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POSITION DESCRIPTION


Note:
( Sections 1 – 12 to be completed by incumbent and/or supervisor.


( Sections 13 – 16 to be completed by Department Personnel Officer.


( Guidelines for completion of this form are contained in Section 2 of the Personnel Policies and Procedures Manual.

DATE: March 2010

	1.
IDENTIFYING INFORMATION
	

	(a)
Department
Children and Youth Services 
(b)
Division


(c)
Branch
Family Support for Children with Disabilities
(d)
Section


(e)
Address of Work

(f)
Office Telephone

	(g)
Position Number
 
(h)
Present Class Title
Human Service Worker 7
(i)
Requested Class Title
No change
(j)
Working Title
Multi‑Disciplinary Team Coordinator
(k)
Name of Incumbent


	(l)
Reason for Submission
Clarify role description 
(m)
Position Type



	2.
POSITION SUMMARY  (Provide an overview of the position, indicating the position that is reported to, the purpose of the work, and the major responsibilities of the job.)

	To honour legislated requirements and promote a fair and consistent process for making decisions related to the provision of specialized services, FSCD has implemented a provincial Multi-Disciplinary Team (MDT) process involving a Northern and Southern MDT.

MDT Co-ordinators support and facilitate the Northern and Southern MDTs and promote a consistent provincial MDT process. The MDT Co-ordinator does not have decision making authority regarding the provision of FSCD services but rather serves a consultative and supportive role to the FSCD program as a facilitator of consultation with the MDT.

The MDT Co-ordinator role is responsible to:

a) provide consultation and support relevant to specialized services and the MDT process

b) review all information related to requests for specialized services for completeness before scheduling an MDT;

c) facilitate the MDT process and chair all MDTs; and

d) track, analyze and report on information and emerging issues related to the MDT process.

Operationally the Northern MDT Co-ordinator reports to a manager in Region 6 although the Northern MDT Co-ordinator is responsible to support regions 4, 5, 6, 7, 8, 9 and 10 as needed. Similarly the Southern MDT Co-ordinator reports to a manager in Region 3 although they are responsible to support regions 1, 2, 3 and 10 as needed.

Regional managers in the North and South work together to identify needs and resolve issues relevant to the MDT process and the role of the their respective MDT Co-ordinator and the regional manager that directly supervises the MDT Co-ordinator provides direction to the position.


	3.
POSITION DUTIES AND RESPONSIBILITIES (List main duties, describing WHAT is done, HOW it is done, and, where applicable, WHY. Include an estimate of the percentage of time devoted to each duty.

	Provide consultation and support regarding specialized services and the MDT process:
· Provide consultation and support to FSCD workers, supervisors and/or managers regarding: 

· the nature and purpose of specialized services;

· information/documentation requirements for the MDT;

· interpretation of documentation, including Individualized Service Plans (ISPs);

· established practices;

· the purpose of the MDT;

· the roles and responsibilities of MDT members;

· the MDT process (promotes the consistency of the MDT process);

· regional decision making about the need for an MDT and the type of MDT required (provides consultation on all decisions and promotes consistent decision making);

· whether or not consultation with one of the MDT members is sufficient to support regional decision making regarding the request for specialized services;

· the disciplines required for the MDT relevant to the child’s areas of need;

· preparation for the MDT;

· interpretation of MDT recommendations as required; and

· seeking clarification from MDT members regarding MDT recommendations as needed.

· Upon the request of regional FSCD managers, provide support to FSCD staff, partnering agencies (including Health and Education) and service providers regarding the intent and requirements related to the MDT process as well as the development, implementation and monitoring of specialized services for children with severe disabilities.

	Facilitate the MDT process and chair all MDTs:
· Work with regional FSCD staff to prioritize the scheduling of reviews. 

· Schedule, coordinate, prepare information packages, and chair all MDT meetings. 

· For each MDT meeting, ensure that there is no conflict of interest with any selected MDT members. 

· Develop and follow consistent protocols for the gathering and using of documentation throughout the MDT process. 

· Ensure that all MDT meetings follow a common and consistent procedure. 

· Provide administrative support to MDT members to complete, sign and submit recommendations to the program. 

· Support MDT members in understanding their roles and responsibilities, the intent of specialized services and the FSCD legislation. 

· Work closely with other MDT co-ordinators to maintain provincial consistency in the MDT process. 

· Promote consistency among MDT Co-ordinators by observing MDT’s carried out in for the North and South regions. 

· Participate in the selection and orientation of new MDT members as well as the ongoing to MDT members. 

· Support the development and implementation of effective in-services sessions or training resources regarding the MDT process for FSCD staff, MDT members, families, service providers and other stakeholders as required. 

	Track, analyze and report on information and emerging issues related to the MDT process:
· Enter, monitor, track, analyze and report on information related to the MDT process. 

· Identify and communicate challenges, solutions, emerging issues and trends related to the MDT process to relevant FSCD program managers.


	4.
COMPLEXITY

	(a)
Skills/Expertise Required: What knowledge and skills are required to perform the duties of the position (e.g. shorthand skills, knowledge of research techniques)?

	Skills:

	· Excellent group facilitation skills and understanding of group/organizational processes
· Excellent organizational skills
· Excellent verbal and written communication skills
· Expertise in the delivery of family-centered services and conflict resolution
· Must be flexible, innovative, observant and enthusiastic with good self management skills
· Demonstrate good judgment and the ability to work independently
· Values must be aligned with the organizational values and the intent of FSCD Act

	Knowledge:

	· Knowledge of typical child development
· Knowledge of program evaluation
· Knowledge of disabilities and health conditions
· Extensive knowledge of current theories and empirical support, and models of implementation for different interventions with children with various severe disabilities
· Strong working knowledge regarding service planning
· Knowledge of the roles of other disciplines and professions in the development of appropriate programming for children with various kinds of severe disabilities
· Knowledge of the stressors and potential sources of support for families of children with severe disabilities
· Knowledge of Children and Youth Service’s Regional and Departmental structures, programs and services. 

· Knowledge of the array of government programs and services that may be relevant for families particularly families of children with disabilities, relevant federal programs and benefits as well as regional and community resources that families may access.

	What machines and equipment are used?

	· Video conferencing is extensively used when facilitation MDT meetings. MDT Co-ordinators are required to schedule, set-up, use video conference equipment and resolve technical challenges as they arise.

	(b)
Guidelines: List the directives (policies, regulations, statutes, procedures, manuals) that are used in the position and state how they are used.

	· The MDT Co-ordinator requires expert knowledge of the Family Support for Children with Disabilities (FSCD) Act, Regulations, Policies, Procedures and Standards. 

· The MDT Co-ordinator requires a strong working knowledge of the FSCD Guidelines for Developing an Individualized Service Plan (ISP) for Specialized Services and be able to support regional FSCD staff in its use
· The MDT Co-ordinator requires a strong working knowledge of the FSCD Guidelines for Demonstrating Effectiveness and be able to support regional FSCD staff in its use. 

· Knowledge of Alberta Education early childhood and special educational requirements for eligibility (Program Unit Funding and Severe Disabilities) and programming (Standards for Special Education/Standards for the Provision of Early Childhood Special Education); 

· Knowledgeable of other relevant legislation, i.e., Child, Youth, and Family Enhancement Act, School Act, Alberta Education: requirements for eligibility (Program Unit Funding and Severe Disabilities) and programming (Standards for Special Education/Standards for the Provision of Early Childhood Special Education; Alberta Aids to Daily Living, Alberta Works Program; Child Health Benefits, Alberta Public Service Code of Conduct, related legislation and policies to determine if client qualifies for services through; Home Care, Private health benefits insurance plans; Health Professions Act, Financial Administration Act, and Freedom of Information and Privacy Act.

	(c)
Originality: Describe those duties that require creativity or originality, including any examples of independent research, development of new methods or techniques, etc.

	· MDT Co-ordinators provide support and consultation to regional staff that requires excellent problem solving skills. 

· MDT coordinators will also contribute to the development of training resources, forms, information sharing tools, etc. that promote understanding and consistency.


	5.
CONTACTS:  The main contacts of this position and the purpose of those contacts.

	· Northern and Southern Region FSCD program staff to provide consultation on case or agency specific issues. 

· The Northern MDT Committee and service providers to assist in the facilitation of the service review process, seek direction on program specific issues or to coordinate activities, share information or provide consultation. 

· The Provincial FSCD Branch
· The provincial FSCD Table as required
· Other government departments to represent region on committees dealing with related issues. 
· Inter-regional FSCD committees to deal with program issues, facilitate inter-regional coordination of services, provide consultative and clarify FSCD policy. 

· Stakeholder groups to participate on committees, address specific issues or provide information, share information with stakeholders regarding new initiatives in the area of specialized services. 


	6.
SUPERVISION RECEIVED

	(a)
Immediate Supervisor:

While the MDT Co-ordinator is responsible to support their respective northern and southern regions, they receive direction from one regional manager.

· The Northern MDT Co-ordinator reports to a manager in Region 6  
· The Southern MDT Co-ordinator reports to a manager in Region 3  
Position Number:

Position Class Title:
Manager

	(b)
What instruction or direction is received as to how the work is to be done?

	· Work is performed with minimal direct supervision.
· Areas falling outside of established policy or those with potential political implications are brought to the Supervisor’s attention.

	(c)
How is the work of this position reviewed, how often, and by whom (e.g. spot checks, upon completion)?

	· Submit monthly program and committee work reviews.


	7.
INDEPENDENCE/DECISION MAKING

	(a)
What kinds of (a) decisions, or (b) recommendations are made by the position and how often are these made? (Give examples.)

	· The MDT Co-ordinator does not have delegated authority under the FSCD legislation and does not make decisions regarding the provision of FSCD services, including specialized services. 

· MDT Co-ordinator provides support and consultation to regions as requested. The MDT Coordinator may provide recommendations regarding information and documentation requirements, the need for an MDT and the type of MDT that may be most appropriate. 

	(b)
What kinds of decisions, issues or problems are referred to the supervisor? (Give examples.)

	· Issues or concerns arising from MDT members relevant to the FSCD program; the MDT process; their role, contract or participation on the MDT; concerns regarding an individual case, etc. 

· Issues or concerns related to provincial consistency or alignment with legislation and policy. 

· Emerging trends relevant to specialized service requests, information/documentation requirements, service provider issues, or the MDT. 

· Clarification of roles and responsibilities. Although MDT Co-ordinators have responsibility to FSCD managers of the regions they support, 

· Clarification regarding how to respond to requests for regional support in terms of fit with the role of MDT Co-ordinators or concerns with respect to time or resource requirements, for example requests related to:
· public consultation,

· in-service, training, or support to regional staff or service providers

· discussing MDT recommendations with families or service providers

· Requests for vacations and or any other HR related issues.


	8.
QUALIFICATIONS (State the requirements of the position, and not those of the incumbent.)

	(a)
Education: (the minimum level of education necessary to adequately perform the duties).

	· Graduate with an approved Bachelors Degree program in education, psychology, Rehabilitation Medicine, social work, or other disability related field. 

	(b)
Training or Experience: (the kind and number of years required.)

	· A minimum of 4 years of experience working with children with disabilities
· Training in a range of evidence based interventions for children with disabilities
· Experience working in a multi-disciplinary environment

	(c)
Licenses/Certificates (e.g. trade certificates, drivers license, etc.)

	· Be a member in good standing with their professional association/college where applicable.

	(d)
Any other special requirements necessary to do the job (e.g. heavy manual work, shift work).

	· N/A


	9.
ORGANIZATION CHARTS

	Attached to this submission a current ORGANIZATION CHART that indicates by POSITION NUMBER and CLASS TITLE all positions reporting to the subject position and those positions through which the subject position reports.


	10.
CERTIFICATIONS

	The foregoing information is an accurate and thorough description of the duties and responsibilities of this position.

	(a)
Incumbent (if position is occupied)
	(b)
Supervisor authorized to request classification action
	

	
	Date:
	
	
	Date:
	
	

	
	Signature:
	
	
	Signature:
	
	

	(c)
Branch or Division Head’s Comments
	
	

	
	     
	

	
	Date:
	
	
	

	
	Signature:
	
	
	Title:
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