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JOB DESCRIPTION

	Job Title
	Senior Health Care Assistant

	Pay Band
	3 

	Hours of Work and Nature of Contract
	

	Division/Directorate
	

	Department
	

	Base
	


ORGANISATIONAL ARRANGEMENTS:

	Managerially Accountable to:
	Ward/Department Manager 

	Reports to: Name Line Manager
	Nurse in Charge/Practitioner in Charge

	Professionally Responsible to:
	 Clinical Lead Nurse, Senior Nurse Manager, Service Nurse Manager


	Job Summary/Job Purpose:
The post holder will work as part of the nursing team delivering evidence based high quality clinical care that focuses on the direct need of the patient.
The post holder will assist registered nurses/practitioner in the provision of delegated care of patients.  The post holder will endeavour to provide for the holistic needs of the individual, in conjunction with other disciplines within the health care environment.
The post holder will undertake a broad range of duties and will be expected to work independently and as part of the team, supervising patients and assisting them with future care plan.  
The post holder will also be required to offer assistance in induction of junior healthcare assistants and apprenticeships 
The post holder will be able to deliver elements of health and social care by having the knowledge and assessed level of competence to undertake such a role which will be locally assessed




DUTIES/RESPONSIBILITIES:

	· As delegated by the registered Nurse/Practitioner, participate fully in the delivery of planned care without direct supervision, ensuring that the patients` dignity and equality is maintained at all times.

· Ensure the principles set out in the fundamentals of care are incorporated into daily practice to ensure high quality service for patients and clients
· Assist  the patients to maintain their own hygiene and personal appearance 

· Prepare ward/clinical area for receiving patients by ensuring area is generally clean and tidy – assist in maintaining the standards in the clinical area and report any untidiness/clutter to the appropriate person.

· Assist in the admission of new patients into the department by preparing bed/trolley area, welcoming patient, directing to bed/other area, showing patient around the ward.

· Complete patient menu cards involving patients in the process, taking in to account any dietary instructions as identified by qualified nurse.

· Participate in protected mealtime for patients by ensuring patients receive their meals/beverages in a timely and safe manner, ensuring hands are washed and the environment is conducive to mealtimes e.g. preparing bed area.

· Participate in the serving of patients’ meals by cutting up food where required, opening packets, helping patients to sit up,

· Ensure patients nutritional status is maintained by assisting with feeding/providing beverages and maintaining nutritional chart (as directed). Report any poor dietary intake to the registered nurse in charge of patient care.

· Implement care for patients  in line with the plan of care and observe and report patient condition

· Records clinical observations, documents and reports to qualified nurse, contributes to the assessment of care needs, respond to emergencies

· Following competency based training and assessment undertake clinical skills relevant to role, scope of clinical practice and educational attainment as outlined in the Health Care Assistant Development Framework
· Dressing wounds , 
· Simple wound care 
· Phlebotomy

· Blood sugar levels and BM monitoring calibrating Blood testing machine  (once completed relevant training and assessment)
· Urine testing
· Maintaining and ordering stock

· Ordering medicines 

· Ordering supplies

· Access test results and print for registered practitioner 
· Assist in clinical procedures by ensuring correct equipment available, and environment is clean and acceptable for patient care

· Support patients who have received bad news. 
· Deal sensitively with patients wishing to raise a concern, ensuring informing nurse in charge of concern and any action taken

· Recognise and respond appropriately to urgent and emergency situations. 

· Communicate basic information to patients and their carers maintaining confidentiality, dignity and respect.

· Undertake last offices and provide support to family and/or friends
· Act as a chaperon for patients undergoing examinations or other procedures and accompany patients to x ray or other departments taking the appropriate documentation and relaying relevant messages under the direction of a registered nurse.

· Maintain privacy and dignity whilst assisting in the personal hygiene and toileting of patients who are unable to care for themselves.

· Perform patient observations; temperature,pulse and respirations following a period of appropriate training and assessment and accurate recording, escalation & calculation of NEWS score.
· Accurately document information relating to patient care as instructed by the nurse in charge.

· Observe and report changes in patients` conditions to the Registered Nurse/practitioner  

· Provide psychological  and physical support to  patients/clients prior to, during and following clinical procedures or investigations 

· Assist in the moving and handling of  patients ensuring that they are moved safely in line with organisational guidelines and policies 

· Supervise Health Care Assistants and apprenticeships and take an active role in their learning
RESEARCH, TRAINING AND DEVELOPMENT

· Take responsibility and ownership of their personal development plan by continuing to develop skills by attending study days and courses relevant to role
· Assist with audits and service reviews and contribute towards the planning and development of the service through supporting the implementation of change .

· To support the participation of the team in research and audit projects as required.

· Ensure that mandatory training requirements and any other training essential to the role is met on an annual basis. 
· Participate in standards and quality improvement initiatives within the department and contribute to team meeting 

· Contribute towards maintaining a cost effective service by the efficient use of stock and other items, being aware of the cost and unnecessary waste. 

This job description is not inflexible. The duties of the post holder may be reviewed from time to time, and the employee may be called upon to work in other locations within the Health Board.




PERSON SPECIFICATION
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Qualifications and/or Knowledge
	QCF Level 3 or equivalent qualifications/experience

NVQ level 3 in Health & Social care related subjects or equivalent qualifications/experience
Good knowledge of anatomy & physiology
	All Wales HCSW induction framework 
	Application form
Certificate
Portfolio

Interview 

Attendance at Clinical skill course/certificate

	Experience
	Experience of working as a HCSW without direct supervision in a clinical setting and being managed by a qualified practitioner.

 Good understanding of risk assessment and management

	
	Application Form 

Interview

References

	Skills
	Evidence of Being able to provide wound care using aseptic technique
ANNT

Phlebotomy

Basic observations
The ability to communicate clearly and accurately.

The ability to be adaptable to new and changing circumstances.

The ability to work alone under supervision and to understand when to seek clinical advice and support from the qualified  Nurses


	Vital signs

recording (BP

pulse, temp,

respirations, blood

sugar)

Venepuncture

Routine ECG

recording

Urine testing

Any other specific clinical skills at this level of practice pertaining to role as per service need
Knowledge and understanding of  clinic activities
	Application form
Certificate

References

Portfolio

Certificates/Competences/

Framework

	Personal Qualities
	Excellent communication skills.
Ability to work independently within professional boundaries.

Good decision making skills.
Standard keyboard skills
	IT skills / knowledge.
Ability to affect change in a positive manner.

Works well as a team member.
	Application form

Interview

References

	Values
	Ability to approach any problem in a calm and professional manner.
	
	Application Form

Interview

References

	Other
	Commitment to continuous improvements of patient care.

To be flexible within the needs of the service, for example working unsociable hours
Ability to use own initiative

Ability to work without direct supervision  
	Welsh speaker
	Application Form 

Interview
References


	GENERAL REQUIREMENTS

· Values:  All employees of the Health Board are required to demonstrate and embed the Values and Behaviour Statements in order for them to become an integral part of the post holder’s working life and to embed the principles into the culture of the organisation
· Healthcare Support Workers:  Healthcare Assistants make a valuable and important contribution to the delivery of high quality healthcare.  The national Code of Conduct for NHS Wales describes the standards of conduct, behaviour and attitude required of all Healthcare Assistants employed within NHS Wales.  Healthcare Assistants are responsible, and have a duty of care, to ensure their conduct does not fall below the standards detailed in the Code and that no act or omission on their part harms the safety and wellbeing of service users and the public, whilst in their care.

· Competence:  At no time should the post holder work outside their defined level of competence.  If there are concerns regarding this, the post holder should immediately discuss them with their Manager/Supervisor.  Employees have a responsibility to inform their Manager/Supervisor if they doubt their own competence to perform a duty.

· Learning and Development: All staff must undertake induction/orientation programmes at Corporate and Departmental level and must ensure that any statutory/mandatory training requirements are current and up to date.  Where considered appropriate, staff are required to demonstrate evidence of continuing professional development. 

· Performance Appraisal: We are committed to developing our staff and you are responsible for participating in an Annual Performance Development Review of the post.
  

· Health & Safety:  All employees of the organisation have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.  The post holder is required to co-operate with management to enable the organisation to meet its own legal duties and to report any hazardous situations or defective equipment.  The post holder must adhere to the organisation’s Risk Management, Health and Safety and associate policies.

· Risk Management:  It is a standard element of the role and responsibility of all staff of the organisation that they fulfil a proactive role towards the management of risk in all of their actions.  This entails the risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses and hazards.

· Welsh Language:  All employees must perform their duties in strict compliance with the requirements of their organisation’s Welsh Language Scheme and take every opportunity to promote the Welsh language in their dealings with the public.

· Information Governance:  The post holder must at all times be aware of the importance of maintaining confidentiality and security of information gained during the course of their duties.  This will in many cases include access to personal information relating to service users. 
 
· Data Protection Act 1998:  The post holder must treat all information, whether corporate, staff or patient information, in a discreet and confidential manner in accordance with the provisions of the Data Protection Act 1998 and Organisational Policy.  Any breach of such confidentiality is considered a serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory legislation (Data Protection Act) and the HB Disciplinary Policy.

· Records Management:  As an employee of this organisation, the post holder is legally responsible for all records that they gather, create or use as part of their work within the organisation (including patient health, staff health or injury, financial, personal and administrative), whether paper based or  on computer.  All such records are considered public records and the post holder has a legal duty of confidence to service users (even after an employee has left the organisation).  The post holder should consult their manager if they have any doubt as to the correct management of records with which they work.

· Equality and Human Rights:  The Public Sector Equality Duty in Wales places a positive duty on the HB to promote equality for people with protected characteristics, both as an employer and as a provider of public services.  There are nine protected characteristics: age; disability; gender reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual orientation.  The HB is committed to ensuring that no job applicant or employee receives less favour-able treatment of any of the above grounds.  To this end, the organisation has an Equality Policy and it is for each employee to contribute to its success.
· Dignity at Work:  The organisation condemns all forms of bullying and harassment and is actively seeking to promote a workplace where employees are treated fairly and with dignity and respect.  All staff are requested to report and form of bullying and harassment to their Line Manager or to any Director of the organisation.  Any inappropriate behaviour inside the workplace will not be tolerated and will be treated as a serious matter under the HB/Trust Disciplinary Policy.
· DBS Disclosure Check: In this role you will have direct contact with patients/service users/children/ vulnerable adults in the course of your normal duties.  You will therefore be required to apply for a Criminal Record Bureau Enhance Disclosure Check as part of the Health Board’s pre-employment check procedure.
· Safeguarding Children and Vulnerable Adults: The organisation is committed to safeguarding children and vulnerable adults.  All staff must therefore attend Safeguarding Children training and be aware of their responsibility under the Adult Protection Policy.
· Infection Control: The organisation is committed to meet its obligations to minimise infections.  All staff are responsible for protecting and safeguarding patients, service users, visitors and employees against the risk of acquiring healthcare associated infections.  This responsibility includes being aware of the content of and consistently observing Health Board Infection Prevention & Control Policies and Procedures.

· No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board sites, including buildings and grounds, are smoke free.




Flexibility Statement:  The duties of the post are outlined in this Job Description and Person Specification and may be changed by mutual agreement from time to time.


Job Title: Senior Health Care Assistant 
	Organisational Chart
The Organisational Chart must highlight the post to which this job description applies showing relationship to positions on the same level and, if appropriate, two levels above and below.

Complete, add or delete as appropriate the text boxes below showing the organisational relationships.













	APPENDIX 2


Job Title:  Assistant Practioner

Supplementary Job Description
Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required for the job.  

	Examples of Typical effort(s)
	How often per day / week / month
	For how long?
	Additional Comments

	Using a computer.

	Daily
	Variable
	

	Standing for long periods whilst performing clinical task
	Daily
	Variable
	

	Safe transfer of patients from chair to couch
	Daily
	Variable
	

	Lifting pushing, pulling objects and standing for most of the day

	Daily
	Variable
	

	Knowledge and safe use of hoist and manual handling aids
	Daily
	Variable
	


Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to unpredictable work patterns, interruptions and the need to meet deadlines.

	Examples of Typical effort(s)
	How often per day / week / month?
	For how long?
	Additional Comments

	To support qualified practitioners to carry out comprehensive assessments of patients, checking observations

	Daily
	Variable
	

	To support qualified practitioners to manage the care of Patients Wound Care, Suture removal, ENT Decontamination, Phlebotomy  Bladder scans 
	Daily
	Variable
	

	Recognising and detecting patients collapsing feeling unwell
	Daily
	Variable
	


Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that are generally considered to be distressing and/or emotionally demanding.  

	Examples of Typical effort(s)
	How often per week / month?
	For how long?
	Additional Comments

	Supporting nervous and anxious patients, relatives, those with special needs and those having received bad news
	Daily
	         Variable
	

	Working closely with staff and Patients and can be frequently exposed to distressing or emotional circumstances 
	Daily
	Variable
	

	Dealing with staff that require extra training and support and working with support to deal with situations regarding patient emotional needs. 


	Daily
	Variable
	


Working Conditions 

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

	Examples of Typical Conditions
	How often per week / month?
	For how long?
	Additional Comments

	Using a computer.
	Daily
	Variable
	

	Contact with body fluids.
	Daily
	Variable
	

	Dealing with patients and relatives who may have a complaint or concern
	Daily
	Variable
	

	Dealing with patients who may become physically or verbally aggressive

	Daily
	Variable
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