Job Description

Job Title:



Night Co-ordinator
Reports To:


           Ward Manager
Role Summary: 

The key component of this role is to provide clinical leadership and situational management ensuring high quality care is provided and maintained during night shifts. 
You will be expected to co-ordinate staffing and respond to Clinical incidents. You will need to attend the wards to provide planned and unplanned support / supervision to staff on duty. You will also provide some line management to and appraisal for staff predominantly working nights. 

You will work as part of the hospital management team and participate in ensuring the delivery of a sensitive, efficient care service to all patients within the care of Cygnet Hospitals. You should have a particular interest in out-of-hours working but be prepared to work days periodically to ensure your contribution to management planning and meet training requirements.

Main Responsibilities:

Developing the Team

· To contribute to the development of the staff team working during the night shift by providing planned and unplanned Clinical Supervision sessions / De-briefs after incidents and ongoing monitoring / support with support from the Senior Nursing Team and HR.
· To ensure staff who work as part of the regular night staff team have received all mandatory and statutory training.

· To ensure all newly recruited regular night staff receive a probation review within the specified time frames.

· To carry out return to work interviews with staff returning to nights from periods of sick leave.

Personnel and Financial Management

· To efficiently manage resources across the hospital site. 

· Ensure accurate records of observations and timely submissions of observation records

· To ensure accurate and timely submission of e-census
Satisfying Clients

· Ensure that the patients are involved as fully as possible in decisions affecting them and the running of the units, and to maximize their independence.

· To ensure patients are involved in the development of their Risk Assessments and Management Plans.  

· To keep abreast of issues raised from community meetings, and ensure agreed plans of action are consistently followed by staff on night duties.

· Ensure that care is provided within an environment which positively integrates race, gender, disability, religion and sexual orientation and meets individual needs.

Adhering to Policy

· To ensure that your work and the work of staff on duty with you is within the Cygnet Hospitals Policies and protocols.

· Meet agreed standards to ensure effective patient care by use of Tools such as DRA, Activity manager, START.  You should audit that these are in place and completed regularly.

· Maintain confidentiality regarding patients.
· To ensure the required Standards in Nursing Department are maintained and adhered to.  Use Multi-Disciplinary Care Program approach, supporting colleagues with reports as requested.
· To comply with the provisions of Health & Safety at Work Act 1974 and other relevant legislation and taking personal responsibility for own safety and health whilst at work.

· Adhere to NMC Guidance.

Service User Orientation

· Be flexible and reliable with staff and patients.

· To respond to service user concerns in a timely manner.  To seek to resolve concerns raised appropriately.

Leading and Developing Others

· To act as the clinical lead and be a good role model in an efficient, effective and professional manner.
· Contribute actively to an effective learning environment/meet with Clinical Nurses to discuss practice and development.

· Recognise and report to the Clinical Service Manager any training needs for nursing staff.

Team Working

· Work and communicate effectively with nursing and Multi-Disciplinary colleagues within the unit, the company and externally.

· Participate in staff meetings, training and supervision sessions as required.

· Provide effective communication with all staff involved in clinical care.

Holding People Accountable

· Provide and receive clinical supervision on a group or individual basis.

· Supervise the care given by junior staff, i.e. Staff Nurses and Support Workers, ensuring it is delivered in accordance with the individual care plans.

· may be required to support with investigations/complaints

· Provide appraisals as required by the Ward Manager.

Professional Confidence

· Represent Cygnet Hospitals in a positive and professional manner within the unit and externally as required at meetings and other forums.

· To effectively assess and identify any relevant information that needs to be reported to the Ward Manager or On-Call Manager.  
· Maintain accurate and legible records of care and other documentation.  Monitor this and ensure standards are met.

Planning and Organisation

· To co-ordinate the response to all incidents that occur when on duty.
· To co-ordinate the admission of patients out-of-hours.

· To report any accidents, complaints or untoward incidents to the Hospital Management team/ On-Call Manager and sign all information in a timely manner.

· Attend Service Development Meetings and/ or management meetings as required.

· Be creative about improvements and innovation, and assist in implementation of plans.

The above duties are neither exclusive nor exhaustive and the post holder may be required to undertake duties as directed by the Hospital Director that are within the competence of the post holder and compatible with the expectations of the post.   

Confidentiality

All employees of Cygnet Hospitals Ltd must not, without prior permission, disclose any information regarding patients or staff.  In instances where it is known that a member of staff has communicated information to unauthorised persons, those staff will be liable to dismissal.  Moreover, the Data Protection Act 1998 also renders an individual liable for prosecution in the event of unauthorised disclosure of information.

Health and Safety

The post holder is required to make positive efforts to maintain his/her own personal safety and that of others by taking reasonable care, carrying out requirements of the law and following recognised codes of practice.  The post holder is also required to be aware of and comply with Group policies on health and safety, etc.

To comply with the provisions of Health & Safety at Work Act 1974 and other relevant legislation and taking personal responsibility for own safety and health whilst at work.

Security

To take all possible precautions to safeguard the welfare and safety of staff, patients, visitors and the public by implementing all policies and procedures relating to security.

The above duties are neither exclusive nor exhaustive and the post holder may be required to undertake duties as directed by the Hospital Director that are within the competence of the post holder and compatible with the expectations of the post.   
Safeguarding - The action we take to promote the welfare of children and vulnerable adults and protect them from harm.
SAFEGUARDING CHILDREN AND VULNERABLE ADULTS IS EVERYONES RESPONSIBILITY.  All staff working within Cygnet Health Care who come into contact with children, young people and/or their families/carers, including those who are non-clinical and those who work predominantly with adults has a duty within their role and responsibility to ensure that they understand what is required of them as an individual and as part of the wider organisation in order to keep children and vulnerable adults safe.  

I confirm receipt and acceptance of this job description

Signed……………………..          Name (print)………………………..

Date………………………..

Person Specification

	
	Essential
	Desirable

	Qualifications 
	Registered Nurse (Parts 3, 4 or 13 of the UKCC Register) with a minimum of 1 years experience in mental health services, with one year’s experience in mental health at E grade or equivalent.

Registered on Part 1 of NMC register with a minimum of one years experience at SSN level.
	ENB 960, 998, 603 or equivalent

NVQ Assessor

Any post registration healthcare qualifications

Previous experience at managerial or acting managerial level

Experience of mental health nursing, learning disabilities or adolescent nursing including forensic experience

	Qualities
	Good attendance record

Ability to undertake training and duties compatible with the role
	Motivated

Ambitious 

Shows leadership 

	Special Aptitudes
	Motivated and committed to maintain and promote high standards of nursing care.

Ability to impart knowledge, supervise and direct the work of others.

Ability to work on own initiative and work as a team member.

Able to assess priorities and identify patient needs.

Level of self-awareness.

Effective communication and positive interpersonal skills.

Excellent verbal and written skills.

Integrity, resilience and reliability.

Recognised own abilities and limitations.

Be aware of and maintain standards of organisational conduct.
	Display a leadership and role model style that is consistent with organisational expectations and values and which secure the conditions under which clinical staff do their best work.

Displays an ability to work with complexities, ambiguities and situations in the clinical arena that may not be resolved immediately, but is able to work towards resolution in an appropriate time frame.

	General Requirements
	Able to demonstrate knowledge and skills in mental health nursing practice and current trends within mental health nursing

Act in such a manner as outlined in the Code of Professional Conduct and which meets the requirements of the Mental Health Act

Maintain awareness of professional and organisation developments

Responsible and caring attitude

Interest in personal and professional development

Work in an ethical manner


	General life experience / skills

Ability to accept new ways of working and help others manage change. 

Willing to bond the team promoting clinical and social activities. 


