[image: image1.jpg]The Czajka Care Group

{

7




Care Homes – Job Description

Job Title: - 


Intermediate Care Co-ordinator. RGN
Reporting to: - 

Registered Home Manager.

Role Purpose :- 
To act as team leader and co-ordinator to ensure the smooth day to day running of the Intermediate Care Unit. To plan, implement and supervise the provision of quality care in a way that respects the dignity of the individual and promotes independence and well being. To work within the Nursing and Midwifery Code of Professional Conduct, and Czajka Care Group Ltd Policies and Procedures, and the requirements of the Airedale Collaborative Care Team.
KEY RESPONSIBILITIES 
Intermediate Care.

· Developing of positive Multi-Disciplinary relationships within the home and ACCT environment, ensuring the lines of communication are always open, including ensuring all relevant parties are kept aware of the changing condition of any service user in the unit.
· Ensuring that the Home Manager is kept informed of any developments within the unit, including admissions and discharges, incidents or accidents and so on.
· Development of positive relationships with the service users and their families to involve them in the timely and safe discharge plans for the service users.
· Maintenance of good quality care records for all service users in the unit, ensuring that all relevant information is documented and disseminated to all relevant parties.
· Ensuring that the offices for the team meetings are clean and tidy, and that sufficient refreshments are available.

· Provision of on-call service for the home as part of the general on-call system in place.
· Attendance at any meetings directly connected with the business of the Intermediate Care Unit, including any external to the home.

· Responsibilities of a Registered General Nurse in the home as itemised below:
General Nursing 

· Undertake diligently the expected tasks of a Registered Nurse. these include the recording of temperature, pulse , respirations and blood pressure as required for each individual service user, reporting to the relevant professional any concerns with readings. If these are allocated within the unit it remains the responsibility for the nurse to ensure the recordings are documented.
· Utilisation of dressings for any service user according to their individual plan. Liaise and report to the relevant professional, such as Tissue Viability Team or GP as required.
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· Safe and effective administration of medications in the intermediate care unit, ensuring compliance with all NMC guidelines and Czajka Care group Ltd Policies.

· To complete, observe and review Person Centred Care Plans in conjunction with the designated paperwork of the ACCT, ensuring that service users are fully involved and in agreement, where possible, in the planning of their care, ensuring that care is appropriate to their needs.
· To record and report any changes in the care needs of the service users to the Home Manager and the relevant ACCT person and take responsibility for the review of the Person Centred Care Plan where appropriate.
· To complete accurate and effective written care records on a daily basis, in line with Czajka Care Group Policies and Procedures and ACCT required paperwork, including the supporting of care staff to write correct and lawful entries and the countersigning of these entries. 
Care

· Work in a collaborative manner with the care team, advising and supporting the care team with all aspects of the service users personal care needs, including but not exclusively, physical, emotional and spiritual, whilst maintaining the comfort, privacy and dignity of the service user at all times.
· Advise and support the care team in the promotion of continence with dignity for our service users.
· To assist and support the service user in using their personal and mobility aids, according to the agreed physiotherapy and occupational therapy plan whilst ensuring the aids are well maintained.
· To arrange escorts for service users to and from the home when necessary to attend appointments etc.

· To support junior colleagues in their role as a keyworker on the intermediate care unit.
· To assist the care staff in identifying social, recreational and educational opportunities for their designated service user, and assist service user  to access where possible, in conjunction with already agreed plans by the ACCT team.

· To monitor the capability of the keyworker in maintaining their designated service user’s room and wardrobes etc in a tidy manner, checking clothing for repair and replacement, liaising with service user, family or significant other to ensure sufficient clothing of the type desired by the service user, and any other assistance the service user requires. To support and guide keyworkers in the tasks.

· To delegate the monitoring of service users during mealtimes in accordance with their care plan and ensure that care staff serve meals and drinks as required, reporting to the relevant ACCT team member any problems with nutrition. 
· To ensure the nurse call bell is answered promptly and give assistance to the service user and care team as required, ensuring that required assistance is given in a timely manner.
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· To assist in ensuring the service users environment is kept clean and maintained as required in line with the service users care plan and with Czajka Care Group Policies and Procedures.
· To induct, train and supervise junior colleagues in the best care standard for the service user, reporting any problems to the Registered Manager.
· To report any incidents, accidents, occurrences or complaints to your line manager and record appropriately according to Czajka Care Group Policies and Procedures.
· To deal effectively with any queries, questions or worries expressed by any service user, their relatives or visitors, or any member of the ACC Team. Ensuring that the Registered Manager is informed by using the Czajka Care Group Policies and Procedures on dealing with complaints.

Communication 

· To actively and effectively participate in staff and service user meetings as and when required.
· To ensure the security of the home is maintained at all times, including the identification of any visitors and ensuring they sign in and out of the home.
Training and Development

· To attend mandatory training and other training identified to enable you to fulfil your role.
· To attend supervision and appraisal meetings as required.
· To undertake supervisions and appraisals for your staff team on the Intermediate Care Unit.

· To recognise and report to your line manager the limits of your professional capability as a Registered Nurse, in accordance with your NMC code of Professional Conduct.
Health & Safety

· To be responsible for your own and your colleagues health and safety when at work, in accordance with the Health & Safety at Work Act (1974) and relevant EC directives, including the reporting of any health & safety hazard immediately you become aware of it.
· To report immediately any health & safety issues in the home which may impact negatively on the service user and any visitors to the home, including faulty appliances, damaged furniture or equipment or any potential hazard including spillages.

· To report to the appropriate person in charge any accidents or illnesses of an infectious nature incurred by a  service user, colleague, self or other persons that could have any impact on the home.
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· Ensure all equipment in use in the home is safe to use, reporting any concerns to the Registered Home Manager.

General

· Adhere to all Czajka Care Group Policies and Procedures at all times.
· Any other duties considered to be within the scope, spirit and purpose of the role of a Registered Nurse working as the Intermediate Care Co-ordinator, as requested by the Registered Manager or any other Senior Manager in the company.
· To work within the Czajka Care Group Policies and Procedural guidelines with regard to equal opportunities in your daily work activities.
· To work in accordance with the Data Protection Act (1998), ensuring that any information you encounter within your job role is confidential.
· To maintain the confidentiality of all aspects of our service users life in the home, recognising when information of a sensitive nature needs to be shared in an appropriate manner, if in doubt discuss with your Registered Manager or other Senior Manager in the company.
· To notify the person in charge, in accordance with the Czajka Care Group Policy and Procedure for sickness and absence, when you are unable to report for duty, and also on your return to work from any period of absence.
· To promote and ensure the good reputation of the home and company at all times, both in and out of the work environment.
This job description indicates only the main duties and responsibilities of the post. It is not intended as an exhaustive list.

Czajka Care Group reserves the right to amend this job description from time to time, according to business needs. Any changes will be confirmed in writing to you. Please note that you share with Czajka Care Group the responsibility for making suggestions to alter the scope of your duties and improve the effectiveness of your role.
Please sign; print your name and date below to indicate your acceptance of this job description.

Signature____________________________________Name_________________________________

Date________________________
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