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1. Background

This document aims to improve the flow of information up and down the organisation whilst the Trust is in Coronavirus emergency response. 

There is an assumption that information flows effectively from the Incident Response Team to the front line using digital communications but this is not the case. 
Staff who are working clinically can rarely log onto a computer or access their emails so therefore rely on managers and team leaders to brief them on what’s important. 

This is made even harder due to the shift rotation pattern, when different groups of staff will come and go during a 24 hour period. We have to recognise the challenge of ensuring effective communication of key messages to ward staff who work across a 24/7 rota, and therefore are not able to participate in a daily team briefing.

This makes the role of team manager vital to ensure consistent messages and briefings are shared with colleagues working at difference times, and that those staff are also given the opportunity to ask questions and escalate issues back through the Trust. An effective team briefing and cascade process can help with this. 

2. What is team briefing?

Team briefing brings managers together with their teams on a face-to-face basis so that information can be delivered, questions asked and feedback collected. A team briefing system is an excellent way to enable communication upwards, downwards and sideways throughout an organisation. Research has shown that face-to-face communication between managers and their teams is vital to the efficient and effective operation of an organisation. Whilst we are in Coronavirus emergency response, technology is also playing a key role in enabling disconnected teams to engage effectively. 

Team briefing is not just about giving information. It’s a forum where employees can come together in their teams to discuss the points being raised and to ask questions; and for their feedback to be recorded and relayed back up the organisation to the appropriate management levels.

Team briefing is also an ideal forum for sharing good news and recognising and celebrating your achievements as a team.
Team briefing provides:

· A channel for delivering clear messages and encouraging open communication

· Timely face-to-face communication which prevents rumour and the grapevine from gaining credibility

· A great form of two-way communication - it’s not just about informing people, but listening and responding to questions and concerns

· Employees with an opportunity to ask questions and for suggestions to be fed back from employees to the senior management team
· A greater awareness of organisational issues and involvement at all levels

· A shared sense of mission, vision, collective aims and reasons about why we’re here

· The ability to reduce misunderstanding within your team and within other parts of the Trust, and
· Employees with up to date information on performance, results, progress and policy changes.
3. Proposed process

In the context of our Coronavirus emergency response, the need for a rapid daily team briefing process has become necessary. 

The bulleted list below represents the proposed new process:

· Issues and key messages are agreed at daily sit rep with Incident Response Team 

· Communications Team develops a new style of daily briefing (see below)

· Daily briefing is sent out via all user email communication 

· Managers and team leaders use this to form the basis of an information cascade (see below)

· Cascade to consist of a 15 minute run through of the key messages, with time for questions 

· Cascade can be done in teleconference, video conference or face to face on wards and inpatient areas, with appropriate distancing and infection control measures observed

· Questions that cannot be answered locally or using existing resources (staffnet, website, HR FAQs, national guidance documents etc.) should be fed up to the next tier of management or to the appropriate work stream group for consideration and/or escalation 

· Answers to be fed back to the requestor and published wider if of value to a wider audience i.e. not specific to the individual 

4. Coronavirus Daily Update email to all staff  


The Coronavirus Daily Update email is a briefing to all staff with messages agreed by the Incident Response Team as being of significant importance to all staff to maintain business continuity, and also to help them provide safe, reliable and effective care. 
It is informed by information escalated by the five work stream groups as well as intelligence from other internal and external sources i.e. publication of national guidance, directions from government, the Coronavirus inbox, HR advice line etc.  

Communications messages for the Coronavirus Daily Update should flow from the five work stream groups. 

1. Workforce 

2. Clinical

3. Operations 

4. Logistics

5. Physical Health 

Work stream chairs are asked bring issues for wider communication to the sit rep, or to nominate a lead person from their group to brief any issues for communication into the Communications Team, either via phone or using our central inbox communications.lypft@nhs.net. 

The Coronavirus Daily Update has now been restructured as below to make it easier for team leaders and managers to extract relevant key messages for their teams:

Need to know / need to do

e.g. new guidance, FAQs, clarifications, policy decisions, information that will help you do your job etc. 

Good to know / for information

Non urgent information sharing

Wider contextual information across the Trust, system or nationally

Health and Wellbeing

How people can look after themselves and each other, and what the Trust and local services are offering 
Further information and feedback 

How to find out more

How to ask questions 

5. Information cascade 

Directorates and operational service leaders are asked to put in place effective ways to brief their teams on a daily basis. Where possible they should be incorporated into existing meetings or cascades. The optimum time to allow for this is 15 minutes
, ensuring time for questions. 

In wards and other 24/7 team working environments (such as CRISS), arrangements should be put in place for the key messages from the daily update to be incorporated into the shift handovers, with feedback and questions collated and then fed back into the daily briefing.   

Team leaders and managers could ask someone to be designated note taker for any questions and answers, or where questions need to be escalated so they are captured effectively. 

The following flow chart is a simplistic example of how this could work through care services:
	Example flow


	Two way communications process
	Alternative methods for questions / raising concerns

	Incident response Team 


	
	Feed questions directly to work stream groups (see below) where there is a clear fit.


	Heads of Operations and Clinical Leads


	
	Ask questions via 

Coronavirus inbox:

corona.virus@nhs.net


	Ward managers and matrons


	
	HR Advice line or email
Staffside rep

Freedom to Speak up Guardian



	Front line staff


	
	


Five work stream groups

	Name


	Purpose from terms of reference 
	Chairs(s)
	PA support

	Physical health
	Preparing for the physical impact on patient care: physically unwell patients on wards, infection control processes, PPE and physical care interventions. It will be the key source of disseminating national advice regarding health impacts of the virus and source of professional guidance to assist clinicians across the Trust.


	Nichola Sanderson


	Jo Dorsman

Tracey North

	Workforce and communications
	· Staff welfare and support

· Recruitment, resourcing and redeployment
· Monitoring ward complements and safe staffing

· Maximising bank and agency resource

· Managing staffing issues and team cohesion issues

· Staff engagement and internal communications. 


	Lindsay Jensen
	Joanne Chapman

	Logistics and Estates 

(including finance, procurement, IT)
	Management of supply chain issues that could affect the Trust. It will identify shortages and take steps to escalate to wider NHS and DHSC contacts.

The Logistics and Estates group will also work with key stakeholders - PFI, NHS PS and partner organisations facilities and procurement specialists to develop mutual aid solutions should they be called for.



	Amanda Burgess 
	Linda Dyson

	Operational response

(care services)
	Operational leadership in responding to service disruption including resource management. Maintaining critical services during the challenging peak pandemic phase.  When the Trust is in incident mode this group would become operational command with responsibility of ensuring service response to the incident is maintained and an escalation route for resourcing existed to the incident control team. The group would also assist in recovery and supporting services back to normal levels of operation.
	Peter Johnstone

(or on duty Head of Operations on the day in Peter’s absence)


	Julie Richardson

	Clinical
	Accountability and oversight for patient safety and ensuring the maintenance of clinical effectiveness and governance, particularly with regards efficacy of any adapted interventions and/or clinical provision which arises in response to the current pandemic.
	Tom Mullen

Dr Sophie Robertson


	TBC
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