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Job description
Engagement Officer (Diabetic Eye Screening) 
Location: 

Reports to: Deputy Programme Manager (DPM)

Working with: DPM, Programme Manager, Engagement Officers, Head of Engagement, Health Inequalities Improvement Co-Ordinator, Marketing, Commissioners, Local Authorities, Ethnic & Faith Community Leaders, Clinicians, ICB & GP Practice Reps Learning, Disability Groups and more.


InHealth has been and continues to be a proud supporter of the Diabetic Eye Screening Programmes across NHS England and since 2011 and has grown to offer fully managed services across the country. To increase efficiency, we also built our own software system which enables us to adapt and change to meet the requirements our employees to achieve a better user experience.


What you will do:

Our diabetic eye screening teamwork in partnership with commissioning organisations, NHS Trusts and General Practices to help care for patients with long term conditions. 

As an Engagement Officer, you will will be responsible for communications, promotions and stakeholder/community engagement activities and feedback to ensure good coverage, uptake and participation including in respect of underserved groups and that the Programme is fully integrated across the entire patient pathway; two way discussions take place; views are heard and acted upon and that close collaborative relationships are formed.

What you are responsible for:

· Undertaking British Association of Retinal Screeners Administration Course -  Diabetic Retinopathy (or any subsequent replacement); attend and fully participate in the Programme MDT and central Engagement meetings and adopt a commitment to personal continuous learning and development
· To assist the DPM in the drafting and co-production, development and revision of the Programme’s Communication & Stakeholder Engagement plan ensuring it is effectively implemented, reviewed and evaluated including the development and implementation of communication, promotional and patient, carer and stakeholder engagement activities within the local Communities served by the Programme





· To assist the DPM in the development and implementation of communication, promotional NHS and professional stakeholders engagement activities including (not exclusively) with ICBs; LMCs; Local Authority Directors of Public Health and their teams; GP Practices; Hospital Eye services, Maternity, Paediatrics and Diabetology; that will gather intelligence and insight to ensure effective interface/integration, information dissemination/transfer and working relationships to the benefits of patient experience and safety
· To obtain patient, user/carer and professional intelligence and insight through effective patient, carer and professional engagement including though the implementation Patient, Partner, Stakeholder, User forums and patient engagement structures/forums
· To implement, co-ordinate and arrange the professional and patient engagement structures/forums required to support effective engagement in the Programme including: 
· Quarterly Partners Forum whose membership will include Clinical Lead, Programme Manager, DPM and representatives from hospital departments (HES, Diabetology, Maternity, Paediatrics, etc.) and GP Practices. The Partners Forum will cover operational and interfacing initiatives/issues between DESP and each hospital/Primary Care, or by joining and fully participating in a forum already organised by the ICB
· Quarterly Stakeholders Forum – whose membership will include community, voluntary, faith based, carer, learning disability and patient groups (e.g. Diabetes UK, RNIB; MIND; MENCAP), Social Services and Local Authority Community Development representatives. They will focus on non-responders, patient experience and integration of diabetes care and address patient engagement, communication, attendance, experience, appointment burden and service improvement related matters
· Service User Forum, with expert panels convened as required, that will concentrate on integration, co-ordination and specific problem/service improvement issues  
· To undertake and report on patient satisfaction and other experience surveys, including through:
· Friends and Family patient experience surveys, monthly monitoring and reporting improvements
· Patient satisfaction analysis
· Sample telephone and written surveys
· Complaints, compliments and comments received
· Specific workshops focus groups and forums
· Virtual groups via Facebook, website blogs/forum/threads and bulletin boards
· On-line community forums
· GP satisfaction survey
· Mystery Shopping exercises
· Work closely with Local Authority Public Health, Commissioners and ICBs on promotional activities and campaigns that will lead to improvements in uptake and coverage with the areas of deprivation, different ethnic communities and other communities which are highlighted to have low uptake, coverage and/or high levels of DNAers and non-responders
· Work with the DPM to manage complaints in line with the policy, including logging, acknowledging, investigating and responding to complaints within required timeframes
· Work with the DPM and other programme staff to organise and deliver GP practice “Lunch and Learn” sessions for practice and PCN staff covering tops such as Diabetic Retinopathy, the purpose of screening, what happens at an appointment, case studies and strategies for improving uptake and reducing DNAs
· Contribute to the bi-annual newsletter, DESPatch, including drafting articles, highlighting service improvements and ensuing information is accurate and aligned with Programme priorities
· Undertake quarterly GP practice uptake, identifying the highest and lowest performing practices and informing GP Practices of their performance, providing tailored feedback, sharing best practice examples and offering to collaborative working to improve uptake
· Develop and maintain up to date lists of key stakeholders including voluntary and community sector partners, Healthwatch, ICBs, patient groups and other relevant organisations 
· Recruit and manage voluntary community champions from within the different ethnic communities and other underserved communities who will promote understanding of the service, provide insight into their communities’ specific needs and barriers to attendance and encourage attendance
· Provide expertise to the Programme on the cultural, language, ethnic and faith issues that may be impacting on attendance and non-responders and thereby advise on and ensure the Programme’s communications are appropriately framed and language, reading age and culturally appropriate for the target audience
· To engage and liaise with mental health units, larger care homes, secure units, universities and military establishments within the Programme area to ensure the screening service provided is appropriate to meet the establishment’s individual needs; patients receive a timely screen, and high uptake and coverage is achieved
· To liaise with local Learning Disabilities Support organisations to further understand their specific needs and encourage equitable uptake among eligible patients in this group
· Ensure the website is up to date and accurate
· Plan, create and manage Programme social media content across approved channels to improve awareness, engagement, uptake and community reach
· Contact patients who did not attend to understand the reasons for non-attendance and gather insights into barriers, accessibility issues and service improvement opportunities, and present these as a DNA audit as per the national audit schedule 
· Working with the DPM assist in delivering a Health Equity Audit (HEA) to identify inequalities in access, uptake, coverage, experience and outcomes, and formulate an action plan agreed with commissioners
· Work with the DPM and wider Programme team to develop, implement and monitor Service Development Improvement Plans
· With a specific focus on underserved groups including those with learning disabilities, different ethnic communities; patients within areas of greater deprivation and non-responders; assist the DPM in the implementation of appropriate consultation activities, including using workshops and focus groups, with key stakeholders on specific issues, proposed service changes and improvements that will gather intelligence and insight, which will help ensure the service meets the individual and group needs of the Programme’s diverse population
· To manage Was Not Brought children and young people under 18 by raising appropriate incidents in line with the InHealth Safeguarding policy, and by encouraging parents, carers and young people under 18 to attend their scheduled appointments to support timely attendance and safeguard child wellbeing
· Participation in regular feedback; agree objectives; and undertake annual performance reviews


What people see in you:

· Excellent written and verbal communication skills with excellent Organisational skills
· Teaching skills and effective listening skills
· Demonstrate drive and enthusiasm
· Ability to encourage and motivate
· Able to organise and prioritise workload
· Ability to work under own initiative and is proactive, takes own initiative
· Assertive, confident and understanding, Supportive and encouraging
· Self-motivated, tactful and diplomatic


You have experience of:

· Quantitative and Qualitative research methods and statistics
· Experience of operating within NHS screening Programmes
· Previous experience in a healthcare environment
· Social Marketing and/or communication techniques and methodologies 
· Be able to work on your own as well as part of a team
· Have good time management skills and a flexible approach to working
· Have excellent communication skills
· Using Microsoft packages and other IT systems

Qualifications 

· Educated to GCSE level with Maths and English or equivalent Qualifications and or training/experience of Marketing and/or public Communication

Further information

SAFEGUARDING

· Post holders have a responsibility for safeguarding children and vulnerable adults in the course of their daily duties and for ensuring that they are aware of the specific duties relating to their role

GENERAL

· This job description is a summary of the key tasks and may be subject to change in light of the developing organisation and in consultation with the post holder. The job description reflects the need to cultivate the service. It will evolve with the continuing expansion of the service and will be reviewed through mutual agreement between the post holder and the line manager
· Undertake other duties that may be required from time to time and that are consistent with the responsibilities of the grade
· Provide satisfactory clearance of suitability from the Data Barring Service
· All of the above activities are governed by standard operating procedures and policies, standing financial instructions, policies and procedures and standards of InHealth as well as legislation and professional standards and guidelines.
· At all times work in the best interest of the patient, treating them with respect and maintain their dignity
· The post-holder is to exercise judgement and make decisions within the framework of legislation and Company policy.  Matters not covered by existing policy are referred to the Programme Manager and/or Director of Governance and Clinical Services for guidance



INFORMATION GOVERNANCE AND SECURITY

· All staff must undertake the allocated IG Training Tool Modules and read the Security Policy signing the Security Commitment Form to confirm they have read, understood and will adhere to the policy

CONFIDENTIALITY

· Attention is drawn to the confidential nature of this post.  Disclosures of confidential information or disclosures of any data of a personal nature can result in prosecution for an offence under the Data Protection Act 1984 or an action for civil damages under the same Act in addition to any disciplinary action taken by InHealth which might include dismissal.  You should consult your line manager if you consider that there is a need to breach such confidentiality

RISK MANAGEMENT

· The post holder also has a responsibility in the promotion of a Risk Management culture by ensuring that all business and workplace risks (including work practices and environment) are identified, assessed and reported
· The post holder is expected to comply with the provisions of the Incident Reporting & Management Policy

BUSINESS CONTINUITY/CIVIL EMERGENCIES

· In the event of a major incident or emergency situation, the post holder will be expected to undertake any other duties as required to support the work of the Company to maintain business continuity
· This may include work outside of the post holder’s normal sphere of activities, including functions not detailed within this job description or working within another location or environment.  However, the post holder will not be required to undertake any function for which he or she is not trained or qualified to perform.  Normal health & safety procedures would continue to apply and accountability remains with InHealth.

HEALTH & SAFETY – GENERAL

Under the provisions contained in the Health & Safety at Work Act 1974, it is the duty of every employee to:

· Take reasonable care of themselves and for others at work
· To co-operate with InHealth, as far as is necessary, to enable them to carry out their legal duty
· [bookmark: _PictureBullets]Not to intentionally or recklessly interfere with anything provided (including personal protective equipment) for health & safety or welfare at work
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