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JOB DESCRIPTION

	1. JOB IDENTIFICATION

	 
Job Title:                                        Ward Assistant

Responsible to:                             Senior Charge Nurse

Department(s):                               Ward 1, Woodland View

Directorate:                                    Long Term Conditions – In Patients Service 

Operating Division:                       North Ayrshire HSCP 

Last Update:                                 February 2021


	2.  JOB PURPOSE

	The post holder will provide efficient, comprehensive bed-making and support services to the nursing team within the Long Term Conditions - In Patient Service, North Ayrshire HSCP at Ayrshire Central Hospital.

The postholder would be supervised by a registered nurse and operate as part of the multidisciplinary team within the wards, to enable the department to fulfil the objectives of NHS Ayrshire and Arran.


	3. DIMENSIONS

	The Jobholder is one of a team of 6 Ward Assistants employed by North Ayrshire HSCP – Long Term Conditions, In Patient Service to ensure efficient cleaning/bed making services are carried out within agreed wards.

The Ward Assistants are managed by the Charge Nurse with the Jobholder being a member of  the Ward Team with duties allocated and supervised by a registered nurse.  Duties encompass Bed Making and Support Services, working as a member of a team to ensure quality of environmental standards are maintained within clinical areas.

The Ward Assistant Service would operate flexibility between the hours of 9.00am and 1.00pm, although specific times vary within individual wards and Ward Assistant's work various shifts within these hours.   Staff may occasionally be required to work out-with these hours should extraordinary situations arise.

NHS Ayrshire & Arran has a population of approximately 366,000 split between the following local authority areas:
· North		135,490
· East		119,230
· South		111,670
The population is located across a large geographical area within a number of urban and rural settings, including the island communities of Arran & Cumbrae. Ayrshire & Arran already has an above-average number of older people within its population and it is expected that the number of elderly people will continue to increase ahead of the national average. Currently, services for older people and vulnerable adults are provided within a variety of Primary Care, community and hospital settings including:-
· 59 General Practices with attached District Nursing and Health Visiting staff 
· A range of Out-Patient and AHP (Allied Health Professional) services within Health Centres, Day Hospitals and Clinics
· Day Hospitals Services [based in Largs, Irvine, Kilmarnock, Cumnock, Prestwick, Girvan, Maybole]
· Access to a range of Specialist Nurses 

A range of in-patient and out-patient services for older people based in both District General Hospitals and Community Hospitals across Ayrshire & Arran.




	4.  ORGANISATIONAL POSITION

	

Senior Charge Nurse
Deputy Charge Nurse
Staff Nurse
Postholder
Nursing Assistant





	5.   ROLE OF DEPARTMENT

	
· To plan, design, develop and manage Long Term Conditions – In Patient Services throughout NHS Ayrshire and Arran to meet patient needs in line with local and national strategies and priorities, involving patients, carers and the community in general in the development and delivery of integrated quality services.
· To work in partnership with the three Local Authorities in response to local and national priorities in relation to the needs of older people and vulnerable adults, ensuring the implementation of agreed plans to meet appropriate targets and objectives
· Delivering health improvement and services which meet the needs of individuals and local communities
· Enhancing integration within health services and improved joint working with key partners aimed at continuously developing to meet changing requirements given the increasing number of older people who are living longer with more complex care needs.
· Delivering transformational change through the development of an integrated care framework (pathway approaches) . 
· To ensure there is a robust, Corporate, Clinical and Staff Governance Framework across all services.




	6.  KEY RESULT AREAS

	· Compliance with agreed Infection Control Guidelines to ensure patient safety and safe 
    working conditions.
· Ensure efficient, high quality bed making is provided within designated time-scales 
    to meet required Standards.
· Ensure personal appearance, behaviour and cleanliness is exemplary at all times in order 
    to promote high standards and confidence in the service.
· Flexible approach and understanding of circumstances which may occur requiring change 
    in routine/hours, thus demonstrating co-operation and ensuring continuity of the service. 
· Assist in making up unoccupied beds under direction of Nursing Staff.
· Bagging of bed linen and other linen in accordance with NHS Ayrshire and Arran Linen Bagging Policy.
· Care of patients’ flowers and plants and cleaning of vases
· Cleaning of bed frames and mattresses between discharge/admission of patients, reporting any faults in bed frames to registered nurse.
· Identify and report torn or stained mattresses when necessary to the registered nurse.
· Check screens for necessary washing or repair and replace as necessary as directed by the registered nurse.
· Conduct audit of bed mattresses
· Disposal of waste in accordance with the NHS Ayrshire and Arran Waste Management  Policy.
· Report all pest infestation, faults/malfunctioning equipment, e.g. light bulbs/clocks/ door locks and repairs required to the registered nurse.
· Economic and correct usage of domestic provisions/cleaning materials to minimise waste and in accordance with COSHH and Health & Safety Regulations.
· Tidy Linen Trolley and advise any linen shortages to Linen Room.
· Provide a range of flexible support services under the direction of the registered nurse.
· Demonstrates delivery of high standard of bedmaking and support services under the guidance and supervision of registered nurses in accordance with agreed schedules and frequencies.
· Convey relevant information to and receive feedback from other members of the multidisciplinary team.
· Accurately records relevant information on appropriate documentation.
· Respects the privacy, dignity and confidentiality of patients at all times.
· Demonstrates adherence to NHS Ayrshire and Arran policies and procedures.
· Handles patients' belongings according to NHS Ayrshire and Arran policy.
· Demonstrates the ability to effectively listen to others points of view.




	7a. EQUIPMENT AND MACHINERY

	· Bucket/pail.
· Materials, e.g.: Chemical solutions for cleaning purposes, Cleaning Agents (all in accordance with COSHH Regulations), Disposable paper.
· Linen hamper/trolley.






	7b.  SYSTEMS

	· Access Systems (Door Entry).
· Telephones/Paging Systems. 
· Work schedules – tasks/frequencies.
· PDP (Personal Development Plans).




	8. ASSIGNMENT AND REVIEW OF WORK

	· Ward Assistant duties are assigned and monitored by the registered nurse.
    and are carried out in accordance with pre-determined schedules and frequencies.   
· The registered nurse may request the Ward Assistant to alter routine if necessary, but not method of, or equipment used.  Appropriate guidance re bed making, cleaning duties etc. would be available through the Domestic Services Management..
· Review of work is carried out on a weekly basis, involving the registered nurse with advice available, if required, from the Domestic Services Management.
· Work is also audited monthly in accordance with the Standards set out by the Clinical Standards Board for Domestic Services (Reviewed Jan 2004).
· Progress is monitored annually through review of Personal Development Plans.





	9.  DECISIONS AND JUDGEMENTS

	· The Jobholder is expected to meet the needs of the service by prioritising their delegated workload on a daily basis.
· The Jobholder is not expected to make decisions or judgements as a registered nurse would be on duty in the ward at  
       all times, but is expected to use own initiative in relation to minor replacements/repairs such as torn sheets, faulty 
       mattresses/beds.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Ensuring the Standards of Cleaning Services are adhered to, thus meeting the expectations of patients, staff and visitors.  Will require to attend Moving and Handling Training Course (non patient handling).
· Carrying out duties in areas of high level of activity.
· The Jobholder is expected to meet the needs of the service by prioritising workload on a daily basis.
· Working within strict timescales.
· Working within areas of frequent exposure to highly unpleasant conditions, e.g. exposure to body fluids.




	11.  COMMUNICATIONS AND RELATIONSHIPS

	In order to ensure a high level of satisfaction and that seamless, efficient services are maintained, the Jobholder is 
required to develop and maintain effective communication links and working relationships with the following groups whilst adhering to Caldicott guidelines (confidentiality):-
· Colleagues, Supervisors and Managers within the ward.
· Management and staff within all other Departments e.g. 
· General Services (Portering/Security), 
· Estates
· Support Services (Supplies, Warehouse & Distribution)
· Medical and Nursing Staff within Wards/Departments within area of remit.
· Patients and Visitors.
· Demonstrates empathy and sensitivity.

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

	PHYSICAL EFFORT/SKILLS:
· Completion of scheduled labour-intensive tasks,  light cleaning duties and lifting/ handling/manipulation of equipment
· High level of mobility/stamina
· Standing, walking for long periods throughout shift period
MENTAL EFFORT/SKILLS:
Concentration is required whilst:-
· handling and preparing chemical solutions for cleaning purposes.
· serving patients’ water/beverages.
· assisting patients to complete menu cards.
· handling and listing patients' clothing.
EMOTIONAL EFFORT/SKILLS:
· Working in sensitive areas, e.g. Older People/Vulnerable Adults Services.
· Witness to distressing circumstances, e.g. vulnerable, violent or aggressive patients
· Exposure to deceased patients
· Exposure to highly unpleasant working conditions, e.g. exposure to body fluids
ENVIRONMENTAL:
· Frequent exposure to highly unpleasant working conditions, e.g. exposure to body fluids
Requirement to work in extremes of temperature, e.g. very hot wards.




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

	The Jobholder undertakes ward based Induction Training and training provided by the Domestic Services Department in the operation of equipment and cleaning materials and relevant policies, procedures, guidelines and practices, during the first week of employment and is also required to be proficient in, have knowledge of, or undertake training in the following:-
· Caldicott Guidelines (confidentiality).
· COSHH Regulations.
· Communication skills.
· Complaints procedures.
· Correct and economical use of materials and equipment.
· Customer Care.
· Domestic Services Core Value Statement.
· Domestic Services Standards.
· Departmental Induction/Codes of Practice.
· Departmental Risk Assessments.
· Fire Drill/Safety.
· Food and Personal Hygiene Regulations.
· Health & Safety Regulations, including Electricity at Work.
· Infection Control Guidance. 
· Moving and Handling (Non Patient).
· Linen Bagging Policy.
· Violence & Aggression.
· Waste Management Regulations.
· The post holder is required to possess a caring and friendly disposition.
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