JOB DESCRIPTION

	1. JOB IDENTIFICATION

	Job Title:                                      PORTER / DRIVER 

      (Ayr Hospital)

Responsible to:                             Supervisor Porter

Department(s):                             General Services Department

Directorate:                                  Facilities Department

Operating Division:                     NHS Ayrshire & Arran General Hospitals Division

Job Reference:

No of Job Holders                       
Last Update:                                 July 2005




	2.  JOB PURPOSE

	Provide Portering, Driving, Mail, Pharmacy, Waste Management and Departmental Services to wards and departments throughout the Trust and the Ayr Hospital site. To facilitate the movement of patients from wards to departments to ensure their ongoing medical treatment is continued.



	3. DIMENSIONS

	The Jobholder is one of a team of 45 Porters/Drivers and Waste Management Operators employed by the General Services Department. To assist in providing a range of Portering, Driving, Mail, Pharmacy, Waste Management and Departmental Services throughout the Trust and the Ayr Hospital site, in accordance with the Operational Procedures, Codes of Practice and Budgetary constraints.

The Department is operational 24 hours per day, seven days per week, with the Jobholder working on a shift system as per personal contract, although the Jobholder may be required to work out-with regulated hours in the event of extraordinary circumstances, e.g. adverse weather conditions or a major incident.

Site based at Ayr Hospital, the jobholder provides efficient Portering and Driving Services including, Patient Transport (internal and external), Linen, Stores, Pharmacy, TSSU, CSSD, Mail, Supplies and Equipment to other hospitals and addresses, which may include:-

· East Ayrshire Hospital, Netherthird and Cumnock Health Centres, in Cumnock

· Carrick Glen, Ailsa, Biggart and Arrol Park Hospitals, and Heathfield Clinic, Ayr

·  Crosshouse, Strathlea and Kirklandside Hospitals, Kilmarnock

· Requirement to deliver patients paperwork/pharmacy prescriptions to home addresses as required



	4.  ORGANISATIONAL POSITION
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|
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|

                                                                                Head Porter

|
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|

                                      Waste Management Porters                              Porter/Drivers                            


	5.   ROLE OF DEPARTMENT

	The Department provides efficient Portering, Driving, Security, Mail, Pharmacy, Waste Management and Departmental Services, as required to Patients, Visitors and Staff within Wards, and Departments across the organisation.  Without provision of these services the organisation would be unable to function.  The smooth operation of the mail service, collection and delivery of pharmacy supplies and internal and external patient transportation is vital to the efficient operation of organisational system.  The Portering Department is also instrumental in delivery of all meals to ward areas.

Hospital porters also play a vital role in the delivery of site based fire control policy, from directing fire engines to the site of the reported fire to restricting movement of patients, staff and visitors during the emergency. Performing a similar role in relation to emergency delivery of patients by helicopter.  In addition they promote a safe environment through dealing with violence and aggression should the need arise along with general security of hospital premises and equipment.

The Department also provides staff to deliver Internal/External movement of Equipment, Goods and on occasion staff throughout the organisation.  Timely collection and delivery of Laboratory Specimens and lab reports by the portering staff are also essential to facilitate correct diagnosis of patient condition.

In addition the department also provides a secure key holding service for all areas as week as secure custody of lost property.


	6.  KEY RESULT AREAS

	· Ensure provision of high quality, cost-effective services, which work within designated time-scales to meet a demand-led service and consolidating confidence in the service provided.

· Ensure compliance with Health & Safety Regulations in order to maintain a safe working environment and safe working practices.

· Demonstrate excellent communication skills with colleagues, patients, visitors,     
    Heads of Departments/Wards and other members of staff to ensure information is appropriately disseminated and minimise any opportunity for misinterpretation.

· Demonstrate a flexible approach and understanding of Patients’, Visitors’ and Staff 

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

    Dignity, Fears and Worries resulting in satisfied expectations, harmonious relationships resulting in best possible patient care.

· 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 drugs and controlled drugs from the Pharmacy Department to Wards,Departments and external addresses, checking that boxes are appropriately sealed and addressed and in the case of  controlled drugs signing for receipt and obtaining a signature from an authorised person on delivery to ensure the organisational procedure on proper drug distribution is adhered to and facilitate timeous patient treatment.

· Collection of Waste and Dirty Linen as required, checking, segregating and weighing and compacting as appropriate to ensure correct cleaning methodology/disposal treatment in accordance with Waste Management Policy.
· Driving duties as required, including transport of Cashier to and from Bank, transport of Patients/Staff, transport of furniture and equipment between sites to ensure smooth running of the service. Includes delivery of pharmacy items to external addresses.

· Facilitate maintenance of vehicles through completion of Log Sheets and other records, reporting any faults or required repairs to Supervisor/Head Porter to ensure vehicles are roadworthy and comply with legal requirements.

· Receive mail, assess and sort appropriately, deliver to addressee where possible, investigate any misaddressed internal mail, redirect any mail where the forwarding address is known, check with Human Resources Department if appropriate for any undeliverable mail, sign for special delivery mail, sort and frank outgoing mail, weighing to ascertain appropriate postage rate to ensure smooth running of the mail service within the organisation within designated timescales

· Movement of furniture/equipment (including medical Gas cylinders) as required (all of which may or may not contain Patients) ensuring organisational lifting and handling procedures are implemented at all times

· Receive request to move patient from ward area/department, check method of transport required, verify patient fit to be moved and whether a nurse will be accompanying, inform receiving area that patient has arrived to ensure smooth running of the service.  This may also involve delivering the patient to their home address if necessary

· Promotion of a safe environment through dealing with untoward incidents should the need arise, negotiating and influencing the individual (s) concerned to ensure general security of hospital premises and equipment.


	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

	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 

· Computer/printer/ E-mail for communications

· Electric Tug and Trailers

· Pagers, Two-way Radios

· Mobile telephones

	7b.  SYSTEMS

	· Computer packages, e.g. Word for Windows for accessing/generating information

· Intranet/Internet for sourcing/submitting information

· Input information to the DATIX computerised incident reporting system

· Input information to manual security reporting system

· 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



	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 by the postholder in response to requests from Departments/Wards to the Portering Supervisor.  The request can be via telephone or direct contact 

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

· Personal performance is reviewed formally on an annual basis through the PDP.


	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

	9.  DECISIONS AND JUDGEMENTS

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

· The postholder has to decide the best approach/ level of intervention/compassion to demonstrate when dealing with patients, staff and visitors taking due account of confidentiality and discretion i.e. when dealing with confused or abusive patients/relatives/visitors/general public.

· The postholder is required to assess emergency situations on an ongoing basis, using persuasive and influencing skills to defuse possible conflict situations.

· The postholder has the discretion to escalate a security situation by calling in the formal security services i.e. Police/fire service should the situation be considered to warrant it e.g. bump in car park, suspicion of possible intruders, 




	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 in sometimes trying circumstances when individuals can be highly emotional and distressed or confused i.e. drug users, people with unrealistic expectations of service levels.

· Ensuring all Portering duties are efficiently carried out within designated time-scales given constant reprioritisation of workload throughout the day i.e. untoward incidents

· Dealing with complaints from staff, patients and general public

· Dealing with issues of Violence and Aggression

 

	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 General Services and other departments throughout the site

· Colleagues and management across the Trust

· Medical and Nursing staff within all wards/departments throughout the site

· Heads of Departments/General Managers/Admin and Clerical Staff throughout site

· Patients, Visitors, and General Public

External:
· Royal Mail staff

· Suppliers Delivery staff

· Contractors 

· Fire Service

· Police

· Ambulance Service

· Taxi Drivers 

· Undertakers 

· Legal Professionals.

· Local Authority Staff 

With reasons for communication including acquiring and giving information etc.

Barriers to communication can include dealing with people where English is not their first language. Dealing with individuals whose medical condition prevents comprehension i.e. head injury patient, patient with memory difficulties, alcohol/drug dependent patients, as well as people who just do not want to understand that they are being told.



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

	PHYSICAL EFFORT/SKILLS:

· Driving or Walking for long periods during shift 

· Lifting, Handling and manoeuvring heavy equipment and machinery or delicate awkward loads  – knowledge and effort required

· Manual Dexterity (Moving beds - including patients, furniture, trolleys, wheelchairs, medical gas cylinders) throughout the day

MENTAL EFFORT/SKILLS:

Concentrating required while:-

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

· Checking/changing of Medical Gas cylinders and checking gauges 

· Undertaking duties within areas of high level of activity

· Working within a varied and unpredictable working environment

· Working within strict time-scales

· Listening communication with patients/staff/visitors/colleagues can require concentration to ensure correct information is given/methodology used 

· Patient detail checking and clarification, continuous throughout the day i.e. checking blood units.2

EMOTIONAL EFFORT/SKILLS:

· Dealing with distressed/confused/abusive patients/relatives

· Transportation of patients where the person is seriously unwell i.e. heart attack patient to coronary care unit/high dependency unit or to and patients to and from Accident and Emergency.

· Working within an varied and unpredictable working environment can cause stress and anxiety 

· Witness appearance at court of law

ENVIRONMENTAL DEMANDS:

· Working in areas where there is exposure to dust, unpleasant smells, uncontained bodily fluids and possible contamination from communicable diseases i.e. MRSA 
· Working outdoors, at times in adverse weather conditions
· Exposure to violence and aggression at various levels from verbal to physical
	Frequency

All daily ongoing and as/when required

All daily ongoing and as/when required

Frequent – as and when required

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

	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

· Communication Skills

· Complaints Procedures

· Control of Infection Manual

· Driving (may require to hold a full Driving Licence)

· Fire Safety and Training

· Health & Safety Regulations

· Risk Assessments

· Risk investigation

· Patient/Relative counselling

· Induction Training

· Moving & Handling Regulations

· Numerate, Literate and Practical

· Safety of Medical Gases (Movement, storage and use of)
· Security

· 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

· Mail

· Driving




