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JOB DESCRIPTION
JOB TITLE:      
Adult and Child Safeguarding Care Co-ordinator for East Herefordshire Primary Care Network (East PCN)
LOCATION: 
East PCN covering the practice areas of: 
· Ledbury Health Partnership

· Nunwell Surgery

· Cradley Surgery

· Colwall Surgery

ACCOUNTABLE TO: 
East PCN Safeguarding Lead and GPs/Practice Managers - Line management
Taurus Healthcare Ltd – Employment and safeguarding liaison 
STATUS:



Full-Time / Permanent Contract   

SALARY: 



£23,339.80 - £26,522.50 per annum
JOB PURPOSE: 


The Adult and Child Safeguarding Care Co-ordinator in the East PCN will have a key role in supporting Safeguarding Lead GPs to protect our most vulnerable patients. 

The role will:

· work within East PCN GP Practices to provide central co-ordination for safeguarding information and communication to support care planning. 
· be GP facing with the core responsibility of maintaining consistent protocols regarding safeguarding information across the network
· provide expert advice and support to colleagues once trained and comfortable.
· support the audit and research of safeguarding practice within the PCN and disseminate learning to colleagues to improve safeguarding practice across the PCN.

· oversee safeguarding administration, document handling, record management and communication with partner organisations.
· support multi-disciplinary team working and provide assistance with liaison between the Primary Care Network team, Multi Agency Safeguarding Hub and the CCG. 
This post will be supervised and line managed by designated practice Safeguarding Leads within the East PCN.  Taurus Healthcare will support with employment and safeguarding liaison.

Main Responsibilities
Administrative safeguarding duties:

· oversee the workflow of safeguarding reports and documents and ensure they are circulated to appropriate clinicians in line with practice safeguarding policies

· summarise and code the documents into the relevant specific templates, highlighting to patients registered GPs anything significant

· maintain a register of children on Child Protection Plans, Child in Need plans and those children deemed to cause for concern

· ensure the correct coding is added to patient records to aid clinicians in identifying those children and adults who are cause for concern

· add alerts to parent records, those who have a child on a safeguarding plan

· contribute to data collection and audit in relation to safeguarding to support and improve standards for safeguarding practice across the PCN. 

· support the coordination and delivery of MDTs within the PCN 

· signpost staff to relevant agencies and assistance for all types of safeguarding.
· awareness of local resources and disseminate updates to colleagues.
· carry out case reviews and disseminate learning to colleagues across the PCN.
· any other tasks delegated by practices, suitable to the candidate’s strengths. 

Safeguarding Partner Communications:
· prioritise and respond to strategy meeting invitations as advised by the practice safeguarding lead 

· respond to child protection meetings as advised by practice safeguarding lead, preparing appropriate documentation and sending apologies as necessary

· monitor DNAs for children in regard to missed clinical appointments and refer to appropriate clinician for follow up (e.g. Practice Nurse, usual GP, Safeguarding Lead) in line with practice safeguarding policies

· work with the GPs and other primary care professionals within the PCN to identify and manage a caseload of patients, and where required and as appropriate, refer people back to other health professionals within the PCN

· follow up on those children who have not had their routine immunisation, as identified by administration with the appropriate clinician (e.g. Practice Nurse) in line with practice safeguarding policies
· support the safeguarding lead in co-ordinating communication and meetings with third parties e.g Health Visitors, Mash, CCG Safeguarding Leads and Social Workers. This includes taking minutes and updating the patient record in accordance with agreed actions
· redact and update the Emis record as per practice safeguarding protocols when a patient reaches 18 years of age 

· update alerts and warnings in the Emis record according to practice safeguarding protocols when safeguarding concerns are recorded.

· role model for all clinical staff by practicing safeguarding to the highest standard, whilst exercising a high degree of personal and professional autonomy.
Supervision/Professional Development
· Undertake continual personal and professional development including being enrolled in, undertaking or qualified from appropriate training as set out by the Personalised Care Institute to meet minimum training standards for this role

· Take an active part in reviewing and developing the role and responsibilities, and provide evidence of learning activity as required

· Adhere to organisational policies and procedures, including confidentiality, safeguarding, lone working, information governance, equality, diversity and inclusion training health and safety and attend mandatory training and fire lectures regularly and assist with fire policy/evacuation procedure when necessary.

· Access relevant GPs to discuss patient related concerns, and be supported to follow appropriate safeguarding procedures;

· Access regular safeguarding supervision and case reviews 
· keep up to date with and attend training on revisions to information systems or changes in protocols for the inputting of data in the light of Local and national initiatives.  To adhere to agreed protocols at all times. 

· participate in Individual Performance Review and Personal Development plans on an annual basis and to undertake training and development as identified within these discussions and as indicated by the requirements of the post.

· demonstrate commitment to developing own expertise to support robust systems, policies, professional guidance, and training so that staff across the PCN can identify and contribute to safeguarding issues.
· work in line with NHS England’s Workforce Development Framework and Competency Framework for Care Co-ordinators to practice safely and effectively.
The workforce development framework for care co-ordinators includes more information on supervision and professional development.

CLINICAL GOVERNANCE AND QUALITY ASSURANCE
· To realise the importance of confidentiality when dealing with patients and staff, particularly when giving or receiving information over the telephone in accordance with the Data Protection Act. 

· Maintain the high standards of the service by contributing towards individual, team and service objectives and acting at all times in the best interest of patients.

· To accurately collect, collate and input data to Information Systems as required by procedures to ensure that patient database records are up to date and accurate. 
INFORMATION GOVERNANCE 

· Post-holders will be required to comply with Information Governance related standards and policies at all times when dealing with confidential information, which includes any information relating to the business of the company and its service users and employees.

· Post-holders are bound by a duty of confidentiality and must conduct their duties in line with the NHS Confidentiality Code of Practice, Data Protection Act and Freedom of information Act. 

· Post-holders must maintain high standards of quality in corporate and clinical record keeping ensuring information is always recorded accurately and kept up to date.  The post-holder must only access information, whether paper, electronic or in other media, which is authorised to them as part of their duties.

· All Information obtained or held during the post-holder’s period of employment that relates to the business of the company and its service users and employees will remain the property of the Taurus Healthcare.  Information may be subject to disclosure under legislation at the Company’s discretion and in line with national rules on exemption.

· Any breach of confidentiality or computer misuse could lead to disciplinary action, and in serious cases could result in dismissal.  Breaches after the post-holder’s employment has ended could result in the Company taking legal action against them.

HEALTH AND SAFETY

· To have responsibility for health, safety and welfare of self and others at work.  This includes being conversant with Trust Health & Safety policies and procedures and ensuring incidents, accidents and near misses are reported; taking part in the risk management process and carrying out tasks/using equipment only when competent to do so.
· Be responsible for ensuring the general environment is clear of all hazards.

· All staff have a responsibility to apprise themselves of how the prevention of the spread of infection relates to their role.  They have a responsibility to ensure they are aware of Company policies and procedures in relation to infection prevention and control, and ensure that they comply with them in fulfilling their role.  

EQUALITY AND DIVERSITY 
· Respect the privacy, dignity, needs and beliefs of patients, carers and colleagues.
· Act in a way that recognises the importance of peoples rights, interpreting them in a way that is consistent with Taurus procedures / policies and current legislations.
· Act as a chaperone as needed.
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.
This job description may be amended by management through consultation with the post holder in order to reflect changes in, or to, the job.

PERSON SPECIFICATION

	Job Title: Care Co-ordinator for Adult & Child Safeguarding, East PCN

	CRITERION
	ESSENTIAL

(Should possess to do the job)
	DESIRABLE

(Could also possess)
	Tested @ INTERVIEW
	Tested on APPLICATION FORM
	WEIGHTING FOR EACH CRITERIA

High      = 3

Medium = 2

Low       = 1

	EDUCATIONAL AND PROFESSIONAL QUALIFICATIONS

	Professional Qualification or relevant demonstrable experience
	(
	
	
	
	

	GCSE English or equivalent level.
	(
	
	
	
	

	GCSE Mathematics or equivalent level.
	(
	
	
	
	

	Safeguarding training children and adults level 2
	
	(
	
	
	

	ECDL or equivalent level of keyboard/IT skills.
	
	(
	
	
	

	Clinical Qualification Registered Nurse/ Registered Midwife, Registered Allied Health Professional or relevant experience as a social worker
	
	(
	
	
	

	SKILLS

	Good interpersonal communication skills, both written and verbal.
	(
	
	
	
	

	Ability to manage and prioritise own work to meet deadlines.
	(
	
	
	
	

	Ability to work effectively as part of a team.
	(
	
	
	
	

	Ability to communicate confidently with staff of all seniority levels
	(
	
	
	
	

	Good level of accuracy and attention to detail.
	(
	
	
	
	

	KNOWLEDGE/EXPERIENCE

	Working knowledge of Microsoft office – Word, Excel, Outlook and PowerPoint and using video calling software – e.g. Microsoft teams. 
	(
	
	
	
	

	Experience of using IT systems such as EMIS 
	(
	
	
	
	

	Experience of working in a health or social care setting
	(
	
	
	
	

	Experience of partnership/collaborative working and of building relationships across a variety of organisations
	(
	
	
	
	

	Knowledge of safeguarding and the associated legislative framework
	(
	
	
	
	

	Proven ability to recognise and manage risk
	(
	
	
	
	

	PERSONAL QUALITIES OR ATTRIBUTES

	Reliable, conscientious and flexible approach to work.
	(
	
	
	
	

	Commitment to reducing health inequalities and proactively working to reach people from diverse communities
	(
	
	
	
	

	To be able to work independently on own initiative
	(
	
	
	
	

	Ability to maintain confidentiality
	(
	
	
	
	

	OTHER JOB REQUIREMENTS

	Understanding of confidentiality and GDPR.
	(
	
	
	
	

	Required to travel to meetings and work from other locations as required in order to carry out work across the federation
	(
	
	
	
	

	Enhanced DBS clearance
	(
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