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JOB DESCRIPTION

JOB TITLE:



Healthcare Assistant

GRADE:
Band 3

HOURS OF DUTY:


37.5  per week

ANNUAL LEAVE:


35 days per annum (including bank holidays)

TERMS AND CONDITIONS

OF EMPLOYMENT:
In accordance with the Trust’s Terms and Conditions of Employment as laid down in the


Relevant Trust Handbooks

DEPARTMENT:
Medicine


RESPONSIBLE TO:
Ward Manager

ACCOUNTABLE TO:
Matron/ Director of Medicine

POST SUMMARY:

1. The post holder will have an NVQ level 3 in healthcare, and have at least a years

experience in a hospital setting.

2. The post holder works as part of the ward team under the supervision of registered nurses, and supports them by participating in the delivery of patient care. The post holder will be expected to be self-motivated and use their initiative when necessary.

3.   The post holder will undertake the hospital’s in house training for HCA’s, and will

 maintain an agreed level of competence.

3. The post holder will work internal rotation, that is early, late and night shifts to

meet the service needs.  

5. The post holder will be expected to assist with the induction, supervision and 

training of  grade A HCA’s.

6. It  is expected that the post holder will be able to carry out all of the duties listed 

in the main duty section below, but will not necessarily do so, the duties will vary

from ward to ward. They may carry out other similar duties in support of the ward environment which are not listed.  No duties are to be undertaked by the post holder unless they have received the appropriate training or instruction.

MAIN DUTIES

CARE

a. Patients are to be treated with dignity, respect and discretion whilst maintaining their confidentiality.

b. Ensure that patients’ personal hygiene requirements are met. This will include assisting with washes, bed bathing, assisting patients to use the shower and bath, providing mouth care and cleaning dentures.

c. Promote continence by ensuring that patients’ toilet needs are met. This will include the giving and taking away of bedpans and urinals, emptying catheter bags and bowel and stoma care. Patients are to be helped to use the toilet or commode and the needs met for patients with incontinence.

d. Take and record observations of patients’ temperature, pulse, respiration, oxygen saturations and blood pressure. To monitor patients’ blood sugars. Any abnormalities to be reported to the qualified nurse.

e. To carry out routine urine testing, record results and report any abnormalities.

f. To collect blood and urine specimens and label as required.

g. To undertake phlebotomy after training.

h. To administer I.V. cannulation after training.

i. To perform E.C.G’s after training.

j. To assess pressure areas and skin integrity and report to qualified nurse of any change.

k. To escort patients to other departments and hospitals as necessary.

l. After undertaking basic life support training, summon help and assist the qualified nurse in an emergency situation.

NUTRITION

a. To assist in the delivery of meals and also to distribute and collate menu cards.

b. Assist to feed patients.

c. Ensure food charts are maintained.

d. Refer patients to dietician as applicable.

e. Monitor patients’ weights.

f. Know how to order special diets.

MOVING AND HANDLING

a. Adhere to Trust policy on moving and handling.

b. Maintain the comfort of patients confined to bed by helping to reposition them as required.

c. Assisting patients to mobilise in liaison with Physiotherapists and Occupational Therapists,

DOCUMENTATION

a. Complete all admission documentation in conjunction with qualified staff. (This does NOT include the actual care plan itself). To evaluate care given using the appropriate documentation.

b. All written entries on documentation must be clear, legible and signed.  ALL entries must be counter-signed by a qualified member of staff.

c. To fill in fluid charts and observation charts as required.

INFECTION CONTROL

a. Be aware of and adhere to the Trust guidelines relating to infection control.

b. Take steps to prevent cross infection by using universal precautions and hand washing. This includes wearing uniform in accordance with hospital policy.

c. Assist in keeping ward clean and tidy in adherence to Health and Safety and Infection Control Policy.

d. Beds, lockers, bed tables and general bed areas to be cleaned thoroughly when patients are discharged or transferred.

e. To follow the Trust policy on the safe disposal of sharps.

COMMUNICATION

a. To be able to communicate effectively with patients, other Trust staff and the general public. This includes being polite and respectful to everyone who comes in contact with you.

b. To answer the phone clearly and politely stating your name and who you are and to relate any messages promptly and accurately.

c. To be willing to undergo computer training and PAS training.

OTHER DUTIES

a. To ensure that patients’ sign the disclaimer on admission and are made aware of the Trust policy of the safe keeping of valuables. Complete property book as required.

b. Report any accidents or incidents according to Trust Policy. 

c. To go to other departments and collect patients belongings etc and to collect items from pharmacy.

d. To go to other areas and work as the service needs or under the direction of your manager.

SECURITY

It is the responsibility of all employees to work within the security policies and procedures of the Whittington Hospital NHS Trust to protect the patients, staff and visitors and the property of the Trust. This duty applies to the specific work area of the individual and the Hospital in general.  All staff are required to wear official identification badges.

DATA PROTECTION

This post has a confidential aspect.  If you are required to obtain, process and/or use information held on a computer or word processor you should do so ‘in a fair and lawful way.’ You should hold data only for the specific registered purpose and not use or disclose it in any way incompatible with such a purpose and ought to disclose data only to authorised persons or organisations as instructed.  Breaches of confidence in relation to data will result in disciplinary action, which may involve dismissal.

NO SMOKING

The Whittington Hospital NHS Trust has a smoke – free policy. Smoking is not permitted in or any of the trust’s grounds or premises or in any trust-owned vehicle. Applicants should be aware that it will not possible to smoke throughout working hours.

EQUAL OPPORTUNITES

It is the aim of the Trust to ensure that not job applicant or employee receives less than favourable treatment on grounds of sex, marital status, race, colour, creed, religion, physical disability, mental health, learning difficulty, age or sexual orientation and is not placed at a disadvantage by conditions or requirements that cannot be shown to be justifiable. To this end the Trust has an Equal Opportunities Policy and it is for each employee to contribute to its success.

CONFIDENTIALITY

You are required to maintain confidentiality of any information concerning patients which you have access to or may be given in the course of your work, in accordance with current policy on confidentiality in the Trust.

METHOD OF PAYMENT

Payment of salary is made into a bank/building society account by direct bank system. Details of a bank or building society account will be required on the first day at work. There is no facility for any form of other payment.

CUSTOMER AWARENESS

The Whittington Hospital NHS Trust expects it employees to communicate with colleagues, patients and visitors in a polite and courteous manner at all times.

