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JOB DESCRIPTION
(Please note this job description is issued as a guide only and
will be reviewed as the business develops)

JOB TITLE: Referral to admission team (R2A) – Health Care Assistant
RESPONSIBLE TO: referral to admission team (R2A), and R2A Manager/Coordinator
ACCOUNTABLE TO:  Outpatient Manager 
PURPOSE OF ROLE
To provide a professional patient experience by providing high quality and effective case management.
PURPOSE OF ROLE
The role will be to support the pre-admission team by assisting with the pre-operative case management.
SCOPE OF ROLE
· To assist the R2A Registered Nurse and clinical support person to effectively promote this position
· To support the R2A clinical service by assisting effective pre-operative case management
· To provide efficient pre-operative phone calls and inform R2A team of suitability for surgery and administrative support to the R2A team
· To evaluate the standards of care delivered and be involved in audit of systems as required
KEY RESPONSIBILITIES
· To provide phone calls to all pre-operative patients in a timely and efficient manner
· Answer the telephone in a professional manner and manage enquiries
· Download paper copies of pathology reports and ensure all notes are maintained and complete to agreed standards
· Scan results into the electronic patient records (EPR) system as required
· Support the R2A team in providing a professional and timely service
· Communicate professionally with all medical, nursing and ancillary staff and relay data concerning ongoing care of patients
· CLINICAL/TECHNICAL

· Scan all documents as requested by the R2A Manager/Coordinator onto the patient’s electronic record

· Liaise with the relevant members of the multidisciplinary team
· Ensure the patient receives a high standard of care at all times to ensure a good patient experience having regard for their customs, religious beliefs and doctrines
· Use clinical skills and knowledge to ensure patients are clinically fit for their procedures and admitted into hospital appropriately
· Maintain accurate patient records and support allied staff to do the same
· To be courteous and polite at all times to patients and colleagues and to expect to be treated as such in return
EDUCATIONAL/PERSONAL
· Participate in education and training to maintain and upgrade skills
· Act as a role model and actively promote all matters relating to health education and health promotion
OPERATIONAL MANAGEMENT
· Assist R2A staff to maintain a robust service
· Adhere to Practice Plus Group Hospital, Plymouth departmental policies and procedures
· Be involved in audit to improve service delivery
· Work closely with all departments
· Maintain your own record of sickness and leave
· Ensure you are appropriately trained for accurate use of the different IT systems
COMMUNICATION AND RECORDING ROLE
· Use of IT – communicate effectively using computer systems
· Use email to communicate effectively with other staff members
This list of responsibilities is not exhaustive and the post holder may be required to 
undertake other relevant and appropriate duties as are reasonable required.

Health and Safety 
· Work in accordance with Health and Safety guidelines under the Health and Safety at Work Act (1974) and attend sessions as required e.g., fire procedures, manual handling etc.
· Attend the yearly mandatory update training
· Take responsibility for adhering to all relevant health and safety legal requirements for that of the individual post holder as well as that of others and contribute to the provision of a safe environment for staff, patients and visitors
· Report and record all accidents and incidents involving self, patients, staff of visitors to your manager according to correct procedures
ADDITIONAL INFORMATION
In addition, the successful candidate will be required to adhere to the following:
EDUCATION AND DEVELOPMENT
· To participate in appropriate training courses or updated in accordance with mandatory requirements and individual Personal Development Plans in accordance with Practice Plus Group policies and procedures
PROFESSIONAL
· To adhere at all times to the Professional Code of Conduct, and any other professional guidelines/documents
· To comply with guidelines issued from time to time by the UK professional body or any other professional association relating to the practice of your specialty, together with guidance issued from time to time by other competent agencies on clinical, medical and ethical issues
REGULATORY FRAMEWORK
· To adhere at all times to the regulatory frameworks set out by the Care Quality Commission incorporating the requirements for Independent Health Care, as well as The Department of Health Standards for Better Health by working to Practice Plus Group Hospital, Plymouth policies and procedures
· The individual will be required to participate in information requirements/requests as per regulation
INFECTION CONTROL
It is the responsibility of all individuals to comply with infection control policies and to attend any appropriate training requirements in line with Practice Plus Group Hospital, Plymouth’s responsibility to comply with Government Directives and associated codes of practice and take appropriate action where non-compliance is evident.
CONFLICT OF INTEREST
It is the responsibility of all staff to ensure that they do not abuse their official position to gain or benefit their family or friends
CONFIDENTIALITY
The post holder must preserve the confidentiality of any information regarding patients, staff (in connection with their employment), and Practice Plus Group Hospital, Plymouth’s business and this obligation shall continue indefinitely. This is also in accordance with the Code of Confidentiality and the Data Protection Act 1998.
HEALTH AND SAFETY
Employees must be aware of the responsibilities placed on them under the Health and Safety at work Act (1974), to ensure that the agreed safety procedures are carried out to maintain a safe environment for patients, employees and visitors.
RISK MANAGEMENT
All staff have a responsibility to report all clinical and non-clinical accidents or incidents promptly and when requested to co-operate with any investigations undertaken.
PRIVACY, DIGNITY AND RESPECT AND QUALITY OF OPPORTUNITY
The hospital is committed to ensuring that all current and potential staff, R2Aients and visitors are treated with dignity, fairness and respect regardless of gender, race, disability, sexual orientation, age, marital or civil partnership, religion or belief. Staff will be supported to challenge discriminatory behavior
EQUAL OPPORTUNITIES
Practice Plus Group Hospital, Plymouth is committed to promoting equal opportunities in employment and will keep under review its policies and procedures to ensure that the job-related needs of all staff working in Practice Plus Group Hospital, Plymouth are recognized.
Practice Plus Group Hospital, Plymouth will aim to ensure that all job applicants, employed or clients are treated fairly and valued equally regardless of sex, marital status, domestic circumstances, age, race, color, disablement, ethnic or national origin, social background or employment status, sexual orientation, religion, beliefs, HIV status, gender reassignment, political affiliation or trade union membership. Selection for training and development and promotion will be on the basis of the individual’s ability to meet the requirements of the job.
This list of duties and responsibilities is not exhaustive and the post holder may be required to undertake other relevant and appropriate duties as reasonably required.
This job description is subject to regular review and appropriate modification.
I confirm I have read and understand this Job Description 

Name of Post holder 			…………………………………..

Signature 				…………………………………..

Date					…………………………………..




















POST TITLE:			Pre- admission Team- Health Care Assistant

DEPARTMENT:			R2A/OPD

	FACTORS
	Essential
	Desirable

	1. Physical Requirements
	· Satisfactory OccuR2Aional Health clearance for the role specified.
· Good attendance record. 
· Have a satisfactory CRB clearance 

	

	2. Education/qualifications
	· NVQ Level 3
· BLS training
	

	3. Previous Experience
	· Extensive experience within a surgical environment

	•  Previous experience in performing pre operative investigations

	4. Skills, Knowledge & Abilities
	· Evidence of ability to work collaboratively in a multidisciplinary team
· Desire for self development
· Good understanding of Infection Control and Health and Safety issues relating to health care
· Ability to plan and prioritise own workload when under pressure
· Ability to work flexibly within a changing environment
· Excellent written and verbal communication skills
· Computer literate
· Excellent time management skills and able to work unsupervised
	· Research/audit skills  
· Be willing to learn the above skills with the appropriate training and under supervision
· Ability to undertake phone assessment 

	5. Aptitude/Personal Characteristics
	· Assertive
· Self motivated
· Commitment to personal development
· Confident and innovative
	







0
R2A HCA updated: November  2024
image1.jpeg




