CHELSTON HALL

JOB DESCRIPTION – HEALTHCARE ASSISTANT
RESPONSIBLE TO 

The Healthcare Assistant (HCA) is responsible in the first instance to the Lead Practice Nurse. 
PURPOSE OF JOB
The purpose of the post is to provide nursing services to the patients of the practice.
SCOPE OF JOB
We are looking to employ a positive and confident HCA to join our friendly nursing team. The successful candidate will work alongside the rest of the nursing team and under the supervision of the practice nurses to provide treatment, preventative care, health promotion and patient education to our diverse patient group. Any necessary training will be provided to ensure each job role can be performed safely and efficiently. 
KEY RELATIONSHIPS/CONTACTS
Internal:
· Practice Nursing Team 

· Clinicians
· Doctors in Training

· Practice Manager

· Administration Team
· Wellbeing Team via PCN
External:
· Patients, carers and relatives
· Other healthcare professionals such as district nurses, specialist nurses, podiatrists and others. 
· Practice suppliers (equipment, supplies and services)
The HCA will be responsible to the Lead Practice Nurse on clinical matters and to the Practice Manager on non-clinical matters.

DUTIES AND RESPONSIBILITIES
Patient care

· New patient health checks
· Urine testing/analysis

· Blood pressure measurement/monitoring

· ECG

· Height and weight measurement
· Removal of sutures

· Ear syringing

· Take pathology samples from patients for analysis (blood, sputum, urine etc)
· Wound care and dressings
· Immunisations, including influenza, pneumovax and vitamin B12 under a PSD
· Supporting the practice nurses with the management of chronic disease monitoring
· Chaperoning and assisting GP’s with coil fitting and minor ops when required
· Support in the delivery of the Covid vaccination programme
The HCA will refer to a supervising member of the clinical team/GP if deviation from the protocol is required. 
Record keeping and administration

· Make accurate and detailed records of all patient encounters in accordance with practice records protocols and coding protocols
· Accurately label and document patient samples and submit for collection and analysis. 
· Contribute to nursing team record keeping (clinical, administrative, Health and Safety related records).
· Maintain skills in the use of in-house systems (EMIS, Ardens, , AccuRx and NHS email)
Maintaining a safe clinical environment
Specific:

· Record fridge temperatures, clean fridges, promptly report temperature variations from standard.
· Rotate stock according to date, maintain appropriate records and discard out of date stock in accordance with practice protocol.
· Prepare clinical areas between patients in accordance with infection control procedures including cleaning surfaces and equipment.
· Dispose of all clinical waste/sharps in accordance with practice’s infection control protocol.
· Clean and maintain all equipment in accordance with infection control and equipment maintenance policies.
· Take action to manage spills or decontaminate affected areas.
· Handling specimens and clinical waste/sharps in accordance with practice policy.

General:
The HCA will be aware of and comply with the practice’s Health and Safety Policy.  This will include:

· Minimising risk to self and others in the workplace.
· Identifying and reporting hazards/risks and contributing to control measures.
· Adhering to all relevant policies including infection control and cold chain

· Contributing to keeping the working area and patient areas tidy and free from hazards.
· Using protective equipment and clothing provided and in accordance with the practice’s policy.
· Ensuring sufficient supplies of all cleansing and infection control materials.
· Attending regular health and safety training.
Supplies management
· Check stock in all clinical rooms.
· Inform relevant person to order replacement stock.
· Support in the ordering of vaccines to maintain stock levels and store according to practice cold chain and storage policies.
Equipment maintenance and calibration

· Contribute to care and maintenance of equipment.
· Support in the organisation of the repair and regular maintenance and calibration of equipment.
Quality

· Provide services to the practice’s patient population to the highest possible standard.
· Work to agreed standards, monitor and maintain the standard of care offered.
· Take action if standards are not met (self or others).
· Contribute to clinical governance activities/clinical audit to ensure continual improvement of service delivery.
· Contribute to complaints responses/reviews, significant event, peer review and other shared learning activities.
· Support and mentor staff in training when required.
· Support the performance of team members including giving and receiving effective feedback.
Communication
· Appropriately advise and refer on patients if they require the services of another clinician or health professional.
· Communicate effectively, promptly and appropriately with patients and team members.
· Adapt to appropriate methods of communication to suit the patient’s needs.
· Communicate risk to patients and ensure proper consent gained where appropriate.
· Contribute to practice and nursing team meetings.
Personal development
The HCA will:

· Comply with Chelston Hall Surgery policies and procedures to provide outstanding patient care.
· Behave as a positive role model.
· Prioritise own work and work effectively with others to prioritise team and practice workload.
· Undertake training needed to ensure competencies for delivering all responsibilities.
· Maintain awareness of current evidence-based approaches to patient care and update practice accordingly and in consultation with the team

· Attend and contribute to in-house training events.
· Take responsibility for own development including maintenance of a Personal Development Plan and record of learning, clinical supervision, staff appraisals, giving and receiving feedback.
Confidentiality

In the course of their duties, the HCA will have access to confidential information relating to patients, their carers, relatives and colleagues within and outside the practice. They may also have access to information relating to the practice as a business. All such information from any source whatsoever will be treated as strictly confidential.

Information relating to patients, their carers, relatives and colleagues within and outside the practice and in relation to the practice as a business will only be shared in accordance with the practice’s Confidentiality Policy, the General Data Protection Regulations and the Freedom of Information Act and in such a way that personal and sensitive patient-identifiable data is protected

Equality and Diversity

The HCA will comply with the practice’s Equality and Diversity Policy, including:

· Recognising the rights of patients, carers, relatives and colleagues and respecting their needs, beliefs, privacy and dignity

· Not discriminating against patients, carers, relatives or colleagues on the grounds of any of the protected characteristics in the Equality Act 2010 (or its amendments or later legislation)
Other Duties 

The HCA may, from time to time, be asked to undertake other reasonable duties, with appropriate training. It is important that all members of staff are prepared to undertake additional or relinquish current duties to maintain service delivery to patients. It is expected that requests from the Management Team/Lead Practice Nurse will not be unreasonably refused.
