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        Healthcare Homes

Job Description for Activity Co-ordinator
Position:

Activity Co-ordinator
Responsible to:
Registered Home Manager
Purpose of Position

· The role of the Activity Co-ordinator is fundamental to the residents’ sense of well-being and social enhancement.

· To enhance the residents’ quality of life through the provision of occupational opportunities and activities.
· To ensure the routines and daily activities made available are flexible and varied to suit  

         Individual resident’s expectations, preferences and capabilities.  

Principal Responsibilities
Day to Day

· Identify the needs of all residents, individually, through the use of the resident profiles, biographies and care plans.
· Plan, organise and run a varied and stimulating monthly programme of activities.

· Produce communication material and ensure all staff, residents and Regional Activity coordinators are aware of the activities calendar.

· Ensure that a weekly and monthly schedule of activities is available for residents, the care team, Registered Manager and prospect residents to view.

· Encourage and support the pursuit of residents’ former and current interests, abilities and skills.

· Help provide the opportunity for physical, intellectual, emotional, spiritual, and social interaction and enjoyment.

· Arrange social and spiritual activities, and outings, as well as in-house entertainment with entertainers (music, dance, song) as well as topical speakers.  In-house shopping for residents, library, animal therapy and other complimentary therapists as required.

· Manage and ensure that the cost of activities remain within the Homes’ budget.

·  Establish links with, and encourage involvement of the local community in the Home, e.g. schools, colleges, religious and voluntary groups, and museums.

· Involve relatives in the activity programme and attend relatives’ meetings as appropriate.

· Monitor the effects of the activities programme, and write brief notes on each individual / group activity session undertaken on the activities record sheets for inclusion in either the residents’ care plan or an activities folder for residents.
· Control and maintain stock of materials and resources to facilitate the activities programme.
Other Duties
· Participate in the Mandatory training programme of the Home.

· Attend staff meetings and information sessions as required.

· Maintain a safe working environment through observation and implementation of health and safety regulations.

· Report and Record any areas of concern, changes in resident’s wishes or condition to the Registered Manager.

· The Activities Co-ordinator’s place of work will depend upon the location of their allocated home.

· The Activities Co-ordinator will attend all induction and statutory training.

· The Activities Co-ordinator may be expected to travel within their area and to other areas within the Company for the purposes of training.

Other Information
Health and Safety
As an employee of Healthcare Homes, the post holder has a duty under the Health and Safety at Work Act 1974, to:
· Take reasonable care of the health and safety of themselves and all others who may be affected by their acts or omissions at work;

· Co-operate with their employer to ensure compliance with Health and Safety Legislation and the Health and Safety policies and procedures of the Home, not intentionally or recklessly interfere with, or misuse, anything provided in the interests of health, safety or welfare, in pursuance of the relevant statutory provisions.

Data Protection
The Post Holder must at all times respect the confidentiality of information in line with the requirements of the Data Protection Act.  This includes, if required to do so, obtain, process and/or use information held on a computer in a fair and lawful way, to hold data only for the specified registered purposes and to use or disclose data only to authorised persons or organisations as instructed.
Confidentiality

Healthcare Homes believes that it has a duty of confidentiality to all residents and clients.  Permission will be sought before sharing any information, verbal, in writing or electronically, provided by, or about a resident or the Company, with anyone else.

The list of duties and responsibilities is not exhaustive and the post holder may be required to undertake other relevant review and appropriate modification.

I confirm I have read and understood the Job Description.

Name of Post Holder:

………………………………………………………

Signature:


………………………………………………………

Date:



………………………………………………………

Supplementary Information

	Location
	

	Salary / Hourly Rate
	

	Hours
	

	Length of Contract
	

	Annual Leave Entitlement
	

	Pension
	Stakeholder Pension Available
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