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         JOB DESCRIPTION

Job Title: Pre- Assessment Lead Nurse
Reports to: Pre- Assessment Unit sister
Direct reports:

Department: Outpatients 
Key working relationships: Multi-disciplinary team members
__________________________________________________________________

Job summary: 

1. To work with the POA sister to manage the day to day running of the pre-operative assessment unit ensuring patients receive safe care and treatment in accordance to current national guidance and based on evidence

2. Provide co-ordination within the department, ensuring the smooth running of clinics on a regular basis, assessment of anaesthetic risk and optimisation of patient condition prior to major surgery. 

3. Establish systems and processes to ensure effective communication and continuity of patient care, liaising with multi-disciplinary/multi-agency teams, ensuring appropriate referral to MDT meetings, other healthcare organisations and community services.

4. To act as a clinical expert and a visible role model and provide specialist knowledge, professional leadership and support to staff within the unit.

5. To develop clear referral pathways, including online services and to ensure the scope of practice within the unit is defined and adhered to with a clear understanding of local and national drivers for service delivery.

6. To undertake designated responsibilities without direct supervision, working as a member of the assessment team offering and receiving support where appropriate.

Key duties:

Professional
1. To be aware of and comply with The Code (2015) and EC directives.

2. Keep Matron's Office aware of relevant changes which occur, including accidents and incidents.

3. Maintain own professional and personal development in accordance with The Code (2015), standards and professional guidelines.

4. Establish and maintain professional working relationships with all patients, relatives, staff and consultants.

5. Ensure that organisational goals are reflected in the nursing teams’ objectives and in unit plans.

6. Promote a culture of continuous quality improvement through the use of audit, patient feedback and reflection on practice by self and other members of the team.

Clinical 

1. To efficiently and effectively assess a patients’ suitability for safe admission identifying any anaesthetic risk factors and managing patient expectations of their hospital stay, during the preoperative assessment and discharge home.

2. Collaborating with the medical staff to ensure that the patient is medically cleared for surgery thereby reducing the number of patient cancellations

3. To be responsible for the expert clinical assessment of patients by completing a full medical clerking of patient history and completing in depth physical examination. 

4. To be directly responsible for making complex decisions about next steps based on assessment, clinical presentation and diagnostic results.

5. To give concise, relevant verbal and written reports to ensure effective communication with the General Practitioner, Consultant, Anaesthetist and any other members of the multi-disciplinary team, regarding the outcome of consultations and the necessary follow up required..

6. To ensure, through appropriate delegation to nurses and health care assistants, that evidence-based care is provided to agreed standards within the unit in accordance with hospital policy and procedures.

7. To ensure ordering, storage and administration of drugs in accordance with the Drug Policy and the law.

8. To promote and maintain professional confidentiality at all times in accordance with the Data protection Act 1998.

9. Recognises and responds appropriately to urgent and emergency situations. Ensure all emergency equipment is fit for purpose and ready to use.

10. To participate in the analysis, assessment and management of actual and potential risks within the unit environment, including responsibility for risk assessments i.e. General, Pregnancy, Clinical, Manual Handling, COSHH.

Management
1. To assist the Unit sister with the organisation and day to day management of the Unit.

2. To provide a suitable environment for the physical and psychological wellbeing of patients, their relatives and staff by ensuring compliance with legislation and policies including health and safety, infection prevention and control, risk management and incident reporting.

3. Develop and implement service protocols on nationally accredited guidelines and valid research from recognised bodies.

4. To develop clear referral pathways and to ensure the scope of practice within the unit is defined and adhered to will a clear understanding of local and national drivers for service delivery.

5. To ensure that hospital policies and procedures are adhered to, and that the highest professional standards are upheld by all the Ward staff.

6. Ensure near misses, incidents, accidents and faulty devices are recorded, reported and investigated as per hospital policy.

7. To challenge appropriately and confidently where standards of care fall below that which the Hospital would expect.

8. Attend relevant hospital meetings or send representative and impart necessary information to Unit staff. To contribute to designated groups/working parties and thus to help in developing, implementing and monitoring policies, procedures and protocols.

9. To ensure equipment is regularly maintained and that all staff are competent and able to use equipment safely and correctly.

7. To share responsibility for issues relating to the Unit budget with the Unit Sister and show a commitment to effectively managing resources.

8. Deal with any complaints in a timely manner as per Hospital policy by investigation before responding at either local level or escalate as appropriate.
Education
1. To encourage and support nursing staff to undertake personal and professional development.

2. To provide the PDM with information regarding staff development needs to allow staff training, external training and mentorship to be planned.

3. To lead, support and develop the orientation and training of new members of staff, junior colleagues and students.

4. Ensure nurses working in the Unit/department achieve 100 % compliance with statutory and mandatory training requirements.

5. To ensure staff competencies are up to date.

Human Resources
1. To strive for high staff morale through sound leadership and organisation.

2. Assist the Unit Sister in the recruitment and selection of appropriate nursing staff in consultation with HR.

3. Develop and maintain a positive working environment by demonstrating flexibility, enthusiasm and reliability.

4. Promote the health and well-being of staff and observe for any signs of ill health or stress factors and refer to OH as appropriate.

5. To deal with the management of poor performance, grievance or disciplinary situations after consultation with the Unit Sister and Human resource department.

6. To be responsible for annual staff performance appraisals.

7. Assist the Unit sister to manage duty rotas/annual leave and study leave to ensure adequate nursing cover and appropriate skill mix.
This Job Description is intended as a guide to the general scope of duties and is not restrictive or definitive in any way. It may be subject to review.
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