[image: image4.jpg]Bwrdd lechyd Prifysgol
Betsi Cadwaladr
University Health Board








	Ein cyf / Our ref: 092/23/FOI 


	Dyddiad / Date: 27th June 2023 


Please accept my sincere apologies for the delay. Further to your request for information dated 22nd May 2023, I am pleased to provide the following response. 
Your request:
Please provide copies of all District Nurse Team Leader Job Descriptions and Person Specifications (previously G Grade then Band 7) – in order of updates from 2004. 

Our response:
The Health Board does not hold the data in a format that would enable us to fully respond to your request to the level of detail required.  There are no Betsi Cadwaladr University Health Board (BCUHB) fully matched and approved job descriptions with this title available on our systems. However, we do have available a District Nurse Team Manager job description from 2013 and have embedded a copy of this below. 

[image: image1.emf]2013.0195 District  Nurse Team Manager Band 7.pdf


Additionally, under the Health Board’s obligation to advise and assist, please find copies of generic Band 6 and Band 7 Job Descriptions from 2018 embedded below.  
Please note, the Health Board only holds copies of BCUHB approved job descriptions. We no longer hold former Trust job descriptions. 

[image: image2.emf]NM 2018.0493  Generic Deputy Manager Band 6.pdf


[image: image3.emf]NM 2018.0503  Generic Band 7 Ward Manager.pdf



We welcome correspondence through the medium of Welsh
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Betsi Cadwaladr
University Health Board

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

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to:

Reports to: Name Line Manager

Professionally Responsible to:

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.

4.

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

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

1.

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

2. Lead by example

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

4. Tolead on key organisational audits for the service and take responsibility
for implementing in all areas identified for improvement

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

6. 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.

7. Lead on the serviceinitiatives and ensure that all identified areas for
improvement are implemented, monitored and sustained

Management

1. 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

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

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

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

5. 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

6. To participate and complete actions arising from weekly catch up meetings

to ensure service objectives are developed and achieved





Human resource management

1.

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

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

2. 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.

3. 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.

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

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

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

Finance

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

2. To take overall responsibility for ordering of equipment and stock for the

ward area





3.

4.

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

1.

2.

9.

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 such as saving
1000+ lives, Fundamentals of Care Audits, Nursing metrics and High
Impact Actions for Nursing

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 y to identify trends that occur inthe 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 serviceaudit and the development and implementation
of the action plan

10.Takes the lead in instigating patient and public involvement activities in the

servicearea leading to service improvement

11.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

1.

Ensures all nurses in the areas of responsibility abide by their NMC Rules,
Standards and Guidance and ensure they maintain the requirements to
remain an active practitioner on the NMC register with a system in place
for local checking of NMC renewal date sin line with policy.





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

3. Liaise with the Professional Service Lead where an individual nurse’
practice is causing concern

Staff Development Education & Training

Personal Knowledge and skills

1. Responsible for ensuring own continuing professional development

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

3. ldentifies 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

4. Reflect on leadership and management practice with peers and
mentors

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

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

Staff knowledge and skills

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

2. ldentify support and advice staff who undertake mentorship and
preceptorship of all learners and new staff.

3. Ensure that all mentors and sign off mentors continue to meet the
requirements to remain on the local mentor register by satisfactorily
completing a triennial review.

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

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

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

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

Freedom to Act





1. 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

2. 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

3. 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

1. To maintain all relevant nursing clinical competencies

2. 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





BETSI CADWALADR UNIVERSITY LOCAL HEALTH BOARD

PERSON SPECIFICATION

JOB TITLE:
CRITERIA ESSENTIAL DESIRABLE
Qualifications & e 15tLevel Nurse e Recognised
Training Management
e NMC Registration. qualification
e Evidence of Masters
e Evidence of a Degree level level study
qualification or working
towards this within an agreed
time frame.
e Evidence of CPD
e Holds or is actively working
towards a relevant Post-
graduate Diploma, Diploma to
be completed within an
agreed timeframe.
e Broad in depth experience of e Experience of
Clinical practice in service areas working in other

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.

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






Experience of being involved

Service in service improvement or a
Improvement project
Ability to prioritise work
effectively
Quality
Ability to identify and take
Equality and action when own or other’s
diversity undermines equality and
diversity
Information, Computer literate
collection and
analysis

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






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.

Betsi Cadwaladr University Health Board
EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS
Post Title: Ward Manager

Department / Ward:

Division/ Directorate / Department:

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 = Onceltwice 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

e Daily = standing/walking for most of the day. Involves walking to and
from other departments

e Daily = required to give direct patient care.

e Daily = venepuncture

e Daily = required to kneel, bend, stretch during the interventions
required to give direct patient care

e Daily = preparation and use of technical equipment

e Weekly = use of hoists

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:
e Daily = required to make changes to off duty and record on e-roster
e Monthly = production of off duty via e-roster
¢ Monthly= collating numbers of adverse events and recording on
spread sheet
e Monthly collation and reporting of key performance indicators e.g.
Nursing metrics
Daily — updating safety cross data
Daily = Use of patient administration system
Monthly = Chairs ward Meetings
Monthly = attendance at service team meeting
Monthly = checking of time sheets for payroll
Daily = ensuring correct staffing levels
Daily = Required to use technical equipment such as infusion
devices, blood pressure machines, pulse oximeters, thermometers,
bladder scanner, pressure relieving beds, oxygen and suction
apparatus, blood glucose monitoring.
e Daily = Undertakes nursing diagnosis and assessment of emergency
admissions
e Annual = Carries out staff PDR’s





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:

Daily = required to liaise with Matron , Clinical Site facilitator and
management team re: bed capacity and acuity

Daily = workload unpredictable and frequent interruptions to work
schedules

Daily = required to deal with anxious distressed patients

Daily = required to deal with patients who given bad news about
themselves or relatives with respect to life limiting illnesses/cancer
diagnosis

Caring for the anxious patients

Weekly = Caring for the dying patient and their families who are in
distress and pain and require constant support

Daily = emotional support to fellow colleagues experiencing personal
and professional problems

Daily = required to prioritise care

Daily = dealing with staffing issues and ensuring minimum staffing
numbers maintained

Monthly = giving unwelcome news to staff in the event of complaints,
performance issues

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:

Daily exposure to unpleasant odours from faeces, urine, vomit,
surgical wounds, contaminated dressings

Daily basis required to deal directly with contaminated equipment and
used soiled instruments.

Daily basis is responsible for ensuring tissue samples, swabs and
biopsies are appropriately packaged and transferred to the labs

Daily basis can be required to obtain blood samples directly from
patients and ensuring safe and timely transfer to lab

Daily basis required to use personal computer to email and write
reports/ action points, e-Rostering
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JOB DESCRIPTION

JOB DETAILS:

Job Title District Nurse Team Manager

Pay Band 7

Hours of Work and Nature of To be completed on recruitment

Contract

Division/Directorate District Nursing Service

Department Primary, Community & Specialist Medicine
Base To be completed on recruitment

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Locality Matron
Reports to: Name Line Manager Locality Matron
Professionally Responsible to: Management & supervision of Community Nurses,

Health Care Support Workers, preceptorship, post
registration training & community module students,
and pre-registration student nurses within the team.

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:

To lead a team of Registered Nurses and Health Care Support Workers. To provide specialist
advice in the assessment and delivery of a clinically effective community Nursing Service. To
take a lead in co-ordinating and liaising with the multi-disciplinary team, families and carers.
The post holder carries continuing responsibility over a 24 hour period for a defined case load,
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which is complex and variable.

The post holder will lead in the complex needs assessment i.e. continuing health care, Health &
Social Care & the provision of Specialist Community Nursing Practice.

The post holder will work autonomously & collaboratively with other agencies for the provision
of patient services.

DUTIES/RESPONSIBILITIES:

Management

1. Undertake an autonomous role, working independently with individual patients. Using
analytical & judgment skills in being responsible for own actions.

2. Lead clinician in co coordinating, delegating and monitoring safe community Nurse
activities within the designated area over a 24 hour period.

3. Organise and managing care packages to ensure that patients are placed in a place of
safety eg. Home packages of care, intermediate place of care, or inpatient. This can involve
staying on duty beyond normal finish times.

4, Availability to staff at weekends for advice, especially for new staff.

5. Manage the security, health & safety of the designated working environment including the
patient’s own home by ensuring staff are aware of their responsibilities and take account of
relevant policies and legislation.

6. carrying out risk assessments for home visits, including in depth risk assessment if there
are complex issues requiring 1 or 2 staff.

7. Responsibility for own time management. Manage and influences other team members in
their prioritising of work and time management.

8. Regularly audit case load to ensure systematic review of existing patients. Manage quality
of service delivery with colleagues, analysig the results and making recommendations.

9. Be actively involved in carrying out other internal audits and participate in external audits.

E.g. workload tool, chronic conditions current case load, monthly monitoring of staff training
compliance, Prevention of Vulnerable Adult and Child Protection referrals etc.

10. Manage human resources pro actively within the team for off duty, sickness absence,
study leave and other abscences. Responsible for safe staffing levels and that the electronic rota
reflects this.

11. Coordinate rotas with other B7 Team Manager in bordering cluster to ensure safe staffing
cover for weekend working.

12. Participate in the recruitment & selection process for own area of work and where
appropriate, similar services.

13. Participate in the review of policies and guidelines pertinent to own practice and other
areas. Actively implement, review and evaluate policies & guidelines.

14. Promote reflective practices. Responsible for clinical supervision within the team. Offer
emotional support to all team members.

15. Undertake and maintain staff performance reviews, staff competencies, & supervision of
practice. ldentify staff development needs and ensure action plans are implemented.

16. Identify areas for improvement, facilitate and manage change in conjunction with Locality
Matron.

17. Contribute to the Health Board’s strategic direction, e.g. new post within Enhanced Care;
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supervise new post of B5.

18. Comply with the Health Board’s complaints procedure and direct patients/ carers to
relevant procedures.

19. Be involved in all aspects of progressive information technology e.g. link for tele rehab and
set up to enable video consultations for patients to be undertaken.

20. Keyholder for Health Board premesis. Responsible for securing premesis & alarm systems
& procedure relating to security.

21. Fire officer for Health Board premises.

22. Ensure that staff have the lone worker device & follow current procedure for lone working.
23. Teach other staff to use I.T. e.g. e-rostering system, ordering of equipment, e-learning for

Child Protection etc. Development of staff training schedule spreadsheet for monitoring and
compliance.

Clinical
1. Responsible for comprehensive assessment, planning, implementing and evaluating all

community programmes of care. Promote the patients physical, psychological, social and
emotional well-being by providing a holistic package of care.

2. Attend complex needs/high dependency multi disciplinary team cases. Arranging high
dependency packages of care e.g. intravenous therapy.

3. Handle complex, continuous intensive information often requiring persuasive negotiation.
4, Undertake an autonomous role, working independently with individual patients. Using
analytical & judgement skills, being responsible for own actions.

5. Make judgments involving highly complex facts or situations requiring analysis,

interpretation & comparing a range of options to follow, recommendations for appropriate
placement of patients. E.g. Representative on panel for extra care housing facility: decision making
with rep from Tai Clwyd, social services, home care manager & senior social worker to assess
criteria of who is eligible for housing. Responsibility for arranging & ensuring that accommodation
is suitable & ready for client.

6. Provide a wide range of complex, extended role & technical procedures for patients from
many specialised areas of care. Procedures include cannulation, venepuncture, flushing & care of
venous central catheters, drugs administered via parental route i.e. syringe driver, chemotherapy
pumps, ear syringing, Doppler, intravenous administrations.

7. Co ordinate and facilitate the referral & safe discharge planning of all patients as per
BCUHB guidelines.
8. Co ordinate and take the lead role if appropriate in the planning and provision of complex

care packages, working jointly with the Locality Matron & other agencies in the provision of
Continuing Health Care (CHC) packages. Co ordinate the multi disciplinary reviews of patients
receiving CHC funding, plus reviews as needs change.

9. Take the lead role in the assessment of patients requiring 24 hour nursing care and act as
Care Manager to ensure a safe & appropriate Care Home placement e.g. Residential / Nursing
Home / intermediate care placement.

10. Undertake Nurse prescribing within role in accordance with BCUHB policy.

11. Ensure the Community Nursing Team meets recognised quality standards, both
contractual and National, e.g. NMC Code of Conduct, National Institute of Clinical Excellence and
National Service Framework guidelines.

12. Actively participate in achieving National Service Frameworks goals incorporating targets
for diabetes, the elderly, chronic heart disease, & patients with chronic conditions.

13. Responsible for checking that NMC Registration for staff is valid & up to date. Liaise &
organise with other wider multi agency services to provide a seamless package of car for patients
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& carers.

14. Attend case conferences & discharge planning meetings within DGH’s, community
hospitals, residential and nursing homes to facilitate safe discharge of patients into their own
homes.

15. Promote independence of patients’ autonomy by education & empowering patients to be
independent by support & education e.g. injections, catheter care, chemotherapy complications.

Communication

1. The Specialist Practitioner will be able to present complex issues in a professional manner to all
other professional agencies, staff & students.

2. Communicate complex, sensitive and contentious information to patients, relatives & carers,
e.g. patients with terminal or life limiting conditions.

2. Initiates patient held Nursing records, responsible for assessment & analysis of data.
Communicate complex, sensitive and contentious information to patients, relatives & carers, e.g.
patients with terminal

3. Actively promote effective working relationships with other professionals both statutory &
voluntary between primary & secondary care.

4. Be skilled at communicating complex information to patients, relatives information with
patients, their families & carers, involving them in understanding conditions & promote
concordance with care plans.

Ability to use negotiation, persuasion & reassurance to motivate them or overcome barriers to
achieve agreed aims of care.

5. Actively engage the public in discussion & promote patient & public involvement. E.g. health
promotion with Age Concern & Fire Service. Raising awareness of referral system & role of
Community Nursing Team.

6. Initiate and organise team meetings to disseminate accurate & relevant strategic objectives.

Education

1. The post holder will have highly specialised knowledge to relate theory to practice for
students’ development of clinical practice through designing, assessing & delivering programs &
competencies of learning for pre & post registration students.

2. Mentoring Health Care Assistants undertaking the Diploma level.

3. Provide a comprehensive inter-professional learning & working environment for learners,
encouraging all staff to develop their roles as mentors / assessors, so that learning objectives may
be achieved.

4, Arrange all statutory & mandatory training for staff, and delegated training &
development opportunities that encourage self directed learning, including core training &
induction for team colleagues & those of other services.

5. Completion of education clinical audit & student placement file for the university.

6. Act as a practice expert to support the development of knowledge & skills for newly
qualified Nurses.

7. Support mentors & other professional in their roles to support learning across practice &
academic learning environments.

8. Appraisal of research & analysing evidence based practice.

9. Organise student placement & act as mentor & assessor to pre & post registration nursing
staff.

10. Take every opportunity to promote health & participate in health promotion initiatives as
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appropriate to the community Nurse role.

11. Identify learning needs of patients on the case load & their informal carers, plan & initiate
training packages.

12. Recognise learning needs of patients, formal / informal carers and their families, & liaise
with appropriate managers. Formulating plan of care & written instructions & delivering training
updates.

13. Be proactive & responsible for own professional development as appropriate to role &
maintain portfolio.

14. Regulate all mandatory & additional training for the nursing team.

15. Provide learning opportunities for other members of the multi disciplinary team within the

realms of community nursing e.g. tele rehab.
Finance

. Maximise the use of allocated resources, both personnel & materials.

. Ensure that items ordered are within the Formulary.

. Act as an authorised signatory for staff expenses & supplies within the team.
. Lockdown of E-Rostering.

. Signatory for staff mileage claims.

. Responsible for checking that NMC Registration is valid & up to date.

. Checking driving licences, MOT & insurance for staff private & pool vehicles.
. Disseminate to staff the need to effectively manage resources.

coONO UL A WN K

GENERAL REQUIREMENTS

Competence

At no time should the postholder work outside their defined level of competence. If there are
concerns regarding this, the postholder 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.

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.
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Records Management

As an employee of the LHB, the postholder 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 postholder has a legal duty of confidence to service users (even after an
employee has left the LHB). The Postholder 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 postholder is required to co-operate
with management to enable the LHB to meet its own legal duties and to report any hazardous
situations or defective equipment. The postholder must adhere to the LHB’s risk management,
health and safety and associated policies.

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 Postholder 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 postholder 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 postholder must
comply with and adhere to the equal opportunities and dignity at work policies.

ORGANISATIONAL CHART
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Post holder

Band 5 staff

Health Care Assistant B3

BCUHB

PERSON SPECIFICATION

Job Title: District Nurse Team Manager Band:
ESSENTIAL DESIRABLE METHOD OF
The qualities without which a post Extra qualities which can be used ASSESSMENT
holder could not be appointed to choose between candidates
who meet all the essential criteria
working at full competencies
NMC Registered Nurse Application form.
Portfolio.
QUALIFICATIONS Post Graduate Specialist Practitioner NMC
degree. Registration.
Nurse prescribing.
Evidence of ongoing education &
professional development.
Mentorship & assessment training.
Community experience at B6 or
equivalent. Application Form
Experience of working with patients Interview
who have acute/complex needs. References
EXPERIENCE

Varied clinical experience & multi
disciplinary working.

Page 7 of 10






SKILLS including
those physical skills
necessary for the
post.

Ability to work autonomously.
Analytical skills & ability to interpret
clinical signs.

Organisational skills.

Ability to assess, plan, implement,
evaluate complex care needs.
Appropriate delegation of care
delivery.

Supervise, teach & assess staff.
Provide mentorship & preceptorship.
Ability to work collaboratively with
members of the multi disciplinary
team & other agencies.

I.T. skills

Excellent verbal & written
communication skills.

Recruitment training.

Cannulation.

Venepuncture.

Application Form
Interview
References
Training
certificates

KNOWLEDGE

Knowledge of the changing health
care agenda which affects
community practice.

Knowledge of current research & its
application to practice.

Evidence of application of consent.
Knowledge of the Mental Capcity,
Deprivation of Liberty and its
implications of practice.

Level 3 POVA.

Level 2 Child Protection.
Knowledge of data protection 7
confidentiality.

Ability to undertake complex risk
assessments.

Application Form
Interview
References
Training
certificates.

PERSONAL
QUALITIES
(Demonstrable)

Demonstrate ability to care &
communicate with warmth &
understanding.

Trustworthy.

Team player.

Application Form
Interview
References

OTHER RELEVANT
REQUIREMENTS
(Please Specify)

Ability to Travel

Flexibility, including lone working.
Demonstrate timely travel
arrangements between patients’
homes, clinics & surgeries.

Application Form
Interview
Document Check
CRB

Betsi Cadwaladr University Health Board
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EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS

Post Title:

Department / Ward:

Division/ Directorate / Department:

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

Daily - Kneeling, bending and standing for long periods and repetitive movements.
Required to lift equipment e.g. mattresses. Work can be unpredictable.

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:

Daily - Long periods of concentration working with patients on a one to one management.
Unpredictable working patterns.

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:
Daily

Dealing with complex family dynamics, family breakdown, Terminal illness and bereaved
families.

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:
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Daily
Frequent exposure to highly unpleasant, unpredictable conditions in patient’s home, lack of

control of environment.
Occasional exposure to aggressive behaviour where there is little or no support.

Page 10 of 10






_1748849812.pdf
Bwrdd lechyd Prifysgol

Betsi Cadwaladr

/ H University Health Board
WA

CAJE REF: 2018/0493

JOB DESCRIPTION TEMPLATE

JOB DETAILS:
Job Title DEPUTY MANAGER
Pay Band 6
Hours of Work and Nature 37.5

of Contract

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

e 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.

e 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.

e Through effective delegation manage patients without direct supervision and
ensure patients care needs are met across the defined clinical area.

e Undertake delegated line management responsibilities of other team members
including personal development planning and individual performance reviews in
line with BCUHB policy.

e 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.

e Promote the development of services, determining new ideas for improvement
within the ward/clinical area, and assist the service manager to implement
change.

e Ensure the effective and efficient use of physical and financial resources.

e Assist in the recruitment and retention of staff.

e 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.

e Support the ward manager in production of a roster that meets service need in
line with Roster policy and agreed performance indicators

e 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.

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

e 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

e Ensure concerns relating to staffing are raised with Manager/Matron and entered
on Datix

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

CAJE Reference/Date:






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.
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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.

and/or
Knowledge

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.

and /or management
experience
Mentor/supervisor/assessor/

ATTRIBUTES | ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
Qualifications | 15t Level Nurse Management qualification Certificates

Application form
and pre-
employment
checks
Interview

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

The ability to diagnose
a problem and take
corrective action

Ability to analyse
assessment results
and transfer them into
relevant packages of
care

Ability to speak Welsh
IT Skills
Ability to manage resources

Application and
Interview
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Ability to work
autonomously as well
as part of a team

Values Evidence of effective Leadership and Application Form
team working motivational skills 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 Application form
work. 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.
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> 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
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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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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
Band 6 post
Post Title Post Title
Band 5 staff
managed/supervised
bv nost holder
Staff
managed/supervised by
post holder
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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

APPENDIX 2

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

For how long?

Additional Comments

day / week /
Required to stand or walk for sustained periods during daily variable
the shift.
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

meetings

Write patient notes and reports with possible interruptions to Daily Variable. At least 1
respond to patient needs and telephone calls. Also complete hour per day
assessments and audits. Be alert to the changing needs of

patients and respond appropriately.

Concentrate on the in depth nursing tasks with potential for Daily 1/2 hour a day
interruptions from patients and telephone calls. Respond to

unpredictable situations.

Review and write up care plans with patients. Monthly 2-3 hours
Prepare reports for client care and treatment plan reviews

Lead MDT meetings, unit team meetings and professional 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.

. How often per " .
Examples of Typical effort(s) 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 weekly variable This is dependent on the senior nurse
be responsible for unplanned care activities bleep holder rota if applicable
Providing care and treatment for patient who may have complex Weekly Variable Difficult to predict frequency
health needs and associated co-morbidities.
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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

2-3 days per week

basis.

setting to exposure to occasional/frequent highly unpleasant Daily

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

Post holder will be required to use visual display units on a daily Daily 1-2 hours
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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

CAJE Reference/Date:

14






