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    				Health Care Coordinator

Accountable to:  The Community Leader / Executive Director

General:  Guided by the mission and charter of L’Arche, the Health Care Coordinator oversees the day-to-day health care needs of the core members, while complying with applicable regulations and maintaining appropriate records.  Advocates for core members’ medical / mental health needs and ensures continuity of care. Acts as the primary point of contact with medical professionals and the pharmacy. Provides direct support for core members in the homes. Coordinates, oversees, and provides health care related education to employees and volunteers. This role coordinates care needs in collaboration with the Leadership Team and House Leaders.

Leads, directs, and monitors the delivery of health care and related health and medical services.
· Ensure that core members are provided consistency and continuity in health care services. 
· Ensure that each core member has a voice in health care decision-making and planning. 
· Develop and implement health care related goals and objectives; identify core member’s healthcare related needs and coordinate delivery of health care services.
· Lead participation in core member annual assessments; and develop, update and implement Negotiated Care Plans in cooperation with the other members of the Leadership Team.
· Schedules appointments in coordination with the houses and the Office Manager; attends and monitors follow up care for all core member medical / mental health, vision and dental needs.
· Coordinate between L’Arche homes, health care and mental health providers, specialists, out-patient services (PT, OT, etc.), pharmacies, and Guardians to ensure effective communication. File visit summaries and share information immediately after each appointment.
· Serve as advocate and key contact for core members with health care professionals, especially in acute situations. Support and assist each home in finding appropriate resources when any core member is in crisis.
· Coordinate medical services when core members visit urgent care or are hospitalized.  Be an integral part of the discharge planning process and return to community (medications, orders, PT, OT, etc.)
· Develop, implement, and update Behavioral Modification Plans for core members as appropriate.
· In cooperation with the Community Coordinator, be aware of and oversee follow-up of any critical mental health / behavioral incidents
· Oversee core member medications. Submit new prescriptions, communicate medication changes, and provide training where applicable. Ensure MAR is accurate and up to date, preparing them for use by the houses prior to the beginning of the month. 
· Review cycle meds for accuracy upon arrival and prepare them for utilization by the houses.
· Review PRN medications for all Core Members periodically to ensure prescriptions are current, medications on hand have not expired, supplies on hand are adequate or refills have been ordered.
· Monthly destruction of medications in accordance with policy.
· Provide personal care for core members with a frequency sufficient to be proficient in their care routines, following established guidelines.
· Serve as a resource to the houses, team members, and core members.




Community healthcare philosophy, and policies and procedures. 
· Develop and maintain documentation systems for continuity of care and record storage that ensures compliance with local, state, and federal regulations; and community policies and procedures.
· Oversee medication ordering system and med check processes.
· Ensure core members' health care files / binders are current and accurate.  This includes Negotiated Care Plans, face sheets, medical documentation, medication records including the MAR and Nurse Delegation binders, etc.
· Performs quarterly health care record reviews for all core members and nurse delegation 90-day reviews. Ensures appointment lists are current and accurate.
· Participate in state inspections and evaluations as appropriate and assist with any follow-up. 
· Participate in planning and the development of policies and procedures.
· Encourage wellness practices and activities.

Healthcare Education 
· Plan and provide formation, orientation and on-going training of staff and volunteers regarding core member healthcare related information in cooperation with the Community Coordinator. 
· Assist in teaching personal care as needed.
· Assist in Medication Administration Orientation and provide quarterly refresher training.
· Maintain all personal licensing and/or accreditations necessary for assigned responsibilities.

Community Life: Actively participates in and supports the L’Arche Spokane community 
· Demonstrate ongoing commitment to core members, the community, and L’Arche’s mandate and mission.
· Understand and embody the value of servant leadership, and abide by L’Arche’s core values. 
· Attend team meetings of designated houses as appropriate. 
· Attend and participate in leadership team meetings.
· As a member of the leadership team, assist with coordination of community events and celebrations (prayer night, community night, retreats, fundraising events, etc.).
· Is aware of and committed to the contents of the following: L’Arche Spokane Mandate, L’Arche Identity & Mission Statement, Charter of L'Arche, Employee Handbook, Communication Commitment, Policy and Procedure Manuals, and the AFH regulations (Washington Administrative Code/WAC).
· Links with the larger family of L’Arche as appropriate (regional, national, international). 

Skills and Qualities Needed: 
· Applicants will be required to pass a criminal background check, including fingerprinting; as well as a driving record check.
· Attention to detail; ability to track and coordinate multiple variables.
· Strong organizational and time-management skills. 
· Knowledge of theories, principles and practices applicable to the health care community.
· Strong personal skills: healthy communication, self-awareness, stress management, mature approach to conflict resolution, and objectivity.
· Communicate effectively, both orally and in writing, in situations requiring coordination, instruction, persuasion, consultation, and motivation.
· Ability to perform role responsibilities with a high degree of initiative and independent judgment.
· Ability to establish and maintain professional relationships with core members, team members, outside professional staff, guardians, other agencies and the public.
· Ability to listen to people – both verbal and non-verbal communication.
· Ability to develop and implement training and formation for community members.
· Sense of humor about life and flexibility.

Training and Experience:
· Health Care credentialing; minimum level of Home Care Aide Licensing.
· Caregiving experience.
· Experience with people with developmental disabilities.
· Training as required by Washington State (DDA and AFH/WAC).
· Education completed: Bachelor’s Degree
· Current CPR card, and a valid driver’s license.
· Knowledge of and commitment to the mission and philosophy of L’Arche.

Non-essential Functions:
Performs other mission related functions as required.

image1.png
Q - y LARCHE
=~ Spokane




