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	JOB DESCRIPTION    Healthcare Assistant Endoscopy


RESPONSIBLE TO:

Endoscopy Manager
ACCOUNTABLE TO:

Head of Nursing & Clinical Services  
JOB SUMMARY

The Endoscopy Health Care Assistant is a member of the Endoscopy unit appointed to support the staff and the safe delivery of all services available within the Endoscopy department. This includes outpatient clinics, phlebotomy clinics, procedure clinics (Urology, Gastroenterology & Gynaecology), pre-assessment clinics, admission and discharges of patients.

The role involves contact on a physical and psychological level with patients and their families.  The post holder will undertake a range of activities this can be autonomous or under the supervision of a registered nurse, having been assessed and deemed competent in the activities required. To take particular responsibility for the cleaning of equipment within the unit (medical and non- medical). To adhere to the hospital and departmental policies and procedures at all times.
Principal Duties and Responsibilities 
Statutory

· Comply with the Care Quality Commission standards for healthcare in UK, the Joint Advisory Group and other standards in the Endoscopy department.

· To ensure that all procedures performed meet individual patient needs, reflect good practice and are provided by means of appropriate equipment, within the agreed patient care pathways.
· To undertake pre procedure telephone gastroscopy calls 48-72 hours prior a gastroscopy procedure.
· To ensure all patients have been added to the Endoscopy patient electronic system Solus.

· To support the patient experience clinical service by assisting effective pre-procedure case management.

· To request blood requests electronically and make sure its available on the patient’s file for the right clinics.

· To admit patients including to perform the pre procedure preparation on the day of procedure (observations, urinalysis, pregnancy test, etc).

· Procedure room list management, troubleshooting as required.

· Prepare clinical files for daily activity within the department the day prior to the activity.

· To assist consultants in raising radiology requests, blood tests, etc for the continuity of patient care.
· To assist consultants/Endoscopists with use of patient data programmes (Solus, Maxims, etc).

· To report any systems faults to the Business System’s team and Endoscopy Manager.

· Undertake patient post procedure telephone calls as per departmental policies and procedures.
· To ensure that informed consent are obtained before commencement of any treatment.

· Ensure all accidents and incidents are reported to the Endoscopy Manager.
· To be responsible for maintaining accurate, timely and complete records, ensuring the safety and confidentiality of information.
· Ensure that the cleanliness and hygiene of the Endoscopy department is maintained, adhering to Infection Prevention Control policies and procedures, Health and Safety policies and procedures.

· To ensure that equipment is handled correctly and maintained in a safe working order, reporting any defects to the appropriate contractors and the Endoscopy Manager
· To be aware of, and comply with, the Health and Safety at Work Act reporting all accidents/incidents and ensuring that personal behaviour does not put themselves, patients or other team members at risk.
Service Provision

.

· Understand and, implement Practice Plus Group policies, procedures, Best Practice Guidelines and comply with Statutory, National Care Standards and Purchaser requirements. 
· Comply with Unit Specific Policies and procedures.
· Maximise workload efficiently and effectively but not compromising quality.
· Uphold Practice Plus Group clinical governance systems.
Systems and Administration

· Contribute towards the management of health and safety and infection prevention control in the endoscopy department.

· Adhere to systems and procedures for quality and safety.  

· Assist with the investigation of complaints, accidents and critical incidents in accordance with agreed procedure. 
· Participate in regular endoscopy meetings and attend other unit meetings.
· To monitor and maintain stocks of material and equipment at appropriate levels within the endoscopy department, as delegated by the endoscopy manager and other qualified healthcare practitioners within the department.
· To answer the telephone in a professional manner and manage enquiries. To document where appropriate in patient’s electronic system.

· To use e-mail effectively to communicate with others as and when appropriate to maintain patient safety and continuity of care.

· To ensure all emails are sent with formal PPG signature at the bottom.

Professional

· Maintain high standards of practice and patient centred care.

· Maintain the relationships with all healthcare professionals to excellent professional working relationships between doctors, departmental staff, staff in other departments, cleaners, porters, contractors and all other staff involved in the care delivery or the endoscopy services. 

· To promote safe patient care and to be willing to develop and apply new skills to maintain and enhance clinical service delivery.

· Contribute to the legality and accuracy of the patients care plan/ and or other reports and the effectiveness of the established communication / reporting system over the full 24hrs 

· Provide support and assistance to qualified staff.

· To attend local orientation programmes and mandatory training sessions.

· To contribute to annual appraisal and be responsible for own personal performance/ development plan.

Clinical
· To support the registered healthcare professionals working within endoscopy department in implementing an agreed plan of care in association with the patient and in accordance with instructions and training received.

· To be responsible for cleaning/washing patient trolleys before and between cases.
· To assist with transportation of patient to and from the procedure room/department.

· Continuously recognise and give priority to the needs of patients, maintaining respect, dignity and an individualised approach to patient services.

· To contribute to the monitoring of measurable standards of care and ensure they are maintained.

· To uphold quality initiatives that improves ‘customer care’ and enhances the interface between staff, patients and visitors.

Audit  and Risk Management Responsibilities

· To participate in the audit process for monitoring and reviewing quality of services delivered within the Endoscopy department.
·  To be aware of the endoscopy departmental risks and assist with risk assessments. 
To be aware of, keep up to date with and adhere to the following at all times:

Stock Control

· To report any concerns regarding clinical consumables and pharmacy stock control to the Endoscopy Manager or the Endoscopy co-ordinator in her absence.
· To maintain agreed patient information leaflets stock levels required for all the departmental activity to run safely and smoothly.

· To report any out of date information to the Endoscopy Manger.
Self Development

· To project the Company's image at all times through professional appearance/manner.
· To follow uniform policy at all times.
· To attend mandatory, equipment and competency training programmes as per company requirements

· To participate in the induction and to work in a collaborative and co-operative manner, recognising and respecting each individual’s contribution to the centre.

· To undertake any specific duties as delegated by the Endoscopy Manager on an ad hoc basis.

· To participate in meetings as appropriate.

.

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.

Health and Safety 

As an employee of Practice Plus Group, the post holder has a duty under the Health and Safety at Work Act 1974, to:-

· Take reasonable care of the health and safety of themselves and all other persons who may be affected by their acts or omissions at work.

· Co-operate with their employer to ensure compliance with Health and Safety legislation and the Health and Safety policies and procedures of the treatment centre, not intentionally or recklessly interfere with, or misuse, anything provided in the interests of health, safety, or welfare, in pursuance of any of the relevant statutory provisions.

Data Protection 

The post holder must at all times respect the confidentiality of information in line with the requirements of the Data Protection Act.  This includes, if required to do so, obtain, process and/or use information held on a computer in a fair and lawful way, to hold data only for the specified registered purposes and to use or disclose data only to authorized persons or organizations as instructed.

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




…………………………………...

	SUPPLEMENTARY INFORMATION  - Healthcare Assistant, Endoscopy


	Location:
	Practice Plus Group Southampton Hospital


	Salary:
	£22.385 pa


	Hours:
	37.5 per week


	Length of Contract:
	Permanent 


	Leave:
	187.5 hours and  60 hours bank holiday


	Pension:
	1%



	PERSON SPECIFICATION –  Healthcare Assistant, Endoscopy


	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications


	· Commitment to personal development.
· Good standard of English literacy & numeracy skills.
· NVQ 2 in Care or equivalent.
· Basic IT skills.
	

	Experience
	· Experience of working in a Health Care Assistant role or other caring roles.
· Experience of working in the hospital setting.

· Good basic communication skills (verbal and non-verbal).

· Understands basic level of infection prevention and control within healthcare.
	· Experience of working within the endoscopy department or/and Outpatients setting.



	Skills and Knowledge
	· Understands the need for strict confidentiality.
· Understands and committed to a caring approach to patients and relatives.

· Able to carry out basic procedures as delegated by and under the direction of qualified theatre practitioner staff.
· Able to demonstrate an empathetic and caring approach to patients and relatives and work so that patients dignity and respect is maintained at all times.

· Able to prioritise own workload.

· Able to work under own initiative within boundaries of role.

· Demonstrates awareness of importance of working as part of a team.

· Able to communicate routine information including observations, effectively verbally and written to staff, patients and relatives.
	· Awareness of the National Joint Advisory Group standards for Endoscopy.
· Knowledge/experience of patient care pathways in secondary care setting.

	Other Factors


	· Committed to the overall aims of PPG.

· Committed to the provision of quality patient care.
· Positive attitude. 

· Willing to develop/learn in the role.

· Fit to undertake the duties of the post.

· Ability to be flexible with regard to working hours.
· Lives within reasonable travelling distance.
· Ability to work within a multi-cultural environment.
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