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ON THE WAY

This Review of your commitment to the Charter for Employers who are Positive About Mental Health is intended to reflect the general philosophy of MINDFUL EMPLOYER® - supporting you in the recruitment and retention of staff who experience mental ill health. 

We suggest spending no more than 30 minutes on each page. Please respond as openly and honestly as you can: there are no ‘correct’ or ‘expected’ answers. You may cross-reference responses if that is appropriate. Your responses will not be made public by WorkWAYS or through MINDFUL EMPLOYER without your consent.

Completing this Review is all that is required for you to continuing using the MINDFUL EMPLOYER logo and displaying the Charter. Assistance in completing the Review is available from WorkWAYS and other Charter signatories so do please contact us. The completed review is due by the date shown on the accompanying e-mail – please contact us if you require an extension.  You will receive an acknowledgment and a response to any specific requests for assistance.

	Name
	Marie Taylor

	Position
	Organisational Development Manager

	Company/Organisation
	Royal Devon & Exeter Foundation Trust

	Address
	G18, Bowmoor House, Royal Devon & Exeter Hospital, Barrack Road, Exeter, EX2 5DW  

	Tel No
	01392 404551

	E-mail
	Marie.taylor2@rdeft.nhs.uk 

	Exact and full address (URL) of link from your website to www.mindfulemployer.net[footnoteRef:1] [1:  Need to confirm our status within the initiative. The website currently says: “The Trust is working towards membership of the Mindful Employer initiative.”] 

	http://www.rdehospital.nhs.uk/trust/diversity/disability.html 





Please give a brief description of your business/organisation and its main purposes

	We are the major hospital serving the Exeter travel to work area.




When complete, please send together with examples of job advert &/or other materials showing the MINDFUL EMPLOYER logo to:

MINDFUL EMPLOYER
WorkWAYS, King Street Business Centre, 7-9 King Street, Exeter EX1 1BQ

11
As an employer we aim to:
1. Show a positive and enabling attitude to employees and job applicants with mental health issues. This will include positive statements in local recruitment literature.
We have widespread evidence of a positive attitude to employees, but need to do more to get appropriate statements across our recruiting literature.

	Not yet achieved
	

	Achieved in some parts of our organisation
	√

	Achieved in most parts of our organisation
	

	Achieved across the whole organisation
	


	

We already have the following good practice in place:
	We display the Mindful Employer logo at the second level of detail on NHS jobs. This website covers c. 95% of all applicants.
“We have a good policy, so managing mental health issues is routine.” (HR Manager)
The policy framework includes policies on Stress Management (with the HSE tool for stress risk assessment) and a sickness policy which covers the psychological issues of managing sickness and the return to work. 
HR managers are discussing stress with their constituent senior managers regularly and proactively. This might be in response to data from the Stress Management Group or, for example, triggered by national reporting of a Tribunal case (O2 vs Dicken), or may be picked up when they receive their monthly sickness reports. 
Our HR casework shows plenty of personalised support, reflecting a positive attitude to mental health issues. We seek to understand the causes behind the presenting difficulties and address those, alongside the surface issues. For example:
“One worker has problems relating information and instructions and remaining in the workplace. It’s a mental health issue …we worked with him and occupational health, adjusted the role and had WorkWAYS support” (HR Manager) 
“I had one worker with a suspected drink problem and performance concerns. It could have gone straight to a disciplinary, but we got Occupational Health involved and found out there were problems at home. We got some external support and made sure he had counselling.” (HR Manager)
“I was holding a meeting with someone who had a high sickness rate.  Suddenly she burst into tears and said he was having huge difficulty at home. Now we know, we have done all sorts of things to support her, like putting in place flexible working and looking at redeployment." (HR Manager) This was an example of a staff member suffering stress, through being the main carer at home for more than one relative with a disability.
“We have a case conference approach, involving the employee, line manager, HR and the employee representative. I’ve even accessed the employee’s Community Psychiatric Nurse, in severe cases.” (HR Manager)



The following areas required improvement last year:
	We need further supporting information, embedded at every stage of the application process.   - achieved
Put an equality statement on every job advert to read “We aim to be an Equal Opportunities employer.” - 
This will go on the second level of information on NHS Jobs. -  achieved

Include an equality statement in the “About the Trust” information on the job description in the Values section, as follows:
“We embrace diversity across our staff team and welcome appropriate applications, regardless of age, disability, gender, race, religion and sexual orientation. We are committed to provide all reasonable support to people with disabilities / health issues, during selection and during employment.” (See Appendix 1) - achieved

Amend the Occupational Health form to ensure the emphasis is on encouraging people to declare a disability or mental heath issue so we can support them. (See Appendix 2.)  - achieved
Our Resourcing Manager will ensure this is embedded, wherever we advertise, in NHS Jobs and through Barker’s.
She will also ask the SHA to consider whether it has similar practice in place for the recruitment of our junior doctors.  - achieved
A training and awareness raising session for HR Managers would enable them to consolidate and spread existing good practice. - achieved

We continue to provide training on mental health awareness in our Effective Managers Training and have updated our health and wellbeing website.
















We plan to take the following action:
As an employer we aim to:
1. Ensure that all staff involved in recruitment and selection are briefed on mental health issues and the Disability Discrimination Act, and given appropriate interview skills.
We do not yet ensure that this applies to all appropriate staff.

	Not yet achieved
	

	Achieved in some parts of our organisation
	√

	Achieved in most parts of our organisation
	

	Achieved across the whole organisation
	



We already have the following good practice in place 
	Some managers will have been made aware of issues around disability through our general training on equality and diversity.
All equality information is removed from the application and not seen by the shortlisters, apart from that relating to the Guaranteed Interview Scheme and any adjustments necessary for the interview. 



The following areas require improvement:
	We need to embed information on mental health and the Disability Discrimination Act in our recruitment and selection training.
This training needs to be promoted as essential for all involved in selection.  
We need better monitoring of our interviewing, to ensure equality of opportunity as regards disability. 




We have taken the following action:
	· We will promote recruitment and selection training as essential for all involved in staff selection. The Head of Resourcing and the Equality and Diversity Manager will review the training content to ensure that disability and mental health issues are appropriately covered. 
· The Recruitment Team will undertake the same training as the managers involved in selection.
· The Resourcing Manager will arrange for this to be followed up by a team discussion session with the Equality and Diversity Manager. 
· Recruitment team will monitor interviews, through observation of a sample. Interviews where there is a candidate with a disability will be included in their priorities for deciding which ones to monitor.
All actions undertaken. The Recruitment Training has strong coverage of equality as a whole and disability in particular, but it was not practicable to cover individual disabilities (such as mental illness). Monitoring of interviews is being covered through a significant project by our HR graduate, currently underway. We have also provided the Recruitment Team with advanced training in equality and two training sessions on disability.   
We have reviewed our management of disability information during the recruitment process, to ensure compliance with the Equality Act.   






As an employer we aim to:
1. Make it clear in any recruitment or occupational health check that people who have experienced mental health issues will not be discriminated against and that disclosure of a mental health issue will enable both employee and employer to assess and provide the right level of support or adjustment.
Our occupational health check encourages disclosure, so we can provide support.
Appendix 2. 
    
	Not yet achieved
	

	Achieved in some parts of our organisation
	

	Achieved in most parts of our organisation
	

	Achieved across the whole organisation
	√


 
We already have the following good practice in place
	The Occupational Health questionnaire is supportive, encouraging the declaration of mental or physical health issues, so we can provide support / make reasonable adjustments. (See Appendix 2.)
This is backed by similarly supportive statements across our recruitment literature. 



The following areas require improvement:
	




We plan to take the following action:
	






As an employer we aim to:
1. Not make assumptions that a person with a mental health issue will be more vulnerable to workplace stress or take more time off than any other employee or job applicant.
Our HR practice complies, but we do not challenge the assumption through our more general communication.  
      	     Mark one box only 
	Not yet achieved
	

	Achieved in some parts of our organisation
	√

	Achieved in most parts of our organisation
	

	Achieved across the whole organisation
	



We already have the following good practice in place:
	In managing sickness, we intervene whenever an individual passes a certain threshold. We include people with mental health issues, rather than exempting them on the stereotypical assumption that it is inevitable that they will take more time off. 
We do not assume that people with mental illness problems cannot cope with pressure or normal working: 
“When I redeploy, I work hard to make sure managers do not assume that someone with mental illness issues will not handle pressure.”(HR Manager)
“We have people with significant mental health problems who are doing the job. It’s all about the individual. We don’t assume that a mental health issue in the past would lead to unfitness now.” (Occupational Health Manager.)  
“People will have periods of being mentally ill … but if they are managed well, with a team approach, there’s no reason why they can’t get back to work again normally.” (HR Manager)



The following areas require improvement:
	This message will need to be in the training and any other awareness raising we do. 




We have taken the following action:
	Training / awareness raising for HR Managers, possibly using the 3 hour WorkWAYS package.
Explore with WorkWAYS 1 hour drop-in sessions for line managers.
We did not think that such specialist sessions with WorkWAYS were affordable, but we have had an informal awareness session for HR managers from WorkWAYS at an HR team meeting. 
We have given our Learning and Development Service key messages about equality (including mental health) to embed across their mainstream training delivery.  This has covered equality and disability in general, rather than individual types of disability. 





As an employer we aim to:
1. Provide non-judgemental and proactive support to individual staff who experience mental health issues.
Our support is both non-judgmental and proactive, is both top-down and bottom-up and offered through a variety of media.
     
	Not yet achieved
	

	Achieved in some parts of our organisation
	

	Achieved in most parts of our organisation
	

	Achieved across the whole organisation
	√



We already have the following good practice in place:
	We have proactive support at a strategic level through the Stress and Wellbeing Group (now being renamed the Health and Welfare Group).
This was set up to monitor stress hot-points at a high level across the organisation, to offer support when issues arise and spread good practice.
The Group is currently developing data indicators to support this work.
At a more individual level, the Occupational Health Counsellors offer their services to staff working in high stress areas, through visiting workplaces and leading team meetings. Leaflets are also proactive, for example, there was one about “Surviving the Festive Season”. The counsellors are trained and qualified to offer non-judgmental support. 
We use the stress risk assessment to get to the bottom of a variety of surface issues, which could be stress-related. 
“The risk assessment is really good. I use it to help me listen and address issues.” (Occupational Health Manager.)
“I used the stress risk assessment as an alternative to disciplinary action to support someone who had walked out of work. We found mental health issues. We put in some workplace support and he’s now performing well.” (HR Manager)
We have extensive intranet content on stress management and mental health, under “Working for RD&E”. This includes a range of interventions, such as training and self-help, as well as links to external support.[footnoteRef:2]   [2:  http://rdeweb/default.asp?a=4995&m=0] 

Our managers are trained to provide support through a range of training interventions, which cover managing your own stress and that of others. 
For example, the performance management course has a major role play exercise where managers have to deal with someone who is regularly late and who, it emerges later in the scenario, has mental health issues.  





	There is a stress management policy, which makes clear links to psychological health issues. All staff are made aware of stress management at the induction and this theme is woven into a number of training courses. (See Appendix 3, from Stress Management Policy.)
We are aware that stress can trigger poor performance and turn into a more serious mental health issue. This is why our new sickness policy emphasises the role of Occupational Health and the need to be aware of the psychological dimensions of sickness from an early stage.
Our appraisal report (“PDR”) begins with a consideration of workplace stress and refers managers to other sources of support. Consequently the issue is raised by every manager with every staff member, where an annual appraisal is delivered. 
See also the first criterion.




The following areas require improvement:
	Make explicit references to mental health and Mindful Employer in the training scenario, above. 



We plan to take the following action:
	Modify the draft sickness management policy to give a clearer emphasis on the good practice it already has on the psychological aspects of managing sickness and the use of Occupational Health to explore stress-related issues. New Sickness policy addresses management of stress. 
We continue to monitor stress through our Health and Wellbeing group and always take part in National Stress Awareness Day, in November 2009.[footnoteRef:3] (we usually take a week rather than a day to promote well being) [3:  Consider resources from www.isma.org.uk] 










As an employer we aim to:
1. Ensure all line managers have information and training about managing mental health in the workplace.
We have plenty of information available to all, through the intranet for example, and training which touches upon mental health, but no mechanism for ensuring the training reaches all managers.

     
	Not yet achieved
	

	Achieved in some parts of our organisation
	

	Achieved in most parts of our organisation
	√

	Achieved across the whole organisation
	



We already have the following good practice in place (please write 50-250 words):
	We have courses available which cover relevant material, approached from the perspective of managing and understanding yourself, as well as helping managers who need to support staff.[footnoteRef:4] [4:  Such courses include:
   Stress and Change  http://rdeweb/userdata/documents/9092/KSF%20Stress%20&%20Change.doc 
   Loss and Bereavement http://rdeweb/userdata/documents/9092/KSF%200105%20Loss%20and%20Bereavement.doc 
   Building Self Esteem and Confidence http://rdeweb/userdata/documents/9092/Confidence%20&%20Self-esteem%20KSF.doc 
   Understanding Self and Others http://rdeweb/userdata/documents/9092/Understanding%20self%20&%20others%20KSF.doc  
   N.B. weblinks are to the RD&E intranet.] 

Key courses for managers, such as performance management training (see previous section) and The Effective Manager all have significant stress management components. 82 managers have undertaken the performance management course in the last year and 55 have been to Loss and Bereavement and Listening Skills. 
There is extensive information on our intranet (see “Provide non-judgemental and proactive support” criterion), which is available to all.
HR Managers are proactive in offering information and advice to managers (see “Show a positive and enabling attitude to employees” criterion.)





The following areas require improvement:
	We need to make the most of every training opportunity to send appropriate messages about disability / mental health and have issued trainers with some key equality messages for them to embed. Achieved in the Effective Managers training course





We plan to take the following action:
	The Occupational Health Counsellor will continue to offer stress management interventions to stress “hot-points” and feed back to the Learning and Development Service on any issues which could be embedded within our training offer.
Consider offering drop-in sessions for managers around topics relevant to mental health.
Work up a communication plan for the Health and Wellbeing Group to oversee. (See previous criterion.)







Appendix 1
ROYAL DEVON & EXETER NHS FOUNDATION TRUST

JOB DESCRIPTION

1.	JOB DETAILS

Job Title:	Patient Flow Coordinator (PFC) 

Band:		Band 3 

Reports to:	Administration Manager 

Department / Directorate: Emergency Department, Critical Care 


2.	JOB PURPOSE

· This is a permanent position which involves covering the sickness or annual leave of the current Patient Flow Coordinator team and includes working bank holidays.  The postholder will be required to work a combination of shifts (usually 1000-1500 or 1500 – 2200) and will be provided with at least six weeks notice of their rota.  
· Working as a member of the team in the Emergency Department collaborating with key teams/department to ensure the smooth flow of patients through the Medical Triage Unit (MTU).  
· To work specifically within the MTU and to operate and maintain, with minimum supervision, a range of clerical and administrative duties, providing a first point of contact for the trust staff and visitors reporting to the unit. 
· To track patient progress through the MTU and maintain records 
· To maintain the crucial link between the EMU Ward Clerk and, Emergency Department and MTU.  
· To monitor the patient times within the MTU and liaise with the clinical team in accordance with guidelines 
· Please note that the workstation for this position is an aggressive, distressed or severly ill state.  
· 
3.	KEY WORKING RELATIONSHIPS

· Access Team 
· Acute Care GP 
· Ambulance Crews 
· Coroners Officers 
· Doctors 
· Emergency Medical Unit Ward Clerk 
· Emergency Services Collaborative Team 
· Estates 
· General Practitioners 
· General Public/patients 
· Health Records 
· Medical Secretaries 
· Nurses 
· On call Teams, including Senior 
· Other specialist Areas 
· PCT staff in Minor Injury Unit’s and community Hospitals 
· Police 
· Receptionists
· Security Team 
· Site Management Team 
· Social Services 

4.	DIMENSIONS

Approx 65,000 patient attendances per year 

5.	ORGANISATION CHART

Clinical Director 


Divisional Manager 


ED Consultants 	Clinical Services Manager 			


                              Administration Manager         Nursing Team 


PA/Secretarial Team 	ED Administrator


                             Receptionist/PFC’s 

Key 	Denotes line management accountability 

6.	KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES

Communication 
· Liaise closely with clinical staff, in particular the Acute Care GP, MTU Medical team, Site Management, Lead Consultant, On Call team, Speciality staff and Senior Trust staff, alerting them to those patients nearing 4 hour wait target in order to comply with Healthcare standards 
· To carry and respond to Patient Flow Coordinators mobile phone, liaising with EMU Ward Clerk and Site Management to ensure communication is timely and accurate 
· To receive telephone calls from: 

1. GP’s, internal trust medical staff and EMU ward clerks regarding expected emergency admissions, ensuring that an accurate record is kept and all appropriate documentation/case notes are retrieved
2. The general public, including patients, visitors and relatives, trying to answer questions i.e. patient location with tact, diplomacy and sympathy, whilst adhearing to the Trusts confidentiality 
3. Trust Speciality staff 
4. On Call Team, Site Management and other Senior Trust staff 
· To accurately dictate on the breach reasons for all patients that exceed the four hour target, giving full explanations as to the reasons for this along with supporting information. 



Analysis, Judgement and Planning 
· To comply with Trust and Departmental escalation plans, ensuring that relevant Senior personnel have been informed of position, and appropriate action taken. 
· To organise/plan and actively chase any intervention the patient flows through the Unit with minimum delay.  This involves forward planning, by organising x-rays, chasing blood results, negotiating and in-patient bed, or requesting individual speciality input etc.and dealing with multiple queries at any one time
· To prepare medical admission packs for all expected patients.  Packs will include ID labels, radiology and blood request forms, and wristbands 
· On instruction or using own initiative, forward plan and organise with the EMU Ward Clerk and Site Management team the availability of beds and informaing the nurse in charge of the MTU area when a bed becomes available 
· To progress chase blood results and other clinical results by telephone or looking up on PATH system 

Information 
· To ascertain patients identification details and the accurate entering of this information into the Emergency Department computer system (Patient First), in particular ensuring that spellings of names are checked and the correct postcode and GP’s are recorded, ensuring that double registrations are avoided as far as possible by checking the Patient Administration system 
· To maintain an accurate record on Patient First, at all times, of what patients are currently in the department and their location
· To request RD and E patient case notes timely as appropriate.  This will involve ascertaining patients hospital number via the Patient Administration System (PAS) and telephoning the Emergency Health Records phone, ensuring where possible that the notes are available by the time patient in the MTU.  
· To accurately scan patient documentation onto Patient First in the correct order according to ED Scanning Policy, ensuring that scanned images are of good quality before filing copies of documentation in ED filing system.  
· To accurately photocopy and file original patient documentation in patients main hospital case notes in line with Trust Health Records policies
· To arrange and book transport in accordance with Trust protocols – this will involve liaising with Ambulance Control and Trust Transport Coordinator, ensuring that an accurate record/log number is kept
· To book follow up appointments for patients who need to return to speciality Out-Patient or Emergency Department Clinics.  This will involve following the relevant procedure, booking the appointment on PAS or Patient First and ensuring appropriate documentation is available for the clinic
· To admit and discharge patients for observation on Patient First and PAS, according to the departmental AFO procedure
· Where appropriate, to code and discharge MTU Patient First according to agrees procedure or as instructed by clinical team 
· To admit, transfer and discharge patients to the relevant ward on PAS in a timely manner
· To ensure that all casenotes that arrive in or leave the Unit are traced correctly according to Health Records Policy 
· To ensure the security and confidentiality of patient case notes (both RD&E and Emergency Department cards) and information is maintained at all times as per the Trusts Information Governance Policies 





Patient Contact 
· To be based in a clinical area and therefore the post holder will be frequently exposed to medical patients who are presenting to the MTU in an aggressive, distressed or severely ill state
· To deal with bereaved/difficult/distressed patients, relatives and visitors face to face with tact and sympathy
· To observe the clinical areas and alert the clinical staff immediately id a patient appears to suddenly deteriorate/become unwell 
· To direct patients/visitors to other departments and wards, where appropriate organising assistance from Porters is a wheelchair is required
· To assist with maintaining the security and dignity of patients in the department, ensuring that only authorised personnel have access to the Unit and that any visitors/relatives are shown through to the Unit when appropriate

Freedom to Act 
· Line Manager available within hours, post holder to report to ED Administrator or ED Nurse in Charge out of hours 

Financial Responsibility 
· Ensuring stocks of stationary i.e. history sheets/admission packs are available at all time, ensuring the Administration Manager is notified via the Communications book when the Departmental stocks are running low

Responsibility for other Staff 
· Actively contribute to the smooth running of the service by ensuring harmonious working relationships with all colleagues
· Assist with on the job training of new staff when appropriate 

General 
· To contribute to a safe working environment by reporting any broken/damaged equipment to the Emergency Department Administration Manager 
· To attend and participate in team meetings 
· From a clerical perspective, play an active role in the event of a Major Incident, following carefully the instructions laid down in the Trusts Emergency Preparedness Manual 
· To participate in the trust performance, planning and review system
· To participate in the Trust Health Records Accreditation Programme and visit 
· To participate in the mandatory annual training, this includes manual handling, fire lecture, Child Protection and Infection Control
· Any other duties appropriate to the grade as may be required by the Emergency Department Administration Manager
· To take part in regular performance appraisal
· To undertake any training required in order to maintain competency including mandatory training, i.e. Fire, Manual Handling
· To contribute to and work within a safe working environment 
· The post holder is expected to comply with Trust Infection Control Policies and conduct him/herself at all times in such a manner as to minimise the risk of healthcare associated infection.


THE TRUST - PURPOSE AND VALUES

We are committed to serving our community by being a high quality specialist Hospital with consultant-led services.  We aim to co-ordinate our services with primary and community care, and to develop a limited number as Sub-Regional Referral Centres with appropriate levels of research, development and educational involvement.  Where appropriate, and consistent with our services, we may provide services aimed at preventing disease and debilitation.

We aim to make all our services exemplary in both clinical and operational aspects.  We will show leadership in identifying healthcare needs to which we can respond and in determining the most cost-effective way of doing so. We will share our knowledge with neighbouring healthcare agencies and professionals.

We recruit competent staff whom we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients. We embrace diversity across our staff team and welcome appropriate applications, regardless of age, disability, gender, race, religion and sexual orientation. We are committed to provide all reasonable support to people with disabilities / health issues, during selection and during employment.

GENERAL

This is a description of the job as it is now.  We periodically examine employees' job descriptions and update them to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed.  This procedure is conducted by the Manager in consultation with the jobholder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach agreement on reasonable changes, but if agreement is not possible, the Trust reserves the right to insist on changes to your job description after consultation with you.

The RD&E is a totally smoke-free Trust.  Smoking is not permitted anywhere on Trust property, including all buildings, grounds and car parks.  For help to quit call 01392 207462.

As an employee of the Trust, it is a contractual duty that you abide by any relevant code of professional conduct and/or practice applicable to you.  A breach of this requirement may result in action being taken against you (in accordance with the Trust’s disciplinary policy) up to and including dismissal.

The post holder is expected to comply with Trust Infection Control Policies and conduct him/her at all times in such a manner as to minimise the risk of healthcare associated infection.



ROYAL DEVON & EXETER NHS FOUNDATION TRUST
PERSON SPECIFICATION

POST:	 Patient Flow Coordinator 
BAND: Band 3 

	REQUIREMENTS
	E/D*
	KSF 
	
MET

	NOT
MET


	QUALIFICATIONS/SPECIAL TRAINING:
	
	
	
	

	 NVQ III in customer care or equivalent experience 
	E
	
	
	

	Good general education 
	E
	
	
	

	European Computer Driving Licence 
	D
	E
	
	

	Medical Terminology 
	D
	E
	
	

	KNOWLEDGE/SKILLS:
	
	
	
	

	Basic computer skills 
	E
	
	
	

	Excellent telephone manner 
	E
	
	
	

	Keyboard Skills 
	E
	
	
	

	Extracting Information/listening skills 
	E
	
	
	

	Motivation/negotiation skills 
	E
	
	
	

	Good Decision making skills 
	E
	
	
	

	Knowledge of patient flow 
	D
	E
	
	

	Knowledge of Trust procedures including admissions
	D
	E
	
	

	Knowledge of local area 
	D
	E
	
	

	Working knowledge of Patient First and /or PAS 
	D
	E
	
	

	EXPERIENCE:
	
	
	
	

	Previous proven admin/clerical/reception
	E
	
	
	

	Dealing with the general public 
	E
	
	
	

	Working in a busy, acute environment 
	E
	
	
	

	Filing systems 
	E
	
	
	

	Previous NHS experience 
	D
	E
	
	

	Experience of dealing with difficult/distressed people and situations 
	E
	
	
	

	PERSONAL REQUIREMENTS:
	
	
	
	

	Excellent communication skills 
	E
	
	
	

	Excellent organisational skills 
	E
	
	
	

	Ability to work in a multi-disciplinary team
	E
	
	
	

	Team worker 
	E
	
	
	

	Able to use own initiative and work with minimal supervision 
	E
	
	
	

	Ability to remain calm and work under pressure
	E
	
	
	

	Ability to prioritise workload and multi-task 
	E
	
	
	

	Flexible to meet needs of service 
	E
	
	
	

	Self Confident 
	E
	
	
	

	Approachable 
	E
	
	
	

	Willingness to learn new skills 
	E
	
	
	

	Smart appearance 
	E
	
	
	

	Highest integrity 
	E
	
	
	

	Professional approach 
	E
	
	
	

	Caring disposition 
	E
	
	
	

	OTHER REQUIREMENTS:
	
	
	
	

	Able to work to rota requirements including Bank Holidays 
	E
	
	
	

	Excellent attendance record 
	E
	
	
	


* Essential/Desirable

	HAZARDS:

	Laboratory Specimens Proteinacious Dusts
	
	Clinical contact with patients
	
	Performing Exposure Prone Invasive Procedures
	

	Blood / Body Fluids
	
	Dusty environment
	
	VDU Use
	

	Radiation
	
	Challenging Behaviour
	√
	Manual Handling
	√

	Solvents
	
	Driving
	
	Noise
	√

	Respiratory Sensitisers
	
	Food Handling
	
	Working in isolation
	

	Handling Cytotoxic Drugs
	
	
	
	
	


 	


 




Appendix 2
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EXETER OCCUPATIONAL HEALTH SERVICE

HEALTH DECLARATION FORM

	Manager’s Name
	
	Tel. No.
	

	Department
	
	Job Title
	



Information for the Applicant
Your appointment is subject to an assessment of your fitness for work.  The purpose of this assessment is to: 

· Identify any health problems or disabilities that may make the proposed job difficult or unsafe for you or others.
· To enable the Trust to assess what adjustments and/or amendments to the job may be needed to enable you to work if you have a physical/mental health problem or disability.

Please complete the following as fully as possible

	Applicants Name
	
	Date of Birth
	NHS number


	Home Address
	Home Tel. No. 
Mobile Tel. No.

	Job Title / Role

	Proposed Start Date of Post



Please read the following carefully.  To preserve medical confidentiality you are not required to identify which conditions/illnesses you have or have had:

· Do you have any condition or disability that could affect your ability to undertake any of the role or responsibilities of the proposed post, including shift patterns, without adjustments?
· Has your work (hours of work, role, responsibilities or work equipment) been modified or have you had to leave a job because of a health problem?
· Have you had more than 10 days sick in the past 2 years?
· Have you been sick on more than 5 separate occasions in any 12 month period in the past 2 years? 
· Have you ever been affected by one of the following health problems:

- Insulin dependent diabetes?
- Epilepsy?
- Musculo-skeletal/back pain leading to more than two weeks absence or requiring treatment other than simple over the counter pain killers?
- Skin disorders e.g. hand eczema, latex allergy, colonisation or infection with MRSA?
- Depression, psychiatric or nervous problems, substance or alcohol misuse?
- Any communicable disease such as Hepatitis B, Hepatitis C, TB or HIV?
- Any condition which may result in suppression of the immune system e.g. chronic renal failure, treatment with chemotherapy, autoimmune disease?

I would answer yes to one or more of the questions above:   Yes  	None of the above refers to me:  No  
Please tick the YES or NO box above which most applies to you

This form will be sent confidentially to the HR Department. If successful and you have ticked YES, this information will be sent to the Occupational Health Service, who will contact you for further information and may ask you to attend for an assessment.  If you have ticked NO, no further action is required. This form will be retained in your personal file.

I certify that to the best of my knowledge and belief the information given here is true and correct.  Please note any deliberate material inaccuracy in the information given may result in my employment being terminated.

I undertake to submit to a medical examination and/or investigation by the Occupational Health Service if required.
I understand that I will be required to be screened and/or immunised for infectious diseases in line with Trust Policy.

Signed__________________________________			Date_____________________________


Appendix 3
TRAINING STRATEGY
Recognition and management of stress at work

	Training
	ALL STAFF
Clinical & non clinical staff (including volunteers)
	All clinical staff
	Managers
	All non-clinical staff
(excluding volunteers)

	LEVEL 1
Corporate induction
(15 mins)
	E
	E
	E
	E

	LEVEL 2
Critical Incident Stress Reactions –
1 ½ hours
	
	D
	D
	D

	LEVEL 3
Post-incident defusing & support
	D
	D
	D
	D

	LEVEL 4
Effective Manager Programme - Module 4 (Change management)
 – approx 1/2 day on managing stress
	
	
	D
	

	Stress & Change –
½ day workshop
	
	D
	D
	D

	Appropriate Boundaries & Power – ½ day workshop
	
	D
	D
	D

	Building Confidence & Self-esteem
½ day workshop
	
	D
	D
	D

	Understanding self & others –
½ day workshop
	
	D
	D
	D


Bespoke training and/or sessions can be arranged through both LDS and the SS&CS.

UPDATES	All staff would benefit from an annual update to consider how they could help themselves to reduce their own stressors; have an understanding of how they may contribute to their own stress levels; and to appreciate the natural reactions to traumatic events.


E = Essential
D = Developmental
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