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Position Title:			Registered Nurse Unit Coordinator 
Basis of Employment:		Full Time / Part time / Casual
Reports to:			Clinical Care Manager / Residential Services Manager

Position Summary:

This role’s overall purpose within Ringwood Area Lions Aged care (RALAC) is to:
1. Be responsible for the provision of care and services within your designated area, taking a proactive approach to problem solving and decision making.
2. Provide direct leadership and support to members of the care team, ensuring the delivery of quality nursing service and contemporary care.
3. Allocate staff within your team so that their skills are best utilised for the benefit of the residents. Assist them to prioritise their workload and to embrace resident choices when providing care.
4. Effectively manage high impact or high prevalence risks associated with care in a timely manner and ensure appropriate follow up interventions. 
5. Actively work towards decreasing adverse outcomes and impacts for residents.
6. Provide holistic provision of care and services within the unit, working closely with other members of the multidisciplinary team.
7. To be an advocate for the residents in your area, ensuring resident safety, comfort, and dignity at all times.
8. The promotion of a culture of continuous quality improvement and a commitment to excellence.
9. Deliver outcomes that meet or exceed required standards of care, the physical, psychological and emotional needs and overall wellbeing of the residents
10. Partner with residents and / or support persons in your area to identify their choices, wants and needs and allow them to be actively involved in decisions around their care.
11. Liaise closely with the Clinical Care Manager and other Registered Nurses ensuring timely reporting and the establishment of services within the unit.
12. Lead by example and drive education and a commitment to learning particularly in relation to care needs and issues that impact our specific cohort.
13. Drive change as directed by management and any legislative processes.
14. Ensure your area is clean, comfortable and presentable at all times.

Accountable For:
The Registered Nurse Unit Coordinator will liaise closely with the Clinical Care Manager and Residential Services Manager in relation to the provision of a range of holistic care services to residents in a manner which:
· is in accordance with the values, policies and procedures of RALAC
· is consistent with the Statement of Rights.
· is consistent with the Employee, Aged Care and NDIS Code of Conduct
· strives to maximise Residents’ health and well-being
· is in accordance with national privacy principles 
· reflects current knowledge and best practice in delivery of holistic care
· fosters best practice and effective performance by staff in an environment which encourages learning, development and respect
· supports a safe working and living environment.
· is cost effective in operation and the delivery of services 
· strives to improve the quality outcomes of services provided to residents
· demonstrates excellence in customer service at all times




Key Accountabilities:

1. Residents
1.1 Service delivery is maintained to a high standard and in accordance with policies and procedures
1.2 Contribute to the assessment of the health and functional status of residents.
1.3 By driving and ensuring staff accountability across all levels of care provision, there will be a notable improvement in staff culture and responsibility throughout RALAC Lionsbrae. This will be measured by improvements in clinical outcomes (see below):
1.4 By monitoring each resident and being actively involved in the management of their care, RALAC Lionsbrae will see a notable decrease in negative outcomes for residents such as:
· falls and other incidents
· wounds and wound healing times
· infections and their management, along with an improved understanding of antimicrobial stewardship.
· reduced medication incidents
· Improved monitoring and management of changes in resident condition
· improvement in the quality of documentation (including assessments, evaluations, and progress notes), by providing direction and guidance to clinical staff
1.5 There will be a notable improvement in the time taken to resolve these issues when they do present.
1.6 Support staff with the admission of new residents, including development of care planning documentation and provision of care and support for the resident in partnership with the residents and their families/representatives.
1.7 Works with the Clinical Care Manager to ensure care plans are developed, implemented and evaluated in consultation and partnership with residents and their chosen representatives. 
1.8 Clinical Care Evaluations will be overseen and completed on time. They will be reflective of resident needs, changes will be captured and recorded in relation to both physical needs and resident preferences. 
1.9 Works with Clinical Care Manager to ensure assessments are completed in a timely manner when scheduled and when indicated by a change in resident condition.
1.10 Liaise with external health services providers, including visiting Medical Officers and Pharmacist, in relation to resident care requirements. 
1.11 Will work with the Residential Services Manager and Clinical Care Manager in the development of systems and processes that will enhance the quality and timeliness of reporting and quality outcomes for residents.

2. Human Resource Management
2.1 RALAC Human Resources Policies and procedures are adhered to and maintained to allow consistent and transparent practices occur within the service.
2.2 By ensuring a culture of ownership and accountability - nursing and care staff will perform in a capacity that meets / exceeds resident requirements.
2.3 Participate in the annual performance reviews for some staff.
2.4 Delegate to Enrolled Nurses and Personal Care Attendants; activities commensurate with their abilities and scope of practice.
2.5 Supervise aspects of treatment and care delegated to ENs and PCAs ensuring accountability across all levels.
2.6 Support an open communication process and staff consultation by attending regular clinical and staff meetings.
2.7 Provide leadership and act as a positive role model and resource for all team members.



3. Continuous Improvement
3.1 Comply with RALAC policies and procedures.
3.2 Clinical documentation is updated each shift.
3.3 Monitor care and service delivery and act upon identified areas for improvement in consultation with the Clinical Care Manager 
3.4 Encourage initiative from staff and provide them with feedback on their ideas and achievements while implementing a culture of ownership and accountability.
3.5 Encourage and support residents to give feedback and make complaints. 
3.6 Actively participate in quality improvement initiatives and audits designed to evaluate the quality of care and services.
3.7 Actively participates in the Aged Care and NDIS Registration processes.
3.8 Conduct quality audits as directed by the Quality Team or Clinical Care Manager.
3.9 Participate in AN-ACC validation processes as required.
3.10 Maintain knowledge and skills relevant to the position and as an RN e.g. attain minimum 20 hours continuing professional development each year in relevant areas e.g. CPR, infection control, complex healthcare, mandatory reporting.
3.11 Participate in ongoing personal/professional improvement e.g. clinical care topics.
3.12 Practice in accordance with ANMC RN competencies.
3.13 Participate in change activities. 
3.14 The staff member may be asked to perform other duties as requested within the realm of their knowledge and skill level.
3.15 Timely management of resident incident follow up and documentation.

4. Health and Safety
4.1 Maintain a safe working environment that meets regulatory requirements and undertake all duties in a manner that demonstrates, at all times, due regard for the wellbeing and safety of self, colleagues and residents.
4.2 Adhere to the Health and Safety Act and associated policies and procedures.
4.3 All accidents, injuries or hazards are documented in accordance with organisational guidelines.
4.4 Respond appropriately to situations of risk or potential risk to the residents.	
4.5 Monitor the safety of equipment and observe that equipment is maintained and used in a safe manner in line with manufacturers’ instructions and organisational guidelines and report any breakdown or malfunction.
4.6 Participation in training and education sessions regarding occupational health and safety.
4.7 Understand emergency code management, fire and evacuation procedures and implement if required.
4.8 Escalate issues which put other staff or residents at risk to a member of the OH&S team and if there is no response or an unsatisfactory response to the issue that has been raised, it is understood that it can be will be escalated to the Residential Services Manager.  If the response is unsatisfactory or a response has not been received, it is understood that it can be escalated to the Australian Aged Care Quality and Safety Commission. It is understood that vexatious complaints can result in prosecution under the following legislation: Vexatious Proceedings Act 2014 (Vic)

5. Professional Responsibilities
5.1 Maintain professional and ethical practice in line with legislative requirements, Australian Health Practitioner Regulation Agency (AHPRA) requirements and the Nurses Code of Conduct with accountability for own service delivery and clinical practice.
5.2 Maintain abreast of current practice and trends in the provision of aged care services as well as other areas such as occupational health and safety and infection control. 
5.3 Recognise the need for and actively participate in continuing education and development designed to maintain competencies.
5.4 Where care delivery issues are unclear or beyond own abilities and qualifications, seek assistance and clarification.
5.5 		Comply with all Privacy Legislation requirements and RALAC confidentiality policy when communicating any and all information pertaining to residents, staff and the operations of RALAC.

Mandatory
· Current registration with the Australian Health Practitioner Regulation Agency (AHPRA) as a Registered Nurse and at least five years full time equivalent post registration experience
· Experience in aged care, preferably in residential and / or community setting.
· Current First Aid and CPR certificates.
· A strong commitment to excellence and quality in the provision of aged care related services with a sound working knowledge of quality principles and registration processes.
· Highly developed leadership skills and the ability to act as a positive role model for staff.
· Strong planning, time management and organisational skills with the ability to prioritise accordingly.
· Excellent people management and interpersonal skills achieve quality outcomes.
· Well-developed communication, problem solving and conflict resolution skills.
1. Able to write and speak English in a way that supports clear communication with residents and colleagues and government investigative bodies. 

Desired
· Computer literacy – intermediate 
· Relevant post graduate studies/professional development e.g. continence management, dementia care, mental health or work health and safety training.



KEY PERFORMANCE CRITERIA

In addition to the performance standards and responsibilities outlined in this Position Description, a comprehensive set of Key Performance Criteria will be used to clearly establish performance and expectations and to review performance as per performance review clause.
The following is the overarching areas of performance with specific measures to be initially developed by the RSM in consultation with the incumbent and then reviewed annually.
	Area of Performance:
	

	Residents 

	1. Evidence of positive resident feedback/resident outcomes.
1. Demonstrated timely resolution of resident complaints.
1. Evidence of empathy for the needs of residents and ability to provide flexible care in accordance with residents needs and preferences.
1. Evidence of consistent achievement of resident care allocation on each shift.
1. Evidence of consistency and accuracy of clinical documentation e.g. ROD, Care Evaluations.
1. Evidence of contribution to resident safety; improvement in resident accident and incident trends.
1. Evidence of contribution to clinical care; improvement in clinical indicator trends e.g. reduction in skin tears, falls.
1. Evidence of contribution to Aged Care and NDIS Registration processes; compliance with Strengthened Aged Care Quality Standards.

	Human Resource Management

	· Evidence of effective leadership (e.g. achievement of team goals, workplace harmony).
· Effective delegation and monitoring of staff
· Evidence of contribution to staff orientation

	Compliance/ Continuous Improvement
	· Compliance with RALAC policies and procedures/laws.
· Evidence of timely resolution of non-compliance.
· Evidence of improvement logs; evidence of appropriate/timely follow up/improvements.
· Evidence of meeting outcomes of the Strengthened Aged Care Quality Standards as relevant to the position.
· Evidence of continuous improvement in clinical care.
· Evidence of contribution to the CI plan; achievement of clinical care goals.
· Demonstration of own self-development/improvement through participation in professional development activities. Demonstration of 20 hours CPD as a minimum.

	Health and Safety

	· Ability to demonstrate role in the event of fire or other emergency.
· Accurate and timely hazard alert reports and corrective actions.
· Ability to demonstrate safe and appropriate use of equipment. 
· Ability to demonstrate competency in relevant clinical areas e.g. medication management, handwashing.
· Ability to demonstrate competency in manual handling
· Ability to demonstrate competency in CPR.
· Evidence of contribution to workplace safety; minimise workplace injuries and the accurate reporting of staff accidents and incidents.
· Accurate and timely completion of resident/staff/visitor incident form including any first aid/follow up actions.



PERFORMANCE REVIEW
The Registered Nurse Unit Coordinator ’s performance shall be evaluated by the Residential Services Manager or delegate at 3 months service, 6 months service, at the conclusion of 12 months service and annually thereafter. 

RALAC policy is that concerns over skill and performance of employees are addressed, wherever possible, through a performance review which is not related to the Disciplinary Procedure.
NOTE: Statements in this position description are intended to reflect, in general, the duties and responsibilities of the position and are not to be interpreted as being all inclusive.

Physical Requirements of the Position
The following requirements will be needed to carry out the essential elements of the position as outlined in the position description.

The frequency descriptions relate to the following time frames:
Continuous	= 75% to 100% of the workday
Frequent	= 25% to 75% of the workday
Infrequent	= 0% to 25% of the workday

	Continuous

	Standing and Walking
	Standing and walking are major components of the position.  They are required for the delivery of care to residents and movement around the facility.  It requires the ability to fully use both legs on a variety of surfaces.

	Balancing

	Balancing is required to maintain body equilibrium to prevent falling when walking, standing, crouching and/or lifting whilst carrying out resident care and job requirements.

	Handling and Feeling

	Handling and feeling are required in the delivery of resident care, finger dexterity and hand–eye coordination are required, along with full hand and wrist movement, also the ability to perceive attributes of objects or residents by touching with skin, particularly that of the fingertips.

	Communication

	An excellent understanding of the English language is required in the delivery of care to residents and when communicating with colleagues, families and other staff.  Also the ability to communicate effectively.

	Hearing

	Ability to maintain hearing acuity, with correction, if required, and the ability to hear and understand whispered conversations at a distance of up to 1 metre.  Ability to interpret what is being heard. 

	Vision

	Ability to maintain 20/20 vision using correction, if required.  Ability to see and recognise objects and read documents.  Ability to discriminate between colours and to determine depth perception.

	Smelling

	Ability to distinguish odours and identify hazards.


	Frequent

	Pushing and Pulling

	Pushing and pulling are required to draw, drag, push or tug objects around the facility including but not limited to wheelchairs, meal and linen trolleys, and also in the delivery of care to residents. 

	Sitting

	Sitting is required when carrying out documentation or administration requirements.


	Reaching and stretching
	Reaching and stretching is required in the delivery of resident care, in carrying out administration duties, and in the movement of objects.

	Grasping/
Finger Movement

	Grasping and finger movement (pinching, picking, typing) is required to hold objects and in the delivery of care to residents in the facility. It will require the ability to do repetitive motions with hands, wrists and fingers.

	Repetitive Motions
	Repetitive motions of the wrists, hands or fingers may be required when carrying out administration duties such as, but not limited to typing, and in some resident care.

	Infrequent

	Climbing

	Climbing is required when ascending or descending stairs or ladders.  It requires the ability to utilise both legs and feet and/or hands and arms.  Body agility is required.

	Lifting and carrying

	Lifting and carrying is required in assisting and transferring of residents and in the movement of objects around the facility including from lower to higher and/or horizontally and/or place to place.  It requires the ability to fully use both arms and hands.

	Bending and Crouching
	Bending at waist level in the delivery of resident care, and whilst carrying out job requirements in the facility.  Ability to crouch to floor level when required.

	Kneeling

	Kneeling can be required in the delivery of resident care.

	Twisting

	Twisting may be required in the delivery of resident care and in the movement of objects in the facility.  The ability to reach in all directions and to twist at the waist is required.



Available Assistance

The following assistance will be available to aid in meeting the physical requirements, however assistance is not limited to this list.
· Orientation program on commencement
· Ongoing education and training, including full instruction on any new equipment purchased
· Policies, Procedures and Guidelines for duties
· Legislative requirements for duties
· Maintenance system duties are performed within the Policies, Procedures and Guidelines
· Equipment to be maintained in a safe and functional manner
· Equipment
· Electronic high and low beds
· Lifting Equipment
· Wheelchairs
· Commode Chairs
· Slide Sheets
· Ergonomic Chairs
· Safety equipment e.g., gloves
· Pre purchase trials and evaluation of equipment to guarantee optimal purchase of goods and supplies
· Assistance from other staff
· Effective Committees where staff can participate
· Large work areas to assist with manoeuvrability of residents





Employee Position Declaration

I ……………………………………………….…………..have read and understand the Position Description and Physical Requirements and agree that I have the physical ability to fulfil this position and in fulfilling the Key Responsibility Areas.  I understand that the information provided is a general outline and may not encompass every aspect of the position.

I have initialled the bottom right hand corner of each page as confirmation of reading and understanding the position and physical requirements.
I understand that this is separate to the Employment Contract that I will sign/have signed*, outlining the Employment Details.

Position holder: _____________________________         __________________________________    
                          (Print name)                                                       (Signature)

Date: ____ / ____ / ____


Manager: _________________________________           __________________________________
                 (Print name)                                                               (Signature) 

Date: ____ / ____ / ____


*delete as necessary
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