Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)
JOB DESCRIPTION: AGED CARE COORDINATOR

Job Title: Aged Care Coordinator

Classification: Level _ _ _ _ Award _ _ _ _ _ _ _ _ _

Position

Permanent/ Casual

Hours of work:
Part-time/full-time – 37.5 hours/week (or specify)

Purpose

To co-ordinate aged care programs in the _ _ _ _ _ _ _ _ Community and associated outstations/homelands. The co-ordinator will work with the health board to assist in the development of the delivery of culturally appropriate services to maintain Aboriginal aged and disabled residents in their own communities when this is their desire. This will enable those communities to provide a range of services that are able to respond to the individual needs of the aged and disabled in the communities, and to assist and support family and other community members to care for them. These services will be controlled by the community and managed under their direction through the health board.

Reports to: health board via the administrator. 

Location of Position:_ _ _ _ _ _ _ Community

Training

All positions at the health service involve the training and continuing professional development of other staff. The occupant of this and any position is expected to use their skills and experience to support and train other staff members as the need arises.

Confidentiality

Employees must not give information or documents relating to their employment and to the business of health to anyone unless authorised to do so by the health service. This includes medical records, information about health service business activities or the _ _ _ _ _ _ Community.

Duty Statement 

· Assist in the development of flexible and appropriate outreach aged care services that meet the needs of Aboriginal residents in communities associated with the health board.

· Develop an operational plan that clearly defines the proposed activities and identifies training activities for the service. The plan needs to address the needs of aged and disabled Aboriginal residents, including meals, warmth (blankets, firewood), shelter, activities, provision of water and hygiene (regular washing and cleaning).

· Assist the community to develop its philosophy and operating principles into a policy manual for the service. (Existing policies of other services should be used as a starting point.)

· Develop and co-ordinate a range of services that support the desire of the aged to grow old and die in their own country.

· Ensure that opinions and advice are sought from the aged and their carers in the development and provision of services.

· Support maximum involvement by family and community members in the care and support of the aged.

· Provide information to the communities about service options.

· Support the operation of residential care facilities within the communities.

· Seek funding from funding agencies (such as HACC or CDEP), recruit local staff, and investigate training options and other support for workers.

· Support and facilitate the opportunity for clients to participate in traditional activities, such as bush tucker trips and family visits.

· Advocate for the aged and disabled to ensure their needs are met.

· Maintain financial records as required and liaise with funding bodies in conjunction with community administration. 

· Provide reports to the health board and its funding bodies and seek recurrent and capital funding sources for the range of services identified by the communities.

· Review, monitor and evaluate all aspects of the implementation of services.

· Maintain vehicles and equipment.

· Maintain close liaison with clinic staff concerning the medical care of clients.

· Develop links with other community-based support services and organisations.

