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JOB DESCRIPTION

1 POSITION TITLE:
Rehabilitation Manager 
2 Fulltime position Monday to Friday 8.30am – 4.00pm 
3 PURPOSE OF THE POSITION: 

Lead a team of therapists providing rehabilitation. Provide linkage, brokerage, best practice provision, supervision and therapy to Residents who are funded by ACC or have an acquired TBI, or require long term rehabilitation after a stroke or neurological disorder .  Maximize independence, normalization, integration, effective habilitation, rehabilitation education and recovery. Prepare and develop a Rehabilitation Plan, a Service Goal Plan and oversee the development of Task Descriptions. Encouragement, direction, training and education of staff as required. Your primary responsibility is to meet the requirements of the ACC residential contract and MOH rehabilitation contract .  
To ensure that Resident’s of Laura Fergusson Home adhere to the principles of normalization, inclusion and the Code of Health and Disability Services Consumer Rights 1996.
Responsible and accountable to:

CEO 

Functional relationships:
Residents, All staff, Sub contracted Therapists, Doctors, Specialists, Inpatient services, Rehab providers, Relatives/Whanau, significant others and personnel of Laura Fergusson Trust and personnel from other organisations and services that are connected to the rehabilitation needs of the resident.

Appraisal:
Initial appraisal after 3 months and thereafter on an annual basis.  

Confidentiality:
All persons involved in the delivery of services on behalf of Laura Fergusson Trust must observe the confidentiality of the Residents, Employees and the Trust’s business with specific reference to the Privacy Act 1993.

Terms and Conditions of Employment:
As per negotiated Employment Contract.

PERSON SPECIFICATION:     knowledge, skill, expertise and abilities  
· Must have knowledge of Traumatic Brain Injury and functional strategies to rehabilitate. 

· Must have knowledge of different impairments and handicaps.

· Must have knowledge of rehabilitation disciplines and a thorough understanding of ACC and their contracts

· Must have a Tertiary qualification in Rehabilitation or professional registration.
· Willingness to work within the Mission and Philosophy of the Laura Fergusson Trust.

· Commitment to the principles of the Treaty of Waitangi

· Knowledge of Whare Tapa Wha model of health and Tikanga.

· Knowledge of the Health and Disability Commissioner (Code of Health and Disability Services Consumer’s Rights) Regulations 1966, Health information Privacy Code 1994.
· Knowledge and commitment to the New Zealand Disability Strategy 

· Awareness of and sensitivity to cultural, health and disability needs.
· Ability to demonstrate efficient time management and the ability to work autonomously while supporting  and directing a highly skilled and professional interdisciplinary team 
· Able to communicate effectively and demonstrate an empathetic and professional attitude

· Willingness to meet residents’ holistic needs, including social, spiritual, emotional, vocational and recreational.

· Knowledge of disability networks and ability to tap into networks and to continue to develop new networks

· Ability to educate staff, Residents and families on the consequences of Traumatic Brain injury and Neurological disorders. Must have an ability to apply specialist knowledge from therapist to coaching team, evaluate and monitor goals and problem solve.
· Must be ethical, creative and visionary 

· Behaviour management skills are desirable

The Laura Fergusson Trust:

Is committed to the provision of a continuous quality improvement service for Residents that meets legislative requirements, ACC and MOH contract specifications and the Health and Disability Sector Standards (Residential).
In addition:

The Laura Fergusson Trust acknowledges the Health and Disability Commissions’ Code of Rights.

All staff are expected to participate in the quality programme as set out in the Organisation Wide Quality Plan and adhere to the Policy and Procedures in the service areas.

All staff are required to meet the aims of the Disability Issues Directorate and link with the New Zealand Disability Strategy ( April 2001) with the following goals:

· Maximize independence

· Effective habilitation and rehabilitation

· Support opportunities to participate

Principles:

Residents are individuals, who have the inherent right to respect to their human worth and dignity

Residents have the right to live in and be part of the community

Residents have the right to realize their individual capacities for social, physical, emotional and intellectual development
Residents have the right to make choices affecting their lives and to have access to information and services in a manner appropriate to their understanding and culture

Residents have the same rights as other members of society to participate in decisions, which affect their lives

Residents have the same rights to receive services which are least restrictive

Residents have the right to pursue grievances in relation to any services without fear of the services being discontinued or any form of recrimination 

KEY ACCOUNTABILITIES: Management of slow stream rehab services
1. Keyworker for Residents who meet the entry criteria for Residential and Rehabilitative Care under the ACC contract or the Ministry of Health Rehabilitation contract
2. Coordinate the process by which goals are written, evaluated and monitored – assessments/reports/ monitoring  

3. Provide ongoing support and direction to the I.D team and coaching team – facilitate all I.D meetings

4. Provide a link between Rehabilitation services and other services- external and internal  

5. Management tasks – strategic projects, human resource management, quality processes
6. TBI Educator to residents, families, staff and others
7. Participate in Laura Fergusson Trust Quality Programme, staff meetings and training programme and promote and maintain safe practice through adherence to policies and procedural guidelines and maintaining a current knowledge of emergency procedures

KEY TASKS AND PERFORMANCE OUTCOMES

1. Key Worker (as per ACC Residential Contract).

· To work closely with the residents to ensure they are central to all processes and that the service reflects their goals, wants and needs. You will work with the client to prepare an ISP (individual support plan). All risk must be identified, and a risk plan prepared and communicated.
· Arrange and set meetings with interdisciplinary team, management, staff and Case Managers, families, other service providers and professional agencies supporting the client 
· To be identified as the person managing  the LFT Rehabilitation Team 
· Responsibility to ensure the I.D and Focus meetings comply with the requirements of the ACC contract for Residential Care.
· Co-ordinate the completion of all necessary paper work as requested by the CEO /ACC including gathering from therapists the resident’s assessments, goals, variations and obtaining regular update reporting.
· Train staff and therapists in relation to your role as Keyworker
· Ensure that service providers, family members, support staff , coaches and therapists are linked together to form one integrated unit working towards the goals of the rehabilitation programme
· That all clients have a week plan which is kept for ACC audit
· To have overall responsibility for all ACC funded , and MOH rehab clients
· To monitor the goal acquisition and plot progress for each resident and produce evidence of goal acquisition.
· Use continuous best practice philosophy which responds to unexpected or expected changes in service delivery
· To ensure that the resident does not become overloaded by therapy input
· To be the spokesperson for the resident and ensure advocacy support is available
· To ensure all residents are aware of complaints procedure, to document complaints and problem solve with residents 
· To organize family update meetings, as per contract requirements
· Monthly keyworker reports are completed
2.  
Develop, monitor and evaluate rehabilitation goals
· Your role is to ensure rehabilitation to residents is effective, planned and positive outcomes are evidence based
· Use rehabilitation principles and evidence based best practice

· The principles of community focused rehabilitation, with community based services to promote integration of residents

· Goal directed, outcome focused and time framed rehabilitation which is resident and family directed. Service care plans and week plans are timely, accurate and available for audit purposes
· Provide education for caregivers and /or family, to enable them to give support and care to the resident on discharge
· Develop resident focused individualized programmes of rehabilitation that are outcome based with short and long term goals. These programmes will be made available to ACC and MOH on request
· Use approved tools / Assessments to monitor and plot progress. The outcome measure will be evidence based and specific. Reports will indicate achievements
3. Provide ongoing support and direction to the I.D team and coaching team – facilitate all I.D meetings

· Regular Interdisciplinary  meetings are to be held, minuted and have clear action orientated agendas 
· Maintain and develop effective, supportive and integrated relationships ensuring that a partnership between sub contracted therapy team and LFT therapists and staff is maintained

· Ensure communication between team members is maintained
4.    Provide a link between Rehabilitation services and other services- external  and internal  

· Main contact between funders, assessors, families, GPs and all services related to client.

5.   Management tasks – Strategic Projects, Human Resource Management, Quality Processes
Supervision and Direction of Rehabilitation Coaches
· You will recruit,  interview and select Laura Fergusson Trust therapists and coaches 

· All employment law requirements will be covered

· You will ensure that the coaches have working instructions from therapists and work autonomously but are supervised.  It will be your responsibility to translate specialist therapy knowledge into practical information which will assist coaches to achieve rehabilitation goals
· There will be current training notes and resources to ensure best practice 

· You will ensure coaches are trained and that their competencies are checked after three months undertake annual performance appraisals and performance management. You will direct coaching hours, monitor and evaluate that the coach is covering these times
· You will determine the level of coaching required and keep the CEO informed of any service gaps

· You will work closely with the therapists to gauge coaching requirements and their satisfaction with coaches’ actions
· You will have regular meetings with the coaches to promote efficiency and good employer relationships

· You will ensure that the coaches work in a cooperative way with the Interdisciplinary Team
· You will identify coach training opportunities internal or external (offered by training providers) and provide this information to the CEO 

6. Admission and Discharge planning
You will ensure that the following conditions are met before accepting a person into the LFT service: 
· The person is clinically stable and likely to improve as well as there being no life threatening condition that would require emergency surgery or intensive monitoring.

· The clinical team responsible for discharge from acute services and the rehabilitation team agree to the transfer.

· The person has been accepted by ACC

· That you have visited the person referred and assessed their suitability

· That the ID team have agreed to the admission
· That you provide the CEO with a written report re suitability/ OR reason for not accepting and alternatives
· You will facilitate and co-ordinate discharge plans, you will be the central person in the Rehab Resident’s discharge.
· Linkage with Residential Support Team Leader and Clinical Coordinator is essential to ensure all health needs and personal care needs are met. You will ensure that all care staff are aware of the requirements of the Rehabilitation goals.
7. 
TBI educator 
· You will provide education to resident’s, families and staff on TBI and the consequences, challenges and appropriate care and support.  You will also provide ACC funded clients with health education and wellness information including providing access to specialist services for sexual health, mental health, drug and alcohol abuse, personal health and chronic pain.
8. Participate in Laura Fergusson Trust Quality Programme, and Strategic Planning Projects
· Strategic Planning and project management will be part of this management role. 

· Active participation in Quality Programme and audits- Participates in own performance appraisal and identifies staff development/training needs
· Demonstrates familiarity with Organization Wide Policies, and follows all policies and procedures that are relevant to the position. Attendance at regular staff meeting and actions decisions made at meetings
· Maintenance of area of work to the standards that are required by legislation and LFT policies and procedures in the Quality Programme

· Contribution to effective communication within the home by providing courteous and appropriate assistance to Resident’s, visitors, members of the public, other staff and professionals from external organizations

· Perform any other duties as may be reasonably requested by Manager

9.
Quality Audits/ Surveys
· You will coordinate an external audit of residents’ satisfaction

· The results of the resident satisfaction survey will be made available to the rehabilitation team. Corrective action will be taken as necessary

· You will do a bi-annual file audit of ACC funded resident’s files to ensure compliance with the Health and Disability Standards and the Laura Fergusson Trust policies and procedures. 
· Ensure that Residents’ progress notes are accurate, full and completed in a timely fashion

· Ensure that accidents and incidents are reported 

· That documentation is complete and up to date
· You will provide the CEO with a monthly status report 
· You will ensure Keyworker monthly reports are completed 
10.
Health and Safety Requirements 

As a Manager you must: 
· 
supervise and evaluate worker performance, considering worker’s health and safety and work method.

· encourage and actively support employee involvement in the health and safety programme and provide positive reinforcement and recognition to outstanding individual performance

· learn and keep abreast of the knowledge and skills required to detect health and safety violations and other hazards such as improperly functioning equipment
· actively encourage safe work practices

· provide on the job training in safe work practices

· make sure each employee knows what to do in an emergency

· inform employees about work place hazards

The job description will be reviewed annually as part of the performance review process and agreed changes incorporated into the document.
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