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1. JOB DESCRIPTION							

Job Title				Linen Room Assistant

Department(s)			Property & Support Services Department

Job Holder Reference		NHSL16/020

No of Job Holders	

	
2. JOB PURPOSE 

To carry out manual tasks associated with Linen activities within NHS Lanarkshire and associated areas


3. ORGANISATIONAL POSITION



 (
Linen Room Supervisor
)



 (
Linen Room Assistant
)










4. SCOPE AND RANGE

Patient numbers: varies by hospital


	5. MAIN DUTIES/RESPONSIBILITIES
· Receipt of linen from the West of Scotland Laundry (WoSL)
· Transporting & Movement of linen to & from Dept within moving and handling regulatory recommendations
· General Housekeeping Duties
· Ensure compliance with NHS Lanarkshire and statutory regulations concerning hygiene and safety of patients, staff, visitors, equipment and working practices. 
· Ensure that all top up levels are adhered to and followed at all times.
· Provide emergency and ad hoc cover as required
· Complete Hazard Analysis Critical Control Point (HACCP) audits ensuring linen room staff fully comply with required Infection Control guidelines
· Complete “Bagging & Tagging” audits of used linen at ward level,  enter data on excel spreadsheet and issue to relevant departments by e-mail
· Record actual linen issued at ward level, enter data on to excel spreadsheet and issue to relevant departments by e-mail
· Complete cleaning of all linen trolleys in line with agreed schedule, maintaining Infection Control disciplines within the linen distribution process
· To observe Health and Safety legislation and NHS Lanarkshire policy and procedures at all times, reporting faults, defects or operational issues to the Linen Room Supervisor and record faults as per local site policy
· Ensure that all areas are left safe and secure when area is being vacated at completion of duties
· Attendance at training sessions for all linen activities as required
· Carry out reasonable requests by Linen Room Supervisor 
· Attendance at staff meetings as required



6. EQUIPMENT & MACHINERY

WoSL trolleys & Linen delivery trolleys
PC & printer		

7. SYSTEMS
Adhere to Legislation/ Standard Operating Procedures (SOP’s) / Guidelines to ensure that the department is run in an efficient and safe manner e.g. Health & Safety, Fire Safety, C.O.S.H.H, HAI Guidelines, Occupational Health, and Risk Assessments. 
Completion of manual records to allow authorisation and completion of SSTS Records i.e. signing in/out sheets for additional hours worked, Self Cert forms, Leave request, etc.

· Bagging & Tagging Audits
· Infection Control Processes & Procedures managed effectively e.g. HACCP Audits & Trolley/Cage Cleaning 
· Linen Stock Monitoring and Distribution at Ward Level
· Complete audits and inspections and enter information onto pre prepared excel spreadsheets
· Issuing reports on audit results & stock control monitoring via email 
· Future Radio Frequency Identification (RFID) may be introduced which will require staff members to scan and download data for linen stock control purposes

8. DECISIONS & JUDGEMENTS
The post holder  is required to make decision in the absence of a Manager or Supervisor regarding:
- Prioritising and organising daily activities based on: theatre/ward demands, staffing levels and required tasks e.g. distribution of linen, audits, stock control, etc.
- Utilisation of Linen to ensure minimal wastage
- Dealing with customer complaint in first instance
- Prioritise duties in accordance with activity
- Liaising with nursing staff at weekends or in absence of supervision
- Ensuring that all audits, stock control recording is carried out in line with agreed schedules and all necessary reports issued on time 

9. COMMUNICATIONS & RELATIONSHIPS
Laundry Services management team, supervisors & nursing/medical staff ensuring a high standard of domestic provision is given to the end user.
Due to the expectations of service staff may be required to communicate, using tact and diplomacy, with nursing staff, patients and members of the public to deal with linen issues e.g. quality, shortages, etc. 
Audit results (HACCP and Bagging & Tagging) and Linen Stock Control (linen issued to wards) are sent to laundry management and end users e.g. nursing staff, who may question the detail of these with the job holder for clarification

10. DEMANDS OF THE JOB (physical, mental, emotional)
Physical skills: Staff is required to be multi-skilled in various tasks to carry out said tasks.
Physical effort: 
The physical requirements can be quite demanding and staff will spend most of their time on their feet. There is a great deal of lifting and handling of equipment and goods. Staffs are exposed to wide variations in temperature and underfoot conditions.
Mental demands:  
Staff are required to deal with demands of a busy environment and towork under pressure, ensuring that all linen is in place to meet the needs of service and that the hospital has an adequate supply of clean linen daily.
Staff are responsible for:
- resolving any issues effectively at local level and within the scope of their role
- receiving feedback on the quality of service provided and communicating effectively in relation to this
- completing audits and reports accurately and on-time and issuing to key personnel/departments

Emotional demands: 
The nature of service requires staff to have ccontact with patients in wards who have serious illnesses as well as with distressed relatives/visitors/members of the public 


11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

Staffs have to be able to do multi tasks with limited staff at times and be able to cope at busy periods ensuring work is prioritised at peak periods

Ensure service provision, which is strictly programmed in terms of timescales and outcomes 365 days a year.

Dealing with pressure of work due to staff or linen shortages

Working to a time frame as directed by patients/staff needs within the unit, 365 days/year

The ability to carry out accurately and timeously all required audits and linen distribution information.

Supporting “Continuous Improvement” to maintain/ improve both quality and efficiencies, ensuring the service remains at the forefront with regards technology and new ways of working e.g. Bagging and HACCP audits and RFID introduction

Working in isolated settings and being responsible for safety and security. 


12. KNOWLEDGE, TRAINING AND/OR EXPERIENCE REQUIRED TO DO THE JOB

Required to undertake on the job training & induction e.g. infection control impact to service; completion of audits and inspections; RFID technology (this will generally take a 4-6 weeks to achieve full competency across a range of duties)
Working knowledge of Health & Safety including participation in risk assessing individual tasks
Understanding of topping up levels and systems
Effective written and verbal communication skills
Basic understanding of Information Technology
Ability to carry out assigned tasks effectively in a busy environment
Undertake mandatory HCSW standards
Undertake NHS Lanarkshire compulsory training


Job Description Agreement


Job Holder’s Signature							Date


Head of Department Signature						Date
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PERSON SPECIFICATION
Linen Room Assistant, Band 2 (NHSL16/020)

	Criteria
	Essential
	Desirable

	Qualifications & Training
Level of education, professional qualifications, training and learning programmes/courses

	Required to take on the job training and induction eg Infection Control Impact to Service; Completion of Audits and Inspections; RFID technology

Undertake mandatory Health Care Support Worker Standards

Undertake NHS Lanarkshire compulsory training

	

	Experience
Length and type of experience, level at which experience gained

	
	Good working knowledge and experience of hospital/linen distribution environment

	Knowledge
Depth and extent of knowledge

	Working knowledge of Health & Safety including participation in Risk Assessing individual tasks

Understanding of topping up levels and systems

	

	Skills/Abilities
Range and level of skills
i.e. communication (oral, written, presentation),
planning/organisation,
numeracy, leadership etc

	Effective written and verbal communication skills

Numerical ability

Basic understanding of IT

Ability to carry out assigned tasks effectively in a busy environment

	

	Specific Job Requirements
Environmental conditions, unsociable hours, car driver etc


	Moving and Handling ability - post involves physical activity including pushing, pulling, bending, stretching


	

	Signed: 
	Date: 

	PRINT NAME:  
	Designation: 
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NHS LANARKSHIRE INFORMATION FOR CANDIDATES/CONDITIONS OF SERVICE

	JOB TITLE:
	Linen Room Assistant

	
	

	GRADE:
	Band 2

	
	

	SALARY SCALE: 





	£18,383 - £20,015 per annum pro rata.  Movement in the salary scale is subject to NHS Lanarkshire Pay Determination.

Salary will be paid monthly by Bankers Automated Clearing System direct to a nominated Bank Account.


	
	

	
	

	LOCATION:
	UH Monklands 

	
	

	CONDITIONS OF SERVICE:
	The Conditions of Service are those approved and amended from time to time by the National Agenda for Change Terms and Conditions Agreement.

	
	

	HOURS OF WORK:
	    10 hours – 7am to 12 noon, Saturday and Sunday

	
	

	H.C.S.W
MANDATORY INDUCTION STANDARDS:
	Your performance must comply with the “Mandatory Induction Standards for Healthcare Support Workers in Scotland” 2009; and with the Code of Conduct for Healthcare Support Workers, both as amended from time to time.  These documents can be found at www.workinginhealth.com/standards/healthcaresupportworkers 

Failure to adhere to the standards or to comply with the code may result in poor performance measures or disciplinary action and could lead to dismissal.

A training plan will be developed to give you every opportunity to achieve these standards.  Your Line Manager will discuss this with you.

	
	

	ANNUAL LEAVE:
	The annual leave entitlement is 27 working days, rising to 29 working days after 5 years service and 33 days after 10 years service.  In addition to this you are entitled to 8 statutory holidays per annum to be taken between the period 1 April to 31 March each year.  It is the practice of NHS Lanarkshire to calculate annual leave in hours.

	
	

	SUPERANNUATION
(PENSION)
	From 1 March 2013 new employees will automatically be enrolled in the NHS (Scotland) Superannuation Scheme, or if you are an existing member your membership will continue.
Further information on the benefits of the scheme, can be found  www.sppa.gov.uk

	
	

	RIGHT TO WORK IN THE UK
	NHS Lanarkshire has a legal obligation to ensure that it does not employ any worker who has not been granted the relevant permission to work in the UK.  This permission is without exception granted by the UK Border Agency.  We are required to check the entitlement to work in the UK of all prospective employees, regardless of nationality or job category.  

All applicants regardless of nationality must complete and return the Confirmation of Right to Work in the UK Statement with their completed application form.  You will be required to provide appropriate documentation prior to any appointment being made.  Applications from candidates who require a Tier 2 Certificate of sponsorship (formerly Work Permits) will only be considered if no suitable UK or EEA national is identified for this post.  For further information on the UK Border Agency’s new points based System which now governs the way individuals from outside the EEA can work in the UK please visit www.bia.homeoffice.gov.uk.


	SICK PAY:
	

	During the first year of service:
	One months' full pay and two months half pay.

	During the second year of service:
	Two months' full pay and two months' half pay.

	During the third year of service:
	Four months' full pay and four months' half pay.

	During the fourth and fifth years of service:
	Five months' full pay and five months' half pay.

	After completing five years of  service:
	Six months' full pay and six months' half pay.

	
	

	MEDICAL EXAMINATION:
	New entrants to NHS Lanarkshire are required to pass a pre‑employment medical screen.  The right is reserved to require the successful candidate to undergo a medical examination and/or x-ray at any time if it is considered necessary.

	
	

	IMMUNISATION REQUIREMENTS,
HEPATITIS B
AND
HEPATITIS C STATUS


	In order to protect patients, healthcare workers who carry out Exposure    Prone Procedures (EPPs) as part of their role, must provide documented evidence that they do not have a blood borne virus that they may pass on to patients whilst carrying out EPP work (i.e. that they are not infectious for hepatitis B, hepatitis C and HIV). Blood test results must be from “identified validated samples” (IVS) and be documented as such.
In some cases, it is possible for healthcare workers who have a blood borne virus, to carry out a range of EPP work.  This will be assessed and monitored by an Occupational Health Consultant and the healthcare workers’ treating physician.  

Healthcare workers who perform EPPs have a professional, ethical and legal duty to protect their patients and inform occupational health if they know (or suspect) that they are infected with a blood borne virus (hepatitis B, hepatitis C or HIV) now or at any time in the future. Further guidance is given by the relevant Regulatory Bodies. 


	
	

	
	

	NHS KNOWLEDGE AND SKILLS FRAMEWORK
	The NHS Knowledge and Skills Framework (KSF) defines and also describes the knowledge and skills that NHS employees need to apply in their work in order to deliver quality services.  It provides a single, consistent, and comprehensive framework on which to base review and development for all employees.

KSF will apply to all NHS employees except doctors, dentists and senior and executive level managers.  The purpose of the NHS KSF is:
· To support the effective learning and development of all staff, providing the resources to do so.
· To support the development of individuals in the post to which they are employed, so that they are effective at work and are clear about what is required of them.
· To promote equality and diversity. 


	
	

	IDENTIFICATION BADGES:
	Identification badges will be provided by NHS Lanarkshire to the successful candidate on the commencement of employment.

	
	

	CARE AND COMPASSION
	As a Nurse, Allied Health Professional or Support Worker what you do and how you do it has a big impact on the quality of health care for people.  Establishing effective relationships with people is absolutely essential to their sense of well-being and their attainment of the best possible health and clinical outcomes.  It is this that makes the relationship ‘therapeutic’ that is, the relationship itself is a positive and proactive contribution to health and well-being.  The best approach is therefore a simple one emphasising that an effective relationship begins with listening to the person and is based on mutuality, understanding and respect.

The basis of a good therapeutic relationship starts with being clear about people’s expectations.  

Please go to the following link to find out more details on what the expectations people have of Nurses, Midwives, Allied Health Professionals and their Support Workers in NHS Lanarkshire.   
  http://www.lanpdc.scot.nhs.uk/Resources/Lists/Publications/Attachments/24/CC_Guidance%202013.pdf


	SMOKING:










	Staff are not allowed to smoke in:
· The building and grounds of all premises from which NHS Lanarkshire services are delivered, all premises owned or occupied by NHS Lanarkshire and all vehicles parked on these premises
· NHS Lanarkshire vehicles and pool cars at all times
· Leased cars and personal vehicles when transporting other staff or patients within working hours and/or when on authorised business.
Staff may smoke only during unpaid official breaks (normally lunchtimes) and only in line with the paragraph above.
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