JOB DESCRIPTION

	1. JOB IDENTIFICATION

	Job Title:                                      PORTER / DRIVER/SECURITY
         (Ayrshire Central Hospital)

Responsible to (insert job title):  Supervisor Porter

Department(s):                            Hotel Services Department, ACH

Directorate:                                 Facilities Department

Operating Division:                     NHS Ayrshire & Arran General Hospitals Division

Job Reference:                           025024
No of Job Holders:                      28
Last Update (insert date):           April 2005




	2.  JOB PURPOSE

	Provide: a comprehensive portering service including delivery and uplift of sterile instruments throughout A&A, General porter duties include: delivery/uplift of mail throughout the site, Pharmacy collection/deliveries, Waste Management Services to pavilions, wards and departments within Ayrshire Central Hospital, be a member of the Hospital Fire Team and assist in the event of a Major Incident.




	3. DIMENSIONS

	The Jobholder is one of a team of Porters/Drivers employed by the Hotel Services Department at Ayrshire Central Hospital to provide a range of Portering, Transport, Mail, Security and Waste Management Services for the General Hospitals Division within Ayrshire Central Hospital, in accordance with the Operational Procedures, Codes of Practice and Budgetary constaints
This site is widespread, consisting of:-

· Woodland View
· 1 Main Block containing offices, various services, Dining Room/Servery/Kitchens, Recreation Hall, Outpatient and X-Ray Departments, Physiotherapy Department and West of Scotland Breast Screening Centre

· 2 Pavilions 

· Day Hospital

· Rehabilitation Centre

· Area Training Centre

· CDU
· Laundry, Houses and other buildings

Ayrshire Central Hospital caters for up to 227 Patients at any given time, as well as Children with Disability/ Learning difficulties, Outpatients/X-Ray, Physiotherapy, Psychology, Rehabilitation and Breast Screening Patients.etc
The Portering service operates 24 hours per day, seven days per week, with Jobholders working rotational/shift hours as per Personal Contract.  The Jobholder may be required to work out-with normal hours in the event of extraordinary circumstances, e.g. adverse weather conditions or a major incident


	4.  ORGANISATIONAL POSITION

	Sector Head - North

|

Hotel Services Manager - North
|

                                                                   HEAD PORTER  

|

Supervisor Porter

|

Gardeners/Groundsmen - Security -Porter/Drivers – Porter/Handymen




	5.   ROLE OF DEPARTMENT

	· Provide efficient Portering, Gardening/Grounds, Mail, Security Transport and Waste Management Services to Patients, Visitors and Staff within Wards, Pavilions and Departments across each site.

· Provide efficient Portering Services including, Linen, Stores, Pharmacy, CDU, Mail, Supplies and Equipment to other hospitals including:-

· Arran War Memorial Hospital, Isle of Arran

· Ayr, Biggart and Arrol Park Hospitals, Ayr

· Brooksby House Hospital, Largs

· Crosshouse

· Lady Margaret Hospital Millport

· Provide efficient delivery of Pharmacy stores to various Clinics / Health Centres throughout North and East Ayrshire.

· Provide an efficient and reliable uplifting of renal waste service for renal patients throughout Ayrshire.

· Competent and calm movement of Patients/Visitors between Wards/Pavilions/ Departments

· Fire Duty

· Food Trolleys transportation to/from Wards/Pavilions/Departments

· Internal/External movement/delivery of Equipment/Goods/Specimens, etc.

· Internal/External transportation of Patients/Medical Records/Specimens, etc.

· Mail receipt, sorting, delivery and collection

· External delivery of mail

· Maintain gardens/grounds

· Manage Violence and Aggression – Patients, Staff and Visitors

· Mortuary duties

· Security of Patients, Staff and Visitors

· Security of Equipment and Premises

· Waste uplift, removal, segregation, weighing and compacting.

· When required, oversee Helicopter Duties

· Collect and Deliver laboratory specimens throughout the site

	6.  KEY RESULT AREAS

	The Jobholder’s responsibilities are:

· Ensure provision of high quality, cost effective services which work within designated time scales to meet a demand-led service, thus demonstrating motivation and encourage confidence in the service

· Ensure compliance with Health and Safety Regulations in order to maintain a safe working environment and safe working practices
· Collection and delivery of controlled drugs from the Pharmacy Department to wards and departments, including obtaining signature for safe receipt of drugs

· Display empathy and sensitivity when escorting or transferring distressed, disturbed,

   confused patients or relatives in highly emotive circumstances e.g. undertaking                             mortuary duties 
· Demonstrate excellent communication skills with colleagues, patients, visitors, 

    Heads of  Departments/Wards and other members of staff

· Provide efficient services which work within designated timescales to meet a 

    demand-led service
· Demonstrate a flexible approach and understanding of Patients’, Visitors’ and 

    Staff circumstances, e.g.:  Anxieties/Concerns, Confidentiality, Courtesy, 

    Discretion, Dignity, Fears and Worries

· Ensure personal appearance, behaviour and cleanliness is exemplary at all 

    times in order to promote high standards and confidence in the service

· Collection and delivery of Meal Trolleys between kitchens and wards/ pavilions/ departments

· Collection of Laboratory Specimens from wards/pavilions/departments for delivery to Laboratory

· Collection of Waste and Dirty Linen in accordance with Waste Management Policy

· Delivery of Clean Linen to wards, pavilions and departments

· Delivery of Laboratory Reports between Medical Records and Outpatient Departments/Wards/ Pavilions

· Delivery of Laboratory blood/plasma/platelets following telephone requests: recording and checking signature of receipt. ( care must be taken in relation to Name/Date of birth in case of incorrect match)
· Mortuary duties, eg Movement of bodies from wards to Mortuary. Duties will include release of bodies from the Mortuary to Undertaker or Family: including the preparation of bodies and assist with viewing: it will also include the reception of road accident victims, suicide, babies, drowning, fire victims and decomposing corpses. In addition, the Jobholder may be required to stop and clean bleeding and any other bodily functions, e.g. sickness
Continued/…..

6.  KEY RESULT AREAS – continued:

· Driving duties as required, including transport of Cashier to and from Bank, transport of Patients/ Staff, transport of furniture and equipment between sites.

· Ensure maintenance of vehicles, completion of Log Sheets and other records, reporting any faults or required repairs to Supervisor/Head Porter

· Mail receipt/sorting/delivery/collection

· Movement of furniture/equipment as required 

· Movement of Patients within the hospital site

· Waste management
· Collect and Deliver laboratory specimens throughout the site 

· Movement of Food Trolleys/ Furniture/Equipment/Supplies/Medical Gas Cylinders, etc.

· N.B. ( Detailed instructions for each of the above tasks are contained within the departmental Codes Of Practice Manual)
	Frequency

All duties daily ongoing and as/when required

Frequency

All duties daily ongoing and as/when required


	Weight

All equipment in accordance with H&S Regulations

Weight: As is comfortable in accordance with Moving & Handling Risk Assessments.

Maximum:-

17kg Female

25kg Male

Weight

All equipment in accordance with H&S Regulations

Weight: As is comfortable in accordance with Moving & Handling Risk Assessments.

Maximum:-

17kg Female

25kg Male



	7a. EQUIPMENT AND MACHINERY

	· Vehicles for driving/transport:  Car, Vans, Truck, Trailer

· Air Compressor, Pressure Washer, Tail Lift, Trolley Jack, Wheel Brace

· Manoeuvring equipment: Linen Barrels/Cages, Food Trolleys/Boxes, Oxygen Cylinders, Ambulance and Patient Trolleys, Bladder Scanner, ECG Machine, Pulse Meter, Patients’ Case Notes Barrow, Mortuary Hoist, Recycle Boxes, TSSU Equipment Containers, Waste Containers, Wheelie Bins, Compactors, Weigh Pad, Clothes Rails, X-Ray Machine

	7b.  SYSTEMS

	· Pagers, Two-way Radios, Mobiles, Telephones

	8. ASSIGNMENT AND REVIEW OF WORK

	· General Work Assignments are carried out in accordance with pre-determined schedules following consultation with Departmental/Ward Managers.

· Ad-hoc assignments are undertaken in response to requests from Departments/ Pavilions/Wards to the Portering Supervisor.  The request can be via e-mail, 

telephone or direct contact and may involve:-

· Collecting and delivering Medical Records/Specimens, etc. between wards, pavilions and departments

· Moving patients between wards/pavilions/departments

· Moving beds/furniture

· Porters are required to record all Ad-hoc duties, including:

· Time of request 

· Name of person making request

· Brief details of task

· Time task started

· Name of Porter carrying out task

· Time task completed
	Frequency

All duties daily ongoing and as/when required


	

	This work is reviewed on a daily basis to determine staffing levels and on-flow 

 hours.

· Review/Audit of work is undertaken on a programmed basis involving Clinical Effectiveness and Portering/Hotel Services Management.
	
	


	9.  DECISIONS AND JUDGEMENTS

	The Jobholder is expected to use own initiative but must seek guidance from the Supervisor Porter/Head Porter with regard to major decisions and judgements


	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Ensuring the Standards of Services are adhered to, thus meeting the expectations of patients, staff and visitors

· Ensuring all Portering duties are efficiently carried out within designated time-scales and budgetary 

constraints

· Dealing with complaints from staff, patients and general public

· Demonstrating compassion, confidentiality, discretion when dealing with patients, staff and visitors

· Dealing with distressed/emotional patients, visitors and demonstrating sensitivity when required

· Dealing with issues of Violence and Aggression

· Working to tight time scales while maintaining road safety often in areas of high traffic activity, Holiday

      Traffic or major road works, e.g. transfer of goods to Millport and Arran.

· Working under extreme changes in weather conditions e.g. Heat, ice and snow

· Dealing with critical issues, e.g. transfer of blood, pharmacy goods, controlled drugs and mortuary duties

· Ensure that all Control of infection Standards are adhered to in accordance with the Division’s Control of Infection policy, e.g. mattresses, bi-waves, etc.



	11.  COMMUNICATIONS AND RELATIONSHIPS

	The Jobholder is a member of a team and, in order to ensure a high level of satisfaction and seamless, efficient services are maintained, is required to develop and maintain good communication links and working relationships with the following groups:-

Internal:

· Colleagues and management within Hotel Services Department at Ayrshire Central Hospital

· Colleagues and management within General Hospitals Division e.g. Ctosshouse, Ayr, Heathfield, Biggart

· Medical and Nursing staff within all pavilions/wards/departments throughout the site
· Heads of Departments/General Managers/Admin and Clerical Staff throughout site

· Staff/Management within Support Services, i.e. Stores, Supplies, TSSU, Cashiers

· Patients, Visitors, and General Public

External:
· Royal Mail staff

· Suppliers Delivery staff

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

	PHYSICAL EFFORT/SKILLS:

· Driving, Walking for long periods during shift

· Lifting & Handling heavy equipment and machinery  – knowledge and effort

· Manual Dexterity (Moving beds - including patients, furniture, trolleys, wheelchairs, medical gas cylinders)
· Manoeuvring various equipment – awkward, heavy, delicate, hazardous, etc.
MENTAL EFFORT/SKILLS:

Concentrating required while:-

· Driving all vehicles, manoeuvring trolleys, cages and all other equipment

· Operating computer keyboard

· Management of Medical Gases and Equipment

· Undertaking duties within areas of high level of activity

· Use of Manual Handling equipment

· Working within strict time-scales

EMOTIONAL EFFORT/SKILLS:

· Dealing with distressed patients/relatives

· Mortuary Duties

· Release of bodies

· Transportation of patients
	Frequency

All daily ongoing and as/when required

All daily ongoing and as/when required

Frequent

Frequent

Frequent

Daily
	

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

	The Jobholder requires to have knowledge of, be proficient in, or undertake training in the following:-

· COSHH Regulations

· Code of Practice – Hotel Services Department

· Communication Skills

· Complaints Procedures

· Control of Infection Manual

· Driving (hold a full Driving Licence)

· Fire Safety and Evacuation Training

· Food Hygiene Regulations

· Health & Safety Regulations

· Induction Training

· Mortuary Policies

· Moving & Handling Regulations

· Numerate, Literate and Practical

· Safety of Medical Gases (Movement, storage and use of)
· Security ( nightshift porters only)
· Transportation of Goods and Equipment

· Transportation of Patients and Visitors

· Use of PPE (Personal & Protective Equipment)
· Violence and Aggression

· Waste Management Policy Regulations

It is also desirable for the Jobholder to undertake specialised training for duties relevant to certain areas, viz:-

· Laboratories

· Pharmacy

· X-RAY

· CDU


