CLAIBORNE MEMORIAL MEDICAL CENTER
 Nursing Department
Job Description
CASE MANAGER
STATEMENT OF PURPOSE:

To provide support for the mission and vision of the hospital through your actions, attitudes, and personal conduct as a team member of your department, an employee of the hospital, and a contributor to the health and wellbeing of the patients we service; to provide the duties outlined in this job description to the best of your abilities; and to strive for excellent service to your customers.

JOB SUMMARY:

Provide ongoing support and expertise through comprehensive assessment, planning, implementation and overall evaluation of individual patient needs.  The overall goal of the position is to enhance the quality of patient management and satisfaction; promote continuity of care and cost-effectiveness through integrating the functions of case management, utilization review, and transitional care management.  

GENERAL DUTIES:

1. 

Support your manager and administration in the implementation of the hospital’s mission, 

vision, and overall goals.
2.
Actively participate as a member of your department by providing excellent customer service, 

identifying areas for improvement and implementing operational changes.

3.
Assist your department in providing efficient and effective patient care by actively participating in the orientation process, your departmental meetings, available educational events, personal performance evaluations and focused counseling opportunities.
4.
Promote high standards of performance by exhibiting compassion and professionalism at all times and by being responsible for your actions, attitude, and body language.

5.
Communicate in a timely and effective manner using multiple communication mediums.  This includes notes, e-mails, phone calls, one-on-one interaction, and participation in meetings. 

6.
Support performance improvement monitoring by collecting data, reporting incidents, identifying patient care problems and providing performance information to your manager.

7.
Assist your manager in meeting departmental budget goals, identifying capital equipment needs, and developing new strategic goals for the department.

8.
Follow all departmental and hospital policies.  Request clarification and guidance if needed.

9.
Manager your time to assure you clock in and out as scheduled, complete your assignments within the scheduled timeframe, and minimize changes in the departmental work schedule; morning and afternoon breaks and lunch breaks are encouraged as described in the personnel handbook.
10.   
Assist your department, team members in utilizing equipment, supplies, tools, and other resources wisely.

11.
Patient census/workload dictates work schedule.  Low census may result in flexing off staff; high census may require adjustable work days including weekends.

QUALIFICATIONS:

1. Registered Nurse or Associate Degree in healthcare related field.
2. Required to maintain a current licensure in nursing or certification in professional field with a minimum of one year experience in discharge planning.
3. Required to maintain a current certification in BLS and CPI.  ACLS and PALS preferred but not required.  If certification is not current upon hire, employee will attend class within six months of hire date to obtain certification.
4. Required to complete annual restraint education.

5. Required to participate in annual Infection Prevention education.

6. Required to follow Infection Prevention guidelines (i.e., proper use of isolation precautions, proper use of PPE, etc.)

7. Required to follow all Employee Health protocols (i.e., annual TB skin test, annual flu vaccine, and annual employee physical (if maintaining insurance benefits) etc.)

8. Required to complete annual training including HEAT, OmniCell, and Ethics.

9. Required to attend all mandatory inservices including departmental meetings according to schedule (FT vs PT).

10. Required to attend and participate in Case Management meetings as scheduled according to schedule (FT vs PT).

11. Required to be a support person for staff nurses.

12. Required to participate in monthly PI.

13. Required to have basic computer knowledge.

14. Required to have the ability to communicate effectively in English, both written and verbally.

15. Required to pass pre-employment drug screen and random drug screens.

16. Required to tactfully deal with physicians in giving and receiving information.

17. Required to prepare accurate reports and analysis from a variety of sources.

18. Required to perform Case Management assessments, identify problem areas and address accordingly.

19. RN Case Manager working on weekends is required to assign appropriate patient rooms and to adjust staff as needed.

20. Required to have an understanding of CORE measures, the effect on patient care, and the ability to measure and evaluate variance/outcomes.

21. Required to have an understanding of statute and ability to inform patients and family members about Advance Directives and to assist in completion of LaPost document.

22. Should be able to recognize the potential need for psychiatric services, facilitate assessment and aide in appropriate placement.

23. Required to have knowledge of Interqual Criteria and the ability to determine the appropriate LOC for patients.

24. Able to demonstrate the ability to prioritize assignments.

PROFESSIONAL REQUIREMENTS:

1.
Adheres to dress code, appearance is neat and clean.

2.
Completes annual education requirements.

3.
Maintains regulatory requirements, including all federal, state, local regulations and accrediting organization standards.

4.
Maintains and ensures patient confidentiality at all times.

5.
Reports to work on time and as scheduled, completes work within designated time.

6.
Wears identification while on duty, uses computerized punch time system correctly.

7.
Completes inservices and returns in a timely fashion.

8.
Attends annual review and department inservices, as scheduled.

9.
Attends at least 10 staff meetings annually, reads and returns all monthly staff meeting minutes.

10.
Represents the organization in a positive and professional manner.

11.
Actively participates in performance improvement and continuous quality improvement (CQI) activities.

12.
Complies with all organizational policies regarding ethical business practices.

13.
Communicates the mission, ethics and goals of the hospital, as well as the focus statement of the department.

STAFFING/SCHEDULE:

Schedules are provided for each department in a four (4) week time frame.  Depending on needs of the department (i.e., census, employee illness, vacation requests, etc.) staff may be asked to work other shifts to cover the department with the appropriate number of staff.  This includes:

1.
Working shifts that are not the employee’s normally scheduled shifts.
2.
Working different departments that are not the employee’s normally scheduled departments.
3.
Working times that are not the employee’s normally scheduled time (i.e., 7a – 7p, 7p – 7a).

4.
Taking call for the unit – Call means that you do not report to work unless the need arises and you are notified that extra staff is called to work.  Taking call means that you are available for a set time frame, normally a 12 hour shift, and that you can report to work within 30 minutes after notification, and will work the shift or until the need for extra staffing has been fulfilled.

5.
If asked to work a different shift or to take call, the employee will be paid according to the facilities set shift differential and call pay rates.
SPECIFIC DUTIES:

1.
Provide individual patient care to meet the needs of the patient through the continuum of care and transition to the least restrictive environment.

2.
Coordinate the integration of the case management function into patient care, discharge, and home planning processes with other hospital departments, external service organizations, agencies, and healthcare facilities.

3.
Coordinate the hospital activities as related to case management and transition of care.

4.
Adhere to department goals, objectives, and standards of performance, policies and procedures.

5.
Ensure compliance with quality patient care and regulatory agencies.

6.
Assist UR manager with review of medical record when necessary applying specific indicators and criteria as approved by the medical staff, governing board, regulatory agencies.

7.
Act as patient advocate: investigates and reports adverse occurrences; performs staff education related to community resources.

8.
Drives healthcare delivery, resources, interviews as needed, to achieve desired clinical outcomes within desired timeframe.

9.
Promotes effective and efficient utilization of clinical resources.

10.
Assess ongoing patient care throughout the continuum of care for change in condition, plan of care.

11.
Ensure patient testing appropriate, necessary, and conducted within established timeframes.

12.
Communicate with practitioners at regular intervals throughout hospitalization, develop an effective working relationship.  Assist practitioners to maintain cost effectiveness and patient outcomes.

13.
Introduce self to patient/family and explain the clinical role and process. 

14.
Complete expanded assessment of patients and family needs at time of admission, including any and all psychosocial assessments.

15.
Coordinate the provision of services to patients, families, significant others to enable them to deal with the impact of illness on individual family functioning and achieve maximum benefits from healthcare services.  Refer cases to social worker when patient/family would benefit from counseling to complete a complex discharge.

PHYSICAL DEMANDS:

1. Walking and/or standing approximately 80% of the day.

2. Sitting approximately 20% of the day.

3. Must be able to lift up to 30 lbs. (no less than 20 lbs.) less than 10% of the day.

4. Must be able to bend, stoop, kneel, and reach over the head less than 20% of the day.

DISCLAIMER:

This is not an exhaustive list of all responsibilities, skills, duties, requirements, efforts or working conditions associated with the job.  While this is intended to be an accurate reflection of the current job, management reserves the right to revise the job or to require that other or different tasks to be performed when circumstances change.

RESPONSIBILITY:

The Case Manager is directly responsible to the Utilization Review Manager.
DIRECT REPORTS:

None.
ACCEPTANCE:

________________________________________

______________________________
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