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JOB DESCRIPTION
	Job Details
Job Title:
          Get Active Programme Co-ordinator

Band:

          Band 5
Location:                NHS Kingston Headquarters        

Report to:               Physical Activity Lead
Accountable to:
Director of Public Health



	Job Summary
NHS Kingston’s Get Active exercise referral programme aims to improve the health of residents through a diverse programme of physical activity and health interventions particularly for those with medical conditions or risk factors identified by GPs and health professionals referred into the programme. The post holder will be responsible for the delivery, development, expansion and co-ordination of the programme in line with NQAF and national governing body standards and guidelines and manage the day to day operation, while identifying opportunities that target individuals with specific health issues such as coronary heart disease risk factors, obesity, diabetes, anxiety, depression and sedentary lifestyles.
It is desirable that the post holder will hold a valid and recognised exercise referral qualification to enable direct working with referred patients to deliver patient consultations, assessments, tailored physical activity programmes and provide cover for exercise referral specialists. 


	Dimensions

CORE RESULT AREAS

C1. Communication/ Relationship Skills 

· Co-ordinate and develop the exercise referral programme to enable a quality service to GPs, health professionals and service users in line with PCT and national guidelines. 

· To develop a range of physical activity initiatives in partnership with leisure service providers and community partners to ensure patients are offered a range of suitable and manageable opportunities to be active. 
· Supervision of a team of exercise referral specialists to ensure the smooth day to day operation of the programme across leisure centres and community settings. 
· Actively deliver exercise referral consultations, assessments and tailored programmes to patients referred to the programme.

· Build effective relationships with partner organisations and health professionals through a variety of communication methods to positively influence their involvement and commitment to create a successful programme.
· Promote the programme to primary, secondary and community health care professionals as well as professionals working in voluntary and private sector organisations.
· Market the programme across Kingston to ensure an equitable and accessible service with particular focus on patients at high risk and specific priority groups and minimise barriers to participation. 
· Engage with health care professionals in primary, secondary and community care, linking with internal teams to establish an effective infrastructure to support referrals into the service.
· Liaise with key local partners and public health services to provide patient access to external initiatives around health and physical activity e.g. stop smoking, healthy walking/cycling initiatives, active living etc., 

· Establish and develop regular contact with GPs and other relevant community and secondary care health professionals, through network meetings, formal presentations and other communication streams.

· Regularly review progress, identifying key areas of concern and implement improvements and solutions in order to ensure the quality standards of the programme are maintained. 

· Ensure that appropriate support management systems and information for the programme is available to all relevant partners to promote good practice and ensure quality standards are maintained and improved.
· Produce and co-ordinate the dissemination of the programme’s publicity and raise awareness of the benefits of physical activity as a means to promoting healthier lifestyles, through a variety of communication methods, including presentations, attendance at health fairs/events, writing newsletter articles etc.,  

· Provide ongoing feedback through a variety of reporting mechanisms to GPs and health professionals on the outcomes of patient performance. 

· Monitor the standards of service provided by leisure providers ensuring the achievement of specified quality standards, service level performance measures and good practice. 

· Responsible for handling sensitive personal data in accordance with information governance requirements.
· Responsible for planning and organising key operational meetings and working groups as appropriate both within the PCT and with partner agencies, on a regular and ad hoc basis including preparing agendas, accurately processing minutes and ensuring that all group members have relevant paperwork.

· Support and contribute to other public health, physical activity and obesity programmes as required. 

· Provide support and administrative cover during periods of leave or absence for other public health lifestyle programmes, for which training will be given.
Analytical/ Judgmental Skills

· Manage an effective monitoring and evaluation system and associated analytical processes to measure the programme’s success against specified indicators and qualitative and quantative outcomes.

· Organise the data management processes with participating leisure centres and maintain an accurate & comprehensive electronic database for monitoring and evaluation purposes.

C2. Responsibilities for human resources including personal and people development

· Develop own knowledge and skills and provide support to others i.e. exercise referral specialists, ensuring up to date knowledge and producing evidence of professional development at appraisal to meet key performance standard recommendations.

· Attend training and conferences as agreed with the Physical Activity Lead.
· Assist with the recruitment and induction of new staff (such as exercise referral specialists) with the Human Resources Department.

C3. Health, safety and security

· Monitor and maintain own and others’ health, safety and security conducting health and safety assessments as required and acting accordingly and contributes to the PCT’s responsibility within the requirements of the Civil Contingency Act. Attends mandatory PCT training as appropriate.

C4. Responsibility for Policy and Service Improvement/ Development 

· Contributes to the improvement of services and responsible for the implementation of policies and proposed changes to practice for own area of work and supporting others. 
· Assists and supports the development and commissioning of the Get Active programme linking with the obesity team and other appropriate teams.
Responsibility for Audit/ Research & Development

· Manage the consultation/audit process to review patients’ activity at 6, 9 and 12 months to ensure they are continuing to be active.
· Responsible for the collation and production of quarterly and annual evaluation reports and providing regular statistical evidence in support of the programme.
· Undertakes surveys or audits to assess effectiveness and best practice examples of exercise referral programmes, both regionally and nationally and recommends improvements as necessary.
C5. Quality

· Contributes to improving quality by monitoring quality of own work and others, i.e. exercise referral specialists, supporting the maintenance and development of quality systems and processes to ensure the continued delivery of quality assured service. 
· Complies with Health and Safety Regulations at all times.
Freedom to Act

· Works autonomously, with minimal supervision, against clearly defined objectives and policies seeking advice when necessary. The post is managed rather than supervised.
· Responsible for dealing with enquiries or situations (both routine and non-routine) in the absence of the Exercise Referral Specialists following appropriate policies and protocols.
C6. Equality, diversity and rights

· Supports equality and values diversity through own behaviour and its affect on others identifying and taking action when own or others’ behaviour undermines equality and diversity and acknowledges and respects people’s expressed beliefs, preferences and choices (such as patient choice of service provision) acting in accordance with legislation, policies and procedures.

· Responsible for ensuring that the promotion and marketing of the exercise referral programme is wholly inclusive and when appropriate targeted for particular communities within the Royal Borough of Kingston.
Planning and organisational tasks/ duties

· Responsible for planning and organising meetings for the Get Active steering group, operational group and working groups as appropriate both within the PCT and with partner agencies, on a regular and ad hoc basis including preparing agendas, writing minutes and ensuring action points have been followed up.
· Develop and maintain manual and computerised filing and monitoring systems to ensure deadlines are met and risks managed.

· Responsible for handling sensitive personal data in accordance with data protection and confidentiality ensuring the smooth running of the service for clients and the timely reporting of data. 

· Support the Exercise Referral Specialists in organising training events, such as booking appropriate venues, equipment, resources and managing the evaluation process.
Patient Care Responsibilities

· Provide accurate information, advice, support and signposting to clients for exercise referral and physical activity programmes available including availability and accessibility of services and escalate to the Physical Activity Lead as appropriate. 
Responsibility for financial and other physical resources 

· Responsible for the care and distribution of resources such as exercise equipment, promotional literature ensuring accurate records are maintained. 
· Responsible for ordering and maintenance of up to date and approved promotional material stocks and distribution to appropriate individuals and agencies, such as GP practices and wider health professionals.
Responsibilities for information resources

· Responsible for confidential data entry and storage, maintaining and monitoring an Access database (in compliance with the Data Protection Act) and creating documents using a range of computer and graphics programmes (Excel, Power Point, Word and Publisher) as required under the service Protocol and Service Specification.
· Production and development of improved resources and forms to support the efficiency and effectiveness of the referral process. 

· Responsible for maintaining and filing documents, carrying out archiving in line with operational procedures as directed.
· Responsible for taking accurate minutes at meetings and recording personally generated information.

· Production and maintenance of the Get Active operational policies and procedures manual for instructors and other user guides.

· Support the development of materials for promotional work. 



	Organisational Charts









	General Accountability
Health and Safety
· To have responsibility for the health, safety and welfare of self and others and to comply at all times with the requirements of health and safety regulations.

Confidentiality

· To ensure confidentiality at all times, only releasing confidential information obtained during the course of employment to those acting in an official capacity.

Equal Opportunities, Alcohol & Non-Smoking
· To comply with the Trust’s policies on equal opportunities, the consumption of alcohol and non-smoking.

Data Protection Act
· To comply with the requirements of the Data Protection Act.

Other Duties

· To undertake such other duties as may be required from time to time and are consistent with the responsibilities of the grade.




	Equal Opportunities
Kingston Primary Care Trust is committed to the development of positive policies to promote equal opportunity in employment.  All employees have a responsibility to ensure that they understand the standards expected and that they promote and adhere to the equal opportunity measures adopted by the Trust.



	Other Information
The job description is indicative but not exhaustive of the responsibilities of the post.  As the Trust develops, the requirements of the job may develop and change and the post-holder will be expected to adapt to these requirements.  The post-holder will be expected to undertake ongoing personal and professional development commensurate with the duties of the post.  The post-holder will be expected to comply with all the relevant local, national and statutory policies and frameworks.

Confidential and personal information related to staff, patients and NHS Kingston must not be disclosed within or outside the place of work, except in the proper discharge of duties.

ID badges must be worn at all times whilst on duty.




	Job Description Agreement

Signed by Manager

____________________________________________

Date



____________________________
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PERSON SPECIFICATION 

POST:
GET ACTIVE PROGRAMME CO-ORDINATOR




	CATEGORY
	CRITERIA
	Weight

(a)
	Score

(b)
	Total

(a x b)
	HOW ASSESSED

	EDUCATION,

QUALIFICATIONS &

TRAINING
	· Education to A-Level standard or qualification of equivalent academic ability.

· Qualification in physical activity/sports science or similar degree/diploma or minimum of level 3 SVQ/NVQ qualified.

· Recognised GP Exercise Referral Qualification.

· Minimum of 1 year experience of development and delivery of exercise referral or similar programmes.

· Member of REPs.

	E
E

D

E
D
	
	
	Application,  evidence & interview


	E, Q & T 

Total Score
	
	
	
	
	

	EXPERIENCE
	· A minimum of 2 years practical office/admin experience.

· Evidence of working inclusively with other statutory and non statutory organisations.
· Experience of prioritising own work and dealing with conflicting demands and deadlines.
· Previous experience of working with individuals with risk factors/medical conditions. 
· Experience of providing patient consultations, inductions and devising prescriptive exercise programmes. 
· Excellent working knowledge of Microsoft office packages i.e. word, excel, publisher including Access database.
· Experience of working in partnership with a range of agencies.
· Previous NHS experience.

	E
E

E

E

D
E
D
D
	
	
	Application, interview, 

references

	Experience 

Total Score
	
	
	
	
	

	CATEGORY
	CRITERIA
	Weight

(a)
	Score

(b)
	Total

(a x b)
	HOW ASSESSED

	SKILLS, ABILITIES, & KNOWLEDGE


	· Experience of managing monitoring and evaluation processes and systems. 
· Ability to interpret clinical information, assess appropriateness for physical activity and provide structured advice tailored towards individual needs. 
· Knowledge of confidentiality and data protection rules

· Excellent oral and written communication skills with the ability to deliver appropriate talks, presentations to client groups and partners.
· Excellent interpersonal skills.
· Ability to provide written and verbal reports.
· Good analytical skills to interpret patient data into outcomes and statistical evidence.
· Ability to manage and organise personal workload.
· Good time management skills.
· Ability to work under pressure and balance conflicting priorities.
· Understanding of and commitment to equal opportunities 

· Computer literate with ability to use a full range of software packages (word, excel, powerpoint, access, publisher etc)
· Able to work with minimal supervision and meet agreed targets and deadlines.
· A commitment to the principles of health improvement and reduction of inequalities 

· Collaborative partnership and team working skills. 

· Willingness and ability to be flexible 

· Self-motivated, proactive and innovative 

· Understanding the needs of and being able to empathise with vulnerable and marginalised groups 

· Ability to travel across Kingston.
· Self motivated with initiative.

	E
E

E

E

E

E
E

E

E

E

E

E

E
E
E

E

D

E

E

E
	
	
	Application, interview, 

references

	Special Requirements
	· Ability to exert moderate to intense physical effort while delivering exercise sessions.

· Ability to deliver structured physical activity sessions.

· Possibility of moving equipment required for activity sessions.

	E

D
E


	
	
	

	S, A & K 

Score Total
	
	
	
	
	

	TOTAL 

SHORTLISTING

SCORE
	
	
	
	
	





3 x Exercise Referral Specialists





Get Active Co-ordinator





Director of Public Health








Physical Activity Lead





Public Health Programme Lead








