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	Section 1 – Welcome




Introduction

Thank you for your interest in joining NHS Highland.  This information package contains details relating to the local area, this post and the Terms and Conditions of Service.   

NHS Highland is committed to becoming a learning organisation, recognising that staff require access to opportunities to learn, maintain and develop skills and knowledge, and we recognise the importance of valuing and supporting our staff throughout their time here.  

We offer: 
· Policies to help balance commitments at work and home and flexible family friendly working arrangements 
· Excellent training and development opportunities. 
· On-site library services at the Centre for Health Sciences 
· Access to NHS staff benefits/staff discounts 
· Cycle to Work Scheme
· Excellent student support 
· Access to NHS Pension scheme 

Recruitment Process 

Applicants are expected to make contact with the department before applying and we would strongly encourage those that are shortlisted to visit the department prior to interview.  The cost of one preliminary visit will be met by NHS Highland.  

When organising a visit, candidates must agree appropriate travel and accommodation arrangements with the Employment Services Department prior to booking.  Expenses will be reimbursed to candidates who are subsequently shortlisted.  

Informal Enquiries Contact: 	Rhiannon Boydell; tel: 07900 606575; email: rhiannon.boydell@nhs.net


















· Applicants are required to complete an application form, see advert on how to obtain this 
· All candidates and employees are afforded equal opportunities in the recruitment and selection process and in employment irrespective of their age, disability, gender reassignment, marriage or civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation.

· Your  personal  information  will  not  be  sent  with  the  application  for  shortlisting.  The application  form  will  be  identified  by  the  candidate  number  only  to  ensure  that  no applicant will be unfairly discriminated against.


	

Job reference: ES12 019965

Closing date: 06/04/2020	


For further information on NHS Highland, please visit our website on www.nhshighland.scot.nhs.uk 
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NHS Highland

 ADULT SPEECH & LANGUAGE THERAPY SERVICES MANAGER
SOUTH & MID DIVISION

Hours: Full time 37.5hrs
Salary Scale: Band 8a


We are looking for an innovative Speech & Language Therapist with substantial experience to manage and lead the Speech & Language Therapy service that covers: in-patients in Raigmore, community services (Inverness, Nairn, Invergordon, Dingwall, Badenoch & Straathspey), Mental Health and Learning Disability based at New Craig’s and Drumossie Unit.   
 
The post holder will have extensive experience of Speech & Language Therapy as an advanced practitioner.  The area of specialism for the post will be dependent on prior experience and skills within the current team and service requirements. 
 
There will be considerable evidence of leadership, operational management, service redesign and change management. In addition to the team manager role the post holder will be the professional lead across South & Mid Division Speech & Language Therapy services responsible for taking forward quality clinical governance for the service in conjunction with the AHP Lead. The post holder will work in collaboration with AHP Service Manager colleagues under the management of an Area Manager.
 
Informal enquiries to:  Rhiannon Boydell, Acting Head of Community Services, South and Mid Division: 07900606575, rhiannon.boydell@nhs.net 


For information about living and working in the Highlands please visit https://nhshighland.medical.careers.global


Short-listed applicants may be contacted by email.   Please check your emails regularly, including your junk/spam folder.


Please quote reference in the subject line of your email – ES12 019965


Closing date for completed applications: 6th April 2020
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AGENDA FOR CHANGE
NHS JOB EVALUATION SCHEME
JOB DESCRIPTION 

	1. JOB IDENTIFICATION

	 
Job Title:		      Adult Speech and Language Therapy Service Manager 
Responsible to:	       Area Manager
Department: 	                  
Directorate:		      South and Mid Division
Job Reference:                SMOUAREAMGMTSPCH01 
No. of Job Holders:       1
Last update     	     



	2.  JOB PURPOSE

	· Responsible for the Management of the Adult Speech and Language Therapy Adult Speech and Language Therapy Service within South & Mid Division, Mental Health & Learning Disability.  Ensure the provision of high quality, efficient and effective services including implementation of NHS Highland policies and practices e.g., health and safety, infection control, PIN Guidelines, attendance management and standing financial instructions.
 
· Responsible for leading the Adult Speech and Language Therapy Team professionally. This includes responsibility and accountability for delivery of Adult Speech and Language Therapy service strategy which includes maintaining and improving quality, establishing professional standards, supporting workforce planning, development, research and education as appropriate within the team.  It also includes responsibility for developing and maintaining professional links with members of their professional network including links to the relevant Lead AHP, Strategic Lead Advisory Officer, where appropriate and managers.

· To carry a clinical caseload as an Adult Clinical Specialist Speech and Language Therapist 

· To provide a high quality clinical Speech and Language Therapy service to the adult population of South and Mid Operational Unit, Mental Health & Learning Disability, ensuring that all referrals are dealt with appropriately, effectively and efficiently. To take a lead in the conception, development, design, and review of initiatives aimed at optimising access to and the quality of Adult Speech and Language Therapy service delivery. To lead the implementation of initiatives within the Adult Speech and Language Therapy Service. 
· To take a leading role in the education of Speech and Language Therapy staff and students, other Allied Health Professionals, nursing and medical staff.
· To ensure the provision of Speech and Language Therapy clinical excellence, implementing and monitoring clinical effectiveness and clinical governance initiatives across all areas of responsibility.
· To liase with referral sources, including consultant medical staff and general practitioners, to ensure continuing development of assessment and referral protocols in line with the constantly evolving evidence base in Speech and Language Therapy.



	3. DIMENSIONS

	1. The post holder leads the Adult Team for South and Mid Operational Unit, Raigmore Hospital, Mental Health & Learning Disability to provide a comprehensive Speech and Language Therapy service to all adults with disorders of communication or swallowing with the exception of adults with learning disability.

2. A function from within the team is also to provide a Highland-wide advisory service to Speech and Language Therapy colleagues, other stakeholders and statutory and voluntary organisations on issues relating to communication and swallowing difficulties. 

3. This team is proactive in policy development for adults with acquired disorders in Highland through involvement in relevant multidisciplinary strategic planning groups. 

4. This is a clinical specialist post.  The post holder works with full clinical autonomy and responsibility for own caseload and collaborates with a wide range of statutory and voluntary organisations and the Highland Speech and Language Therapy network to manage a highly complex caseload with people with communication and/or swallowing difficulties

5. This post coordinates the service within South and Mid Operational Unit,  Raigmore Hospital, Mental Health & Learning Disability to provide a highly specialist Speech and Language Therapy service aligned to the District Integrated Health and Social Care Teams. 

6. This team provides a specialist consultancy service for NHS Highland and neighbouring NHS Areas (West Grampian and Western Isles) through the:

· Monthly Joint Voice and Swallowing Clinic
· Weekly Combined Head and Neck Cancer Clinic
· Highland Voice Restoration Service for Laryngectomy patients. (No dedicated clinic.  Service accessed directly by patients as required Monday to Friday)

7. This team provides a specialist consultancy service for NHS Highland through the: 

· Fortnightly SLT Videofluoroscopy Clinic. (for all adult patients, including Learning Disability)
· Ad hoc Joint Videofluoroscopy Clinic (for babies and children and adults with complicating medical conditions.)
· Highland Alternative and Augmentative Communication  (AAC) Resources Library (accessed by all Highland SLTs) 
· Hearing Impaired Specialist

8. This post liaises with the all acute and community departments over issues of accommodation and equipment. 
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THIS POST
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TEAM 
Bands 8a- 2
)                                    	Professional responsibility
           Line Management responsibility
	5.   ROLE OF DEPARTMENT

	To provide a comprehensive Speech and Language Therapy service to adults with a wide range of acquired Speech, Language and Communication Needs (SLCN) and Eating, Drinking and Swallowing Difficulties (EDSD) in the population of South and Mid Operational Unit,  Raigmore Hospital, Mental Health & Learning Disability.

To be aligned to the newly developed Integrated Health and Social Care Teams in South and Mid operational Unit

To provide a comprehensive range of inpatient, outpatient, community and domiciliary speech, language, communication therapy services.  These services provide assessment, diagnoses, and treatment, and advice and training as appropriate.

To provide consultative leadership and educational service to all stakeholders in statutory and voluntary organisations. 

To collaborate with other disciplines, agencies, service users and carers, in order to maximise the benefits of Speech and Language Therapy interventions.

To provide a Highland-wide specialist advisory network to support the wider Speech and Language Therapy service across NHS Highland. 

To provide clinical placements for SLT students in accordance with NHS Highland Practice Placement Agreement.


	MAIN TASKS, DUTIES AND RESPONSIBILITIES

	Clinical

This is a clinical specialist post.  The post holder works with full clinical autonomy and responsibility for own caseload and collaborates with a wide range of statutory and voluntary organisations and the Highland Speech and Language Therapy network to manage a highly complex caseload.
· To be responsible for organising and planning own caseload independently and monitoring those of other team members.
· To ensure that the standard of clinical treatment provided by all Speech and Language Therapy staff is maintained at a satisfactory level, by setting a high standard of personal work, and monitor, maintain and support the work of the service.. Address Capability issues in conjunction with HR.
· To provide clinical supervision/ instruction, organisational supervision and post-graduate education of Speech and Language Therapy staff and support staff.
· To supervise, instruct and teach Speech and Language Therapy BSc and MSc students.
· To be responsible for the assessment and management of clinical risk within own caseload and that of the Team and to observe the Health and Safety at Work Act at all times by bringing defects of equipment, fixtures and fittings to the notice of the appropriate authorities and reporting any accidents to staff or patients appropriately and as soon as possible.
· To be able to communicate effectively with patients to gain valid consent to treatment and to agree expected treatment outcomes. Assess patient’s understanding of treatment proposals and have the capacity to work within a legal framework with patients who lack capacity to consent to treatment.
· To be able to motivate patients to comply with treatment programmes in patients who may be reluctant, frightened, embarrassed or in pain.
· To liase with professional colleagues in primary and secondary care settings to ensure optimum delivery of care.
· Conduct regular workload measurement and caseload profiling of specific client group, agreeing health improvement priorities and the specific contribution of the service in collaboration with GP practices, Consultants, colleagues, and Lead AHP.
· Maintain own and Team’s accurate patient documentation, records and statistical information to reflect care provided and meet professional standards and legal requirements.
· To comply with the College of Speech and Language Therapy Standards and professional rules  of conduct 
Professional:

· Contribute to the development, implementation and monitoring of local delivery plans and clinical framework using whole system knowledge. Lead on implementation of professional strategy and development of the Speech and Language Therapy service in line with local strategies.
·  Provide advice to AHP leads and managers on professional issues. Responsibility for the development and maintenance of effective local professional networks to support the implementation of clinical strategy and the development and modernisation of clinical practice.     
· Advise AHP lead to ensure a whole systems approach towards optimum levels of Speech and Language Therapy service efficiency, including supporting the delivery of the service at local level.
· Lead on development and maintenance of formal professional networks within area of responsibility to facilitate the development and sharing of best practice.  Advice and influence the AHP lead in the development and implementation of leadership capacity within local / specialist structures.
· Responsibility and accountability for implementation of clinical governance and service quality within the area of responsibility. Advise and influence AHP lead, managers and the Strategic Professional Advisory Officer on the development of professional standards. Support local and profession specific research and educational programmes.
· Provide local leadership for professional development of staff through partnership working.     Provide leadership to support workforce measurement, planning and development including development of effective links with Higher Educational Institutes. Influence the effective delivery of Staff Governance Standards through collaboration and influence of  AHP lead, and managers.
· Lead, direct and advise on benefits realisation from pay modernisation and clinical service implications which include development of new roles and new ways of working within immediate area of responsibility.
· Provide local advice and influence AHP lead and managers on Speech and Language Therapy service specific to the Health Improvement agenda.
· To maintain own clinical professional development (CPD) by keeping abreast of new trends and developments and incorporate them, as appropriate into work. Maintain a CPD portfolio.
· Maintain and develop current knowledge of evidence-based practice, maintaining  knowledge of practice through formal and informal learning opportunities.
· Attend, where possible, postgraduate courses, clinical interest group meetings etc.
· Undertake measurement and evaluation of own work/ current practices and that of the Team through the use of evidence based practice projects, audit and outcome measures. Make and implement recommendations for change.
· Identify and implement opportunities for service development.
· Compilation of reports for legal/ clinical purposes on clinical findings, diagnosis, management and prognosis in line with Royal college of Speech and Language Therapy
· To keep up to date with recent developments in clinical practice by attending and presenting at departmental/ internal training sessions, by attending external post-graduate training courses and by engaging in reflective practice.
· Provide lectures, demonstrations, practical teaching of skills.
· To work within NHS Highland clinical guidelines and RCSLT guidelines and to have a good working knowledge of national and local standards and maintain own quality of practice.

Managerial/Team Leader
· Maintain up to date and in-depth understanding of local and national health and social policy relevant to discipline / service and influence consequent service developments through participation in steering and working groups and lead the implementation of agreed change within the clinical area of responsibility.
· To lead and co-ordinate a Team of Speech and Language Therapy staff maintaining motivation, commitment and professional expertise at all times.
· In conjunction with AHP Lead, managers and team members, set and monitor objectives, targets and patient outcome measures for team activities and individual practitioners ensuring all team members are knowledgeable about expectations of performance.
· Monitor and investigate conduct/capability issues taking remedial action when required in conjunction with HR and advice from AHP Lead and managers.
· In conjunction with colleagues, Team members, Lead AHP, and managers plan local implementation and audit of Speech and Language Therapy, AHP and locality healthcare governance requirements.
· Lead continuous Audit Cycle of Departmental and Individual performance and Quality of Service Delivery. Analyse and report on results.
· Lead and negotiate improvements to the Speech and Language Therapy and ensure equity of access utilising developed persuasive skills.
· Develop strong working relationships with District Teams, Gps, consultants and other colleagues both individually and as a Team.
· Investigate and respond to complaints from patients, carers and referral sources
· Establish regular meetings with team members promoting effective communications.    
· Develop a team workforce plan reviewing  vacancies in relation to skill mix and clinical nee and recruit staff members as required, in collaboration with the Areal Manager and with advice from Personnel Advisor / Employment Services / Management Accountant/AHP Lead 
· Manage services within delegated budget, act as authorised signatory for expenditure re. stocks, supplies
· Manage the staffing budget for the Speech and Language Therapy Service with advice from the Accountant
· Undertake clinical audit to support the Speech and Language Therapy Service and NHS Highland AHP Strategy. Analyse results and plan/ implement future improvements.
· Assist in development of, and implement, managerial policies to promote a fair, consistent and safe working environment.
· Ensure patient priorities and service needs are met. Regularly readjust plans as situations change/ arise.

Educational

· Identify staff training and development needs ensuring all team members have agreed up to date Personal Development Plan and Review and access to appropriate learning opportunities and clinical supervision. 
· Support Clinical governance, including maintaining up to date skills and knowledge of recent advances in Speech and Language Therapy evidence based care
· To fully participate in the eKSF and be responsible for complying with agreed personal development programmes to meet set knowledge and competencies and promote service developments.
· Ensure appropriate inservice and clinical supervision arrangements as required by the team are in place and adhered to.
· Educate nursing, medical, other multidisciplinary team members, educational staff and others to promote knowledge of Speech and Language Therapy management to enhance patient care.
· Supervise the clinical training of undergraduate and postgraduate Speech and Language Therapy students  and support workers


	7a. EQUIPMENT AND MACHINERY

	 
· PC, e-mail, NHSH Intranet, www internet, basic word processing
· CD-ROMs
· Spreadsheet, Database, Microsoft Office, presentation software.
· Audio tapes
· Video tapes
· Digital camera, scanner
· Photocopier, laminator
· Specialist communication software
· Adaptations to PC (Big Keys, touch screen etc)
· A range of communication aids and assistive technology
· Wide range of clinical assessment/intervention materials, including literature resources.
· Full range of voice restoration products and respiratory and tracheostoma care accessories.
· Videofluoroscopy X-Ray equipment
· Videoendoscopy equipment
· Laptop, desktop, dictaphone
· Licensed Driver

	7b.  SYSTEMS

	
· Complete own and authorise for payment, team members end of month mileage/ expense returns 
· Complete own and ensure team members, Administrative Data System input (AWT) is up to date and accurate. Analyse available high level reports and instigate more detailed analysis as required.
· Complete monthly staff time sheets and return to pay unit
· Complete all documentation including business cases related to staff changes and recruitment and forward to Area Manager for vacancy approval.
· Maintain records re. staff attendance at mandatory training – Child Protection Guidelines, Violence and Aggression, Moving and Handling, Basic Life Support
· Analyse, develop, monitor and revise office systems.
· Ensure comprehensive collation of data to support clinical auditing.
· Extensive working knowledge of appropriate general and specialist computer packages e.g. Word, Powerpoint, e-mail, intra and internet, Excel, GPass, Vision. 
· To store and retrieve electronic (non confidential) records and information
· To set detailed working electronic templates for each member of staff and their work location.
· Ensure Patient focussed booking systems/ appointment systems are working effectively. 
· Maintaining complex and detailed confidential patient records to comply with the professional and organisational standards
· Compilation of confidential legal correspondence
· The post holder is expected to ensure maintenance systems for equipment are in place and to report any faults to Medical Physics/estates/Area Manager. To comply with NHS Highland Health and Safety policy




	8. ASSIGNMENT AND REVIEW OF WORK

	
· There is no direct support or supervision for this post either clinical or professional. The post holder is expected to work independently for leadership and clinical role. 
· Responsible for, proposing and implementing changes in Speech and Language Therapyspeech and language therapy service within both localities and proposing service developments to be put forward to the Operational Unit Management Team.
· To work in line with division and departmental priorities, codes of practice, policies and procedures.
· Developing clinical service and making sure the staff comply with local and NHS highland governance strategy. Hold regular meetings to impart information on Unit and NHS Highland issues.
· The post holder has flexibility to alter local service provision / staffing with changing circumstances either temporarily or permanent. This must be within the restraints of the budget and in line with Operational Unit strategy.
· Clinical caseload will be generated by the specific service needs of each clinical area.  Referrals received from GP’s, Consultants, and other health professionals.
· The post holder has to prioritise their own workload, taking into consideration access targets.
· Work autonomously on a day to day basis.  
· Meet regularly with Area Manager who may delegate other non-clinical tasks.
· The Area Manager will undertake an appraisal and PDP which will be set annually and reviewed on a regular basis. 
· The Post Holder is line managed through local operational structures but is professionally accountable to the Lead AHP.
· Professional responsibilities will also be generated through the Strategic Professional Lead for the Profession and the post holder will require to manage their time effectively and independently between clinical, management and professional responsibilities.




	9.  DECISIONS AND JUDGEMENTS

	· The post holder advises and influences managers and AHP Lead on appropriate professional issues.
· This post makes decisions and judgements regarding the professional direction of the service within local area of responsibility using expertise based on professional knowledge and based on advice from managers, AHP Leads and the NHS Highland Strategic Professional lead.
· Contribute and influence own profession and AHP initiatives at local level.
· Contribute to the development of shared professional policies and procedures within local area of influence.
· Support the development of professional policies and procedures, which underpin service development and change.
· Ensure monitoring of deployment of resources in conjunction with local managers, AHP Leads and professional colleagues.
· Prioritise work and delegate tasks to other staff as appropriate.
· Lead local appropriate professional engagement with research and development.
· Provide advice and report Professional issues to the Lead AHP
· Balance clinical, leadership and professional demands to ensure quality of care in specialist area.
· Act as an autonomous practitioner to accept or decline referrals basing the decision on clinical reasoning, clinical effectiveness and evidence based practice. If Speech and Language Therapy intervention is deemed inappropriate referral on to another specialist may be recommended.
· Accept, assess, plan and undertake highly complex Speech and Language therapy interventions using clinical reasoning to decide how to complete and/or discontinue treatment taking all presenting factors into account regarding the clinical condition and utilising an holistic approach to individual care.
· Work autonomously making clinical decisions within scope of practice. Provide advice regarding additional patient care to appropriate clinician or service on transfer or discharge.
· Access to advice and support from the South and Mid Operating Unit Lead AHP as required.
· Work in line with Division and Department priorities, codes of practice, policies and procedures.
· The post holder is expected to be fully autonomous in Speech and Language Therapy clinical practice, demonstrating a very highly specialised level of clinical knowledge and skills. It is anticipated that any advice and guidance on clinical issues, if required, would be from other Clinical Specialist colleagues or Consultant Medical staff.
· Contribute to non-clinical tasks as required by the Service, e.g. attending working groups or committees.
· Write business cases for staffing; refer on for vacancy approval, and Lead Recruitment/ selection.
· Produce reports relating to Audits/ Surveys/ Service analysis/ Future Development needs.
· There is an eKSF system in place for all staff.  The post holder will be a reviewer for the team.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Balance the competing demands for service delivery and management of the service with professional responsibilities.
· Balance the competing professional priorities for service delivery and health improvement within finite capacity both this Post and the overall service resource.
· Management of people, confronting and dealing with unsatisfactory performance and behaviour, regularly dealing with service change/ imparting unwelcome news to staff.
· Dealing with conflict when introducing service change from service users/ referral sources.
· Managing unrealistic expectations of referral sources, staff, patients or carers.
· Ability to adapt to the variable and unpredictable demands of clinical workload, 
· Including responding to constantly changing situations and service demands e.g. 
· Prioritisation of own and workloads of staff
· Work independently without direct support of colleagues
· Coping with the demands of a more challenging caseload/mix, which is beyond the scope of less experienced/ skilled staff.
· Maintain and develop clinical knowledge and skills within the specialism
· Undertake a mentally and physically demanding job, whilst at the same time taking care to safeguard own health and safety as well as those of colleagues and patients.
· This may include:
· Occasional management of challenging behaviour from patients
· Investigating complaints
· Dealing with highly emotional and distressing situations
· Unfavourable social and environmental factors
· Risk of exposure to infection, exposure to bodily fluids and infestation.
· Working alone



	11.  COMMUNICATIONS AND RELATIONSHIPS

	
· To be aware of the nature of information dealt within the NHS and to work and communicate in a manner which ensures confidentiality and security of this information. 
· Utilise high level interpersonal skills including negotiation, influencing, facilitating, conflict resolution and ability to develop positive working relationships with a wide variety of personnel and agencies within local area of responsibility.
· Communicate information on service evaluation, redesign, policy or professional interpretation to a local managers and professional leaders.
· Communicate emotionally demanding information to staff and stakeholders in relation to staff issues and / or service changes.
· Demonstrate formal presentation skills.
· Influence the NHS Highland discussions from a professional perspective by raising the profile, illustrating the contribution that the profession can make to the overall agenda and corporate objectives and highlighting innovative and emerging practice development.
· Demonstrate ability and confidence to provide effective leadership and assert self in difficult and contentious issues.
· Manage conflict by assertive responses, listening to and guiding staff in the agreed course of action. 
· Understand cultures, the nature and use of different approaches and be adaptable and sensitive in a range of communication skills to facilitate these differences.
· Keep up to date with the activities of colleagues and partners across Highland and the issues, which impact on the service.
· Ensure effective interpretation information to help prioritisation within the context of the wider operational unit / CHP/ specialist agenda.
· Develop strong and effective relationships with management and professional leadership colleagues.

Patients
· Provide and receive information regarding assessment, diagnosis, prognosis and treatment.  This involves an ability to interpret highly complex information, modifying communication skills to respond to the needs of the patient, and explaining it in a manner appropriate to the individual.
· Utilise developed motivational and persuasion skills to facilitate rehabilitation in an individual or group setting, including patients with a range of complex medical, psychosocial and physical problems.
· Patients will predominantly have complex medical problems and require highly developed interpersonal skills, which may include conveying sensitive information.
· Occasionally deal with verbal and written complaints and challenging behaviour, including aggression
· To be a highly effective communicator with patients, carers and colleagues, in order to promote maximum physical potential, understanding of conditions, expected outcomes and to facilitate patient ownership of goals and treatment plan.

Relatives / Carers
· Provide and receive information regarding complex and sensitive issues.
· Teach a range of patient management strategies.
· Provide ongoing support and reassurance to relatives/carers as appropriate.
· Occasionally deal with verbal complaints and challenging behaviour including aggression.

Staff 
· Lead the South and Mid Operational Unit Speech and Language Therapy Team and Service
· Hold regular team meetings (monthly) to manage service provision, continually develop the team, manage conflicting views, disseminate information, consult and effect changes.
· Meet as required with Management Accountant to analyse expenditure, discuss potential service changes, expected changes in workload or team absences and plan any remedial action.
· Seek advice from Personnel Advisor re. use of PIN Guidelines for example, employment, contractual or capability issue
· Lead and negotiate improvements to the service.
· Provide and utilise team support for emotional and demanding patient issues.

Other Health Professionals
· Provide lectures, demonstrations, practical teaching of skills to GPs and medical students
· Liase with District Teams/ GPs/ Consultants and other referral sources in the continuing development of referral and assessment protocols.
· Relay patient information regarding assessment, treatment, progress and where appropriate discharge planning, suggesting other professional input requirements as appropriate to ensure patient management is optimised.



	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	
Physical 
· Driving, keyboard skills, good level of physical health including vision and hearing and high level of dexterity.  Moving and carrying light equipment daily.
· Manually handling patients on a daily basis, for the purpose of treatment, including at times very immobile, obese, unwilling patients for sustained periods of up to 20 minutes or more per treatment session.  Activities may include bending, crouching, kneeling and repetitive movements, often in confined or restricted spaces.

Mental
· Concentration, decision making and organisational skills to cope with competing demands, (dynamic changes in patients conditions, personnel issues with staff, sudden staff absences, unpredictable nature of referrals, contacts from within and outwith the organisation – managers, other departments, other agencies) daily. 
· Frequent need to have high levels of concentration throughout the day on clinical tasks such as assessing and treating complex patients, discussing patient’s problems/ treatment with other physiotherapists, preparing letters/ reports – concentration levels frequently interrupted by staff or telephone enquiries.
· Managing own workload while assisting/ instructing other staff members with clinical, capability and HR issues
· Coping with a varied caseload in busy demanding department.
· Prioritising referrals with sometimes-inadequate information on referral documentation.
· Maintaining high levels of concentration on a daily basis when assessing and treating patients, attending meetings, analysing documentation and presenting reports.
· Dealing with unpredictable events (e.g. falls, patient illness) and interruptions which may include assisting colleagues and requests for information

Emotional
· Emotional demands related to managing and implementing change, organisational, policy and practice - ongoing.
· Emotional demands of involvement in patient complaints and confronting team members regarding performance or behaviour.
· Supporting team members in personal crises for example, ill health, bereavement etc.
· Managing patients who may be terminally ill or have long term degenerative conditions, deteriorating prognosis and / or difficult social, emotional, behavioural, communication or mental health status.
· Dealing with carers’ and/ or family who may be distressed, angry or confused.

Environmental
· Coping with working in different health care settings with limited space and facilities for Speech and Language Therapyspeech and language therapy treatment.
· Working in conditions, which may involve exposure to bodily fluids including blood, pus and occasional exposure to verbal and physical aggression.




	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	Diploma/ Degree in Speech and Language Therapy
Registered with Health Professions Council. 
Member of the Royal College of Speech and Language Therapy
Evidence of Higher learning to a Masters level or equivalent.
Evidence of attendance at a range of postgraduate course in relevant field.
Substantial post registration experience and significant experience in management and leadership.
Knowledge of, and ability to interpret and apply all relevant NHS Highland and professional policies, procedures and guidelines
Competent in all clinical skills relevant to area of professional practice.
Evidence of and commitment to CPD with ongoing plan for personal development in place, with specialism/clinical field of post. 
Involvement in Clinical Governance activities. 
Ability to organise, prioritise and delegate
Up to date on professional practice and research, including legal responsibilities of the profession.
Ability to chair and facilitate meetings.
IT skills – e-mail, basic word processing, ability to search inter and intranet
Knowledge of and ability to successfully lead and manage change in working practices
Presentation skills



	14.  JOB DESCRIPTION AGREEMENT

	I agree that the above Job Description is an accurate reflection of my duties and responsibilities at the date of signing. 

 Job Holder’s Signature:

 Manager’s Signature:

	


Date:

Date:
















	Section  5 – Terms and Conditions




TERMS AND CONDITIONS OF SERVICE

Executive Level Pay Arrangements

1. APPOINTING AUTHORITY

NHS Highland.
 
2.	GRADE AND SALARY

The grade for this post is Band 8a, and the current salary range is £45446 - £51883 per annum pro-rata if part-time. If you are part time you will be remunerated at the full time rate pro rata to actual hours worked.  In addition you will be entitled to a payment for unsocial hours when and as they are worked.  Your salary will be credited monthly, in arrears, at 1/12th of the annual rate to an account at a bank/building society of your choice..

3.	HOURS OF DUTY AND DURATION OF CONTRACT

The normal hours of duty for pay purposes will be 37.5 hours per week, but the pattern of your hours will reflect the demands of the post. Additional hours will not attract extra payment, nor does the post-holder accumulate time off in lieu under normal flexitime arrangements. This does not affect your rights under the Working Time Regulations 1998.

This post is offered on a fixed term contract.

4.	PERSONAL DEVELOPMENT

NHS Highland is committed to supporting staff in their personal development. The Chief Executive will agree a Personal Development Plan with you in conjunction with your annual objectives.

5.          ANNUAL LEAVE AND PUBLIC HOLIDAYS

The leave year runs from 01 April to 31 March and annual leave entitlement and public holiday entitlement will be:-

	Length of Service
	Annual leave entitlement and Public Holiday Allocation

	On appointment
	27 days + 8 public holidays

	After 5 years service
	29 days + 8 public holidays

	After 10 years service
	33 days + 8 public holidays



All the above entitlements are based on a working day of 7.5 hours and will be applied on a pro rata basis for part-time staff.

All part time workers will receive a pro-rata entitlement to public holidays.

6.	Superannuation

Auto Enrolment

All employees, eligible to join the NHS must be automatically included in the scheme from the first day of employment. Eligible employees will no longer be allowed to opt out of the scheme before they take up employment. They must be enrolled in the first instance.

Those who are ineligible to join the scheme will be enrolled in NEST, again opt out can only occur once in the scheme. 

Further information can be found on the Pension Regulators website www.sppa.gov.uk

Part A - Officer members (including GP Practice Staff who are not practitioners)

From 1 April 2018 NHS pension scheme members will pay contributions at the rate in column 3 based on their previous year’s whole time equivalent pensionable earnings which fall in the relevant banding in column 2 of the table below. 

	Tier
	Whole time equivalent pensionable earnings
	contribution percentage rate

	1
	Up to £16,928
	5.2%

	2
	£16,929 to £22,439
	5.8%

	3
	£22,440 to £27,910
	7.3%

	4
	£27,911 to £51,481
	9.5%

	5
	£51,482 to £73,498
	12.7%

	6
	£73,499 to £114,760
	13.7%

	7
	£114,761 and above
	14.7%




Pensionable pay should be rounded down to the nearest pound. 

The above contribution rates will be applicable for 4 years from 1 April 2015 to 31 March 2019 however the earnings bands may be adjusted to reflect any national pay awards. 

In general the amount you will pay will be based on your previous year’s earnings. 

If you were employed part-time the amount is uprated to the whole time equivalent pay for that post. 

 If you change jobs during the current year or have a promotion or step down to a lower paid job your contribution rate will be reset in line with your new pay band. 

For more detailed information please see SPPA circular 2015/04 available on the SPPA website.

Part B - Practitioners members

	Tier
	Whole time equivalent pensionable earnings
	contribution percentage rate

	1
	Up to £16,928
	5.2%

	2
	£16,929 to £22,439
	5.8%

	3
	£22,440 to £27,910
	7.3%

	4
	£27,911 to £51,481
	9.5%

	5
	£51,482 to £73,498
	12.7%

	6
	£73,499 to £114,760
	13.7%

	7
	£114,761 and above
	14.7%




Pensionable pay should be rounded down to the nearest pound. 

The above contribution rates will be applicable for 4 years from 1 April 2015 to 31 March 2019 however the earnings bands may be adjusted to reflect any national pay awards. 

The contribution rates apply across both the old scheme (1995 and 2008 sections) and the new 2015 scheme 

Practitioner members pay contributions at the rate in column 3 based on their total current year practitioner earnings from all sources which falls into the relevant band in column 2. 

 There is a calculator on the SPPA website where you can see what these changes mean for you. For more detailed information please see employers circular 2015/04 also available on the website. If you have any enquiries about which contribution rate you are paying please contact Practitioner Services Division of NHS National Services.

Changes to the NHS Pension Scheme from 1 April 2015 – for further information please visit the SPPA website www.sppa.gov.uk  or email: nhspensionsreform@scotland.gsi.gov.uk 

7.	CAR LEASING

You may be eligible for a leased car provided you meet the conditions for the NHS Highland Car Leasing Scheme.
8.	LOCATION

For employment purposes, the base will be at Assynt House, Inverness. The post will inevitably require you to travel to work at various locations in Highland and further afield across Scotland. You will be required to meet your own home to work expenses, but travel expenses during the course of work will be met by NHS Highland.
9.	SICK PAY SCHEME

The Conditions of Service provide for operation of a scheme related to length of service.
10.	MINIMUM NOTICE

The postholder is required to give NHS Highland, and is entitled to receive, a minimum of six months notice of termination of employment. This does not prevent either party waiving the right to notice, or the Board making a payment in lieu of notice. The Board may elect to terminate immediately and pay you in lieu of notice, or in lieu of the balance of your notice period. This clause is without prejudice to any right you may have under employment legislation.
11.	MEDICAL FITNESS

All prospective members of staff are asked to submit a confidential health questionnaire to the Occupational Health Service.  On the basis of this, they may be passed fit, or an appointment for further information or screening may be required. All entrants must be certified medically fit and employment is conditional on such certification.

12.	CONFIDENTIALITY

In the course of your duties you may have access to confidential material about patients, members of staff or other health service business. On no account must information relating to patients be divulged to anyone other than authorised persons - for example medical, nursing or other professional staff, as appropriate, who are concerned directly with the care, diagnosis and/or treatment of the patient.  Similarly no information of a personal or confidential nature concerning individual members of staff should be divulged to anyone without the proper authority having first been given.  If you are in any doubt whatsoever as to the authority of a person or body asking for information of this nature you must seek advice from your senior officer.

Failure to observe this rule will be regarded as serious misconduct which could result in serious disciplinary action being taken against you including dismissal. The unauthorised disclosure of official business under consideration by the NHS Highland or one of its Committees by an employee is also regarded as a breach of confidence and may lead to disciplinary action.
13.	EQUAL OPPORTUNITIES IN EMPLOYMENT

NHS Highland seeks to achieve equal opportunities in employment. We welcome applicants from suitably qualified people regardless of sex, marital status, religion, ethnic or national origin or disability. Your application should not reveal details of your gender, marital status, nationality or other such details; however we would like you to complete the equal opportunities section of the application form. If you have a disability and wish in your application to demonstrate how you manage your disability, our Equal Opportunities Policy does not prevent you from doing so.




14.	IDENTITY BADGE POLICY

NHS Highland has a policy that all staff will be issued with and required to wear an Identity Badge at all times when on duty. All identity badges are the property of NHS Highland and must be returned when you terminate your employment.

15.       SMOKE FREE HIGHLANDS
 
Please be aware that smoking tobacco products or e-cigarettes is not allowed anywhere in NHS Highland properties, vehicles or grounds.  All staff who smoke can access information regarding services provided by Occupational Health and locality based Stop Smoking Advisers for smoking cessation support -  for more information please visit www.smokefreehighland.co.uk. 
 
All NHS Highland employees will have the same part to play when maintaining the Smokefree Policy.  It will be everyone’s role to enforce the policy by reminding people that NHS Highland provides a smoke-free environment and that they cannot smoke anywhere inside its buildings or in its grounds.
 
When selecting new staff NHS Highland does not discriminate against applicants who smoke but applicants who accept an offer of employment will in doing so agree to observe and familiarise themselves with NHS Highland's Smokefree policy
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