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LEEDS COMMUNITY HEALTHCARE NHS TRUST
JOB DESCRIPTION

	Job Details

Job Title:   Bed Bureau Coordinator
Banding:   Clinical Band 4



Specialty/Department: Patient Flow- Bed Bureau





	Service Description:
Bed Bureau provides the bed management of Community Care Beds (CCB) across Leeds. Bed Bureau assists in the patient flow out of an acute hospital setting into a community setting where patients’ recovery, recuperation and rehabilitation can continue. 
This also includes patients being discharged for assessments (D2A). They also work with community teams to try and prevent patients from unnecessary hospital admissions. Bed Bureau provides daily reports and manages a bed management system to enable accurate reporting of the community bed usage. 
Bed Bureau is part of a wider Patient Flow service based within the acute trust in Leeds which include Community Discharge Assessment Team, Transfer of Care Hub and Bed Bureau.
Job Overview:
An exciting opportunity has arisen for a Band 4 Bed Bureau Coordinator. Bed Bureau co-ordinates the bed management of Community Care Beds within Leeds. Bed Bureau ensures effective bed management by identifying the appropriate Community Care/D2A Beds in Leeds for patients who no longer need to stay in hospital, but who cannot be supported safely in their own home. The role of the Bed Bureau Coordinator is to facilitate community bed referrals, liaising with the wider multi-disciplinary team and community bed providers to process these referrals in a timely manner to ensure effective patient flow.
The successful candidate will need to be able to demonstrate good interpersonal and communication skills, together with the ability to work as part of a multidisciplinary team. Previous experience of working in a health/social care setting would be advantageous. 
Any successful candidate will be part of the Patient Flow service and its ongoing development.

The main duties the Bed Bureau Coordinator will be responsible for include:

• Daily bed management of community care beds in Leeds.

• Information gathering for reporting on the daily community bed activity for the whole system

• Maintain accurate records on SystmOne bed management module

• Liaise with wards and community bed providers to ensure patient flow

• Support neighbourhood teams with preventing unnecessary hospital admissions

• Review and process referrals for community beds in liaison with other clinical colleagues

• Maintain accurate patient records on health IT systems.

• Complete regular and accurate reports throughout the day in relation to referral activity

• Work collaboratively with the Transfer of Care hub



Job Purpose
The post holder will work within standard operating procedures / pathways to manage their own workload independently but with reference to a supervisor within the clinical area. In doing so, they will support the assessment of patients and implementation of programmes of care ensuring that they practice within their sphere of competence and knowledge. The post holder will work within a range of standard operating procedures and pathways in which they have received training in order to be competent.

Key Responsibilities 

1.  Clinical

1.1. The post holder will work within agreed framework to plan, implement and evaluate clinical and/or therapeutic activities and patient response to activity.

1.2. Support and assist other staff members to deliver care as delegated and directed

1.3. Demonstrates highly developed physical skills obtained through practice and training e.g. accuracy, dexterity and coordination to complete tests and assessments within agreed pathways of care, manipulate equipment.

1.4. The post holder will be able to make judgement involving facts or situation which may require analysis e.g. alter programmes of activities or making clinical decisions related to specific pathway of care.

1.5. Able to identify risk or changes in condition and is responsible for taking action; advises supervising professional and accurately record all interventions 

1.6. Provides and receives routine or sometimes complex information using persuasion, reassurance, tact and empathy and addressing barriers to understanding in order to engage the individual in their care and gain valid consent for care; record discussions in an accurate and timely manner in the individual’s patient record

1.7. Approaches each individual with care, compassion and sensitivity ensuring that these values are reflected in all aspects of their role

1.8. Engages and actively involves the individual and, if appropriate, their family/carer, in their assessment, programme of treatment and/or care by using person-centred techniques to promote a culture of self care, involvement and empowerment

1.9. Prioritises their own workload and understands the boundaries of their practice; may plan tasks for others e.g. patients, the workload of more junior staff 
1.10. Be responsible and accountable for clinical administration tasks and management of resources within the clinical area e.g. stock control, basic equipment cleaning, specific clinical tasks to support the smooth running of a clinic.
1.11. To comply with the organisations’ Infection Prevention and Control requirements, including “bare below the elbows” dress code for staff with a direct care delivery role.
2. Leadership

2.1. Ensures that a professional service and image is maintained at all time, thereby acting as a role model to all staff

2.2. Supports a leadership style which is underpinned by strongly held values around equality, diversity and openness; effectively builds and maintains relationships with team members.

2.3. If appropriate to role, the post holder will work with other junior staff to support planning of workloads and prioritisation in order to achieve smooth service delivery

2.4. Ensures the effective and efficient use of resources within their own sphere of responsibility e.g. equipment stocks and supplies.

2.5. Demonstrates clinical leadership in everyday practice through identifying creative and innovative ideas in order to develop quality service provision and supporting initiatives as an active member of the team.
2.6. Demonstrates resilience when responding to challenge, change and complex or difficult situations
2.7. Inspires others to be positive in their support of continuous improvement.

2.8. Ensures that individual objectives are clearly defined within the wider Directorate framework and in line with Trust’s objectives, using the appraisal process as a vehicle for this.

2.9. Takes responsibility for their own and others’ health and safety in the working environment.

3. Learning and Development

3.1. Takes responsibility for own professional development demonstrating the ability to undertake self directed study and or formal learning opportunities in order to develop and maintain competence within the clinical area 
3.2. Reflects on and evaluates and reflects on own practice and identifies areas of development by setting appropriate objectives via appraisal and clinical supervision

3.3. Supports and facilitates clinical supervision systems within area of practice if required

3.4. Contribute to clinical audit or research activities relevant to working area

3.5. May assist or organise learning opportunities with students, junior staff, new team members and other agencies in order to develop self and others e.g. demonstration of own role
4. Partnership and Team Working

4.1. Actively works towards developing and maintaining effective clinical and corporate working relationships both within and outside the Trust  

4.2. Actively contributes to the multi-disciplinary team, internally and externally, supporting the patient; acting as a credible source of information for other agencies/professionals involved in the care if competent to do so
5. Innovation and Quality

5.1. Works with managers and colleagues to continually improve the quality of services within the overall organisational governance frameworks and corporate objectives

5.2. Works with managers and colleagues to identify, manage and minimise risks within the overall organisational risk management frameworks. This includes understanding and applying knowledge of clinical role in safeguarding and incident management

5.3. Acts as an advocate for patients and their families/carers recognising the boundaries of their clinical knowledge; liaising and referring on to other services / agencies as required

5.4. Ensures that patient experience is core to all clinical and service development gaining support from the appropriate corporate teams as required

5.5. Actively contributes to the Quality Framework, outcome measures and best practice standards in order to deliver an effective, high quality service

Health and Safety 

Responsibilities of ALL staff in relation to Health and Safety:- 

· Take reasonable care of your own health and safety

· Take reasonable care not to put other people - fellow employees and members of the public - at risk by what you do or don't do in the course of your work

· Co-operate with Trust, making sure you understand and follow the health and safety policies and procedures

· Attend all required training on Health and Safety related policies and procedure. 

· Do not interfere with or misuse anything that has been provided for your health, safety or welfare

· Report and record any injuries, strains or illnesses suffered as a result of doing your job

· Inform your manager if something happens that might affect your ability to work safely such as suffering an injury or a new medical condition. 

Additional for those with management responsibilities: 

· Identify through documented risk assessment any risks that exists within the department or during the delivery of the service

· Investigate and manage incidents and near misses, ensuring actions are taken to prevent recurrence

· Support the Risk and Safety Team in ensuring suitable and sufficient up to date Health and Safety information and guidance is available to all staff at all levels and disciplines across the  organisation.

In addition to these functions the post holder is expected to:

· In agreement with their line manager carries out such other duties as may be reasonably expected in accordance with the grade of the post.
	Effort Factor Information

	PHYSICAL EFFORT

What physical skills needed in the role require, speed, accuracy, dexterity and or manipulation of objects (includes both clinical and non-clinical posts)?  Please provide specific examples.

Is the post holder required to lift equipment?  If yes, please specify type of equipment, weight (approx kilos) and frequency of the requirement.  Please provide specific examples.
	Frequent moderate effort for short periods during a shift; manoeuvring patients, equipment, carrying out care tasks

	MENTAL EFFORT

Describe the amount of concentration required within the day-to-day job.  What is it the employee will have to concentrate on?  Please give examples of how often and for how long this concentration occurs.  Please provide specific examples of when mental effort is required.

Is the post holder required to drive a vehicle?  If so please specify duration and frequency.
	Frequent concentration; work pattern predictable.

Concentration required to carry out care tasks, observe patients, operate equipment

	EMOTIONAL EFFORT

Does any part of the job require any emotional effort?  What elements of the role expose the employee to emotional effort?
How often does this happen?  Please provide specific examples.  E.g. exposure to child protection issues
	Occasional exposure to distressing or emotional circumstances

Frequent indirect exposure to distressing or emotional circumstances.

Care of terminally ill, challenging behaviour, children

	WORKING CONDITIONS

Is the post holder required to work in extreme heat or cold, with smells, noise or fumes which are unavoidable, even with the strictest health and safety controls?  Does the post holder work with clients or patients who express aggressive verbal or non-verbal behaviour or similar.  Please describe the requirement and the frequency with which this may occur.
	Frequent unpleasant conditions; occasional highly unpleasant conditions

Dust, smell, dirt, body odour, body fluids, noise


LEEDS COMMUNITY HEALTHCARE NHS TRUST 

PERSON SPECIFICATION – Bed Bureau Coordinator
	Attributes
	Essential
	Desirable
	How identified?

	QUALIFICATIONS
& TRAINING
	Must be willing to participate in any relevant training/qualification identified to develop skills required to carry out duties e.g. Foundation degree, Higher National Diploma 

Care qualification to NVQ 3 or equivalent experience

GCSE English grade 9 to 4 or equivalent experience.
	Evidence of previous learning related to clinical area to diploma level
	Application 

Interview

References

	EXPERIENCE

	Experience of working in health or social care settings without direct supervision

Experience of relevant clinical area e.g. older people, pharmacy, children

Experience of organising and prioritising own workload

Experience in participating in clinical supervision

Experience of working as part of a team
	Experience of facilitating  clinical supervision

Experience of participation in clinical audit

Experience of working without direct supervision
	Application 

Interview

	KNOWLEDGE & UNDERSTANDING
	Demonstrates an understanding of role applied for within the clinical context

Knowledge and understanding of responsibilities related to patient information and record keeping including updating records managing patient information

Knowledge and understanding of reflective practice and continuing professional development

Knowledge of clinical governance and accountability

Knowledge of national and local influences on the provision of health and social care 

Knowledge of common clinical conditions which may be encountered in area of work e.g. older adults, mental health, children, neurology

Demonstrates awareness of limits to knowledge base

Awareness of responsibilities regarding health and safety particularly when working without direct supervision


	Understanding of professional roles relevant to clinical area e.g. nurse, therapists, pharmacists


	Interview

	PRACTICAL & INTELLECTUAL SKILLS
	Competent IT skills e.g. word processing, email

Effective verbal, non-verbal and written communication skills including communicating factual information to patients / carers

Risk assessment skills

Basic clinical skills relevant to clinical area

Planning, organisational and, if appropriate, delegation skills in order to manage own workload
	Evidence of clinical skill development 

Reflective practice skills
	Application

Interview

Test

	ATTITUDE & BEHAVIOUR
	Displays care, compassion, sensitivity and responsiveness to other peoples’ feelings and needs

Able to work as part of a team, co-operating to work together and in conjunction with others and willing to help and assist wherever possible and appropriate appreciating the value of diversity in the workplace
Able to develop, establish and maintain positive relationships with others both internal and external to the organisation and with patients and their carers
Able to work under pressure, dealing with peaks and troughs in workload.
Positive and flexible attitude to dealing with change; able to respond to the changing needs of the patient in an appropriate and timely manner; 

willing to change and accept change and to explore new ways of doing things and approaches

Highly motivated and reliable
Demonstrates values consistent with those of the Trust
Has a strong degree of personal integrity; able to adhere to standards of conduct based on a culture of equality and fairness


	
	Application Form

Interview

References

Test

	Car owner/driver or suitable alternative transport to enable you to undertake the job (it is unlikely that public transport will meet this requirement).  Reasonable adjustments can be considered in accordance to the Equality Act.


PAGE  

- 4 -

