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HINDON SURGERY
JOB DESCRIPTION
Job title:
Practice Nurse with Respiratory Focus
Accountable to: 

The Partners and Practice Manager

Clinical Reporting:

Dr Fiona Dawe
Administrative Reporting:Practice Manager
Responsible for:

Self

Job summary
Working in accordance with the NMC Code of Conduct, the post holder is responsible for the delivery of general practice nursing to the whole practice population. 
The focus of the role is both the delivery of evidence-based practice for patients requiring general Primary Care nursing attention, ideally caring for those patients presenting with respiratory diseases, and the provision of preventative health care to the practice population. As an autonomous practitioner the nurse is responsible for the care delivered, demonstrating critical thinking and skills in clinical decision-making in the management of patients. They will work collaboratively within the general practice team to meet the needs of patients, support the delivery of policy and procedures, and provide nurse leadership as required.

Core Principles

· To ensure confidentiality of information (written/oral or electronic) is preserved at all times whether at or away from work

· To follow practice procedures to ensure that Caldicott Guardian and Security requirements are met at all times

· To follow procedures to ensure compliance with the Data Protection Act 1998

· To follow all practice protocols concerned with the maintenance of ethical practice
· To support and participate in initiatives to ensure a safe and healthy environment for all practice users. This includes following procedures to ensure the control of potential hazards to health and safety 
· To respect, support, contribute to and take personal responsibility for implementing commitment to Diversity and Equality of Opportunity including:
· Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues
· Behaving in a manner which is welcoming to and of the individual, is non-judgemental and respects their circumstances, feelings, priorities and rights

· To contribute to a culture of continuous improvement

· To deal with complaints promptly and according to organisational protocol

· To perform duties to standards required by the practice in accordance with quality assurance

· To demonstrate commitment to Continuing Professional Development

· To demonstrate computer literacy

Essential Activities

1. Clinical Practice
Routine Practice Nurse Duties
Performance will be satisfactory when the post-holder:
· Prioritises health problems and intervene appropriately to assist the patient in complex, urgent or emergency situations, including initiation of effective emergency care 

· Supports and manage health needs of women presenting for family planning and cervical cytology consultations 
· Undertake ECGs

· Advises, supports and administers childhood and adult vaccinations, according to national schedules

· Advises, supports and administers vaccinations where appropriate for patients travelling abroad 

· Promotes and delivers evidence-based care for patients presenting with aural conditions, including ear irrigation 

· Assesses and cares for patients presenting for simple and complex wound management, including suture and clip removal
· Provides leg ulcer care including assessments with Doppler and clinical photography, if required
· Administers injectable medications, such as GnrH, B12 and contraceptive injections
· Assists less experienced practitioners in providing patient care, for example assisting with phlebotomy
· Assisting at minor surgery sessions

· Acting as a chaperone when requested

Primary Prevention

Performance will be satisfactory when the post-holder:

· Assesses, plans, develops, implements and evaluates treatment programmes that promote health and well-being 
· Supports patients to adopt health promotion strategies that promote patients to live healthily, and apply principles of self-care 
· Provides smoking cessation counselling and follow-up

· Undertakes NHS Health Checks

· Advises on weight reduction and provides onward referral as necessary

· Act as Infection Control Lead, promoting and ensuring best practice in all aspects of infection prevention and control
Long Term Conditions
Performance will be satisfactory when the post-holder:

· Assesses, plans, implements and evaluates individual treatment plans for patients with a known long-term respiratory condition, where trained
· Proactively identifies, diagnoses and manages treatment plans for patients at risk of developing a long-term condition as appropriate, where trained
· Works with other health care professionals to monitor, manage and treat long-term conditions, including non-drug-based treatment methods using a management plan and in line with national and local policies and practice needs 

· When appropriately trained, reviews medication for therapeutic effectiveness, appropriate to patient needs and in accordance with evidence-based practice and national and practice protocols 

· Works with patients in order to support adherence to prescribed treatments 

· Provides information and advice on prescribed or over-the-counter medication on medication regimens, side-effects and interactions 

2. Administrative Duties 

Performance will be satisfactory when the post-holder
· Participate in the administrative and professional responsibilities of the practice team

· Ensure accurate and legible notes of all consultations and treatments are recorded in the patients’ records
· Ensure the clinical computer system is kept up to date with accurate details recorded

· Ensure accurate completion of all necessary documentation associated with patient health care and registration with the practice
· Ensure collection and maintenance of statistical information required for regular and ad hoc reports

· Attend and participate in practice and nursing team meetings as required
· Assist in formulation of practice philosophy, strategy and policy

· To assist in seasonal and special projects as requested e.g. flu and Covid campaign
· Maintains appropriate stock levels of dressings and all other consumables, ensuring that purchases are cost-effective
3. Leadership 

Performance will be satisfactory when the post-holder
· Takes responsibility for own development learning and performance including participating in clinical supervision and acting as a positive role model 

· Supports the development of others in order to maximise potential 

· Actively promotes the workplace as a learning environment, encouraging everyone to learn from each other and from external good practice 

· Encourages others to make realistic self-assessment of their application of knowledge and skills, challenging any complacency and actions that are not in the interest of the public and/or users of services 

· Where trained, acts as a clinical leader in the delivery of women’s health services to patients, ensuring that the needs of the patient are the priority 
· Where trained, acts as clinical leader in the review and treatment of patients with heart failure
· Participates in planning and implementing changes within the area of care and responsibility 

· Contributes and participates in the development of local guidelines, protocols and standards 

· Participate in the planning and engagement of practice-based commissioning or similar initiatives 

· Ensures awareness of sources of support and guidance, and provides information in an acceptable format to all patients, recognising any difficulties and referring where appropriate 

4. Team work

Performance will be satisfactory when the post-holder
· Understands own role and scope, and identifies how this may develop over time 
· Engages with other Practice Nurses within the PCN and participates in the local implementation strategies that are aligned to the values and culture of general practice 
· Work as an effective and responsible team member, supporting others and exploring the mechanisms to develop new ways of working 

· Delegates clearly and appropriately, adopting the principles of safe practice and assessing competence 

· Ensures clear referral mechanisms are in place to meet patient need 

· Prioritises own workload and ensure effective time-management strategies are embedded within the culture of the team 

· Works effectively with others to clearly define values, direction and policies impacting upon care delivery 

· Participates in team activities that create opportunities to improve patient care 

· Participates in and support local projects as agreed with the practice management team 
· Contributes to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance

5. Utilising information 

Performance will be satisfactory when the post-holder:
· Use technology as an aid to management in planning, implementation and monitoring, presenting and communicating information 

· Review and process data using accurate Read codes to ensure easy and accurate retrieval for monitoring and audit processes 

· Manage information searches using the internet and local library databases, for example, the retrieval of relevant information for patients on their condition 

· Understand the responsibility of self and others regarding the Freedom of Information Act 

· Collate, analyse and present clinical data and information to the team using appropriate charts and/or graphs to enhance care 

6.   Quality  

Performance will be satisfactory when the post-holder
· Contributes by way of accurate coding, to the Quality and Outcomes Framework

· Recognises and work within own competence and professional code of conduct as regulated by the NMC, taking accountability for own actions 

· Produces accurate, contemporaneous and complete records of patient consultation, consistent with legislation, policies and procedures 

· Prioritises, organises and manages own workload in a manner that maintains and promotes quality 

· Delivers care according to NSF, NICE guidelines and evidence-based care, practicing in accordance with agreed standards of care

· Assesses effectiveness of care delivery through self and peer review, benchmarking and formal evaluation 

· Participates in the maintenance of quality governance systems and processes across the practice 

· Utilises the audit cycle as a means of evaluating the quality of the work of self and the team, implementing improvements where required 

· Collaborates on improving the quality of health care in partnership with other clinical teams, responding to local and national policies and initiatives as appropriate 

· Evaluates the patients’ response to health care provision and the effectiveness of care 

· Support sand participates in shared learning across the practice and wider organisation 

· Participates in the management and review of patient complaints, and identify learning from clinical incidents and near-miss events using a structured framework (e.g. root-cause analysis) 

· Assesses the impact of policy implementation on care delivery 

· Understands and applies legal policy that supports the identification of vulnerable and abused children and adults, being aware of statutory child/vulnerable adult health procedure and local guidance 

· Works within policies regarding family violence, vulnerable adults, substance abuse and addictive behaviour, and refer as appropriate 

· Knows the cost implications of the work undertaken

· Alerts other team members to issues of quality and risk in the care of patients

· Enables patients to access appropriate professionals in the team and beyond

· Knows how clinical governance affects the nursing role and bring to the attention of more senior staff any specific risk situation

· Knows the practice’s policies in this respect, especially the whistle-blowing policy 

· Manages their own time, workload and resources effectively
7. Health and Safety 

The post-holder will implement and lead on a full range of promotion and management their own and others’ health and safety and infection control as defined in the practice Health & Safety Policy and the practice Infection Control policy and published procedures.
This will include (but will not be limited to):

· Using personal security systems within the workplace according to Practice guidelines
· Awareness of national standards of infection control and cleanliness and regulatory/
contractual / professional requirements, and good practice guidelines
· Responsible for the correct and safe management of the specimens process including collection, labelling, handling, use of correct and clean containers, storage and transport arrangements
· Management and maintenance of Personal Protective Equipment (PPE) for the practice
including provision, ordering, availability and ongoing correct usage by staff
· Responsible for hand hygiene across the practice
· Ownership of infection control and clinically based patient care protocols, and implementation of those protocols across the practice
· Active observation of current working practices across the practice in relation to infection control, cleanliness and related activities, ensuring that procedures are followed and weaknesses / training needs are identified, escalating issues as appropriate
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks across clinical and patient process
· Making effective use of training to update knowledge and skills, and initiate and manage the
training of others across the full range of infection control and patient processes
· Monitoring practice facilities and equipment in relation to infection control, ensuring that
provision of hand cleansing facilities, wipes etc are sufficient to ensure a good clinical working environment. Lack of facilities to be escalated as appropriate.
· Safe management of sharps procedures including training, use, storage and disposal
· Uses the personal security systems within the workplace according to practice guidelines
· Identifies the risks involved in work activities and undertake them in a way that manages the risks 

· Makes effective use of training to update knowledge and skills
· Monitors work areas and practices to ensure they are safe and free from hazards and conform to health, safety and security legislation, policies, procedures and guidelines 

· Understands and apply the principles of the cold chain
· Ensures safe storage, rotation and disposal of vaccines and drugs within area of responsibility
· Is aware of statutory child health procedures, and statutory local guidance and referral criteria

· Knows the health and safety policies and procedures within the workplace, including fire procedures, maintaining documentation, monitoring and maintaining of equipment and furniture within your area of responsibility 

· Uses the computer monitor safely
· Is able to identify the risks to health of microbiological and chemical hazards within the working environment according to the Control of Substances Hazardous to Health 

· Applies policies that reduce environmental health risks, are culturally sensitive and increase access to health care for all 
8. Recognising emergency situations, problems and difficulties 

Performance will be satisfactory when the post-holder takes prompt and appropriate action and includes:
· Responding to a patient in an emergency as per practice protocol
· Responding appropriately if a patient is aggressive, rude or difficult as per the Zero Tolerance Policy
9. Communication

Performance will be satisfactory when the post-holder:
· Demonstrates sensitive communication styles to ensure patients are fully informed and consent to treatment 

· Communicates with and support patients receiving ‘bad news’ 

· Communicates effectively with patients and carers, recognising the need for alternative methods of communication to overcome different levels of understanding, cultural background and preferred ways of communicating 

· Anticipates barriers to communication and take action to improve communication 

· Estimates and maintain effective communication with individuals and groups within the practice environment and with outside agencies 

· Acts as an advocate when representing patients and colleagues 
· Ensures that confidentiality is maintained in all circumstances.  The duty of confidentiality exits in perpetuity
10. Utilising information 

Performance will be satisfactory when the post-holder:
· Uses Ardens templates to record data where appropriate and therefore enable reporting on activity

· Applies practice policies, standards and guidance

· Discusses with other members of the team how the policies, standards and guidelines will affect own work

· Participates in audit where appropriate

11. Learning and Development  

Performance will be satisfactory when the post-holder:
· Takes responsibility for own developmental learning and performance, including participating in clinical supervision 

· Takes responsibility for maintaining a record of own personal development 
· Completes all statutory and mandatory training within the given time frames
· Works with management on any new training requirements 

· Demonstrates skills and activities to others who are undertaking similar work

· Acts as mentor to students, assessing competence against set standards as requested and if appropriately qualified 

· Disseminates learning and information gained to other team members in order to share good practice and inform others about current and future developments 

· Makes effective use of learning opportunities within and outside the workplace, evaluating their effectiveness and feeding back relevant information 

· Provides an educational role to patients, carers, families and colleagues in an environment that facilitates learning 

12. Additional hours 

Performance will be satisfactory when the post-holder:
· Undertakes additional hours when required by the practice, for example to provide additional services eg flu and COVID vaccination clinics and/or to cover staff absences
13. Other 

· To carry out other duties that are required within the role as it evolves within the development of the organisation

Additional information

· Post subject to continuous evaluation and development

· Appraisal interval: annual main review, quarterly interim meeting

· NHS Pension Scheme Eligibility

This Job Description is neither exhaustive nor exclusive and will be reviewed periodically in conjunction with the post holder.  The post holder is required to carry out any duties that may reasonably be requested by the Partners or management team. .

Please sign and date this document to confirm its accuracy at the present time.

Job holder: ............................................................................ Date: ..............................

On behalf of Employer: .......................................................... Date: .............................

