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JOB  DESCRIPTION

JOB TITLE:


Assistant Head of Nursing




Band 8a
LOCATION:


Learning Disability Directorate

RESPONSIBLE TO:

Director of Learning Disability and/or




Head of Nursing





(Learning Disability Directorate)

PROFESSIONALLY

ACCOUNTABLE TO:

Head of Nursing (Learning Disability Directorate)           

QUALIFICATION:

R.N.L.D.

JOB SUMMARY:
The post holder will assist Head of Nursing in leading the nursing profession within the Directorate, ensuring that the delivery of nursing care is of the highest standard, utilising resources efficiently and effectively to achieve this aim. In addition they will have in-depth knowledge, skills and understanding of the professional activities within the Learning Disabilities Directorate.

Overall Objectives:

Together with Head of Nursing, take a leading role in the development of strategic and operational frameworks for nurses to practice within, in order to develop, maintain and evaluate systems and structures, which promote the rights, responsibilities and diversities of people with a learning disability. The post holder is managerially responsible for H grade, Senior Nurses in the community and H grade Lecturer Practitioners who work directorate wide.

Communication

· Ensure that nursing documentation adheres to the NMC Guidelines for records and record keeping (2002).
· Ensure the development and maintenance of effective systems of liaison with primary and secondary care services which improve the physical health of clients.
· Regularly provide and receive highly complex and sensitive information to/with client and carer(s) and other professionals, where there are often significant barriers, and resolution is negotiated at local and/or strategic level e.g. lead role in resolving informal complaints, regarding community nursing service.
· Develop and enhance effective communication systems and arrangements for productive joint working relationships between colleagues, peers and key stakeholders from various professions and agencies at local and strategic level e.g. Local Authority and Local Health Board Representatives.

· Regularly chair and participate in meetings at Directorate, Trust, local and strategic level.

· Demonstrate empathy and provide advice, support and counselling within the nursing service regarding professional issues.

· Represent the nursing profession at local and strategic meetings e.g. Local Health Board, Welsh Assembly Government Working Parties.

Personal and people development

· Promote, encourage and develop the professional leadership agenda.
· Assist the Head of Nursing in leading the management of change, to enhance innovations and developments in health care, and their application to practice.
· Ensure clinical supervision systems/models are in place for nursing staff within the Directorate of Learning Disability Services, which promote professional standards of practice.

· Participate in post basic education as a result of completing a training needs analysis with Head of Nursing.

· Critically appraise research currently being undertaken in relation to own specialty, and apply relevant findings.

· Actively seeking opportunities to continually develop oneself, consistent with the principles of life long learning and in line with the professional bodies Continuous Professional Development requirement.
· Ensure a system of mentorship/preceptorship is in place for student nurses and newly qualified nurses, and overseeing Student Placements within the Directorate.

· To participate in a system of management and clinical supervision. 
Health, safety and security

· Promote and ensure the appropriate use of clinical risk management assessments within the Directorate Nursing Service to maintain the health, wellbeing and safety of clients, staff and carers.

· Occasional exposure to unpleasant working conditions, either client/carer related e.g. verbal/physical aggression or external influences e.g. Weather and driving conditions.

· Taking responsibility for personal development and education including statutory, mandatory, and in-service training.

Service improvement

· Use evidence based information to make decisions which will further develop the Clinical Governance framework to support and improve client care e.g. by formulation of Directorate wide nursing standards/policies procedures into complaints/disciplinary matters.
· Apply specialist knowledge of nursing theory and practice to advise health colleagues within and outside the Directorate, and challenge appropriateness of care when necessary e.g. Service Development Consultants within the Special Projects Team, Nurse Advisors in Local Health Boards.

· Together with Head of Nursing, work in partnership with Locality Manager, Local Authority Representatives and Local Health Board Representatives to enhance and further develop the Learning Disabilities Nursing Service.
· Develop and facilitate working project groups as required by the Directorate.

· Establish information management and communication systems which maximise the benefits and effectiveness of new information and information technologies.

Quality

· Assist Head of Nursing in the implementation of NICE Guidelines and National Service Frameworks where applicable.
· Lead the process for regular audit of nursing standards throughout the Directorate.
· Undertake investigations both within and outside the Learning Disabilities Directorate in line with relevant Trust Policies/Procedures, and manage/lead informal complaints process relating to Community Nursing Service.

· Undertake Regrading Officer role/or equivalent in new Agenda for Change system within the Trust.
· Ensure systems are in place to manage the control and effective use of physical resources by appropriate safe use, carriage and maintenance of any clinical equipment.
· Secure and manage the use of financial resources, in line with the Trust’s financial policies and procedures e.g. undertake ordering of non-stock items for community nursing services, signing off travel expenses/pay cards.
· Take a lead role in the collation of statistics relating to waiting times and case loads within Community Services.

· Take a lead role, and participating in the development of a research and development culture within the nursing service, which will result in the undertaking and utilisation of nursing research in line with the Trust’s R & D strategic framework.
· Assist the Head of Nursing in the implementation of objectives identified within national trust and directorate nursing strategies, ensuring effective audit systems are in place.
· Ensure that Directorate wide Nursing Standards are in place, regularly reviewed and monitored, to ensure optimal outcomes for clients.
· Lead, promote and develop clinical excellence in clinical nursing practice.

· Adhere to the NMC Code of Professional Conduct (2002) and midwives Rules and Code of Practice (1998).

· Adhere to the principles of Clinical Governance


-
teamwork

-
communication

-
leadership

-
systems awareness

-
ownership

· Comply with Bro Morgannwg NHS Trust

· Nursing and Midwifery Strategy and Clinical Policies

· Corporate and Operational Policies and Procedures

· Legislation and Strategy requirements e.g. Health and Safety.

· Participate in a system of clinical supervision.

· Meet the requirements of PREP evidenced by a personal professional profile.

Equality and diversity

· Promote the rights of client groups by encouraging the development of user participation forums. 

Assessment and care planning to meet health and wellbeing needs (HWB2

· Ensure that within the Directorate, nursing care is delivered effectively to meet the needs of patients as prescribed in care plans aligned with Fundamentals of Care.

· Demonstrate clinical leadership to advise and direct on health promotion/education and the prevention/minimisation of the effects of a primary or secondary disability at both organisational and strategic levels e.g. representing Learning Disability Directorate at nursing forums/task groups.

Protection of health and wellbeing 
· Keep up to date with POVA issues and ensure this up-to-date knowledge is included in any educational protocols and within the clinical supervision process.
 
· Keep up to date by attending any relevant POVA training.
Learning and development 
· Deputise for the Head of Nursing in their absence.
· Identify and selecting options for meeting education and development needs at Directorate level and agreeing strategies to meet these needs.

· Work in partnership with higher education establishments in developing effective and relevant education modules and syllabi.

· Ensure the development of consistent, Directorate wide learning/training programmes for clients, carers and multi-disciplinary and multi-agency groups.

People Management
· Undertake annual Personal Development Reviews and regular supervisions for Band 7 Lecturer Practitioners and Band 7 Senior Nurses Community.

· Undertake annual Personal Development Reviews jointly with Service Development Consultants for Band 6 and 7 managers within the Special Projects Team.
· Manage the performance of the nursing service and respond to poor performance by ensuring that development activities are undertaken for individuals that will enhance their performance and encourage competent, independent and reflective practitioners.
· Manage sickness and absence in line with Trust policy and procedures and in addition collate sickness and absence statistics for community nursing service.

· Implement the Trust’s Human Resource policies and procedures by selecting or re-deploying personnel.

· Maintain own work schedule on a daily basis, prioritising workload and managing competing demands e.g. dealing with unpredictable professional issues for staff/client/carer related issues.
GENERAL:
· Performance Reviews/Performance Obligation: The post holder will be expected to participate in the Trust’s individual performance review process to ensure continued professional development.

· Job Limitations: At no time should the post holder work outside their defined level of competence.  If the post holder has concerns regarding this, they should immediately discuss them with their Manager/Supervisor/Consultant.  All staff have a responsibility to inform those supervising their duties if they are not competent to perform a duty.

· Confidentiality:  In line with the Data Protection Act 1998, the post holder will be expected to maintain confidentiality in relation to personal and patient information, as outlined in the contract of employment.  The post holder may access information only on a need to know basis in the direct discharge of duties and divulge information only in the proper course of duties.

· Risk Management: The Trust is committed to protecting its staff, patients, assets and reputation through an effective risk management process.  The post holder will be required to comply with the Trust’s Risk Management Policy, Health and Safety Policy and other associated policies and to actively participate in this process, having responsibility for managing risks and reporting exceptions.

· Records Management: The post holder has a legal responsibility to treat all records created, maintained, used or handled as part of their work within the Trust in confidence (even after an employee has left the Trust).  This includes all records relating to patient health, financial, personal and administrative, whether paper based or on computer.  All staff have a responsibility to consult their manager if they have any doubts about the correct management of records with which they work.

· Health  Safety:  The post holder is required to co-operate with the Trust to ensure health and safety duties and requirements are complied with.  It is the post holder’s personal responsibility to conform to procedures, rules and codes of practice; and to use properly and conscientiously all safety equipment, devices, protective clothing and equipment which is fitted or made available, and to attend training courses as required.  All staff have a responsibility to access Occupational Health and other support in times of need and advice.

· Job Description: This job description is not inflexible but is an outline and account of the main duties.  Any changes will be discussed fully with the post holder in advance.  The job description will be reviewed periodically to take into account changes and developments in service requirements.

· For Clinical Staff Only:  All clinical staff are required to comply, at all times, with the relevant codes of practice and other requirements of the appropriate professional organisations e.g. GMC, NMC, HPC etc.  It is the post holder’s responsibility to ensure that they are both familiar with and adhere to these requirements.

All Clinical Staff will be advised during their induction of the arrangements available for them to access advice and support both during and outside normal working hours.

REFERENCES 
· NMC Code of Professional Conduct (2002)

· Midwives Rules and Code of  Practice (1998)

· Fundamentals of Care (Welsh Assembly Government, 2003)

· The NMC PREP Handbook (2002)

· NMC Guidelines for Records and Record Keeping (2002)
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