	Position Title:
	Support Facilitator Partners in Recovery
	Date:
	16.09.2013

	Role Reports to:
	Team Leader Partners in Recovery
	Direct Reports:
	Nil

	Role Purpose:

	This role will support each client to develop a PIR action plan based on their individual needs with a focus on a transition to the NDIS. The support facilitator supports the individuals to transition to the NDIS and to achieve other goals they may identify. Once the individual has transitioned to NDIS, the support facilitator will then offer support coordination services. The support facilitator is the central contact for the client throughout the transition and the NDIS plan, whilst actively engaging additional services and supports to enhance recovery outcomes and NDIS goals achievement.

	Key Accountabilities:

	#
	Accountability
	Activities
	Performance Benchmark

	1
	Internal Processes
	· Monitor own performance, complete time sheets, vehicle log sheets, appointment calendar, training requests and leave forms in a timely manner as required.


	· Timesheets are completed daily; flexitime is taken in accordance with MDS policies and procedures. Vehicle logs are completed monthly and submitted, appointment calendars are updated as required. Absences are documented on leave forms and submitted as MDS Policy and Procedure.

	
	
	· Complete incident, accident and hazard forms to Team Leader
	· All forms provided in a timely and accurate manner

	
	
	· Communicate MDS information, memorandums and activities to all staff routinely and at staff meetings as agenda items.
	· Information is provided to all levels of personnel and minuted in meetings.

	2
	Program Management                                                                    
	· Demonstrate a commitment to principles and practices of recovery in all dealings with clients, carers and stakeholders
	· As per guidelines

	
	
	· Undertake care coordination activities for referred clients
	· As per guidelines

	
	
	· Actively engage clients

	· As per guidelines

	
	
	· Undertake initial assessments of client’s service and support needs using the nominated needs assessment tools, engaging specialists where required
	· As per guidelines

	
	
	· Support carer and family engagement and reconnection as is appropriate
	· As per guidelines

	
	
	· Develop, monitor and regularly review assessments in consultation with PIR client, carer and other stakeholders to identify changes in support needs
	· As per guidelines

	
	
	· Respond to enquiries from clients, their families and carers and proactively intervene when service arrangements are not working or the client becomes disconnected from required supports
	· As per guidelines

	
	
	· Ensure high standards of service provision are provided in line with MDS policies and procedures and lead agency’s guidelines
	· As per guidelines

	
	
	· Work with the Team Leader to address any challenges that arise during the transition, support coordination and recovery process
	· As per guidelines

	
	
	· Contribute to ongoing service mapping and gap analysis to better understand the capacities and gaps within the sector
	· As per guidelines

	
	
	· Undertake data collection to contribute to monitoring and evaluation of the PIR program
	· As per guidelines

	3
	Financial Management
	· Use, record and reconcile Flexible Funding Ledger as per lead agency guidelines and MDS policies and procedures
	· Flexible Funding ledger completed and submitted in accordance with MDS policy and procedures.

	4
	WHS 
	· Contribute to the development, review and monitoring of risk management strategies and safe working procedures for all PIR service participants and community venues
	· Plans are completed annually and reviewed quarterly Community venue risk assessments are completed prior to utilisation of venue / resource

	
	
	· Consult with Team Leader and other staff on any WH&S issues.
	· WH&S matters are tabled and discussed at team meetings.

	
	
	· Reporting of hazards, maintenance, incidents and injuries, action plans and corrective action
	· Hazards, incidents and injuries are reported within 24 hours, corrective action completed within 48 hours

	
	
	· Attend relevant WH&S and Risk Management training as identified by PIR Team Leader,  GM, CMH&Tor WH&S Committee
	· Training attended and feedback provided to Team Leader/ PIR team

	
	
	· Promote continuous WH&S and working safely for all staff
	· Work area maintained in a clean and orderly manner, mentoring and modelling safe working behaviour at all times

	5
	Operational Planning
	· Actively participate in strategic planning for MDS as part of the PIR team.
	·  Actively contribute to all strategy sessions.

	
	
	· Identify projects / activities that will link the operational plans of PIR to the vision of MDS.
	· Activities and projects are established with MDS vision and values in mind.

	6
	Stakeholder Management
	· Maintain positive relationships with funding bodies and strategic partners.
	· Funding bodies and strategic partners speak favourably of MDS.

	
	
	· Advocate the services of MDS and the PIR program to key stakeholders in the community.
	· Key stakeholders have a high awareness of MDS services.

	
	
	· Contribute to Funding bodies contractual requirements
	· Provide information on time for Funding Body Reports according to contractual requirements

	
	
	· Develop and maintain positive rapport with service participant stakeholders including family, carers and other service providers
	· Positive rapport developed and maintained.

	7
	Personal Development


	· Identify opportunities for personal growth and development and undertake training as specified in the individual development plan.
· Attend bi-monthly supervisions, annual performance appraisal and other meetings / functions as requested.
	· Individual development plans are established and is followed through.
· Supervisions, appraisals, meetings and functions attended

	Decision Making
	Independently
	Day to day time management, service provision and implementation of service as per contractual guidelines

	
	Refer up
	All expenditure, staff and service participant complaints, incidents, accidents and maintenance requests. Requests to amend procedures and other QA changes

	
	Cascade down
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	Key Relationships / Interactions

	Internal:
	External:

	· PRI team members – regular meetings and communication.
· PRI Team Leader – Daily to discuss program priorities, debrief, service design, delivery and evaluation. 
·  GM, CMH&T– As required. 
· Chief Operations Officer– as required 
· Chief Executive Officer – As required. 
· Other MDS Team Members – As required, to discuss MDS programs and deliverables.
	· MDS Service Participants– to support in recovery journey, 
· South West Sydney PIR Lead Agency and other PIR host agencies
· Community Stakeholders – As required, to promote the role of community services within MDS.
· Community Agencies – As required, to discuss service matters. 
· BSI – As required, to discuss quality certification for ISO and JASANZ


	Key Role Challenges

	1.
	To support participants to transition to NDIS and achieve other identified goals

	2.
	To offer individuals support coordination 

	3.
	To ensure the program is reflective, innovative and practices continuous improvement
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	Knowledge / Qualifications
	Skills
	Experience

	· Appropriate qualifications in a relevant discipline (e.g., social work, social welfare, human services)

· A thorough understanding of and commitment to recovery-oriented principles in mental healthcare;

· Demonstrated skills in working with consumers with complex needs

· Strong capacity to work with challenging issues, at both the client and service delivery levels 

· Competent in the use of Microsoft Office applications and use of the Internet to identify and access resources;

·  Sound understanding of organisational operations and workplace practices, eg: Equal Opportunity and WH&S 

· Current Drivers Licence, willingness to travel and access to a comprehensively insured motor vehicle
· Knowledge of NDIS in the context of supporting individuals with psychosocial disability
· Experienced with NDIS applications

· Desirable 
• An understanding or experience in support coordination 
• An understanding of the NDIS price guide and line items 
	· Communication and Influence – Promoting the operational objectives of the PRI Team

· Working within a team – Skills required to work within a multidisciplinary team

· Developing self – Identifying and acting on opportunities for self

· Develops & Shares knowledge and innovative ideas – Shares knowledge and innovative ideas within the PRI team and MDS staff

· Planning and organizing – Meeting monthly service objectives, time management and meeting deadlines

· Building relationships and growing the business – Identifying opportunities to promote the work of MDS and expand the community services offered
	· Previous experience and willingness to provide a response in the event of a critical incident 

· Previous experience in case management or care co-ordination

· Experience in partnership development and highly effective networking skills

· Experience and understanding of the importance of working with carers and families


· Experience in writing progress notes and developing client-based plans


