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	JOB DESCRIPTION 	 Ward  Shift Leader



RESPONSIBLE TO:	 Ward Manager
	
ACCOUNTABLE TO:	Head of Nursing and Clinical Services Manager

RESPONSIBLE FOR: 	Registered Nurses/Healthcare Assistants 


JOB SUMMARY

To provide a high quality, cost effective service within the Ward; maintaining the highest standard of care and safety supported by evidence based practice.
For patients, visitors and staff. 
To ensure the effective management of the Ward.
To ensure that nursing is practised within the constraints of and guided by:
· All relevant Department of Health Legislation
· NMC Code of professional conduct.
· Care Quality Commission key lines of enquiry
· NICE guidelines
· Practice Plus Group UK Group policies and procedures.
· Unit specific policies and procedures.

Principal Duties and Responsibilities 
Clinical
· To act as Clinical Lead for all Registered Nurses on the Ward supporting and working with the Ward manager/deputy ward manager
· Provides skilled and considerate nursing care to patients in the Ward taking into account their specific needs during procedures utilising the appropriate Practice Plus Group UK Integrated Care Pathway (ICP).
· Be responsible for ensuring the equipment is handled correctly and maintained in a safe working order, and reports any defects promptly ensuring repairs are undertaken
· To act as advocate for patients within the department, to ensure a patient orientated approach to the delivery of care and to meet National Minimum Standards and other guidelines.
· To be responsible for maintaining accurate, timely and complete records, ensuring the safety and confidentiality of information
· To be responsible for safe discharge planning, ensuring that all discharge requirements are in place prior to the patients’ leaving the facility
· To promote the incorporation of discharge planning and health education into patient care, ensuring safe discharge of ward patients
· To provide appropriate information to patients and their relatives concerning the patient’s condition
· Appropriately reports any variance from the ICP which affects patient care and/or length of stay. 
· To be responsible for ensuring nursing care is based on sound and current research and will initiate, participate and promote nursing research and evidence based practice. 
· Play an active role in the Clinical Governance Strategy, working in close liaison with the appropriate personnel ensuring that Key Performance Indicators (KPI’s) are recorded, monitored and achieved.

Management and leadership

· To provide clear and consistent communication to the multidisciplinary team achieving and maintaining high morale based on sound organisation 
· To ensure policies and procedures are implemented and reviewed in line with changes in practice and the Care Quality Commission (CQC) key lines of enquiry.
· To ensure staff are assessed and found competent in all Clinical practices, particularly including the mentorship of new, student and junior staff.
· To formulate and deliver a collaborative programme of patient care which is clinically effective, evidence based and appropriate.
· Promote positive inter-departmental communication and co-operation to enable the hospital to deliver an excellent service
· Promote and maintain good working and interpersonal relationships with patients, visitors, staff, management, medical staff and other health professionals
· Communicate closely with the Head of Nursing and Clinical Services Manager and Clinical governance Manager with regard to staff matters and patient problems/incidents, investigating incidents as required.
· Liaise with Head of Nursing and Clinical Services Manager on all matters concerning the department when necessary

Communication
· Communicate effectively both verbally and via formal documentation with the nursing and multidisciplinary team patients and their families.
· Ensure the maintenance of accurate patient records - both nursing entries as well as other members of the team.
· To undertake audit of documentation and devise action plans if errors in documentation are found.
· Ensure effective, positive verbal and non-verbal communication in all aspects of patient care
· Promote comprehensive health care through communication with all members of the health team at team meetings.
· Promote positive inter-departmental communication and co-operation to enable the hospital to deliver an excellent service
· Promote and maintain good working and interpersonal relationships with patients, visitors, staff, management, medical staff and other health professionals
· Communicate closely with the Ward/deputy Manager with regard to staff matters and patient problems/incidents, investigating Datix incidents as required.
· Liaise with Ward/deputy Manager on all matters concerning the department when necessary.
· Encourage upward communication 
· Promote staff motivation and morale through effective, positive communication
· To take an active role in maintaining effective communication with all disciplines within a multi-disciplinary setting.
· Effectively communicate with all levels of staff throughout the treatment centre on a daily basis, including surgeons, anaesthetists, and theatre staff.

Policies and Procedures
· Ensure that nursing care is provided according to the standards set by the Company and       unit specific policies and procedures.
· Ensure that policies and procedures are adhered to by staff when performing their duties
· Orientate all new staff with regard to policies and procedures.
· Assist in the formulation and review of policies and procedures when appropriate.

Supervision and Co-ordination
· Supervise/direct Registered nurses and healthcare assistants to ensure safe practice.
· Ensure that all patient records conform to legal requirements of documentation
· Investigate all policy violations.  Take corrective and follow-up action.
· Incorporate counselling, motivating and professionally nurturing staff into the process of Clinical supervision.
· Maintain professional discipline. 
· Ensure staffing  levels allow for the delivery of safe patient care
· Co-ordinate all aspects of patient care to prevent fragmented care by various health professionals. 
· Co-ordinate closely with Housekeeping Department on cleaning and linen services.

Infection Control
· Ensure that a clean environment is maintained in the Ward
· Ensure that infection control policy and procedures are applied in clinical practice, working alongside the infection control Lead nurse.
· Report infections to the Clinical Effectiveness and Governance Manager promptly.
· Ensure reporting of notifiable diseases is reported.
· Ensure that all patients receive appropriate counselling prior to testing for infectious diseases such as MRSA.

Health and Safety
As an employee of Practice Plus Group UK, the post holder has a duty under the Health and Safety at Work Act 1974, to:-

· Take reasonable care of the health and safety of themselves and all other persons who may be affected by their acts or omissions at work. 
· Co-operate with their employer to ensure compliance with Health and Safety legislation and the Health and Safety policies and procedures of the treatment centre, not intentionally or recklessly interfere with, or misuse, anything provided in the interests of health, safety, or welfare, in pursuance of any of the relevant statutory provisions. 
· Implement and adhere to relevant safety policies
· Encourage and create awareness of  Health and Safety Programme through discussion and informal education of staff  
· Participate in fire drills 
· Report, document and investigate patient, visitor and staff incidents
· Report and document potential safety hazards and document “near misses”
· Report and investigate all injury-on-duty incidents.  Ensure immediate completion of relevant documentation.  Arrange for treatment and follow-up as needed
· Ensure implementation of needle stick protocol
· Keep abreast of decisions and activities of the Health and Safety Committee by reading minutes of meetings
· Accept responsibility for implementing the hospital Disaster Plan in conjunction with the Health and Safety Co-ordinator
· Ensure that emergency equipment is tested daily i.e. defibrillator, laryngoscope and emergency trolley

Educational and professional development
· To educate patients, carers in health promotion with information and education pre and post procedure ensuring patients are prepared physically, psychologically and socially for their procedure
· To instruct patients, relatives and other staff with regard to the process of nursing and the promotion of health and provide advice to patients and relatives on programmes of care. To ensure patients and their families are involved in the planning and provision of care
· To actively participate in the orientation/ induction programme of new staff providing guidance and support and teaching to less experienced or junior staff as appropriate
· To participate through mentorship in the development of staff and identify any professional training needs. Be able to act as a mentor to students enabling learning to take place;
· To be responsible for improving own knowledge base and maintaining professional competence and skills in accordance with appropriate professional body
· To take responsibility for personal and professional development.  To be responsible for attending mandatory training sessions and to ensure that all policies and procedures are adhered to
· To maintain an enquiring approach to nursing practice keeping Ward staff up-to-date with issues and trends affecting the speciality
· To take responsibility for planning self and professional development, identifying personal objectives for discussion at individual performance review

Professional development 
· To comply with the NMC Code of Professional Conduct 
· To take an active lead in ensuring that policies and procedures are implemented and reviewed in line with changes in practice to meet the needs of the National Minimum Care Standards/NICE guidelines
· To play an active role in the development of the service working in conjunction with the deputy ward manager.
· To take an active role in the clinical governance strategy. 

Quality Management
· Promote customer satisfaction i.e. patients, visitors and other health professionals
· Encourage patient feedback through electronic patient surveys and patient care standards
· Follow-up suggestions from patient surveys and patient care standards
· Ensure that all patient, staff and safety incidents are reported and documented
· Participate in all documentation, Infection and clinical Audit

Business efficiency
· Encourage cost containment
· Ensure that patient folders are prepared for capturing of clinical outcomes and billing after discharge
· Educate staff on correct use of equipment
· Ensure that faulty equipment is reported to MEMs and repaired promptly and report lost equipment
· Participate in staff cost management by utilizing nursing staff cost effectively and managing nursing hours on her shift
· Redeploy staff to other clinical areas when necessary

Human Resources
· Ensure professional development of staff members by promoting education, cultivating responsibility and accountability and by acting as a mentor and as a role model
· Manage staff performance.

Data Protection 

The post holder must at all times respect the confidentiality of information in line with the requirements of the Data Protection Act.  This includes, if required to do so, obtain, process and/or use information held on a computer in a fair and lawful way, to hold data only for the specified registered purposes and to use or disclose data only to authorized persons or organizations as instructed.

This list of duties and responsibilities is not exhaustive and the post holder may be required to undertake other relevant and appropriate duties as reasonably required.

This job description is subject to regular review and appropriate modification.



I confirm I have read and understand this Job Description 


Name of Post holder 		…………………………………..

Signature 				…………………………………...

Date					…………………………………...



	PERSON SPECIFICATION – Endoscopy and Day Ward Senior Shift Leader



	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications

	· NMC Registered Nurse Part 1 Evidence of continuing professional development.
· A qualification in teaching and assessment.
· Immediate Life support (ILS)
· Evidence of continuing professional development

	 

	Experience
	· Extensive post registration surgical experience in a variety of surgical specialities.


	· Nurse management experience.

	Skills and Knowledge
	· Ability to maintain and enhance effective working relationships
· Ability to plan, allocate and evaluate own work and develop self to enhance performance
· Ability to manage a team and plan their work effectively
· Ability to teach/train nursing staff
· Excellent communication skills both verbal and written
· Ability to monitor and control resources
· Excellent time management skills
· Is familiar with the company Safety and Infection control policy and procedures
· Computer literacy
	· Ability to contribute to, monitor and implement changes and improvements to the service
· Ability to set and audit standards 



	Personal
	· Committed to the overall aims of Practice Plus Group UK.
· Committed to the provision of quality services.
· A flexible, positive attitude to performing a variety of duties.
· Willing to develop/learn in the role.
· Fit to undertake the duties of the post.
· Ability to be flexible with regard to working hours
· Ability to work within a multi-cultural environment
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