Example of using a current job description and an interview to produce
NHS KSF Outline and a KSF based job description

Rehabilitation Assistant - Grade C - interviewed 7.7.03

Current Job Description (written Nov. 01)

Job summary

To work as a member of the Intermediate Care Team, implementing Rehabilitation Care Plans with the aim of supporting clients in their own homes to maximise their own independence. The first three duties are performed under the guidance of protocols.

1. To write care plans for orthopaedic patients

2. To liaise with GP, ward and community staff regarding care plans for patients prior to their discharge home

3. To assess patients on the wards and initiate care plans for patients being discharged into the community under the Intermediate Care Scheme

4. To respond promptly to carry out the Rehab/Care Plan under the direction and supervision of qualified members of the team

5. To assist and supervise clients to carry out personal and domestic activities, promoting and encouraging independence where possible

6. To carry out specific rehabilitation and treatment programmes with clients in line with rehab goals set out in the Care Plan and service protocols

7. To carry out agreed clinical procedures e.g. blood pressures, wound care

8. To fit necessary equipment in liaison with ICT practitioners and Clinical Head

9. To be responsible for the safety of clients in your care and report regularly on client's progress to ICT practitioners, highlighting any problems

10. To initiate and suggest appropriate changes to the rehab programme in liaison with ICT practitioners

11. To report any emergency to ICT practitioners or ICT Co-ordinator or Evening Night Nurse Service, whichever is available

12. To work flexible hours in agreement with ICT Co-ordinator

13. To keep a written record of intervention within the patient held Care Plan, exercising initiative in relation to 9 above

14. To undergo initial orientation and training

15. To attend regular training and updating of skills keeping an up to date portfolio of training completed related to Personal Development Review

16. To participate in team meetings and promote effective communication with all team members

17. To record statistical data on CINS system

18. To maintain confidentiality at all times in accordance with Trust policy

19. To assist practitioners and ICT Co-ordinator with clerical and administrative duties as required

20. To communicate with external agencies as required and in liaison with ICT practitioners

	Possible NHS KSF Outline from reading this job description
	Queries re levels or other Dimensions

	Dimensions
	Levels
	

	1
	2
	

	2
	1 or 2
	Unclear in j.d.

	3
	2
	

	4
	??
	Could find nothing in j.d.

	5
	?1
	As works to protocols

	6
	?1
	Nothing much in j.d.

	7
	?2
	Need to clarify what ''assess patients'' means when following protocols

	8
	2 or 3
	Need to clarify what ''writing care plans'' actually means when following protocols

	12
	1 or 2
	Need to know what ''record statistical data'' involves


	KSF interview using current job description conducted by: - Thelma Harvey

	Present:

· Postholder - yes

· line manager - not at interview but close by if any queries

· staff side representative - no


	Dimensions
	Comments

	Dimension 1 - Communication  - Level 2


	Confirmed as level 2.  Has to communicate with all members of the ICT; clients, carers and wider families; community nurses; social services; GPs; practice nurses.  Communication also with staff across the hospital for moving and handling training.  Communication with insurers for the fleet cars

	Dimension 2 - Personal and people development - Level 3


	Confirmed as level 3.  Does keep a personal development portfolio - has completed NVQ 3 in Care.  Teaches other staff orthopaedic procedures and rehab. Helps to teach other staff manual handling skills assisting the Manual Handling Instructor

	Dimension 3 - Health, safety and security

- Level 3


	Changed to level 3 as part of her job is acting as a key worker to identify, monitor and report risks and hazards throughout the hospital relating to manual handling.  The only indicator she is unable to meet fully is e as unable to ''negotiate appropriate resourcing''

	Dimension 4 - Service development - Level 2


	Level 2 because she takes part in ICT audits. She is currently helping to document an audit of a new wound dressing for the ICT. She also audits her own patients via the CINS system. She regularly makes suggestions re improvement of services

	Dimension 5 - Quality - Level 2


	Level 2 because she does prioritise her own workload, keeps up to date and works to quality protocols.  Also makes recommendations to ICT re improvement of quality in service

Monitors and maintains dressing levels on ward

	Dimension 6 - Equality, diversity and rights - Level 2
	Level 2 confirmed.  Completed NVQ 3 in Care as part of induction 

	Dimension 7 - Assessment of health and wellbeing needs - Level 1


	Level 1 because ''assess patients on the wards'' means check that they are OK before they go down for the operation and when they come back.  Nurses do the BPs and temperatures she checks the charts to be sure there are no problems.

	Dimension 8 - Addressing individuals' health and wellbeing needs - Level 2


	Confirmed as level 2 as ''to write care plans'' means to complete the protocol form.  If the patient is unable to conform to the protocol for any reason this is referred back to the physio.  Takes dressings down on day of discharge to check that wounds are OK and not infected. 

	Dimension 12 - Data processing and management - Level 1
	Level 1 as enters own patients on system and not for rest of ICT.  Uses system to identify  patients that are out of area

	Dimension 21 - Management of Physical and/or financial resources - Level 2


	No mention of this in j.d. at all but manages a fleet of 15 cars for the whole ICT.  Checks that the drivers carry out routine maintenance e.g. oil, water, tyre pressure, cleaning etc.  Ensures that ICT members are issued with a car as required.  Acts as liaison point with insurers in the event of accident claims.


DEVELOPING THE NHS KSF OUTLINE

MUST BE SURE THAT IT IS THE NHS KSF OUTLINE FOR THE POST THAT IS PRODUCED AND NOT THAT OF THE PERSON IN POST AT PRESENT

One way of doing this is to:

· check if the person in post has developed the job so much that the original job description no longer gives an accurate picture of the job

· check with managers if the person in post has developed the job in a way that reflects service requirements, or, for example has followed a personal interest that has developed the job beyond or away from service requirements

(Examples

1. Healthcare Assistant with a job description that includes working on wards to assist nursing staff.  This job develops over time until the assistant has her own delegated caseload of patients and also supports physiotherapy and occupational therapy staff, treating patients under their supervision.  This proves so useful that when a new person is recruited the new job description is written to reflect these extra duties

In this case the original NHS KSF Outline for the post would show Dimensions 7 and 8 at Level 1.  As the job developed the assistant was working at Level 2 in these Dimensions so the new NHS KSF Outline for the post would show Dimensions 7 and 8 at Level 2.

2. Pharmacy Technician Assistant with a job description that includes inputting of data.  The job requires only basic data to be recorded.  The assistant in this post comes from an information technology background and develops the job until he is enabling staff to function more efficiently and improving departmental data and information systems.  This is an enormous help to the department, but when he leaves the post will revert to the original job description because there is central backup and advice that the department can access.

In this case the original NHS KSF Outline for the post would show Dimension 12 at Level 1.  The assistant was working at Level 3, but as this was not needed for the demands of the post the Outline would remain at Level 1.)

WHAT TO ASK PERSON IN POST

	
	YES
	NO

	Q. When you leave should the new recruit be expected to carry out the same 

      duties?

A. Another assistant currently being trained to assist the Manual Handling    

       Instructor and to manage the cars
	X
	

	Q. If the new recruit did not carry out the same duties would the team 

department function as efficiently?
	
	X

	Q. Would any other member/s of staff be able to carry out these duties in 

       addition to their own existing work?
	
	X


WHAT TO ASK MANAGERS
	
	YES
	NO

	Q. Would you recruit for this post with the extra duties that have been developed included in the new job description?

A. Yes, because the duties have become necessary for the smooth running of the 

team/department    
	X
	

	Q.  Are these duties necessary to service requirements?
	X
	

	Q. If the new recruit did not carry out the same duties would the team or the 

      department function as efficiently?
	
	X

	Q. Would any other member/s of staff be able to carry out these duties in 

addition to their own existing work?

A. Training another assistant to be able to carry out these duties but she will 

have to relinquish some of her existing work
	
	X


NHS KSF Outline for Post

	NHS KSF DIMENSIONS
	Required for post?


	Level for post

	
	
	1
	2
	3
	4
	5

	1.  Communication
	Y
	
	X
	
	
	

	2.  Personal and people development
	Y
	
	
	X
	
	

	3.  Health, safety and security
	Y
	
	
	X
	
	

	4.  Service development
	Y
	
	X
	
	
	

	5.  Quality
	Y
	
	X
	
	
	

	6.  Equality, diversity and rights
	Y
	
	X
	
	
	

	7.  Assessment of health and wellbeing needs
	Y
	X
	
	
	
	

	8. Addressing individuals' health and wellbeing 

Needs
	Y
	
	X
	
	
	

	9.  Improvement of health and wellbeing
	
	
	
	
	
	

	10. Protection of health and wellbeing
	
	
	
	
	
	

	11. Logistics
	
	
	
	
	
	

	12. Data processing and management
	Y
	X
	
	
	
	

	13. Production and communication of information

       and knowledge
	
	
	
	
	
	

	14. Facilities maintenance and management
	
	
	
	
	
	

	15. Design and production of equipment, devices 

       and visual records
	
	
	
	
	
	

	16. Biomedical investigation and reporting
	
	
	
	
	
	

	17. Measuring, monitoring and treating

       physiological conditions through the 

        application of specific technologies
	
	
	
	
	
	

	18. Partnership
	
	
	
	
	
	

	19. Leadership
	
	
	
	
	
	

	20. Management of people
	
	
	
	
	
	

	21. Management of physical and/or financial 

Resources
	Y
	
	X
	
	
	

	22. Research and development
	
	
	
	
	
	


Example of how the current job description, the NHS KSF Outline plus additional information gained through the interview could be written as a KSF based job description

Job title:

Rehabilitation Assistant C

Job summary:

To work as a member of the Intermediate Care Team (ICT), implementing Rehabilitation Care Plans with the aim of supporting clients in their own homes to maximise their independence.

Overview of responsibilities

1. Establish and maintain communication with people about routine and daily activities overcoming any differences in communication between the people involved (NHS KSF Dimension 1 - Level 2)

2. Develop own skills and knowledge and contribute to the development of others (NHS KSF Dimension 2 - Level 3)

3. Promote best practice in health, safety and security (NHS KSF Dimension 3 - Level 3)

4. Contribute to the implementation of services (NHS KSF Dimension 4 - Level 2)

5. Ensure own actions promote quality and alert others to quality issues (NHS KSF Dimension 5 - Level 2)

6. Support people's equality, diversity and rights (NHS KSF Dimension 6 - Level 2)

7. Undertake routine assessment tasks related to individuals' health and wellbeing (NHS KSF Dimension 7 - Level 1)

8. Assist in planning, delivering and evaluating programmes to meet people's health and wellbeing needs (NHS KSF Dimension 8 - Level 2)

9. Input data (NHS KSF Dimension 12 - Level 1)

10. Maintain and support the efficient use of physical and/or financial resources (NHS KSF Dimension 21 - Level 2)

Specific responsibilities

1. Establish and maintain communication with people about routine and daily activities overcoming any differences in communication between the people involved (NHS KSF Dimension 1 - Level 2)

This will include:

a) communicating effectively with all members of the ICT

b) liaising with the patients GPs, ward and community staff regarding care plans for patients prior to their discharge home

c) completing and sending the discharge letter to GPs

d) communicating with any other external agencies as required and in liaison with ICT practitioners

e) agreeing flexible hours of work with the ICT Co-ordinator

f) assisting ICT Co-ordinator and ICT practitioners with clerical and administrative duties as required

g) maintaining confidentiality at all times in accordance with Trust policy

2. Develop own skills and knowledge and contribute to the development of others (NHS KSF Dimension 2 - Level 3)

This will include:

a) undergoing initial orientation and training

b) attending regular training (every 2 months) to up date skills

c) keeping a personal development portfolio

d) undertaking an annual Personal Development Review

e) assisting the Manual Handling Instructor to teach manual handling skills to staff throughout the hospital

3. Promote best practice in health, safety and security (NHS KSF Dimension 3 - Level 3)

This will include:

a) taking responsibility for attending regular mandatory training

b) keeping a record of the training 

c) acting as a 'key worker' to identify, monitor and report risks and hazards throughout the hospital relating to manual handling

d) being responsible for the safety of patients in your care

e) reporting any emergency to ICT practitioners, ICT Co-ordinator, or Evening Night Nurse Service whichever is available

4. Contribute to the implementation of services (NHS KSF Dimension 4 - Level 2)

This will include:

a) applying policies and procedures correctly to your work

b) making constructive suggestions about improving services to patients

c) taking part in ICT audits as required

d) auditing own caseload via the CINS system

5. Ensure own actions promote quality and alert others to quality issues (NHS KSF Dimension 5 - Level 2)

This will include:

a) keeping up to date with practices in orthopaedics in own area of work

b) actively participating in team meetings

c) prioritising own workload to respond promptly to carry out the Rehab/Care Plan under the direction and supervision of qualified members of the ICT

d) following required protocols

e) monitoring and maintaining dressing levels in stock on ward 

6. Support people's equality, diversity and rights (NHS KSF Dimension 6 - Level 2)

This will include:

a) respecting the privacy, dignity, needs and beliefs of patients

b) acting in a way that is welcoming to and of patients, is non-judgmental and respects their circumstances, feelings, priorities and rights

7. Undertake routine assessment tasks related to individuals' health and wellbeing (NHS KSF Dimension 7 - Level 1)

This will include:

a) using the guidance of protocols to assess patients on the ward prior to, and on return from orthopaedic surgery reporting any complications to the ICT immediately

b) assessing patients daily for signs and symptoms of DVT

c) assessing that furniture height is correct for patient by using the service protocols

8. Assist in planning, delivering and evaluating programmes to meet people's health and wellbeing needs (NHS KSF Dimension 8 - Level 2)

This will include:

a) carrying out specific rehabilitation and treatment programmes with patients in line with rehabilitation goals set out in the Care Plan and service protocols

b) assisting patients to carry out personal activities relating to care of the lower limbs

c) completing the Care Plan forms as set out in the service protocols

d) initiating Care Plans for patients being discharged into the community under the Intermediate Care Scheme

e) initiating and suggesting appropriate changes to the rehabilitation programme in liaison with ICT practitioners

f) reporting regularly on patient's progress to ICT practitioners, highlighting any problems

g) keeping a written record of interventions you have carried out both within the patient held Care Plan and the ICT notes

h) checking patients wound care flow chart, BP and temperature records daily, reporting any problems to ICT members

i) checking, by personal observation that the wound is free of infection on day of discharge 

j) fitting necessary equipment in the patient's home in liaison with ICT practitioners and Clinical Head where the patient has been discharged early and the equipment is not readily available from the OTs

9. Input data (NHS KSF Dimension 12 - Level 1)

This will include:

a) entering own orthopaedic patients on the CINS system

b) highlighting those patients that are out of area

10. Maintain, and support the efficient use of physical and/or financial resources (NHS KSF Dimension 21 - Level 2)

This will include:

a) ensuring that all ICT members are allocated a car

b) ensuring that ICT members carry out the maintenance checks on their vehicles specified by the car lease department - oil and water, tyre pressure, cleaning etc

c) contacting and dealing with the insurers if there is an accident claim
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1

