
JOB DESCRIPTON 
Practice Nurse
	Job Title :

	Practice Nurse 

	Reporting to :

	Treatment Room Manager

	Hours / Work Pattern :

	23+  hours per week
Mondays, Wednesday and Fridays
Will need to be flexible to cover annual leave and also to part take in a rota for extended hours, including evenings and weekends. 

	Location :
	Elgar House Surgery

	Salary
	Dependent on Experience & Qualifications


Job Summary:

The Post Holder is responsible for ongoing assessments, development, interpretation and evaluation of programmes of patient care within the practice setting.  The nurse will be required to support the Treatment room manager and the Practice Manager and continue with the administration of the Treatment Room in their absence.

The Post Holder will also be expected to provide support to the GP’s and the rest of the Practice Team and assist with education/induction programmes for staff, patients and their Carers.
To be responsible for the implementation of processes for the effective management of patients with long-term conditions using evidence-based practice including care for elderly and housebound patients. 

Working as a member of the practice multidisciplinary team, the post holder will ensure nursing services are delivered effectively to the entitled patient population. 

The Practice Nurse will be responsible for a number of clinical areas such as infection prevention and control, health promotion, cytology and the immunisation programmes as well as actively supporting the practice management team in the reviewing and delivery of clinical policy and procedure.  

Job Description:
MAIN DUTIES AND RESPONSIBILITIES

Competencies in all of the following areas:

Clinical Responsibilities

· To work within the NMC Code of Professional Conduct (NMC 2015).

· To carry out skilled, evidence-based nursing care.

· To demonstrate an analytical approach to clinical assessment of patients in the light of current research and resources.

· To evaluate and reassess nursing care according to clinical need.

Travel health:

· Appropriately  provide information on vaccine recommendations for travellers 

· Ensure that travel health service  is provided from an appropriate evidence base e.g use of Nathnac

· Working with public health initiatives ensuring the work of the team is up to date.

Ear care:

· Perform ear syringing following appropriate patient assessment  in accordance with NICE guidelines for ear syringing

· Identify patients and organise referral for ear suctioning as required

Cytology 

· Proactively encourage patients to attend and have an awareness of cytology targets

· Ensure that appropriate audit and records are maintained for own practice 

Immunisation (adult and child):

· Working with public health initiatives ensuring the work of the team is up to date.

· Acting as a resource for other clinicians within the surgery 

· Provision of up to date information for Child health services in a timely fashion

· Ensure that cold chain is properly observed and report any breaches in practice manager and implement appropriate strategies to resolve

Wound care and management:

· Assessing routine wounds including trauma and implementing and appropriate plan of care

· Assessing [and prescribing if qualified] to support good wound management in complex situations (e.g. use of Doppler technique) 

· Identifying when onward referral is required and seeking advice from tissue viability team and needed

· Participation in audit as required

Enhanced Services:

· Assisting in the delivery of services within agreed guidelines and protocols as and when agreed by the practice.

Managerial Responsibilities

· Support in the management of patient services in the Treatment Room in the absence of the Treatment room manager allocating work appropriately.

· Liaison with other agencies and, where appropriate the supervision, delegation and teaching of staff and/or students.

· Work closely with all Primary Health Care Team members and others concerned with patient care.

· To supervise other members of the team where appropriate in the absence of the Treatment Room Manager.

· To adhere to Elgar House and Hereford & Worcestershire CCG policies and procedures where appropriate.

· To ensure that local and national Health and Safety regulations are adhered to.

· Be responsible for the identification and reporting of any risks identified.

· Assist in, and actively participate in clinical supervision and reflective practice.

· To attend appropriate staff meeting.

· To facilitate caseload audit and service audits where appropriate.

· Liaise with the Practice nurses and Practice Manager where appropriate.

· To assist in the planned induction of new staff.

· Maintain and share responsibilities for the maintenance of all nursing equipment and stock control of items used in the Treatment room.

Communication and Liaison Responsibilities

· Pro-actively establish good communication networks with all members of the practice team and with members of the Primary Health Care Team.

· To maintain records in accordance with the Hereford & Worcestershire CCGs policy and that of the NMC Guidelines for records and record keeping (NMC, 2015).

· To ensure other members of the team enter data according to the above policy and standards.

· Assist in the development and maintenance of good working relationships and communication with the GP’s and other Practice Staff.

Educational Responsibilities

· To keep abreast of new developments in wound care, child vaccinations, travel, ear care, cytology and other aspects of relevant patient care.

· To take part in research if appropriate.

· To encourage an educational environment within the team.

· To participate in educational programmes for student nurses when they are allocated to the team.

· To keep abreast of ones personal and professional development.

Additional Roles & Responsibilities

· Act as a Chaperone when required.

· Work pro-actively in managing change in own speciality to improve practice and health outcomes.
· To work flexibly to ensure that the practice has cover between the hours of 0800-1830 core hours; and be flexible in the covering of current extended hours and future extended hours, which may result in the need for early mornings; late nights and weekend working.
· To work flexibly with the nursing team to ensure that the practice has cover between the hours of 0800-1830.

· Undertaking home visits for housebound patients for administration of flu.

· This job description is not exhaustive and may be adjusted periodically to reflect the on-going changes in practice.

· Any other duties as directed by the Treatment Room Manager, Partners and Practice Manager.

· Be prepared to work additional hours to cover annual leave and sickness within the nursing team.

Confidentiality:

· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.   They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately

· In the performance of the duties outlined in this job description, the post-holder may have access to confidential information relating to patients and their Carers, practice staff and other healthcare workers.  They may also have access to information relating to the practice as a business organisation.  All such information from any source is to be regarded as strictly confidential

· Information relating to patients, carers, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.

Health & safety:

The post-holder will be responsible for the management of their own and their patients’ health and safety and infection control.

· 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

· Understanding of Personal Protective Equipment (PPE) for the practice.

· Understanding the process for hand hygiene across the practice

· Full knowledge of infection control standards 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.  

· 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.

· Safe management of sharps procedures including training, use, storage and disposal 

· Using appropriate infection control procedures, maintaining work areas in a tidy, clean and sterile, and safe way, free from hazards. Initiation of remedial / corrective action where needed or escalation to responsible management

· Actively identifying, reporting, and correction of health and safety hazards and infection hazards immediately when recognised

· Keeping own work areas and general / patient areas generally clean, sterile, identifying issues and hazards / risks in relation to other work areas within the business, and assuming responsibility in the maintenance of general standards of cleanliness across the business in consultation (where appropriate) with other sector managers 

· Undertaking periodic infection control training

· Waste management including collection, handling, segregation, container management, storage and collection

· Spillage control procedures, management and training

· Decontamination control procedures, management and training, and equipment maintenance

· Maintenance of sterile environments

Equality and diversity:

The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognizes 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-judgmental and respects their circumstances, feelings priorities and rights.

Personal/professional development:

In addition to maintaining continued education through attendance at any courses and/or study days necessary to ensure that NMC professional development requirements for revalidation are met, the post-holder will participate in any training programme implemented by the practice as part of this employment.  In addition the post holder will

· Keep abreast of new developments in wound care, child 

vaccinations, travel, ear care, cytology and all other aspects of relevant patient care.

· Take part in research if appropriate

· Participate in educational programmes for student nurses when they are allocated to the team.

· Keep abreast of one’s personal and professional development.

Quality:

The post-holder will strive to maintain quality within the practice, and will:

· Alert other team members to issues of quality and risk

· Assess own performance and take accountability for own actions, either directly or under supervision

· Contribute 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

· Work effectively with individuals in other agencies to meet patients’ needs

· Effectively manage own time, workload and resources.

Communication:

· Pro-actively establish good communication networks with all members of the practice team and with members of the Primary Health Care Team.

· Ensure good communication with the Treatment Room Manager, Practice Manager and other members of Elgar House management team.

· To maintain records in accordance with the NHSE  policy and that of the NMC Guidelines for records and record keeping (NMC,2015)

· To ensure other members of the team enter data according to the above policy and standards.

· Assist in the development and maintenance of good working relationships and communication with the GP’s and other Practice Staff
Contribution to the implementation of services:

The post-holder will:

· Apply practice policies, standards and guidance

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

· Participate in audit where appropriate.

· Have a full driving licence and hold business insurance to enable them to do home visits

· Undertaken any other duties as directed by the Treatment Room Manager, Partners or Practice Manager.

Work Environment

· The post holder is required to work frequently with bodily fluids.

· The post holder will regularly be required to carry out nursing care, which includes moving and handling patients with varying disabilities.

· The post holder will be required to use a computer daily for inputting patient details.

This role will be subject to change and the post-holder will be expected to show flexibility and adaptability in all areas.

This job description accurately reflects the post holder’s duties

Signature of post holder     ……………………………………………….     Date ……………………..………

Name (Block Capitals)          ……………………………………………..

Signature of Practice Manager  ……………………………………….       Date …………………….………

Name (Block Capitals)                 ..……………………………………..
PRACTICE NURSE PERSON SPECIFICATION
	Person specification – Practice Nurse

	Qualifications
	Essential
	Desirable

	Registered Nurse (Nursing and Midwifery Council)

	(
	

	Mentor or teaching qualification


	
	(

	Experience
	Essential
	Desirable

	Experience of working in a primary care environment


	
	(

	Experience of working autonomously


	(
	

	Experience of working as a practice nurse or community nurse


	
	(

	Experience of infection prevention and control measures


	(
	

	Experience of managing elderly and housebound patients


	
	(

	Experience of quality initiatives, i.e., benchmarking


	
	(

	Clinical knowledge and skills
	Essential
	Desirable

	Wound care/removal of sutures and staples


	(
	

	ECGs 

	(
	

	Venepuncture

 
	(
	

	New patient medicals 

	(
	

	Requesting pathology tests and processing the results, advising patients accordingly

 
	(
	

	Understanding the importance of evidence-based practice


	(
	

	Understand the requirement for PGDs and associated policy
	(
	

	Ability to record accurate clinical notes


	(
	

	Ability to work within own scope of practice and understanding when to refer to GPs


	(
	

	Chaperone procedure 

	(
	

	Women’s health (cervical cytology, contraception, etc.)


	(
	

	Immunisations (routine, childhood and travel)


	(
	

	Travel medicine


	
	(

	Broad knowledge of clinical governance


	
	(

	Knowledge of public health issues in the local area


	
	(

	Awareness of issues within the wider health arena


	
	(

	Knowledge of health promotion strategies


	
	(

	Skills
	Essential
	Desirable

	Excellent communication skills (written and oral)


	(
	

	Effective time management (planning and organising)


	(
	

	Ability to work as a team member and autonomously


	(
	

	Good interpersonal skills


	(
	

	Problem solving and analytical skills


	(
	

	Ability to follow clinical policy and procedure


	(
	

	Strong IT skills


	
	(

	Clear, polite telephone manner


	(
	

	Personal qualities
	Essential
	Desirable

	Polite and confident


	(
	

	Flexible and co-operative


	(
	

	High levels of integrity and loyalty


	(
	

	Sensitive and empathetic in distressing situations


	(
	

	Effectively able to communicate and understand the needs of the patient


	(
	

	Commitment to ongoing professional development


	(
	

	Punctual and committed to supporting the team effort


	(
	

	Motivated, forward thinker


	(
	

	Problem solver with the ability to process information accurately and effectively, interpreting data as required


	(
	

	Ability to work under pressure/in stressful situations


	(
	

	Effectively utilise resources


	(
	

	Other requirements
	Essential
	Desirable

	Flexibility to work outside of core office hours


	(
	

	Disclosure Barring Service (DBS) check


	(
	

	Occupational Health clearance


	(
	

	Meet the requirements and produce evidence for nurse revalidation


	(
	

	Evidence of continuing professional development (CPD) commensurate with the role of a Practice Nurse


	(
	



