
BRIGHTON & HOVE CITY COUNCIL     1329L2
JOB DESCRIPTION
	Job Title:

	Occupational Therapist (Experienced)

	Reports to:

	Operations Manager

	Section:

	Independent Living 


1. Purpose of the job

To manage a range of duties to include a complex caseload within a framework of supervision, including assessment, care planning, implementation and evaluation of appropriate action to meet service users needs, whilst ensuring that resources are utilised effectively.

2. Principal Accountabilities

1. Manage a complex and diverse caseload, including assessments of need, care planning, implementation of appropriate intervention to include the preparation of complex reports, within a framework of supervision, to effectively meet the needs of adults/children and older people who have permanent and substantial disabilities. (40%)

2. Ensure that information systems ie Carefirst and client records are effectively maintained in order to provide up-to-date and accurate information, upon which decisions affecting service delivery can be made. (20%)

3. Empower service users to increase and/or maintain their independence through the provision of information and advice regarding the management of a condition causing disability. (10%)

4. Initiate and develop positive partnerships with other agencies, the health service, including acute/Community trusts, Primary care trusts, Voluntary and Private Sector Agencies, Families and Carers, in order to facilitate effective service delivery. (10%)

5. Contribute to specific project work and the development of initiatives to achieve improvements in the quality of service and a more effective use of resources in line with service delivery requirements and directorate priorities. (5%)

6. Maintain a personal awareness of legislation, departmental and corporate policies and procedures, particularly those relating to Disabled adults, children and Older people, acting in line with these to ensure consistency and a high quality of service delivery across the directorate. (5%)

7. Provide supervision of Occupational therapy assistants in line with the directorates supervision policy. And take a lead role in the development and training of staff from within and outside the directorate. To include professional practise education. (5%)

8. Participate in the directorates personal development programme and maintain a continuous professional development portfolio in line with guidelines laid down by C.O.T and the H.P.C, thereby ensuring maintenance of registration as an O.T with the H.C.P.C. (5%)

General Accountabilities

· To be aware of and act in accordance with the Council’s Equalities Policy

· To be aware of and act in accordance with the Council’s Health & Safety Policy and agreed Codes of Practice.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.

You will be consulted about and proposed changes.  

The list of duties in the job description should not be regarded as exclusive or exhaustive.

There will be other duties and requirements associated with your job and, in addition, as a terms of your employment you may be required to undertake various other duties as may reasonably be required.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Occupational Therapist (Experienced)

	Reports to:

	Operations Manager

	Section:

	Independent Living 


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	Knowledge
· A thorough knowledge of the needs of people who have disabilities, their families and/or carers

· A thorough knowledge of the role of a Community Occupational Therapist

· A thorough knowledge of disability legislation and it’s relevance to Occupational therapy practise

· A thorough knowledge of safe manual handling practise including complex manual handling solutions including the implications of manual handling legislation and policy

· An awareness of building construction and the principals of inclusive design and the variety of options for adapting the built environment.

· A thorough knowledge of assistive equipment and its use in maximising independence

Qualifications

· DipCOT, Bsc in Occupational Therapy or equivalent WFOT approved qualification.

· Registration with the Health & Care Professions Council (HCPC)

· Have been assessed against and meet the requirements of the Brighton & Hove Councils “Occupational Therapy Competencies” for an “experienced” Occupational Therapist (This applies to career progression only for staff already in post)

	Experience
	· At least two years post qualification practise within the health and/or social care field.

	Skills and Abilities
	· Ability to relate to a wide range of people including service users, colleagues and other professionals.

· Ability to work independently and in a team

· Ability to prioritise own work and the work of support staff. To manage time effectively, including meeting deadlines

· Ability to use patience, tact, diplomacy and discretion when dealing with others.

· Ability to communicate clearly both verbally and in writing and produce good quality written reports

· Computer literacy, including the ability to operate word processing software packages and the input and manipulation of data

· Ability to supervise and participate in the development of support staff

	Equalities
	· Committed to equal opportunities



	Other Requirements
	· Committed to personal development and CPD

· Energy and enthusiasm

· Flexibility and a positive attitude towards change

· Ability to travel within the boundaries of Brighton and Hove.




COMPETENCY FRAMEWORK FOR PROGRESSION

THROUGH THE OCCUPATIONAL THERAPY

CAREER GRADES

COMPETENCY FRAMEWORK FOR PROGRESSION

THROUGH THE OCCUPATIONAL THERAPY

CAREER GRADES

Version Control

	Date
	Version
	Changes Made
	Author

	Revised and updated

05/04/2011
	3
	Annual completion of framework no longer required annually as agreed with OT managers. To be used for: career progression (mandatory), capability (discretionary),induction (discretionary) 
	Helena Grace

	Revised and updated 

26/6/19
	4
	Salary points changed in line with new spinal column points (SCP) April 2019


	Clare Terry 
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Occupational Therapy grade jobs

Introduction

1.1 The competency framework provides an evidence based mechanism to ensure fairness and equity in decisions about:

· Progression through the Occupational Therapy grades

· Performance management to support any processes related to capability. This process should be undertaken with agreement from HR

· Return to work competency guide for employees who have had a significant career break e.g. extended maternity leave. This process should be undertaken with agreement from HR

The intended outcome is to introduce transparent criteria for career progression and retention that is based on staff competence and the achievement of positive outcomes for people who use the service.

1.2 The framework is related to performance management because individual staff performance is a key component of effective organisational performance. It is also recognised that the individual’s performance depends on the effective management of processes and resources to support staff in delivering services and this is also crucial component of the performance management framework.

1.3 The framework is linked with the HPC requirements for continuing professional development (CPD) requirements (see 3.2. below), staff appraisal and personal development plans (PDP).

Occupational Therapy Grade and Pay Scale 

2.1 The Occupational Therapy (OT) scale is from Scale point (SCP) 19 to SCP 32
2.2 There are four distinct stages within the OT grade:

STAGE ONE (Newly Qualified) SCP 23-25

During this period, the employee will develop their knowledge and skills and be able to evidence these. There will be a formal assessment against the competency framework after a minimum of 6 months and before 2 years post qualifying period. The assessment should take place in conjunction with the annual appraisal process. A successful assessment will result in a progression to STAGE TWO and a progression to SCP 32 either in October or April whichever is the closest date to the assessment. If the assessment is not successful, the postholder will continue to progress by annual increments until s/he reaches the bar.

STAGE TWO (Less Experienced) SCP 26-28 

During this period the employee will continue to develop and evidence their competence. After a minimum of 12 months, there will be a formal assessment against the competency framework. The assessment will be in conjunction with the annual appraisal process. A successful assessment after 12 months will result in a progression to STAGE THREE (Experienced) and a progression to SCP 35 either in October or April whichever is the closest date to the assessment. If the assessment is not successful, the postholder will continue to progress by annual increments until s/he reaches the bar.

STAGE THREE (Experienced) SCP 29-32
At this stage, a formal review against the BHCC competency framework will only be undertaken if the employee wishes to pass through the pay bar to Stage Three or for capability or return to work requirements. Otherwise, employees are expected to demonstrate their competency annually through their PDP and CPD.

Progression form this stage will be assessed through the competency framework on the basis of: developing autonomous working, contributing to service improvement and self managed quality assurance and developing supervision skills with unregistered staff. 

A successful assessment will result in the opportunity to apply for a STAGE FOUR (senior) post should one be available. If there is no senior post available, progression will be by annual increments until the bar is reached.

STAGE FOUR (Senior)

At this stage, a formal review against the BHCC competency framework will only be undertaken for capability or return to work requirements. Otherwise, employees are expected to demonstrate their competency annually through their PDP and CPD.

Progression will be by annual increments.

 Skills and competencies

3.1 There are two broad areas of skills and competencies against which the OTs will be assessed. 

3.2 The first relates to core skills and competencies. These are generic competencies which OTs should possess irrespective of their current stage of professional development or specific job. These are informed by the HPC standards of proficiency and span nine areas:

· Effective communication

· Working with information

· Analytical and reasoning skills

· Promoting and maintaining a healthy and safe working environment

· Working cooperatively with people using the service and their carers

· Working cooperatively and effectively with other colleagues, other professionals and service providers

· Working with the diversity of personal beliefs and identity issues, promoting and supporting individual’s rights and choices

· Anti-discriminatory practise and promoting anti-oppressive behaviour

· Professional qualities, such as a demonstrable commitment to learn, personal integrity, self motivation, personal organisation, time management and openness to change.

3.3 The OT will be assessed and self assess on what standard they have reached in these core competency areas.

3.2 The second broad area of competencies is job specific and is based on the OT’s job description. It relates to the areas of activity which OTs are expected to undertake in their day to day work at different levels of their professional development. These specific standards are based on the requirements outlined in job descriptions about:

· The nature of the work the OT is required to undertake

· The levels of skill, knowledge and ability required in key areas

· The level of development of personal and professional attributes

3.3 Through an audit of key areas of activity, the OT will be expected to demonstrate that they are able to undertake all the core activities of their current post/level to the required standard in order to be able to progress to the next career stage. 

The assessment process

· Documentation 

4.1 The OT and their line manager will complete a review looking at the core competencies and the job specific competencies. The assessment will be undertaken using the following documentation

Reviewing Core Competencies Document: to determine and review standards of proficiency in core generic areas of competency  

Audit of Job Specific Competencies Document: to determine and review standards of proficiency in specific areas of activity related to job description

Guide to completing the Reviewing Core Competencies and Audit of Job Specific Skills: to provide guidance for completion of assessment documentation

Interpretation of Ratings Document: to explain the meaning of the ratings 
Scoring System Grids: to translate the ratings from the core competency and job specific audit documents into the appropriate OT grade.

4.2 The OT and their line manager should each complete 

· Reviewing Core Competencies Document giving a score for each positive outcome based on evidence

· The Audit of Job Specific Skills/Competencies document giving evidence to support scores for each area of practise.

· Evidence

 4.3 The evidence to complete the competency documentation should be primarily drawn from: 

1. CPD portfolio 

which should contain

· Evidence of training activity undertaken including relevant certificates confirming qualification awards or course attendance and reflections/evaluations citing learning objectives achieved. Appraisal and PDP should also be included.

· Examples of reflection on clinical or other work undertaken or feedback received from people who have used the service, supervisor/managers and colleagues 

· Further requirements as set out in the HPC’s guidelines for maintaining professional portfolios

 2. Case file review. 

This should be ongoing in supervision.  Evidence of skills/competencies should be recorded in the supervision notes in a way which explicitly relates to the competency framework and provides ease of reference.

· Rating

4.4 The areas of competency/ skill in both documents are rated on a scale of 1-5. OTs with 2 years post qualifying experience should score a 3 for each expected outcome rating. Any score of less than 3 will promote consideration of whether the OT is competent in that core area. Any score of 1 indicates that the employee is not competent in that skill/competency. 

4.3  The OT and line manager should independently total up the ratings for the positive outcomes in the Reviewing Core Competencies Document. This will give an overall score for each core competency area. The total score for the competency area can then be translated against the Core Competencies Ranking Grid to indicate whether minimum levels for a grade have been attained.

4.4 The OT and line manager should independently total up the ratings for each area of practice in the Job Specific Audit document to reach a total overall score. This can then be translated against the Job Specific Competencies Ranking Grid to indicate whether minimum levels for a grade have been attained.

Formulating a recommendation for progression through the pay bar

5.1 The OT and their line manager meet together to discuss and agree the rankings. This should be done by considering the evidence such as supervision notes documenting case file review, CPD portfolio and any other evidence of achievement. The minimum score has to be achieved in both the core competencies and the job specific skills/competencies in order for the OT to be considered competent enough to progress to the next stage.

5.2 On the basis of the considered evidence of competency, the line manager should formulate a recommendation to a senior manager for the stage which is being recommended. The recommendation and documentation, together with any comments on the recommendation and process for the OT will then be submitted to the senior manager

5.3 The senior manager will consider the recommendation. S/he will focus on the documentation and the rating consistency between staff and managers/supervisors.  If the senior manager approves the recommendation, s/he should notify Human Resources, in writing, of the outcome. 

5.4  A copy of the documentation should be placed in the OT’s personal file

5.5 At any time during the assessment period, the worker has right of access to the manager if they have concerns about the frequency or quality of supervision, lack of professional opportunities etc. Similarly, a line manager should discuss with the senior manager any concerns they have about the development and competence of an employee as soon as possible, in line with the confidentiality clause of supervision agreements.

In both cases, the nature of the problem should, wherever possible, be discussed with the person concerned before the senior manager is approached. 

Progression to STAGE FOUR (senior) posts

6.1 If an OT at STAGE THREE successfully completes the assessment for a STAGE FOUR (senior) post, they will be eligible to apply for a senior post if one becomes available. 

Appeals Procedure

7.1 If the employee is not recommended for progression at the end of their assessment period and their operational manager ratifies this decision, they will have recourse to an appeals procedure:

· The senior manager must write to inform the OT of whether their application for progression to the next stage has been successful, within three days.

· On receipt of the letter the OT has fourteen days to appeal in writing to the senior manager.

· On receipt of the appeal, the senior manager will within fourteen days set up an appeals panel to consist of the Group Manager and an officer from the Human Resources section

· All documentation and papers pertaining to the assessment will be presented to the occupational therapist ten days prior to the appeals panel

· Within seven days of the appeal panel’s meeting, the senior manager will inform the OT of the panel’s decision in writing.

· The panel’s decision will be final.

Assessment process for external applicants to Occupational Therapist grade jobs

8.1 External candidates for OT posts will continue to go through the existing recruitment and selection process of completing an application form, shortlisting for an interview, interview and job offer. In addition to this an assessment process linked to the competency standards will be undertaken with the aim of placing successful candidates on the scale point consistent with their competence and professional development

8.2 The most effective method of assessing the competence of successful applicants is to review

· A structured reference from their previous employer that addresses core competencies and job specific activities 

· CPD evidence linked to core competencies and job specific activities

8.3 Candidates called for interview will be provided with information on the  competency framework. The decision about whether the person is appointable will be based on whether they have met the person specification for the job. Where there is more than one appointable candidate, there will be a ranking of candidates according to how well they have met the assessment criteria for the competency framework.


