JOB DETAILS:

	Job Title


	Ward Manager

	Pay Band


	£41,500 – 47,500 

	Hours of Work and Nature of Contract


	40 hours per week
The post holder will be expected to work two 12-hour clinical shifts a week and two 8-hour management shifts a week. 
The post holder will be an active participant in the on-call roster. 

	Division/Directorate


	Mental Health 

	Department

	Mental Health/Management

	Base
	Magnolia House/The Mews

	Closing Date
	Monday 30th March 2020


ORGANISATIONAL ARRANGEMENTS:

	Managerially Accountable to:


	Hospital Manager

	Reports to: Name Line Manager

	Hospital Manager

	Professionally Responsible to:


	Hospital Manager


	Job Summary/Job Purpose:
The post holder will be accountable for their own professional actions and provide line management of a Ward Team consisting of registered and unregistered nurses, and students.  

The post holder will be responsible for, and provide effective leadership for a team of staff providing a high-quality service within the resources available on the Ward, and specifically to deliver the highest standards of care in a person-centred way.

	Nursing Organisational Chart













DUTIES/RESPONSIBILITIES:

	Principle Duties

The post holder will:

· Ensure that a culture of effective risk management is present in the team.
· Actively promote the development of evidence-based practice.
· Lead on the management of complex cases and supporting staff in the management of such cases on the ward. 

· Respond as required to serious untoward incidents, complaints and communications regarding team issues providing feedback to the team to ensure lessons learned are shared and inform practice development. 
· Communicate highly sensitive, contentious patient related information with patients/relatives and other health professionals which may include information concerning complex special needs.  There may also be exposure to emotive and hostile situations.  

· Deputise for the Hospital Manager as and when required.
· Manage a team of registered and unregistered Mental Health nurses within a Ward environment, utilising their experience and knowledge of mental health care to promote person centred care for patients on the Ward. 
· Demonstrate good organisational ability, leadership skills and management experience.

· Participate in policy, practice and service development initiatives as required.  
· Ensure that all staff maintain compliance with statutory and mandatory training as required by Milestones Hospital. 
· Be responsible for managing the available staff resource effectively and efficiently.  
· Be responsible for ordering essential clinical supplies demonstrating an awareness of efficient resource management.  
· Demonstrate an understanding of the resource implications of clinical decision making.  
· Demonstrate a good understanding of the legislative and policy framework underpinning Mental Health Service provision e.g. Mental Health Act, Mental Capacity Act, DOL’s, National Service Frameworks, and the Care Plan Approach.

· Provide skilful and comprehensive assessment of patients on an Adult Mental Health Ward, ensuring risk assessment is an integral component of all clinical work. 
· Ensure all patients’ rights are recorded in a timely manner in line with the Mental Health Act (1983). 
· Present cases to the multi-disciplinary team considering the range of care and treatment options available in line with the current evidence base and making recommendations regarding the appropriate course of action.

· Participate in the on-call rota.
· Demonstrate good organisational skills and efficient use of resources by having the overall responsibility of the e-rostering system currently being used within the organisation, authorising and managing annual leave, planning training etc.  
· Organise and deploy staff according to competency and workload, meeting identified patient needs and priorities.

· Ensure the environment is safe for patients, meets the required standard of cleanliness and all equipment is maintained in good working order and checked as necessary.  
· Be responsible for ensuring the safety and wellbeing of the staff team through the development and implementation of safe working practices.

· Take a lead role in the management of complex cases, including development of specialised care plans which are negotiated with the patient (where possible) and their relatives and ensure patients and relatives understand the plans being put in place.  
· Ensure that regular evaluations take place and oversee all Record Keeping on the Ward.  
· Participate in and when appropriate, chair case conferences/patient review meetings.

· Provide leadership and direction to the nursing team, acting as a role model to ensure consistency and continuity in the maintenance of high standards of care. 

· Be responsible for their own and the team’s delivery of the Care and Treatment Plans, ensuring timely, comprehensive assessments of care needs including risk assessment, patient centred negotiated care planning and recommending evidence-based treatment.  
· Evaluate the care given systematically, using evidence-based practice and review care plans to reflect the changing needs of the individual.
· Have oversight of safeguarding in the hospital. Be responsible for arranging and chairing meetings with the Norfolk safeguarding lead, police and CCGs.
· Engage in appropriate clinical supervision to support own practice development as required.

· Ensure the safe administration of oral/intramuscular medication as prescribed.  
· Monitor the therapeutic effects and side effects of medication given to patients, liaising with the appropriate staff regarding the physical and mental state of the patient.

· Ensure care teams are up to date with service users progress by networking with appropriate professionals. 

· Fully prepare patients for discharge from hospital, ensuring planning of after care and support with community services. 
· Ensure the smooth transfer of care to Magnolia house or The Mews when appropriate. 

· Identify, develop and implement changes to working protocols and clinical practice within the clinical area as agreed by the Hospital Manager.  
· Deliver care in accordance with the legal requirements and statutory rules relating to practice and adhere to Milestones Hospitals Policies and Procedures.

· Participate in patient/carers surveys and service evaluation to inform future service and practice development.  
· Record unmet need and submit returns as required within the Care Treatment Plan to highlight deficits and so influence future service development.

· Have an overall duty of care in relation to patient cash, property and valuables in the Ward area and ensuring the implementation of relevant financial control procedures.

· Be responsible for the management of students of all disciplines on placement within the Service.

· Take a lead role in the selection and recruitment of the Team and participate in the induction of new team members/students offering advice, support and teaching/development opportunities as required. 

· Manage/monitor sickness absence, duty rotas and annual leave, and maintain records to support this activity making information available when requested.  
· Authorise additional hours and bank shifts as required to maintain safe staffing levels on the Ward.

· Provide timely, accurate statistical information to demonstrate clinical activity when requested. 

· Provide clinical and management supervision to staff members as required.

· Plan and undertake staff appraisals/KSF reviews, identifying training needs and personal development plans in accordance with organisational objectives.




PERSON SPECIFICATION

The knowledge to be measured in the minimum needed to carry out the full duties of the job to the required standards.  Qualifications should be used to provide an indicator of the level of knowledge required.  Training and experience are also a means of acquiring the knowledge required for a job such as on-the-job training, short courses and experience to an equivalent level of knowledge which should be specified.

NOTE:  Please do not use the number of years’ experience as this is potentially discriminatory and these will be returned.  It is essential that managers concentrate on the sorts of skills and qualities needed to fulfil the duties of the post.

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF

ASSESSMENT

	Qualifications

and/or Knowledge


	Registered Mental Health Nurse.
Professional knowledge acquired through Degree supplemented by post graduate Diploma specialist training.

Evidence of continued professional development.
	Master’s Degree or evidence of post-registration experience, specialist training and attendance at short courses to equivalency.


	Application Form

Interview

Production of evidence (certificates etc)

	Experience


	Substantial post-registration experience in adult mental health care. 

Clinically credible with a background in multi-disciplinary working.
Experience of managing/supervising staff.
	Experience of working within health and social services systems both at local and strategic level. 
Teaching experience.
	Application Form
Interview

References

	Aptitude and

Abilities

Skills


	IT literate with standard keyboard skills.
Excellent communication and interpersonal skills both written and verbal.

Organisational and time management skills.
	Report writing and presentation skills.
Change management skills.

	Application Form

Interview

References

	Personal 

Qualities


	Have a positive attitude to            multi-disciplinary and multi-agency working.
Ability to demonstrate sound clinical knowledge and awareness of current evidence base relevant to adult mental health services.
Flexible and adaptable in a changing environment.
	
	Interview

References



	Circumstances


	Ability to travel throughout the locality in a timely manner.
	
	Application Form

Interview

	Other

	Satisfactory Enhanced DBS certificate.
Able to undertake the duties of the role.


	
	Application Form  

Interview

References

Occupational Health Questionnaire 

	GENERAL REQUIREMENTS

· Values:  All employees of Milestones Hospital are required to demonstrate and embed the Values 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. 

· 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 programmes 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. 
· 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.

· 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.
· Confidentiality of Information:  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.  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 Data Protection Act 1998 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 (Data Protection Act) and the HB Disciplinary Policy.

· Equality and Human Rights:  Milestones has a duty 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.  Milestones is committed to ensuring that no job applicant or employee receives less favourable 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 without bias.   All staff are requested to report and 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 Milestones Disciplinary Policy.
· Safeguarding Children and Vulnerable Adults: The organisation is committed to safeguarding children and vulnerable adults.  All staff must therefore attend Safeguarding Children training and be aware of their responsibility under the Adult Protection Policy.

· 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 Milestones Infection Prevention & Control Policies and Procedures.

· DBS Disclosure Check:
The post holder does not require a DBS Disclosure Check.  
· No Smoking: Smoking is allowed in designated smoking areas on designated break times. 
· 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.

Signed: (Post Holder) ________________________   Date: ___________________

Signed: (Hospital Manager) __________________  Date:  ​​​​​​​​​​​​​​​​​​​___________________

Date Job Description compiled: __________________________________________

Date for Review: ___________________________________
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