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NOTTINGHAM UNIVERSITY HOSPITALS NHS TRUST

Standard Operating Procedure
Use of Live Nursing and Midwifery Staffing Levels and escalation plans for patient areas at
Nottingham University Hospitals

Introduction:

As part of Nottingham University Hospitals NHS Trust (NUH) drive to ensure patient safety at all times, the capability for us to identify real time nurse and midwifery staffing levels is paramount. The ability to see how many staff are on duty and to then be able to match that to patient need will help us to ensure that staff with the right skills are in the right place for our patients.
Who should use this Standard Operating procedure?

The Standard Operating procedure should be used by the following staff;
· Nurse in Charge (NiC) on each ward for each shift at NUH
· Ward Sister/Charge Nurse
· Matron
· Site Matron
· Divisional Nurse
· Silver On call
· Gold on call
· Trust Board

What is required?

All in-patient areas and the Emergency Department are required to submit real time staffing levels using the NUH Safe Staffing App
· at every shift change
· as changes occur
· at least twice daily
 






Using the App at ward level

1. At the beginning of each shift the NiC should complete any necessary adjustments to the planned shift cover e.g. moved your staff around to cover any gaps or borrowed staff from another ward or shift.

2. Once staffing levels for the shift have been confirmed the NiC should then sign into the NUH Safe Staffing App 

3. Please confirm staffing levels for the shift by completing the data fields as follows:

· Shift: Identify the shift you are submitting

· Registered staff: Record how many NUH registered staff are on duty and how many non-NUH registered staff are on duty (bank and agency). Add comment if bank staff employed by NUH. I.e.our own staff. 

· EU nurses are counted as NUH staff. 

· Unregistered staff: Record how many NUH unregistered staff are on duty and how many non-NUH unregistered staff are on duty (bank and agency).  Add comment if bank staff employed by NUH. I.e. our own staff. 

· Only identity those staff delivering direct care to patients for this shift. Do not include staff on training, development days or similar.

· IMPORTANT This must be completed before 9am on a day shift, 2pm if 3 shift systems used and 9pm on a night shift. To ensure that the information is real time please only submit information for the shift you are working. Do not enter information for any other shifts.

4. The app will then calculate staffing levels (actual against planned), skill mix and percentage of  registered staff on duty for that shift

5. Before submitting this information to the wider Trust please:

· Check that your ward/department is correct for this shift. The first time you use the app you can set a default location to remove the need to do this each shift. However, remember if you change wards at any time you will need to reset the location field.

· Check that shift, date & time and user are correct

Consider any relevant comments you wish to add in the free text field
You may also want to add in if any beds are closed or additional beds open. 

You should identify any additional staff present on the ward e.g. 
- Falls team 
- Supernumerary staff such as staff returning to work following sickness, staff on KIT days during maternity leave
- Students 
- Link Roles
- Ward sister/charge nurse if they are not carrying a case load.

You may want to add in here if you have borrowed staff from another ward or moved your own staff around to cover any gaps. You may also be able to offer staff to help areas in difficulty in the comments box.

6. Using your professional judgement please indicate whether you feel the staffing level is safe and confirm that decision using the button on the app.

If you confirm that, in your judgement, staffing levels are not safe you will have to add comments and be prompted to complete a Datix Red Flags.

7. Please submit the Red Flag at the same time as the Safe Staffing information.

8. If the staffing level changes at any time during your shift, such as staff leaving for sickness or moving to support another area, please update the App by resubmitting the revised staffing levels. 

9. The information you submit will provide real-time staffing levels, visible to the whole organisation via the intranet,  and will help to ensure that nurses and midwives are in the right place at the right time for our patients. 

10. If at any time your ward closes (staffing, patient numbers, safety, incident etc.), use the app to record 0/0 for staffing and therefore informing the Trust of closure. 

Roles and Responsibilities

Nurse in Charge:
The Nurse in charge is responsible for:

· Ensuring Safe Staffing app is used as per Standard Operating Procedure.
· Ensuring that the Safe Staffing App is completed accurately at every shift change within the required time scales and at every staffing change during the shift.
· Ensuring that the information submitted is accurate and represents real time staffing levels.
· Resolve staffing issues as appropriate.
· Escalating any unresolved staffing difficulties through relevant process using Red Flag process as necessary. Appendix 1
· Displaying accurate  real time staffing levels on the ward staffing posters

Ward Sister/Charge Nurse:
The ward sister/charge nurse is responsible for:

· Educating all staff who takes charge to use app accurately and reliably.
· Embedding use and ensuring the Safe Staffing App is completed accurately at every shift change within the required time scales and at every staffing change during the shift.
· Ensuring that the information submitted is accurate and represents real time staffing levels.
· Regularly reviewing staffing reports. 
· Escalating any unresolved staffing difficulties to the relevant matron using Red Flag process as necessary. Appendix 1
· Responding to requests for help from other areas when acuity and staffing allows.
· Ensuring staff display accurate, real time staffing levels on the ward staffing poster.

Matron:
The matron is responsible for:

· Ensuring that the Staffing App is completed in all wards/departments.
· Reviewing staffing levels and resolves issues in their area as soon as possible.  As necessary update the Safe Staffing App.
· Receiving auto generated emails informing when wards responsible for are declared unsafe.
· Escalating any unresolved staffing difficulties to the relevant Divisional Nurse and site matron.
· Supporting other matrons to resolve staffing issues when acuity and staffing allows.
· In hours resolve and close Red Flags identified on Datix. 
· Review Red Flags raised out of hours.
· Uses information from reports to support decision making.

Divisional Nurse:
The Divisional nurse is responsible for:

· Ensuring that the Staffing App is used in all in patient wards/departments
· Review and understands staffing levels on daily basis
· Supporting staff to make high level decisions relating to movement of staff to ensure patient safety.
· Uses information from reports to support decision making.

Site Matron:
The site matron is responsible for:

· Out of hours ensuring that the Staffing App is completed for each shift for all in patient wards and departments. See appendix 2. 
· Receiving auto generated emails informing when wards are declared unsafe.
· Out of hours ringing wards currently not using the Safe Staffing App to record actual staffing levels.
· Reviewing staffing across the site after 0900 and 2100 each.
· Out of hours visit wards that state unsafe after 0900 and 2100 each day and support staff in resolution.
· Out of hours prompting NiC to update Safe Staffing App as changes occur.
· Taking into consideration whole Trust safety making appropriate decisions to ensure patient safety in all wards/departments. 
· Escalating any unresolved staffing difficulties to Silver on Call and inform of key concerns/decisions. 
· Out of hours resolve and close Red Flags identified on Datix.

Silver on Call
Silver on call is responsible for:

· Supporting site matron decision making
· Following escalation plan for booking of Temporary staffing

Business Continuity
Once the Safe Staffing App is embedded within the Trust it will become vital to maintain patient safety and ensure continuity with staffing data collection.
In the event of system downtime it will be necessary for Site Matrons to revert back to telephone and paper processes to ensure that staffing levels can be continued to be recorded. Real time staffing levels shall be recorded. 
Site Matrons will continue to use existing process to record staffing levels on wards that are not currently live shall continue to use.
Wards temporarily moved for cleaning or emergency purposes, shall continue to use original ward in app. 
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Glossary

Fill rate – Actual staff on duty giving direct care v planned staff in eRostering. This will turn red at lower than 79%.
Skill Mix – Total Registered Nurse hours and Total Unregistered nurse hours
Safety - % of NUH Registered Nurses. This will turn red at 50% or lower of NUH staff.
Safe Staffing – Number of wards who state they have safe staffing. 





































Appendix 1; Escalation for Safer Staffing App – Ward Safe/Ward Not Safe


DIVISIONAL NURSES UNABLE TO SUPPORT 
ESCALATE TO DEPUTY CHIEF NURSE AND /OR CHIEF NURSE

DIVISION UNABLE TO RESOLVE
DIVISIONAL NURSE ESCALATE TO COLLEGUES FOR WIDER HOSPITAL SUPPORT 
WARD REMAINS UNSAFE 
UNABLE TO RESOLVE WITHIN SPECIALITY
MATRON SEEKS SUPPORT FROM DIVISION  
IN HOURS
MATRON AND DIVISONAL NURSE RECEIVE RED FLAG EMAIL ALERT 
MATRON REVIEWS AND RESOLVES

COMMENCEMENT OF SHIFT 
NURSE IN CHARGE COMPLETES THE SAFER STAFFING APP
USES PROFESSIONAL JUDGEMENT
IS WARD SAFE OR NOT?

WARD NOT SAFE
1. FOLLOWS LOCAL ESCALATION PLAN 
2. CONTACTS BRONZE BLEEP HOLDER 
3. IF NO RESOLUTION COMPLETES RED FLAG


OUT OF HOURS
SITE MATRONS RECEIVE RED FLAG EMAIL ALERT 

SITE MATRON REVIEWS, VISITS WARD AND RESOLVES 

SITE MATRON UNABLE TO RESOLVE 

SITE MATRON SEEKS SUPPORT FROM SILVER 



2 HR WINDOW FOR FURTHER REVIEW AND UPDATE 
WARD IS SAFE
 CONTINUES TO MONITOR AND UPDATES WITH CHANGES TO STAFFING OR ACUITY 



Safer Staffing App - Site Matron Role

Out of Hours Monday- Friday 1700- 0800 and weekends
1. After 0900 and 2100, and as required throughout shift review live Staffing Report
1. Review wards declared unsafe. As appropriate, either visit or telephone wards declared unsafe.
1. Follow Escalation plan to ensure ward safety
1. Review wards not completed, telephoning wards to ensure early completion.
1. Ring wards not using app, asking for actual staffing numbers and whether ward considered safe. 
· C30
· CF Unit
· Critical Care Units
· LJU
In Hours Monday Friday 0800 - 1700 
1. At 0900 and 2100 review live Staffing Report- to understand Trust wide position. Divisions to inform site matron of actions taken to ensure safety or completion. 
1. Be aware of wards declared unsafe and impact on patient movement. Liaise with matrons/bronze as appropriate. 
1. Be aware of wards not completed.
1. Ring wards not using app, asking for actual staffing numbers and whether ward considered safe. 
· C30
· CF Unit
· Critical Care Units
· LJU

©Nottingham University’s NHS Trust 2015
All rights reserved. Not to be reproduced or modified in whole or in part without the permission of the copyright holder.


