NHS FORTH VALLEY

EMERGENCY AND INPATIENT SERVICES
JOB DESCRIPTION

1. 
JOB DETAILS 

Job Title:

Patient Flow Coordinator


Grade: 

Band 7

Unit: 
Emergency and Inpatient Services 
Department:
Emergency and Urgent Care Unit 

Responsible to:
Departmental/Service Manager

No of posts: 
6 (5.93wte)
Ref No: 

BN-N-217

2. 
JOB PURPOSE  

Effective flow management of the inpatient scheduled and unscheduled pathway from point of referral, ensuring appropriate movement and placement throughout the patient’s journey. Escalating capacity exceptions out with recognised/staffed capacity areas to identified line manager.  
Key purpose:

· Balancing the demands of scheduled and unscheduled admissions;
· Assist with the creation of early capacity, and optimise patient placement and management of variance;

· Ensuring seamless patient journeys;

· Provide leadership and guidance for the flow of patients;

· Provide site management between the hours of 8pm and 8am;

· To have a positive, proactive outlook, be resilient and self motivated.

3.
ORGANISATIONAL POSITION 

See Appendix One


4.
DIMENSIONS
· There is no direct line management of staff or capital/budgetary control.

· Operational responsibility for appropriate flow of patients through the hospital from internal and external sources, assisting with the creation of early capacity, and optimising patient placement and management of variances.
5.
KEY DUTIES AND RESPONSIBILITIES  

· Full overview of capacity demands throughout each shift. Knowing daily predicted numbers for planned and unscheduled care, ongoing bed availability and being aware of potential pressures on the system when surge demands arise.
· To be able to effectively manage capacity pressures using professional skills, experience and judgement. 
· To receive all referrals from internal and external sources for patient assessment and inpatient care. Place patients appropriately without compromising safety or detrimental to a positive patient experience outcome. 
· To manage flow of patients throughout FVRH. Also in community hospitals out of hours and weekends or when discharge coordinators unavailable, using ‘w’ drive community ward patient waiting lists.
· To ensure organisational goals and targets are met as able within the confines of capacity demand and bed availability being less than or equal to each other. This includes emergency access 4 hour target and waiting times in planned care.
· To record all referral details on current recognised standard paperwork ensuring accurate tracking of patients throughout each 24 hour receiving intake. Ensuring Eward system accurately shows speciality and consultant at time of admission.
· Self management and that of own area whilst on duty.
· To provide duty/capacity manager with a accurate verbal current flow/capacity state at any given period throughout shift and full daily printed report at 7am each morning to bed report group.
· Liaising with capacity manager to ensure contingency staff available when capacity demands exceeds bed availability.

· Be able to allocate available staff to areas of highest demand and adjust staff mix to meet patient needs and safety.

· Communicating with all clinical areas coordinators’ keeping them updated on current flow and alerting them to potential delays and/or the initiation of contingency protocols. Advice them to alert support staff e.g. Serco of any additional needs out with normal demands their area may require accommodating contingency/capacity patients.

· Coordinate discharge transport out of hours/weekends or when SAS unable to meet demands accepting delegated financial control for same, ensuring awareness of budgetary restraints and optimising use.

· Delegated signatory for bank staff requests/use out of hours as required, recognising financial restraints within service.

· Support colleagues at times of high demand and pressured working in a professional and considerate manner.

· Be self motivated, autonomous, professional at all times. Provide knowledge, skills, guidance and managerial support to junior/new/locum staff when most senior professional on duty.

· Using professional judgement when complex non routine issues arise, assessing situations fully and taking appropriate course of actions for best patient and service outcomes.

· Work with clinical colleagues and guide them as required to ensure NHS Forth Valley systems for flow and tracking are adhered to, coordinating a multidisciplinary approach where and when necessary.

· Use recognised current tracking systems to assist staff, relatives and others to find patients whilst being aware of patient confidentiality and data protection.

· Self roster off duty and annual leave ensuring fair and equitable distribution of all unsocial hours and leave.

· Follow NHS Forth Valley protocols to report/manage any sickness/absence i.e. telephone colleague on duty if short notice and follow up call/email to line manager.

· Attending recognised mandatory training and completion of online substitutes or adjuncts.

· Adhere to all pertinent NHS Forth Valley policies and procedures and those of the professional body to which you are affiliated.

· Monitor the needs of the service and discuss and agree ways to streamline and maximise efficiency.

· Contribute to the monitoring of the efficiency and effectiveness of the service.

· Collaborates with clinical and management teams in service review and strategic planning, involved in local change process associated with service development.

· Provides professional leadership to the nursing staff, creating a sense of common purpose and developing the nursing team’s ability to achieve service and organisational objectives relating to flow and capacity.  

· Builds team communication and support mechanisms, to enable the team to cope with the varied demands of the work situation.

· To be first point of contact for all issues arising out of hours and make managerial decisions taking responsibility in dealing with these across the hospital.

· Ensure early escalation to the Senior Manager on call in line with NHS Forth Valley Resilience and Escalation Policy.

· Provide assistance and leadership where required in managing complaints and incidents. Ensure that all documentation is completed and that aftercare is provided for staff / patients or others as appropriate. 

· Receive staffing profiles for each area of the hospital at the start of the night and co-ordinate and adjust staffing levels within the hospital to ensure that all areas are as safely staffed as feasible within the confines of available staff,  to provide optimum care to patients.

· Assist as a team member in the event of a major incident or infrastructure failure until arrival of the designated responsible officer.

· Authorise requests for contract taxi use and order emergency and non-emergency transport as requested.
· Assist where required in the management of verbal/physical violent incidents, break-ins, thefts, and vandalism of property, prowlers and absconding patients ensuring all documentation is completed by the relevant staff. 
· Contact on call Service Manager for escalation purposes and ensure appropriate handover is available.
· Deal with issues arising directly connected to staff in line with NHS Forth Valley policies and procedures.
6.
SYSTEMS AND EQUIPMENT

The post holder will be trained in and required to develop and maintain expertise in the use of the following equipment:
· Routine use of Information Technology: drives, monitor, keyboard and NHS Forth Valley Intranet, internet and e-mail, Microsoft Office applications (Word, Outlook).

· Accessing, browsing and inputting data into systems including (but not exclusively), Trak, SSTS, Litana and NHS net.

· Daily data gathering for report formation and issuing.

· Work to NHS Forth Valley and departmental policies, procedures and protocols.
Use systems for risk identification, reporting and management, and for dealing with complaints.
7.
ASSIGNMENT AND REVIEW OF WORK  

· Autonomous role with discretionary judgements and provision of consistent advice, made daily regarding patient flow and use of recognised capacity areas.
· Use of professional and managerial judgement is a persistent requirement of the job as well as a high level of decision-making.  

· Advice and guidance is available if required from the Service Manager or Senior Manager on call.

· Work is reviewed informally on a continual basis and formally through the KSF framework.

8.
COMMUNICATIONS AND WORKING RELATIONSHIPS  
· Promote good relationships with staff, patients and public in verbal, written or electronic communications, maintaining appropriate confidentiality at all times.

· Liaise when required with primary, secondary, tertiary areas and specialists regarding all aspects of patient flow.

· The post holder is expected to make clinical and professional autonomous decisions on a daily basis, including provision of advice to the multidisciplinary team.  

· Frequent management of sensitive information requiring professional, skilful handling and negotiation of complex situations.

· Maintain effective professional communication with members of the multi-disciplinary care team, wards and departments within NHS Forth Valley and associated internal and external agencies/organisations.

· Use EDIS to communicate bed availability and patient destination to Emergency Department staff.

· Use eWard to collect bed availability information, discharge data.

· Use eWard to communicate to staff availability of beds and destination of the patients.

· Give clear, precise and accurate handovers verbally at end of each shift and additional electronic handovers as required to wider team where important and complex information requires to be disseminated.

· Prepare and write reports as required, in a SBAR format to line and duty manager.

· Maintain patient and staff confidentiality at all times.

· Provide and receive highly complex, sensitive information.

· Ensure that relevant and accurate information is communicated to out of hour’s senior staff to guarantee a smooth transition.

· Minimises potential for conflict and complaint, resolving disputes locally wherever possible and making appropriate referral to the management team as necessary.

9a. 
PHYSICAL DEMANDS OF THE JOB

Prolonged periods of workstation activity:

· constantly looking at monitor screen

· repetitive keyboard/mouse  use

· sitting for long periods of time

Repetitive stretching to above shoulder positions whilst writing on admission boards.

Maintain continual accuracy of all documentation to a high standard, ensuring records, reports, boards completed throughout and at the end of each shift.

9b. 
MENTAL/EMOTIONAL DEMANDS OF THE JOB

· Retention and communication of information from and to multiple sources in a pressured environment for prolonged periods of time.

· Continued concentration in a busy multi disciplinary area.

· Self awareness to enable management of own stress whilst acknowledging limitations of role.

· Developing and maintaining the advanced level of clinical and managerial skills and knowledge necessary to manage flow.

· Communication in difficult situations.

· Managing conflict.

· Empathy for patients, relatives and staff encountered whilst carrying out role.

· Supporting colleagues in work environment.

· Coping with unpredictable workload.

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

· Registered nurse with at least five years post registration experience.
· Evidence of post registration training or relevant development. E.g. HMIMMS and Leadership courses.
· Advanced clinical knowledge ideally in an acute setting.
· Excellent communication skills and the ability to make sound management decisions.
· Team player.
· Knowledge of Forth Valley management structure: awareness of key personnel to be accessed at periods of capacity issues and major incidents.

· Awareness of policies and procedures relating to patient pathways, NHS Forth Valley in general, and ability to access same when required.

· Professional nurse with managerial experience, providing professional leadership, creating a sense of common purpose in achieving service goals and promoting good team spirit.

· Specialist knowledge of patient flow and capacity underpinned with relevant theoretical and practical experiences.

· Advanced knowledge of associated key roles which interact with patient flow on a regular basis.

· A positive, proactive person with resilience and self motivation, and ability to motivate and support others.

 

11.  
JOB DESCRIPTION AGREEMENT

Job Holder’s Signature:

Date:

Service Manager Signature:

Date:
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Job Title:  Patient Flow Coordinator
Responsible to: Departmental/Service Manager
Department(s): Emergency and Urgent Care Unit
Job Holder Reference: 

No of Job Holders:  6 (5.93 wte)
A. ROLE OF THE UNIT 

B.
ROLE OF PATIENT FLOW 

Operational responsibility for appropriate flow of patients through the hospital from internal and external source, assisting with the creation of early capacity, and optimise patient placement and management of variances.
APPENDIX 2
DEPARTMENT ORGANISATION CHART 
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