard to assessed effectiveness and the management of adverse effects.


· Collect, collate, evaluate and report information, maintaining accurate patient records.


· Contribute to the development of local protocols, procedures and policies.


· Recognise and respond appropriately to urgent and emergency situations


· Communicates sensitive information concerning patient’s medical condition, some patients have barriers to understand.


· This may also include assessment and interpretation of clinical signs and symptoms of patient conditions and taking the appropriate action.


· Assess, plan, implement and evaluate evidenced-based nursing care within a quality, recovery focused service for those service users with serious and complex mental health needs.


· Providing care and treatment for patient who may have complex health needs and associated co-morbidity.


· Responsible for the assessment of the patients nursing care needs, and the development, implementation and evaluation of programmes of care to meet those nursing needs.


· Work as part of a multi-disciplinary team, encouraging and where required participating in therapies ensuring that they are delivered effectively.





Education and Development.


· Participate in the development of educational programmes for use within the clinical area.





· Act as a supervisor, mentor, assessor aiding reflection and supervising practice and assessing competence where appropriate.


· Provide education and development opportunities for the ward/clinical team.


· Participate in the induction and training of new staff members and pre-registration students, acting as a mentor/supervisor/assessor to students as required.


· Develop own expert skills and knowledge and contribute to development of others.


· Ensure own compliance with regard to mandatory training and NMC revalidation requirements.





Shift Work


· The post holder will be required to undertake shift work, which will include weekends.


· The post holder will be required to work night duty on an internal rotation basis.


· Will be required to cover other clinical areas where the senior nursing staff identify the need.








PERSON SPECIFICATION


The knowledge to be measured in the minimum needed to carry out the full duties of the job to the required standards. Qualifications should be used to provide an indicator of the level  of knowledge required. Training and experience is also a means of acquiring the knowledge required for a job such as on-the-job training, short courses and experience to an equivalent level of knowledge which should be specified.





NOTE: Please do not use the number of years’ experience as this is potentially discriminatory and these will be returned. It is essential that managers concentrate on the sorts of skills and qualities needed to fulfil the duties of the post.





			ATTRIBUTES


			ESSENTIAL


			DESIRABLE


			METHOD OF ASSESSMENT





			Qualifications and/or Knowledge


			1st Level Nurse NMC Registration.





Evidence of a Degree level qualification or working towards this within an agreed time frame.


			Management qualification and /or management experience Mentor/supervisor/assessor/


			Certificates Application form and pre- employment checks Interview





			


			Evidence of CPD


			


			





			


			Holds or is actively working towards a relevant Post-graduate Diploma, Diploma to be completed within an


agreed timeframe.


			


			





			Experience


			Significant experience of working either within the clinical speciality or a relevant nursing role


.


Ability to demonstrate application of improvement methodology.


			Experience of working in a multidisciplinary	team setting.


Experience/knowledge of senior nurse role


			Application form and interview





			Aptitude and Abilities


			Ability to communicate and receive complex information


			Ability to speak Welsh IT Skills


Ability to manage resources


			Application and Interview





			


			The ability to diagnose a problem and take corrective action


			


			





			


			Ability to analyse assessment results and transfer them into relevant packages of care


			


			











CAJE Reference/Date:


9





			


			


Ability to work autonomously as well as part of a team


			


			


			





			Values


			Evidence of effective team working


			Leadership and motivational skills


			Application Form Interview


References


			





			


			Ability to work


positively as part of a multi-disciplinary team


			


			


			





			


			Ability to work autonomously


			


			


			





			


			Display flexibility to adapt to organisational changes as well as changes within the service.


			


			


			





			Other


			Flexible approach to work.


			


			Application form and interview


			





			


			Ability to Travel


			


			


			





			


			Commitment to


			


			


			





			


			undertake a leadership


			


			


			





			


			/ management


			


			


			





			


			qualification


			


			


			





			GENERAL REQUIREMENTS





Include those relevant to the post requirements;





· Values: All employees of the Health Board are required to demonstrate and embed the Values and Behaviour Statements in order for them to become an integral part of the post holder’s working life and to embed the principles into the culture of the organisation.





· Registered Health Professional: All employees who are required to register with a professional body, to enable them to practice within their profession, are required to comply with their code of conduct and requirements of their professional registration.





· Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution to the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed within NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure their conduct does not fall below the standards detailed in the Code and that no act or omission on their part harms the safety and wellbeing of service users and the public, whilst in their care.





· Competence: At no time should the post holder work outside their defined level of competence. If there are concerns regarding this, the post holder should immediately discuss them with their Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt their own competence to perform a duty.














· 	Learning and Development: All staff must undertake induction/orientation programmes at Corporate and Departmental level and must ensure that any statutory/mandatory training requirements are current and up to date. Where considered appropriate, staff are required to demonstrate evidence of continuing professional development.





· Performance Appraisal: We are committed to developing our staff and you are responsible for participating in an Annual Performance Development Review of the post.





· Health & Safety: All employees of the organisation have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. The post holder is required to co-operate with management to enable the organisation to meet its own legal duties and to report any hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk Management, Health and Safety and associate policies.





· Risk Management: It is a standard element of the role and responsibility of all staff of the organisation that they fulfil a proactive role towards the management of risk in all of their actions. This entails the risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses and hazards.





· Welsh Language: All employees must perform their duties in strict compliance with the requirements of their organisation’s Welsh Language Scheme and take every opportunity to promote the Welsh language in their dealings with the public.





· Information Governance: The post holder must at all times be aware of the importance of maintaining confidentiality and security of information gained during the course of their duties. This will in many cases include access to personal information relating to service users.





· Data Protection Act 1998: The post holder must treat all information, whether corporate, staff or patient information, in a discreet and confidential manner in accordance with the provisions of the Data Protection Act 1998 and Organisational Policy. Any breach of such confidentiality is considered a serious disciplinary offence, which is liable to dismissal and


/ or prosecution under current statutory legislation (Data Protection Act) and the HB Disciplinary Policy.





· Records Management: As an employee of this organisation, the post holder is legally responsible for all records that they gather, create or use as part of their work within the organisation (including patient health, staff health or injury, financial, personal and administrative), whether paper based or on computer. All such records are considered public records and the post holder has a legal duty of confidence to service users (even after an employee has left the organisation). The post holder should consult their manager if they have any doubt as to the correct management of records with which they work.





· Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the HB to promote equality for people with protected characteristics, both as an employer and as a provider of public services. There are nine protected characteristics: age; disability; gender reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual orientation. The HB is committed to ensuring that no job applicant or employee receives less favour-able treatment of any of





the above grounds. To this end, the organisation has an Equality Policy and it is for each employee to contribute to its success.





· Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively seeking to promote a workplace where employees are treated fairly and with dignity and respect. All staff are requested to report and form of bullying and harassment to their Line Manager or to any Director of the organisation. Any inappropriate behaviour inside the workplace will not be tolerated and will be treated as a serious matter under the HB/Trust Disciplinary Policy.





· DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/ children/vulnerable adults in the course of your normal duties. You will therefore be required to apply for a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the Trust’s pre-employment check procedure. *Delete as appropriate. The post holder does not require a DBS Disclosure Check. *Delete as appropriate.





· Safeguarding Children and Vulnerable Adults: The organisation is committed to safeguarding children and vulnerable adults. All staff must therefore attend Safeguarding Children training and be aware of their responsibility under the Adult Protection Policy.





· Infection Control: The organisation is committed to meet its obligations to minimise infections. All staff are responsible for protecting and safeguarding patients, service users, visitors and employees against the risk of acquiring healthcare associated infections. This responsibility includes being aware of the content of and consistently observing Health Board Infection Prevention & Control Policies and Procedures.





· No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board sites, including buildings and grounds, are smoke free.





Flexibility Statement: The duties of the post are outlined in this Job Description and Person Specification and may be changed by mutual agreement from time to time.





APPENDIX 1











Job Title: Band 6





Organisational Chart





The Organisational Chart must highlight the post to which this job description applies showing relationship to positions on the same level and, if appropriate, two levels above and below.





Complete, add or delete as appropriate the text boxes below showing the organisational relationships.








Matron/manager




















Ward/Department Manager





























Post Title



Band 6 post









Post Title























Band 5 staff managed/supervised by post holder











Staff       managed/supervised by post holder





APPENDIX 2








Job Title: Band 6 Generic Job Description Supplementary Job Description Information


Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching process.





Physical Effort





This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required for the job.





Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc. are detailed, such as:





‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights; manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily job - N.B. Walking /driving to work is not included’





			Examples of Typical effort(s)


			How often per day / week /


			For how long?


			Additional Comments





			Required to stand or walk for sustained periods during the shift.


			daily


			variable


			





			Required to attend meetings


			monthly


			variable
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Mental Effort





This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to unpredictable work patterns, interruptions and the need to meet deadlines.





Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during a shift / working day, e.g.; ‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.





			


Examples of Typical effort(s)


			How often per day


/ week / month?


			


For how long?


			


Additional Comments





			Write patient notes and reports with possible interruptions to respond to patient needs and telephone calls. Also complete assessments and audits. Be alert to the changing needs of


patients and respond appropriately.


			Daily


			Variable. At least 1 hour per day


			





			Concentrate on the in depth nursing tasks with potential for interruptions from patients and telephone calls. Respond to unpredictable situations.


			Daily


			1/2 hour a day


			





			Review and write up care plans with patients.





Prepare reports for client care and treatment plan reviews


			Monthly


			2-3 hours


			





			Lead MDT meetings, unit team meetings and professional meetings


			Daily


			1 hour
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Emotional Effort





This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non-clinical duties that are generally considered to be distressing and/or emotionally demanding.





Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of situations they are required to deal with.





For example,’ processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff; caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff; communicating life changing events; dealing with people with challenging behaviour; arriving at the scene of an accident.’ N.B. Fear of Violence is measured under Working Conditions.








			Examples of Typical effort(s)


			How often per week / month?


			For how long?


			Additional Comments





			


			


			


			





			Communicate unwelcome news to patients and carers regarding their care and treatment.


			





Weekly, monthly


			





variable


			





			As Senior Nurse for the Unit covering out hours post holder will be responsible for unplanned care activities


			weekly


			variable


			This is dependent on the senior nurse bleep holder rota if applicable





			Providing care and treatment for patient who may have complex health needs and associated co-morbidities.


			Weekly


			Variable


			Difficult to predict frequency











Working Conditions





This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.





Please identify unpleasant working conditions or hazards which are encountered in the post holder’s working environment and establish how often and for how long they are exposed to them during a working day / week / month.





Examples are – use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids, faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations -


*Driving to and from work is not included





			Examples of Typical Conditions


			How often per week / month?


			For how long?


			Additional Comments





			Post holder will be required to work long days working up to 12 hours a day.


Daily- Post holder will be exposed whilst working in a clinical setting to exposure to occasional/frequent highly unpleasant conditions such as smell, noise, body fluids


Post holder will be required to use visual display units on a daily basis .Daily


Post holder will need to drive to attend meetings at other sites Weekly


Post holder required to work flexible roster including night duty at the need of the service 2-3 time per week


			2-3 days per week








Daily


			


			





			Post holder will be required to use visual display units on a daily basis.


			Daily


			1-2 hours


			











			Post holder will need to drive to attend meetings at other sites


			Weekly


			variable


			





			Post holder required to work flexible roster including night duty at the need of the service


			2-3 time per week
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