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JOB DESCRIPTION
JOB TITLE: Urgent Care Practitioner
REPORTS TO: Lead Urgent Care Practitioner

Business Manager

HOURS: Negotiable

Job summary:

The post holder will be responsible for providing consultations for patients presenting with
minor injuries, unscheduled and scheduled primary care conditions and minor illnesses.
They will act as an autonomous clinician and take responsibility for the assessment,
treatment and discharge of patients.

Job responsibilities and Accountabilities:

= Assist the Clinical Lead and Medical Director in implementing systems and
processes that will ensure excellent standards of care

= Undertake face to face assessment and treatment of patients who attend the
Urgent Treatment Centre (UTC) and Faversham Medical Practice, including home
visits.

= Provide assessment, treatment and diagnosis at point of first contact, by attending
to patients in a variety of clinical or non-clinical settings according to patients’
needs including care planning.

= Refer patients to an alternative care setting or treat and discharge as appropriate

= Ensure that professional standards are maintained in the provision of care within
the guidance by the Department of Health and the NMC, HCPC or other relevant
authority.

= Ensure that the robust system in place for maintaining clinical governance within
Faversham Medical Practice (FMP) is adhered to.



= |mplement the monitoring plan designed by the Clinical Lead, Medical Director
(MD) to evaluate standards of evidence based care and practice. Report results to
the Clinical Lead and assist in developing action plans where necessary to improve
standards and feed-back the results to the Clinical Lead and MD

= Network with external care providers to ensure continuity of care

= Link with the Clinical Governance Team to ensure clinical policies and procedures
are current

Management:

= Provide leadership and support to Receptionist/HCA’s

= Assist the Clinical Lead to establish the mandatory training requirements of the
HCA roles and identify training resources

= Ensure an efficient and effective service delivery by actively supporting the Clinical
Lead and other members of the team

= Ensure records are kept on FMP activities and produce statistical data

= Ensure accurate learning and development records are maintained

Professional and Clinical:

» Provide professional leadership for all Receptionists/HCA’s providing a source of
advice, consultation and support, to lead and motivate

= Be conversant with the NMC or HCPC Code of Professional Conduct and any
associated national guidelines and abide by their guidance

= Support the implementation of any audit findings

Communication and Key Working Relationships:

The post holder must be able to demonstrate excellent communication and interpersonal
skills at all times, and build and maintain good working relationships with all stakeholders
including the following:

Clinical Lead

Medical Director

Operational Project Leads

HR Team

CQgC, IG and Safeguarding leads
Clinical Governance Team
Business Manager

Urgent Care Practitioners
Receptionist/HCA’s

Practice Nursing Team
Administrative Team

GPs at FMP

Multi-disciplinary team within FMP



Out of hours services
Other Urgent Treatment Centres, A&Es, Hospitals

Administration and professional responsibilities:

= Participate in the administrative and professional responsibilities of the practice
team

® Ensure accurate and legible notes of all consultations and treatments are recorded
in the patients’ notes

= Ensure the clinical computer system is kept up to date, with accurate details
recorded and amended

® Ensure appropriate items of service claims are made accurately, reporting any
problems to the practice administrator

= Ensure accurate completion of all necessary documentation associated with patient
health care and registration with the practice

= Ensure collection and maintenance of statistical information required for regular
and ad hoc reports and audit

= Attend and participate in practice meetings as required

= Restocking and maintenance of clinical areas and consulting rooms

Supplies and equipment:
= Maintenance of equipment and stock relating to patient care
Training, professional and personal development:

The post holder will participate in any training programme implemented by the practice as
part of this employment, such training to include:

= Training requirements will be monitored by yearly appraisal and will be in
accordance with practice requirements. Personal development will be encouraged
and supported by the practice. It is the individuals’ responsibility to remain up to
date with recent developments.

= Taking responsibility for own development, learning and performance and
demonstrating skills and activities to others who are undertaking similar work

= Participate in the education and training of students of all disciplines and the
induction of all members of the practice staff where appropriate

= Develop and maintain an in house training programme reporting to the practice
manager

= Maintain continued education by attendance at courses and study days as deemed
useful or necessary for professional development, ensuring revalidation
requirements are met

= |f it is necessary to expand the role to include additional responsibilities, full
training will be given

= Develop and maintain a Personal Development Plan



Liaison:

= As well as the clinical team, there is a need to work closely with reception to ensure
the smooth running of the practice, reporting any problems encountered to the
relevant person and ensuring everyone is aware of the different roles within the
clinical team

= There is also the need to establish and maintain good liaison with other surgeries
and agencies, including secondary care

Meetings:

= |t will be necessary to attend and contribute to various practice meetings as
requested. Attendance at such meetings will be mandatory.

Confidentiality:

* |n the course of seeking treatment, patients entrust us with, or allow us to gather
sensitive information in relation to their health and other matters. They do so in
confidence and have the right to expect that staff will respect their privacy and act
appropriately

= |n the performance of the duties outlined in this job description, the post holder
may have access to confidential information relating to patients and their carers,
practice staff and other healthcare workers. They may also have access to
information relating to the practice as a business organisation. All such information
from any source is to be regarded as strictly confidential

= |nformation relating to patients, carers, colleagues, other healthcare workers or the
business of the practice may only be divulged to authorised persons in accordance
with the practice policies and procedures relating to confidentiality and the
personal and sensitive data

Health & Safety:

The post holder will implement and lead on a full range of promotion and management of
their own and others’ health and safety and infection control, as defined in the practice
Health & Safety policy, the practice Health & Safety manual, and the practice Infection
Control policy and published procedures. This will include (but will not be limited to):

= Using personal security systems within the workplace according to practice
guidelines

= Awareness of national standards of infection control and cleanliness and
regulatory/contractual/professional requirements and good practice guidelines

= Responsible for correct and safe management of the specimens process, including
collection, labelling, handling, use of correct and clean containers, storage and
transport arrangements



Management and maintenance of Personal Protective Equipment (PPE) for the
practice including provision, ordering, availability and ongoing correct usage by
staff

Responsible for hand hygiene across the practice

Ownership of infection control and clinically based patient care protocols, and
implementation of those protocols across the practice

Active observation of current working practices across the practice in relation to
infection control, cleanliness and related activities, ensuring that procedures are
followed and weaknesses/training needs are identified, escalating issues as
appropriate

Identifying the risks involved in work activities and undertaking such activities in a
way that manages those risks across clinical and patient process

Making effective use of training to update knowledge and skills, and initiate and
manage the training of others across the full range of infection control and patient
processes

Monitoring practice facilities and equipment in relation to infection control,
ensuring that provision of hand-cleansing facilities, wipes etc. are sufficient to
ensure a good clinical working environment. Lack of facilities to be escalated as
appropriate

Safe management of sharps procedures, including training, use, storage and
disposal

Using appropriate infection control procedures, maintaining work areas in a tidy,
clean and sterile and safe way, free from hazards. Initiation of remedial/corrective
action where needed or escalation to responsible management

Actively identifying, reporting and correction of health and safety hazards and
infection hazards immediately when recognised

Keeping own work areas and general/patient areas generally clean, sterile,
identifying issues and hazards/risks in relation to other work areas within the
business, and assuming responsibility in the maintenance of general standards of
cleanliness across the business in consultation (where appropriate) with other
sector managers

Undertaking periodic infection control training (minimum twice annually)

Routine management of own team/team areas and maintenance of work space
standards

Waste management including collection, handling, segregation, container
management, storage and collection

Spillage control procedures, management and training

Decontamination control procedures, management and training and equipment
maintenance

Maintenance of sterile environments

Safeguarding:

It is the responsibility of all staff at Faversham Medical Practice to;

Safeguard and promote the welfare of children and vulnerable adults.
Ensure their safeguarding adults and safeguarding children training is up to date at
the level appropriate to their role.



= Ensure the safeguarding policies and procedures in place within the Practice are
adhered to during employment.

Equality and diversity:

The post holder will support the equality, diversity and rights of patients, carers and
colleagues to include:

= Acting in a way that recognises the importance of people’s rights, interpreting
them in a way that is consistent with practice procedures and policies and current
legislation

= Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues

= Behaving in a manner that is welcoming to and of the individual, is non-judgmental
and respects their circumstances, feelings, priorities and rights

Quality:
The post holder will strive to maintain quality within the practice, and will:

= Alert other team members to issues of quality and risk

= Assess own performance and take accountability for own actions, either directly or
under supervision

=  Contribute to the effectiveness of the team by reflecting on own and team
activities and making suggestions on ways to improve and enhance the team’s
performance

=  Work effectively with individuals in other agencies to meet patients’ needs

= Effectively manage own time, workload and resources

Contribution to the implementation of services:
The post holder will:

= Apply practice policies, standards and guidance

= Discuss with other members of the team how the policies, standards and guidelines
will affect own work

= Participate in audit where appropriate

This job description provides an outline of the main responsibilities associated with the
role but is not exhaustive. The range of activities and areas of responsibility will evolve
over time. The content of this job description will therefore be subject to regular review
and amendment in line with any resulting change in the need to fulfil and meet the
organisation’s needs.



