ALL HALLOWS

JOB DESCRIPTION
	Job Title:
	Activity Co-ordinator

	Responsible To:
	Occupational therapist

	Accountable To:
	Registered Manager


Job Purpose
· To work under the supervision of the Occupational therapist providing therapeutic interventions for named individuals to meet person centred goals 
· To work as an integral member of All Hallows Rehabilitation Team.
Key Accountabilities
Clinical

· To work with individuals across the unit to enable them to develop their domestic, self-care, social work or leisure skills as appropriate for each individual under the guidance and supervision of the Occupational therapist
· To observe the general behaviour, mood, ability and response of individuals during session and respond as appropriate.

· To make accurate and clear entries in individuals’ clinical records.

· To feedback individuals’ engagement and progress to the appropriate occupational therapist or other multi-disciplinary team member as and when requested to do so.

· To attend and contribute to meetings and clinical discussions as appropriate including: therapy team meetings, MDT reviews, resident goal setting meetings and ward based clinical governance meetings.

· To take responsibility for planning and facilitating specific therapeutic groups under the supervision of the Occupational therapist
· To be aware of your responsibilities in line with the Mental capacity act 

· To take responsibility for the planning and organisation of specific technical programmes, e.g. cooking, with minimal supervision from the Occupational therapist
· To assist in selected recreational and social programmes for individuals and groups as guided by the Occupational therapist
· To accompany individuals on social and therapeutic outings as requested, in line with the Mental capacity act.

Administration and Liaison

· To take responsibility for stock control of group work materials, stationery and provisions within the unit.
· To perform general routine duties in activities areas to ensure efficient daily running of a healthy and safe environment.

· To ensure that all information concerning individuals is treated as strictly confidential at all times.

· To participate in meetings relevant to service provision.

· To keep the service and professional line Occupational therapists for the post informed of all matters affecting the provision of service.

· To liaise regularly with Occupational therapist and team concerning service provision.

· To take responsibility for the safe storage, provision, use and maintenance of equipment and materials.

· To carry out other administrative tasks in relation to the service as required.
· To complete interest checklists with residents when they join the service.

Education & Health Promotion

· To keep up to date with the changing practices and attend relevant training appropriate to the role as directed.

· Promote positive attitudes towards promoting independence with people with neurological impairment.

· To participate in the dissemination and sharing of information and skills with staff and students.

Communication and Relationship Skills
· To form professional relationships with clients and communicate with them in a way that respects their views, autonomy and culture. To form working relationships with the following:-

· Multidisciplinary Team

· Visitors

· Carers and Family

· Staff from others areas of CARETECH
· Partnership Organisations

· Funders
· Voluntary third sector organisations

Clinical Obligations

· To take the initiative in seeking new information, making use of departmental resources, internet etc., and undertaking training where possible in order to meet learning needs and enhance the activity role.

· To have regular clinical supervision in order to reflect on clinical work and identify areas of strength and difficulty.
· To participate in clinical governance 

Health, Safety and Safeguarding
· Under the Health and Safety at Work Act 1974, as an employee, you must take reasonable care for the health and safety of yourself and other persons who may be affected by our acts or omissions at work.  The Act also states that you must not intentionally or recklessly interfere with or misuse anything provided in the interest of health, safety and welfare.
· All members of staff have a duty to safeguard and promote the welfare of vulnerable adults, children and young people in all relevant areas of their work.  This will include timely attendance at relevant training events compliant with the Company’s Safeguarding Procedures.
· All members of staff have a contractual obligation to complete all statutory and mandatory training, whether it be delivered face-to-face or via e-learning, deemed relevant to their role.
Equality and Diversity
· Carry out duties and responsibilities with regard to the Caretech Group Equality and Diversity and Dignity at Work Policies, treating everyone with dignity and respect, valuing and respecting individuals and staff as individuals and be committed to equality of opportunity for all.
· To ensure that activities are accessible for all residents at All Hallows
Mental capacity act
· Comply with the Mental capacity act related to job role and service requirements.
General

· Adopt a professional approach to individual / resident care at all times
· Be required to develop and maintain good working relationships with colleagues, visitors, carers, members of the multi-disciplinary care team and senior professional and Occupational therapy staff.

· Conform at all times to the Policies and Procedures of the Company, with particular regard to confidentiality, financial and administrative responsibilities and prevention of healthcare-associated infection (HCAI); this includes a requirement for rigorous and consistent compliance with policies for hand hygiene, use of personal protective equipment and safe disposals of sharps (where deemed relevant to the role).
· Maintain and support all quality initiatives and objectives introduced into the organisation.

· To be familiar and comply with the service Business Continuity Plan in case of an emergency.
· Take personal responsibility for ensuring that The Caretech Group resources are used efficiently and with minimum wastage

· Have access to a wide range of confidential information about individuals, staff and The Caretech Group which must not be divulged to any unauthorised person in any circumstances at any time in accordance with the Company’s policies and procedures in relation to the Data Protection Act and Information Governance.
This job description is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances
You will be expected to actively participate in annual appraisals and set objectives in conjunction with your Occupational therapist.  Performance will be monitored against set objectives.

PROFESSIONAL STANDARDS
As an Activity coordinator at The Caretech Group, it is expected that the Professional Standards are adhered to when carrying out your role.
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