Job Reference Number……SCO6-2018CP

NHS TAYSIDE – AGENDA FOR CHANGE

JOB DESCRIPTION

	1 JOB DEFINITION


	Job Title 
	Driver

	1. 
	Department(s)/Location
	Ninewells Hospital, Dundee

	2. 
	Number of job holders
	 12

	2 JOB PURPOSE

To provide a general portering service to Wards, Departments, Day Hospitals, G.P Practices, Community Dental Premises, and Pharmacies providing a service to clients, visitors, and general public. Also the responsibility for the security of NHS Buildings Recording any information required and adhering to NHS Policies.

             

	3  ORGANISATIONAL POSITION



	4 SCOPE AND RANGE
NHS Tayside services a population of approx 387.000 covering regions including Tayside Perth & Kinross Angus.
The porter/driver as part of a multi disciplinary team provides a high standard of work in areas of high activities with frequent change. Staff must be flexible, adaptable and work to support other staffs that has clinical responsibilities to patients. The porter will work the majority of shifts independently whilst adhering to NHS Tayside Policies and Schedules. 



	5 MAIN DUTIES/RESPONSIBILITIES    
Driving Duties carried out by the postholder work on rotational daily basic to Hospital and GP Practices   

PATIENT MOVEMENT

To undertake the transportation of patients to and from wards/departments by wheelchair, all wheelchairs must be securely clamped inside mini bus. Patient transfers vary from day to day depending on the demands of the service.

SPECIMENS

To undertake the collection, transportation and safe delivery of routine and emergency specimens to the appropriate collection point.  Eg blood, urine, faces, sputum, etc in line with Departmental Procedures.

CLEAN LINEN/LAUNDRY

To collect clean laundry from laundry trailer that is delivered on site the porter must then transported  this to hospital vehicle for delivery to wards and departments each location visited has a laundry store, the porter then has to manual handle laundry bags to shelving units within each location.  The weight of one laundry bag is approximately 10 to 15 kilo each.  Also in this delivery the porter has collected patients personal clothing bags from the laundry on site and delivers them to appropriate ward and departments. Weight of each bag is approximately 10 to 15 kilo.  

FOUL LINEN  
Uplift foul linen from wards and departments, from each laundry pick up points the Porter has then to carry foul linen bags to his vehicle. This then must be transferred again to laundry trailer for collection , he also collects foul personal clothing from wards and departments and delivers to Laundry Department on site. In this collection the porter has also to collect patients infected clothing on a separate run We have colour coded laundry bags for infected clothing.  The laundry is collected within Royal Dundee Liff Hospital  the porter also collects same laundry from Strathmartine Hospital which is 6 miles off site the Collection of laundry is  3 X daily 

CURTAINS
To take down curtains and replace with clean laundered curtains as appropriate or on request within wards and departments, step ladder to be used and supported by another member of staff
HOUSEHOLD WASTE 

Collect of household waste, cardboard boxes. Glass etc from wards/departments/GP practices and other hospitals bags vary in weight 10 to 15 kilo to be carried to vehicle taken to designated collection point 

3 x daily
CONFIDENTIAL WASTE
Collect bulk confidential waste bags in vehicle from all Hospitals / GP Practices / Surgeries throughout Tayside within a 30 mile radius, Confidential waste bags vary in weight   from 10 to 20 kilo. The porter has a distance to carry bags, also use of stairs before bags are transported into his vehicle, these bags are taken to collection point at Ninwells Hospital for disposal again the porter has to manually uplift bags to the collection trailer. 

CATERING

Meal Trolleys -  To collect meal trolleys from the kitchen at Royal Victoria Hospital / delivery to appropriate wards /departments and day hospitals. Return of same when empty to kitchen at Royal Victoria Hospital     3 x daily                           

Hospitality - Collect buffet platters from kitchen at Royal Victoria Hospital   deliver to appropriate    Wards / departments and day hospitals. Return the same when Hospitality has ended.
MEDICAL GASES

To undertake the collection, of empty medical gas cylinders from wards. Go to Royal Victoria Hospital for a replacement full gas cylinder. Medical Gas cylinders are collected in metal cradle for the safe transportation within vehicles, the cradle must be fitted securely with safety straps to fitments within the vehicle to secure this for safe transportation. Vehicle used for this transportation must carry   
MEDICAL RECORDS

Undertake the delivery and uplift of medical notes, which can be heavy and bulky and 5 to 10 kilos deliver within NHS Tayside 

STORES/DELIVERIES

To undertake the delivery of stores such as general, surgical, stationery and catering. These stores can be from 10 to 15 kilo in weight. Delivery to all wards/departments and Day Hospitals within NHS Tayside and G.P Practices. 

PHARMACY

Collection and delivery of pharmacy boxes/drug bags from Pharmacy Department at Ninewells Hospital and Carsview Hospital deliver to wards departments and Day Hospitals
CLINICAL WASTE

Collection of clinical waste bags ( refined as hazardous infectious waste) from wards and department's bags vary in weight 10 to 15 kilos. These bags must be carried outwith the buildings and placed ino eurobins. 3 x daily   
Postholder is also on rotating basic assists clinical waste driver for uplift of euro bins from hospitals covering 25 mile radius . 3 x weekly.  ADR gives explanation on course and renewal 
PHARMACEUTICAL UNUSED DRUGS

This job is done 2 x monthly by two porters and is a highly dangerous controlled collection of unused drugs. From pharmacies within Tayside (Angus/  Fife )

There are fifty-four pharmaceutical collection points which are on scheduled runs for the collection of unused drugs and are are collected in 30 and 60 litre sealed containers. The porter has great difficulty in parking vehicles at location. And has to deal with unforeseeable circumstances eg: client groups, Drug addicts 

The porter has the responsibility and handling of all unused drugs collected throught his  run and is responsible for the safe disposal of unused drugs   The collection of 30 and 60 lite containers collected from storage ares within the pharmacy , these  locationd  are situated in basement storage areas, the porter then has to carry containers some  distances and has to carry these up stairs,   with the amount of bins at pharmacies porters have to make several trip to complete the task  this involves numerous manual handling  of containers. Which all have to be placed into a secure locked vehicle for transportation. 
At each location drugs are collected from   the porter is responsible to complete the relevant registered data sheet required by law (  Scottish Environment Protection Agency Form ) ( SEPA )  which must clearly show the amount of containers collected from each pharmacy,  and the porters must obtain  a signature from the pharmacist for all unused drugs collected  that day ( This must be from Head Pharmacist who is on duty that day )  
On completion of run within Tayside (Angus /Fife ) the porters must transport all unused drugs to registered to a SEPA disposal location to off load this Location is situated at Dundee.  At disposal location the porter is responsible to unload unused drugs into large Euro bins manually, these bins are then weighed and recorded each bin weighs 15 to 25 kilo each.  The porter must sign legal document required by law for the collection of   unused drugs, and obtain the legal documents given by SEPA, these documents must be given to Locality Manager for audit purpose by law. This job requires porter to have a qualified ADR ( Advanced Driving Certificate) required by Law to carry out this job.

CSSD/PODIATRY 
This job is done daily collecting CSSD/Podiatry equipment boxes   from Ninewells Hospital and delivering to relevant clinics and surgeries.  Security must be applied as boxes contain metal instruments eg scissors scalpels and many sharp objects. Return boxes must be collected from surgeries /clinics and returned to Ninewells Hospital. This involves continuous manual handling and walking distance to podiatry rooms for the collection and delivery  of boxes. Porter has difficulty parking at locations.
DENTAL SURGERIES NHS TAYSIDE 
There are 39 Dental Surgeries within Tayside which are on scheduled run for the collection of clinical waste   Sharps bins, and a collection of red stream waste amalgam, fixer developer waste.  Each practice varies on the collection of clinical waste bags from 1 to 15 and weigh from 10 to 20 kilo.  At each location the porter is responsible to complete all documented forms for Sepa Regulations  

 HAZARDOUS RED STREAM WASTE 

 Tooth boxes are small containers of 1.50 ml.  Amalgam container vary in sixes of 250 ml,  1 Litre and 5 litre containers. Fixer / Developer are in 10 litre containers and are of liquid form of hazardous waste.  Lead foil are in 5 Litre containers and are hazardous waste This waste is placed into Euro Bins that are carried in portering vehicle Within the collection of Dental Surgeries many of these practices have numerous stairs to climb several times and the porter has great difficulty in parking vehicles at location. town based and have  to deal with unforeseeable circumstances eg: client groups public. Verbal abuse 

On completion of run within Tayside the porters must transport all clinical waste red stream waste to Healthcare Environmental Services Dundee for disposal. At disposal location the porter is responsible to unload Euro bins from vehicle for them to be weighed the porter is responsible for completing all SEPA Regulation forms to hand them allow must sign legal documents required by law for the collection of waste and obtain the legal documents given by SEPA these documents must be given to Locality Manager for audit purpose by law. This job requires porter to have a qualified ADR (   Advanced Driving Certificate) required by Law to carry out this job.

MAIL

Collection and delivery of internal / external mail  packages and parcels of different weights to Wards and departments twice daily.

CASH BAGS

To collect patients money from cash office porter is required to give signature for all bags received.  Money bags are delivered to wards and departments, porter is required to get signature for all bags delivered on completion porter is required to hand all recipes back to cash office done weekly

BANK

To collect checks from cash office and deliver to appropriate bank

FURNITURE/EQUIPMENT MOVES, STORAGE OR DISPOSAL      

Undertake moves within Tayside of hospitals GP Practices and Surgeries. when required to do so.

Undertake the emptying of offices wards as requested also removal of furniture to assist painters and carpet fitters. 

The Uplift and storing of excess equipment and furniture.

To uplift condemned equipment/furniture from wards/departments/GP practices and other hospitals and transport to the appropriate area for disposal. 

ROAD MAINTENANCE

Undertake to clear pathways of debris( may include snow clearing) and clean out portacabins.

Where refuse has been stores

VEHICLE MAINTENANCE

 Cleaning and washing of vehicles once weekly and vehicle daily checks s on oil, water tyres, etc  also safety checks on tail lifts this is recorded daily

 DRIVING DUTIES    

Daily Undertake the completion of vehicle log and check sheets  recording oil water tyres etc. to ensure the vehicle is roadworthy to drive. . The post holder must exercise due care and attention at all times even under stress demands when driving and comply with safety regulations 

Carrying  out any other driving duty requests.
Ensure these sheets are completed correct to allow Hotel Services Supervisor to carry out her checks  

Requirements to undertake trials of new vehicles and report effect nave of use within the department

CONFIDENTIALITY

Maintain confidentiality at all times

CARDIAC ARREST

Immediate response to 2222 call for Cardiac Arrest porter must transport equipment to appropriate ward department.

INFECTION CONTROL ISSUES
Postholder must comply with control of infection policy Patient



	6   COMMUNICATIONS AND RELATIONSHIPS

Communicate effectively with patients significant others team members Hotel Services site management and other external and internal agencies daily 

Provide and receive information which requires to be dealt with in tactful manner, communicate   in an appropriate manner when dealing with clients who are suffering  from mental illness eg, confused, anxiety, aggression learning disability .

  Communication can be by telephone, radio, bleep, face to face interview, letter etc.

  To respect and support peoples equality and diversity

    

	7 KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

No formal qualifications are necessary, as the post holder will be given the necessary training to undertake the job including but the requirement    

       The postholder is required to 

· Be in possession of a current driving license. 

· Have the ability to work on own initiative.

· Have the ability to follow instructions.

· Possess good communication skills, including non-verbal communication skills.

· Ability to respond appropriately to unpredictable situations.

· Be calm, focused and able to cope with work under pressure.

· Carry out their work effectively, efficiently and safely

· Develop and Demonstrate a level of theoretical knowledge through experience and  in service training  of duties  to new starts.
Training

· Manual handling skills

· Safe use of equipment

· Knowledge of Health & Safety Policies and work procedures

· Patient Handling Skills

· Infection Control Procedures

· Customer Care/Demonstrate courteous behavior

· ADR Certificate   ( Driving of Dangerous Goods ) 

· MIDAS Certificate   (  Mini  Bus  Driver Awareness Scheme )    

                          


	8 SYSTEMS AND EQUIPMENT

To undertake the day-to-day routine duties the porter is required to use various types of equipment supplied by the Department and Organization eg Roll Pallet cages, goods trolleys, meal trolleys, clinical waste bins, cage barrows, Washer, motorized  vehicles with tail lift, wheelchairs, patient trolleys, beds, bleeps, radios, telephones,  Computers,  IT Systems to access information EG: KFS and any other piece of equipment which is deemed necessary to enable the porter to carry out  their duties.

 The porter will use the appropriate Personal Protective Equipment(PPE) supplied by the Department to carry out their duties in a safe manner.  Eg  Uniform, safety shoes, boilersuits, hard hats, goggles, gloves
Responsibility for Records Management

All records created in the course of the business of NHS Tayside are corporate records and are public records under the terms of the Public Records (Scotland) Act 2011.  This includes email messages and other electronic records.  It is your responsibility to ensure that you keep appropriate records of your work in NHS Tayside and manage those records in keeping with the NHS Tayside Records Management Policy and with any guidance produced by NHS Tayside specific to your employment.

 

	9  PHYSICAL DEMANDS OF THE JOB (physical/emotional)

Work is generated on a day to day basis by wards and departments Locations .  Due to the dimensions of sites the tasks undertaken are physically and mentally  demands 

PHYSICAL EFFORT/SKILLS

The postholder frequently has a requirement to lift, pull, push a variety of pieces of equipment which can be in excess of  20 kilos.  This physical effort can be on an individual basis or as part of a team depending on the postholder’s duties that shift.  Some examples of what is handled are boxes of medical records, cage barrows full of clinical waste, household waste, confidential waste, patients on a variety of different modes of transport, mail trolleys, medical gases. Removals within Hospitals and GP Practices  etc.

The postholder will be required to respond immediately to a Cardiac Arrest call by running to the appropriate ward/department.    

MENTAL EFFORT

The postholder will require to give their undivided attention when carrying out their duties to enable them to work safely.

Due to the demands of the service the postholder may be required to change tasks at a short notice

Guided by defined occupational policies and works independently                  

Work in hazardous weather conditions.  An example of this may be the changing of routes due to road traffic, road closures, traffic jams, urgent stores requirement for a ward/department, etc.

EMOTIONAL DEMANDS

Dealing coping with unpredictable situations dexterity physical ability to change, physical restraint. The postholder also has to deal with aggression/verbal abuse/ violence within wards /departments at Hospitals also from the general public and client groups outside  pharmacies, doctors surgeries, GP Practices Dental Surgeries.

WORKING CONDITIONS

The postholder will be exposed to unpleasant working conditions such as body fluids (including smells), dirty/foul linen, dust, noise, Exposure to hazards (  considerable exposure to aggression on varying basis  depending on environment and shift in which job holder works inclement weather  and occasional violence,  and  sitting in restricted position whilst driving over a large geographical area and  may be required to work out doors for long periods in all weathers.


	10 DECISIONS AND JUDGEMENTS

The postholder will be expected to follow all guidance and Policies and Procedures of the Department and Organisation.  Work to a schedule according to the site  based at. Postholder is not directly supervisod but decides when to seek advice.  The post holder is required to work on their own initiative by prioritising tasks by their level and degree of importance and urgency.



	11 MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

The ever changing dimensions of the hospital / Surgeries which includes balancing competing demands with regards to time and physical/mental effort. Ensuring patient safety at all times adapting to change. Risk Assessment, Reporting & Management of all working practices.

Frequent verbal aggression towards staff/others occasional physical aggression.

.


Transport & Logistics Manager
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