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	SERVICE:


	CHILDREN AND ADULTS SERVICES

	SERVICE GROUPING:


	ADULT CARE – CDC & SUPPORT




	1. 


	POST TITLE:
	Home Care & Support Worker – Extra Care


	2. 2.
	POST NUMBER:

	Various

	3. 3.
	GRADE:



	Grade 3  
(Job Evaluation Ref No: N7526)
  

	4. 
	LOCATION:
	Various locations around the county




5. RELEVANT TO THIS POST:

Flexible Working:
Subject to service needs the council’s flexible working policy is not applicable to this post
Disclosure & Barring Service: 
Subject to DBS (Enhanced) Disclosure.
  

6. ORGANISATIONAL RELATIONSHIPS:
  The Home Care & Support Worker will be accountable to the Manager of the Extra Care Development, through the Operations Supervisor.

  
7. DESCRIPTION OF ROLE:
The Home Care & Support Service provides care and support to individuals or families in their own homes where by reason of infirmity, incapacity or special problems, they are prevented from effectively undertaking various duties themselves.  The aim is to prolong the independence of the client in the community.

The role also is to   provide care and support, including normal household tasks to individuals within the Extra Care development and the wider community where, by reason of infirmity, illness, incapacity or social problems they are unable to undertake these responsibilities effectively, the aim being to assist the client to remain independently in the community for as long as possible.

8. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
Listed below are the responsibilities this role will be primarily responsible for:

· To visit clients who are experiencing difficulties because of a variety of handicaps,

· whether this be due to physical disability, old age, learning disability or mental illness.  There may be occasions when this could involve assisting in the care of children because of illness or social problems within the family.  Home Care & Support Workers will work in an unsupervised capacity and will be expected to use initiative and act in emergencies.

· To attend to clients as programmed which may include travelling outside of the Extra Care development.

· To carry out personal and caring tasks that are not the responsibility of a nurse but which could normally be expected to be undertaken by a member of the family.

· To encourage and motivate clients to maintain their independence within their limitations.

· To report to the Line Manager on the condition of the client particularly any significant change in the client’s behaviour, needs or circumstances.

· To establish a relationship with the client by giving support to those clients under stress, having regard to the social needs of clients, e.g. combat loneliness and improve the quality of life for the client whenever possible.

· To assist and encourage clients to safely use special equipment provided and to assist clients, if authorised by the Line Manager with the use of artificial limbs.

· To contact a doctor, Emergency Services or make appointments when a line manager is not present.

· To participate in the Service Code of Practice in relation to the administration of medication.

· To prepare and cook meals in the client’s home and assist with the delivery of meals from the main catering kitchen to flats and to assist in the monitoring of eating habits and food consumption of clients.

· To write/read letters and complete forms for clients.

· To assist in the cleaning of an exceptionally dirty or infested home.

· To undertake domestic and practical tasks, to maintain a good quality of life, which cannot be carried out by the client.

· To complete all administrative documents accurately.

· To attend meetings and report if necessary on the condition of clients.

· To work on a rota system for bank holidays, evenings, weekends and nights within the Extra Care development.

· To develop effective working relationships and systems with partner agencies within Extra Care and the wider community.

· Staff must ensure that they are aware of the fire drill and other emergency procedures in the scheme and be aware of the location of fire alarms and all first aid equipment and medicines.  To identify client needs and records s such with direction from Line Manager.

· Staff are required to sign and declaration stating that they have read and understood documents held in the Extra Care development relating to Health and Safety at Work and Fire Prevention and that they understand the requirement concerning the confidentiality of information obtained in the course of their employment.

This job description gives a statement of the general purpose of the job and provides an outline of the duties and responsibilities involved.  It is not intended to be comprehensive and it does not constitute a contract of employment.
9.
COMMON DUTIES AND RESPONSIBILITIES:
9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.
 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

To ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity

As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we are developing policies, which will seek to remove any barriers to equality of opportunity and to eliminate unfair and unlawful discrimination.


These policies apply to all employees of Durham County Council.

9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Person Specification: Home Care & Support Worker – Grade 3
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	
	Any of the following

· NVQ Level 2 in Care

· First Aid

· Food Hygiene Certificate

Relevant courses / qualifications
	Application form

Selection Process

Pre-employment checks



	Experience
	Relevant experience of caring in a personal or professional capacity.
	
	Application form

Selection Process

Pre-employment checks



	Skills/knowledge
	· Able to work as a member of a team

· Able to read and write

· Basic numeracy

· Able to communicate in an effective manner and appropriate manner

· Able to handle difficult situations with minimum supervision.

· Basic understanding of Health & Safety issues
	· Able to carry out household duties

· Able to assist people with budgeting

· Basic administration skills.

· Ability to travel to, and between various sites within the County, in given time limits.

· Understanding of Community Care Principles

· Knowledge of Health and Safety issues
	Application form

Selection Process

Pre-employment checks



	Personal Qualities
	· Physically capable of manual handling and lifting

· Available for work with flexible hours

· Able to deal with sensitive personal care tasks

· Pleasant manner

· Available to work evenings, weekends and bank holidays

· Commitment to ongoing training
	· Sensitive to, and awareness of, individual needs.
	Application form

Selection Process

Pre-employment checks
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