	
	


JOB DESCRIPTION
	1. JOB IDENTIFICATION 

	Job Title:                  Triage Nurse
Responsible to:       Director of Care & Quality
Department:             Nursing

No of Job Holders:   1

Last Update:             February 2025


	2. JOB PURPOSE

	You will work within a supportive Multidisciplinary Team coordinating the provision of specialist palliative care for the patient, their family and carers during the first triage call. The process of triage will require collation of clinical information, contact with external agencies, the patient, their families/carers, identifying and assessing needs and expectations, prioritising responses to referrals appropriately.

A dynamic and responsive clinician you will possess experience or have an appetite to learn about the importance of responsive clinical triage that includes symptom management support, advice and signposting to meet the individual needs of the patient, their families or carers. Working as pan of an integrated system across the footprint of St Vincent’s Hospice you will be key within promoting the referral system and services to external colleagues.
Additionally will be the initial escalation point for our Day Services @ The Hub community.  This may involve clinically assessing individuals attending the service if they become unwell and identifying the correct pathway in order that intervention and care is received timeously.



	3. DIMENSIONS

	· To work alongside and support other hospice services and external agencies.
· Accountable to the Head of Care & Quality.
· Receiving all external referrals and collating information. This includes contact with the referrer, requesting clinical reports, MDT information, consultations and consulting supporting professionals.
· To be the leading response to self-referrals/enquiries via telephone or other hospice services.
· Contacting service users, exploring needs, concerns and expectations directly.
· Providing advice and support to the service user, ensuring they feel informed, listened to and supported.
· Receiving all referral enquiries, providing information and guidance upon accessing St. Vincent’s Hospice services or signposting to other agencies if appropriate.
· Attend triage meeting contributing to the smooth transition of referrals to services and a holistic view of needs.

· Maintain accurate electronic patient records in line with St Vincent’s Hospice policies and within the NMC guidelines. Be the initial escalation point for those using our day Services @The Hub, providing clinical assessment and symptom management liaising with our community colleagues to ensure seamless care delivery. 
· To recognise urgent situations and escalate these appropriately to a member of the senior clinical team in a timely manner ensuring patient safety.

· To appreciate and respect a person's individuality, preferences, independence and rights.
· Work proactively to maintain effective communication and demonstrating the values of the Hospice.
· To be accountable tor own professional actions in accordance with health and safety policies, and adhere to fire regulations maintaining own personal safety accordingly.


	4. ROLE OF THE ORGANISATION   

	Our Vision
St. Vincent’s Hospice is a charitable organisation at the heart of the community, offering specialist care and services to all those affected by life-limiting illness.

Care for all is at the heart of everything we do.

We will achieve this by being passionate about;

Delivering high quality palliative care and support.  Working with patients, families and those closest to them to ensure that care is right for everyone, every time; Having appropriately skilled teams who are able to work in home, hospice and other settings; Ensuring we have the necessary funds to maintain and develop services; Using our influence and expertise to shape the development of palliative care locally and nationally.

Our Values            

                               Caring                                 Respect

                               Compassion                       Dignity

                               Commitment                      Sensitivity

In putting people at the heart of everything we do, we will work together to;

· Support every person as a unique and valued individual

· Respect the dignity of everyone

· Listen to and respect the wishes to people




	In striving for excellence in every aspect of our services, we will:
· Provide a safe, comfortable, caring environment 


· Develop and provide high quality services that are underpinned by audit and research
· Demonstrate clinical, financial and organisational excellence

· Work to achieve financial sustainability

· Deliver effective leadership and management throughout the organisation

· Ensure we have the right number of people with the right skills in the right place at the right time

In building relationships, we will:

· Listen to, respect and value the contribution of everyone

· Work together to improve all of our services  

· Extend our collaboration with external partners


	5. KEY RESULT AREAS 

	Education & Training

· To take responsibility for own ongoing education and professional development.
· To support and participate in the education of colleagues within the referral process and promotion of services to both internal and external colleagues.
· Support and mentor new staff members and students.
· Act as role model to other staff members enabling a shadowing process as relevant.
· Actively participate in quality improvement, clinical audit and research as a means of monitoring and improving standards of care.

Clinical
The post holder is required to:
· Assesses, plans, implements and evaluates evidence-based programmes of care with reference to patients, without direct supervision.

· Co-ordinates the provision of seamless care for patients from admission to discharge by utilising efficient verbal and written communication practices with all members of the multi-disciplinary team/primary/tertiary care and carers

· Requires acting as a Team Leader for allocated patients on a regular basis taking responsibility for patients within the clinical specialty.

· In conjunction with the senior nurse ensures that nursing resources are utilised efficiently by assisting in organising cover for short notice sickness absence and man-power to comply with Hospice policy and procedure.

· Ensures effective management of department resources. 

· Mentors student nurses during their hospice placement.

· Participates in Hospice audit and assists in the development of evidenced based practice.

· Participates in performance appraisal.

· Ensures the safe custody of patient’s personal belongings in accordance with Hospice policy.

· Ensures that all written/electronic documentation within the department is clear, concise and timely and complies with NMC Standards for Records and Record Keeping.

· Is aware of, observes and adheres to Hospice, organisational and national policies.

· Participates in the identification of risk, risk management strategies, incorporating these, through nurse management, to the risk register, and ensures that risks to patients are identified with the clinical incident reporting system.

· Reports all accidents/incidents/complaints involving patients, carers and staff to the Head of Care & Quality and commence enquiries or documentation as necessary.

· Keeps abreast of changes in Health & Safety legislation and policies with particular regard to COSHH, Fire, RIDDOR, Infection Control, Manual Handling and CPR.

· Liaises with support services to ensure satisfactory standards of service are maintained.
· Establishes effective liaison with members of the primary care team and other professionals involved in the care of the patient and family.

· Is aware of the services available to assist the patient and family.

· To continually update knowledge and skills in specialist palliative care

· Maintains a professional portfolio in line with the NMC guidelines.

· Develops multi-professional working; develop and strengthen links with health and social services in primary and tertiary care.

· Maintains patient confidentiality at all times.

· Participates in on call/standby system for the In-Patient Unit.
The above is not an exhaustive list of duties and the post holder will be expected to perform different tasks as necessitated by the changing role within the organisation and the overall business objectives of the organisation, that are reasonable, requested by the post holder’s Line Manager, Department Director or CEO, and in consultation with the post holder.



	6a. EQUIPMENT & MACHINERY

	Responsibility for the safe use of : 
Generic: Mary Hoist, Stand Aid, Avero Bath 

Patient moving and handling equipment
Pressure relieving mattresses, electrically operated beds and recliner chairs
Sluice, commodes and trolleys. 

Oxygen cylinders/concentrators, nebulisers. 

Sphygmomanometer, thermometers, glucometers and enteral feeding systems
Specialised: McKinlay T34 Syringe Pump, Alaris pump 
Proficient: in operating IT systems and use information systems to generate reports for analysis and to aid decision-making


	6b. SYSTEMS

	· Compliance with the Data Protection Act, GDPR, Caldicott Guidelines and local policies regarding confidentiality and access to clinical records

· Clinical risk management systems
· Champion safe information governance
· Patient clinical records in accordance with NMC and St Vincent’s guidelines

· Professional diary 
· Responsibility for monitoring stock orders in both stores.
· Responsibility for rostering system ensuring safe skill mix
· Responsible for monitoring waiting list for both Community and Day Services. 

· Departmental budget



	7. ASSIGNMENT & REVIEW OF WORK

	· Work is largely self-generated whilst under the guidance of the Head of Care & Quality through professional knowledge and recognition of multi-dimensional needs of the service in line with strategy and legislation.

· Works as Triage Nurse under the direction of the Head of Care & Quality for clinical guidance and professional management
· Weekly meetings with Head of Care & Quality
· Annual appraisal and quarterly review with Head of Care & Quality


	8. DECISIONS & JUDGEMENTS

	Practice under the guidance of the Head of Care & Quality and within the legal and ethical framework established by the NMC and work within local policies, procedures and guidelines to ensure patient’s needs and wellbeing are being met.
In partnership with others be responsible for the assessment, planning and onward referral process for all referrals to the service, identifying need and seeking advice in more complex situations

Undertake continuous risk assessments to ensure patient safety



	9. MOST CHALLENGING / DIFFICULT PARTS OF THE JOB 

	· Prioritising competing demands and workload on a daily basis
· Effectively manage all aspects of the job and to respond to a variety of operational demands
· Using sensitivity, empathy, and excellent communication skill to support patients, those important to them and staff within this complex speciality under the guidance of the Head of Care & Quality establishing new links across Renfrewshire and North Ayrshire with health and social care colleagues highlighting St Vincent’s agile, dynamic ways of working. 



	10. COMMUNICATIONS & RELATIONSHIPS

	The post holder under the guidance of the Head of Care & Quality, communicates, negotiates, motivates, influences and encourages close working relationships between a wide variety of patients, those important to them, staff, stakeholders and volunteers , in particular;
· Executive Team
· Extended Management Team
· Staff and volunteers across the whole organisation

· External stakeholders including, colleagues out-with St Vincent’s Hospice
· Scrutinising bodies such as Health Improvement Scotland

Receives and disseminates information to patients and families who are emotionally distressed.

Communicates with a wide range of professionals to ensure that the complexities of patient care are articulated effectively to achieve the highest standard of seamless care. 

Anticipates barriers to communication and is proactive in using advanced inter- professional skills to inform decision-making, resolve complex issues, influence others manage continuous change. 

Participates in both formal and informal education programmes demonstrating excellent presentation skills.

 


	11. PHYSICAL, MENTAL, EMOTIONAL & ENVIRONMENTAL DEMANDS OF THE
     JOB 

	· Occasional physical manual handling of patients
· Occasional administration of prescribed medications

· Working clinically on a regular basis
· IT skills

· Ability to respond to a variety of demands

· Concentration required during interactions with patients, those important to them and staff
· Ability to prioritise and shift focus quickly in response to emergent situations
· Ability to respond, actively participate and direct others

· Frequently manage stressful situations including distressed and/or vulnerable people who may be extremely ill or dying
· Balancing the competing demands involved in providing a clinical service in a busy challenging environment under the guidance of the Community Nurse Lead
· Potential exposure to verbal or physical aggression

· Occasional exposure to body fluids


	12. KNOWLEDGE TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB 

	Essential
· First level registered Adult General Nurse with evidence of continual personal professional development

· Awareness and understanding of the needs of those living with life limiting illnesses, their families and carers.

· Experience of working within a multi-disciplinary team.

· Willingness to learn new skills and gain knowledge
· Ability to manage and prioritise workload.

· Proven ability to work as part of a team.

· Demonstrate enthusiasm and self-motivation.

· Possess excellent verbal, non-verbal and written communication skills.

· Knowledge of electronic patient records.

· Good IT skills within emails excel and word-processing.

· Good interpersonal skills with all those whom you work alongside.

· Understanding of the NMC Code of Professional Conduct.

· Ability to work under pressure

· Organisational skills
· Commitment to equality and valuing diversity and understanding how this applies to own area of work.
· Good time management and excellent communication skills.

· Sensitivity, respect and understanding of a person’s individuality, differences and beliefs.

· To possess ownership of own continuing professional development

· A drive to ensure every individual who seeks support of the hospice feels supported listened to and informed

Desirable
· Advanced communication skills

· Experience of working within specialist palliative care

· Palliative care qualification.

· Previous triage experience or training

· Community experience.



	13. JOB DESCRIPTION AGREEMENT 

	Job Holder Signature:
Head of Department Signature:

	Date:     

Date:               


This job description is current and subject to yearly review in consultation with the jobholder.  It is liable to reflect and anticipate necessary changes to support the hospice strategy

