JOB DESCRIPTION

		

	Job Title:		 	Incident Response / Fire Watch Officer

Responsible to: 		Area Manager Little France (Soft FM)

Department(s): 		Facilities

Operating Division: 	Estates & Facilities Directorate

Job Reference: 		226029

Last Update: 		September 2023

	2. JOB PURPOSE

	Provide a 24/7 Incident Response / Fire Watch service, that enables the effective and efficient delivery of clinical and non-clinical services to the Royal Infirmary Edinburgh.

Assist with evacuation of patients in event of an incident, detect and address any risks to fire safety internally and externally to the RIE hospital and neighbouring buildings.


	3. DIMENSIONS

	The post holder will be employed in NHS Lothian and will be based at RIE but there may be a requirement to work flexibly across Lothian to meet service demands. 

The RIE is a major acute teaching hospital located on the Edinburgh BioQuarter with circa 900 beds. With a 24-hour accident and emergency department, it provides a full range of acute medical and surgical services for patients from across Lothian and specialist services for people from across the south east of Scotland and beyond.

The departmental budget is approximately £15M with approximately 550 WTE.

This team will consist of approximately 40 WTE and will operate over a 24 / 7 period.
The postholder will have no financial responsibilities.

	4. ORGANISATIONAL POSITION

	





	5.  ROLE OF DEPARTMENT

	The Estates & Facilities Directorate is charged with providing the physical and support service environment within which all NHS Lothian Clinical and Corporate services operate. 

The key operational functions within this include Estates, Catering, Cleaning, Portering, Transport, Supply Chain, Waste, Security, Car Parking, Linen & Laundry and Contract Management relating to our PFI properties. 

The directorate also has significant influence over the Board’s capital priorities and is responsible for projects below a £5M threshold.

	6. KEY RESULT AREAS

	1. Provide immediate incident response within the RIE and neighbouring buildings in the event of an incident e.g. fire which will include the evacuation of patients to a place of safety under the guidance of clinical staff and in accordance with fire safety procedures. Incidents are managed by the Hospital Site and Capacity Lead so instruction during such an event will be from this individual.
2. Support the current security team if required in meeting and directing Scottish Fire and Rescue Services in event of a fire. 
3. Maintain a written record of occurrences, which includes incident report forms and police witness statements to support any formal investigations. 
4. Fault / damage logging in line with department policy, for all premises, equipment and vehicles
5. Undertake regular patrols inside and outside the premises to ensure all fire risks are reported and addressed e.g. combustibles inappropriately stored, fire exits blocked, etc.
6. Appropriately challenge anyone found to be smoking within 15m from the building in line with current legislation.
7. Patrol fire evacuation routes ensuring they are clear, escalating to the Ward / Department Manager or the Soft FM Area Manager if in a public area, if they are found to be impeded in any way and monitoring ongoing compliance. 
8. Patrol external areas to ensure vehicles are not parked within close proximity to the building, asking drivers to move vehicles. Will escalate to Soft FM Area Manager or Site Director’s Office if there is felt to be a fire safety risk if deemed necessary. 
9. Patrol internal areas to ensure no unauthorised items are being charged e.g. electric bikes, batteries, etc. and ensuring the practise is stopped with immediate effect, escalating to Ward / Department Manager if required. 
10. Patrol both inside and outside the building checking for fire loads e.g. open bins, cardboard, etc and escalating to Soft FM Area Manager for immediate removal. Where items are identified, assist colleagues to remove the hazards as quickly as possible or place the items in a safe area such as bin hold store, etc until safe removal can be arranged.
11. Check fire fighting equipment is in the appropriate place and is in date. 
12. Work in accordance with Incident Response, Fire safety and Security procedures and instructions and relevant legislation.
13. Support NHS Lothian’s values of quality, teamwork, care and compassion, dignity and respect, and openness, honesty, and responsibility through the application of appropriate behaviours and attitudes.



	7a. EQUIPMENT AND MACHINERY

	Two way radios
Multi-tone pager
Mobile phone
Computer
CCTV system
Digitool guard patrol system
Fire Alarm Panels
Security Alarms

Note: New equipment may be introduced as the organisation and technology develops.


	7b. SYSTEMS

The following are examples of systems which will be used when undertaking the role:
Incident Report Forms
Fire Alarm Panels
Hard FM and Soft FM Helpdesks 

The postholder requires to be conversant in a variety of fire and security systems, ensuring compliance with all Divisional Policies & Procedures, including Incident Response Policies and Procedures.

Note: New systems may be introduced as the organisation and technology develops, however training will be provided.


	8. ASSIGNMENT AND REVIEW OF WORK

	Work is allocated by the Supervisor and the Soft FM management team on a daily basis in response to the operational demands of the service, often requiring immediate action / prioritisation. 
The Post holder will work mainly unsupervised for majority of the shift, but the supervisor will be available for advice/guidance as required. 

Work must be carried out in accordance with policies and departmental procedures.
A review of work / performance is carried out on an ongoing basis with a formal review and personal development plan completed annually in line with NHS Lothian PDP processes, by the Supervisor and the post holder.

	9. DECISIONS AND JUDGEMENTS

	The post holder is not directly supervised and will be required to use own initiative to make decisions. The Incident Response / Fire Watch Supervisor is available to provide advice / support if required.
Decisions and judgements include the following:

Assessing fire safety risks in terms of evacuation routes, fire loads, etc.
Assessing when to escalate matters e.g. fire safety issues that are not being immediately addressed by Ward / Department Staff may need escalated up to Site Director’s Office or Soft FM Area Manager, and when to deal with them at a more informal level.
Using appropriate communication / de-escalation skills e.g. when asking people to stop smoking within 15 metres of the building.
Assessing and reacting to emergency situations.
Assessing when to contact the Scottish Fire and Rescue Service or others for assistance in dealing with fire safety matters.
Assessing and reacting to violent and aggressive situations, often when working alone, using 
appropriate methods to control them.
Assessing tasks considering the safety of patient and staff member e.g. evacuation routes or when undertaking an evacuation.


	10. MOST CHALLENGING/ DIFFICULT PARTS OF THE JOB

	Potential violent and aggressive behaviour and exposure to personal physical risk from patients, staff, relatives and how to de-escalate and manage these situations.
Assisting distressed patients, staff and visitors during a major incident.
Asking senior staff to reprioritise their current workload to deal with fire safety risks. 
Decision making and prioritisation of tasks as well as communicating to colleagues, patients and visitors during developing situations / Major incidents. 
Ability to prioritise risk tasks based on risk assessment. 


	11. COMMUNICATIONS AND RELATIONSHIPS

	The post holder will require to communicate with all levels of NHS staff, volunteers, patients, relatives, visitors, suppliers, contractors and emergency services.  They will be required to influence and effect change, often with senior managers in the organisation.

A significant part of the role is to ensure overall compliance with current smoking legislation within the site which may include dealing with barriers to understanding that will require particular tact, negotiating and influencing communications skills.  

Providing reports for inside and outside organisations e.g. Scottish Fire and Rescue Services following audits, fires or incidents.  

Recording and passing messages via two way radio 

Communication may be in writing or verbal.

Internal
Staff / service users throughout the site.
Patients / visitors
Line Manager

External
Visitors enquiring about site facilities e.g. directions, queries or escalation of concerns
Scottish Fire and Rescue Services
Police

This list is not exhaustive

	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Physical Skills and Effort
Required to physically patrol the site for the majority of the shift as well as potentially moving fire hazards. 
Standard keyboard skills
Majority of shift spent patrolling site.
Ability to assist Clinical and Security staff in control and restraint techniques during violent and aggressive situations.
Safe transportation of items including fire safety equipment, waste materials, etc.
Required to assist with patient moving and handling in emergency situations.

Mental Demands
High level of concentration and need for accurate information sharing and receiving during emergency situations.
Ability to influence staff at all levels, patients, visitors and deal with situations where people are unwilling to co-operate.
Concentration when writing reports on findings, etc. May occasionally be interrupted by emergency situations. 

Emotional Demands
Dealing with potential violent and/or aggressive situations.
Dealing with emergency situations which may involve danger to people’s lives.
Dealing with distressed staff, patients and visitors.
Dealing with unpredictable situations 

Environmental
Frequent exposure to dirt, dust, smells, occasional exposure to body fluids when dealing with e.g. waste, linen blocking evacuation routes or during use of restraint techniques during violent and aggressive situations and regular exposure to verbal and physical aggression.
Exposure to extreme weather as a significant part of the role is spent outside.
Some exposure to VDU during mandatory training and when writing reports.


	13. KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	Qualifications/Experience
· Excellent communication skills. 
· Excellent customer care skills including the ability to de-escalate, negotiate and influence in potentially challenging situations.
· Ability to work unsupervised and prioritise/re-prioritise own workload. 
· Excellent observational skills.
· Experience of writing clear, concise reports.
· Experience working under pressure and during serious adverse events.

 All staff must be trained or successfully complete the following training:

· NHSL Fire Safety practices and procedures.
· NHSL Health and Safety training.
· NHSL Level 3 Violence and Aggression training (control and restraint). 
· Competent in the use of all department equipment.


	14. JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each job holder to whom the job description applies.

Job Holder’s Signature:

Head of Department Signature:
	


Date: 

Date:




Area Manager - Soft FM
Little France


PA to Area Manager


Site Services Manager
Domestics


Site Services Manager
Catering


Site Services Manager
Logistics


Deputy Logistics Manager


Incident Response / Fire Watch Supervisor


RIE Portering Manager


Incident Response / Fire Watch Officer
THIS POST


