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JOB DESCRIPTION
JOB DETAILS
	Job Title

	Optimising Patient Flow Co-ordinator (Acute Only)

	Pay Band


	Band 3

	Division/Directorate


	     

	Department

	     


ORGANISATIONAL ARRANGEMENTS
	Managerially Accountable to:


	Operational Teams

	Reports to: 
	     

	Professionally Responsible to:


	     


THE CORE PRINCIPLES OF NHS WALES
	We put patients and users of our services first
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	We reflect on our experiences and learn
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	We seek to improve our care
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	We work in partnership and as a team
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	We focus on wellbeing and prevention
	[image: image5.jpg]wellbeing &
preventlcn

Y,
%'\

We focus on wellbeing
= and prevention





	We value all who work for the NHS
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JOB SUMMARY

	The post holder will provide proactive and responsive practical and administrative support to ensure the efficient use of bed capacity and to optimise patient flow and discharge that supports the concepts such as Right Care, Right Place, First Time, Red to Green and aligned programmes.

To support the Operational Team/Ward Manager/Nurse in Charge/ MDT Lead by administering board rounds and being responsible for monitoring all actions required. The purpose of this role to ensure these actions are taken in a timely manner to provide an efficient and seamless ward service for patients and their carers/families through the admission, transfer and discharge process.

The post holder will be required to provide a link between the operational team, ward, integrated discharge teams, social services, community health teams, 3rd sector services, therapists, medical team, pharmacy, and transport, ensuring effective communication between multi-disciplinary teams, in order to provide a smooth, timely flow through the hospital. The purpose of being such a link is to reduce avoidable in-hospital delays for patients. 

The post holder will use their own initiative to support the flow of the ward, develop new processes and identify flow specific areas which could reduce the non-clinical workload for the MDT registered staff and as such releases time for care. However, the post holder must work within a delegated authority and within their non-clinical remit. 




DUTIES/RESPONSIBILITIES

	Responsible for co-ordination of ward admission, transfer and discharge processes. 
Take a proactive approach by actively ensuring discharges are planned for the week ahead.  
The role will focus on reducing in-hospital delays and inefficiencies such as expediting diagnostics and specialty opinions as well as discharging planning processes. 
Acting as key point of contact for internal red delays (as part of Red2Green) and taking all feasible steps to convert these patients to green status.

Maintain a regular presence within the designated department/ward, attending all daily Board rounds and any multi-professional case conferences to ensure all actions are identified and followed up promptly.  
Working with the MDT who should identify patients which could be discharged and enabling these patients to be reviewed at the earliest opportunity.

Responsible for ensuring the discharge plan is reviewed by the professional MDT and updated and inform the ward manager/nurse in charge/MDT if patients do not have a documented management plan, which includes expected medically optimised/fit date, within 24 hours of ward admission. 
Track Single Point of Access referrals for patients requiring community support and action as appropriate. Ensure all relevant updates are accessible on the required IT systems. 

Liaise with clinical staff to identify patient needs to assist in prompt decision making for patients identified as likely discharges each shift. 

Promote and maximise the use of the discharge lounge, where available and appropriate.  Identify and facilitate the early transfer of patients to the lounge who fit the criteria and use afternoon board rounds/huddles to identify discharge lounge suitability for next day discharges.

Ensure patients, their carers and members of the MDT are fully involved and have active communication at all stages of the patients admission, transfer and discharge process. Plus, where appropriate and delegated, have ‘what matters’ to be conversations with patients. 

Act as a point of contact for families/carers in regards to obtaining up-to-date information in relation to pre-admission care status, ward/hospital transfers and discharge planning. 

Develop an effective partnership with any admission areas and bed managers to co-ordinate the timely transfer of patients, at the earliest opportunity.

Facilitate and maintain good collaboration between hospital, community social services, 3rd sector organisations and other agencies. Liaise with acute and community teams to coordinate BIM /MDT/DST case reviews as necessary.

Ensure all the necessary arrangements are put in place to optimise discharge including GP letter, outpatient appointment, TTO/TTHs organised and patient transport booked and confirmed if required. Inform families NOK of anticipated discharge time and when the patient has left the ward.


Work with the ward MDT to ensure that all arrangements for next day discharges are enacted the day before and that there is a natural rhythm around discharge planning and preparation of “doing tomorrow’s work today”

Ensure any weekend discharge arrangements for medically optimised patients are implemented within a timely manner. Including promoting/supporting the use of criteria led discharge where appropriate, and supporting clinicians to document enabling clinical criteria for discharge in patients’ notes

Responsible for monitoring and updating of the ward white boards, and for the data input into clinical systems that support the optimisation of patient flow. To ensure real-time information that informs discussions and decision making around flow and discharge

Continuously improve the ‘flow’ of the ward and increase nurse to patient time in an increasingly busy environment by using initiative and developing innovative ways to advance this role.

This post holder may also be expected to undertake responsibilities aligned to ward clerk and general administrative duties. 
Effort and Environment

Working in an office environment

Daily concentration for co-ordination of ward admission, transfer, and discharge where the environment if unpredictable

This post is a point of contact for families/carers in obtaining up-to-date information in relation to pre-admission care status, ward/hospital transfers and discharge planning.  There is therefore likely to be frequent emotional demands and difficult situations.

Daily VDU use more or less continuously.



PERSON SPECIFICATION
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF

ASSESSMENT

	Qualifications

and/or Knowledge


	Knowledge of administrative procedures and systems, some of which are non-routine, such as answering queries, progress chasing, task-related problem solving, acquired through experience and training to Vocational Level 3 or equivalent

	
	Application form and pre-employment checks

	Experience


	Proven ability to work effectively in a team. 

Experience of working in an administrative role

Knowledge of the demands faced in the NHS, Social Services and Community based services.

Knowledge of data protection requirements


	Experience of working in the NHS, Community Health, Local Authority, or Social Services

Experience of communicating with patients, families, and members of MDT

Evidence of handling confidential and sensitive information


	Application form and interview

	Aptitude and

Abilities


	Excellent IT skills

Ability to undertake a variety of administrative duties to support the team and department.

Ability to communicate information effectively and professionally to a range of stakeholders, with varying levels of understanding.

Ability to advise and influence key stakeholders.

Ability to solve problems using initiative and creativity; identify and propose practical solutions 

Ability to set priorities for own workload
Ability to maintain strictest confidentiality at all times


	Ability to speak Welsh

Knowledge of NHS and Community IT systems.


	Interview

	Other


	Ability to travel across different sites if required

Ability to perform under pressure and in an ever-changing environment 

	
	

	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 highquality 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 projects 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:  The post holder does not require a DBS Disclosure Check. 

· 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.




CAJE REFERENCE: 	CYM/WALES/2022/0017


APPROVED:		20/10/2022		
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