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	PERSON SPECIFICATION Directorate 
	Nursing 

	Job Title 
	Health Care Assistant 


PERSON SPECIFICATION
ESSENTIAL
DESIRABLE EDUCATION AND QUALIFICATIONS
NVQ Level 3	D
SKILLS, KNOWLEDGE AND ABILITIES
Evidence of effective team working	E
Proficient IT and presentation skills	E
Ability to write and maintain accurate records	E
EXPERIENCE
Previous experience of working within a Primary Care Setting	D
PERSONAL ATTRIBUTES
Team player	E
Able to perform under pressure	E
Professionalism and advocate for high standards	E
OTHER FACTORS
Flexible and positive approach to work	E
Able to meet travel requirements of post	E
Full UK Driving License and access to own vehicle ………………………………………………………………………………  E



JOB DESCRIPTION
Job Title
Health Care Assistant
Directorate
Nursing
Responsible to
Clinical Services Manager

VISION, MISSION and VALUES
Our vision is to provide excellent person-centred planned care to the people we serve, and we will always provide friendly, professional, person-centred care with dignity and respect.
JOB PURPOSE 

To be part of the Primary Health Care Team providing high quality and forward-thinking nursing care to meet the holistic healthcare needs of the Practice population. To work to agreed Practice standards and protocols for the delivery of patient care. 
JOB SUMMARY
Primary duties and areas of responsibility
The Health Care Assistant 
1. Works under indirect supervision of the Practice Nurses and Nursing Lead
2. Is accountable to the Nursing Lead and the Primary Care Network for their actions in undertaking delegated work. 
3. You will be responsible for attending to patients who wish to be seen by a health care professional within the Patients Home, providing high quality evidence-based nursing services to the population of Shore Medical.
4. Provides support to other members of the primary health care team and contributes towards the co-ordination of team activities and the development of the Practice as a whole. 
5. Refers to more senior members of the Primary Health Care team as appropriate. 
6. Works within all relevant practice policies and procedural guidelines – for example: infection control, chaperoning. 
7. Is required to keep competencies up to date and partake in ongoing training and appraisal process for continuing professional development. 
8. Give specific treatments under Patient Specific Directions where appropriate and if deemed competent. 
9. Promotes effective communication and relationships within the team. 
10. Works collaboratively as a team member to achieve the aspirations and objectives of the Practice as a whole. 
11. Actively participates in clinical and practice meetings. 
12. Contributes to the development, monitoring and evaluation of care delivery. 
13. Encourages and supports patients to address issues which affect their health and social well-being. 
14. Engaging in opportunistic or formal Health Promotion where appropriate. 
15.  Working with the Practice to support vulnerable patients. 
16. Is aware of Safeguarding issues and escalate concerns to a senior member of the team in a timely manner. 
Clinical Responsibilities 
The Health Care Assistant undertakes procedures that are agreed by the Head of Nursing which are likely to include: 
1. Venepuncture 
2. BP checks, height, weight, BMI, urinalysis, ECG 
3. NHS health checks 
4. Long term condition/Chronic disease health checks 
5. Flu & Covid vaccination (following approved training and competence checks
6. Diabetic Foot Checks (following approved training and competence checks)
7. Dressings (following approved training and competence checks)
8. Smoking Cessation (following approved training and competence checks)
9. Chaperoning other clinical staff 
10. Supporting patients who are anxious or distressed 
11. Maintaining and cleaning equipment.
12. Responsible for the correct and safe management specimens including collection, labelling, handling, use of correct and clean containers, storage and transport arrangements.
13. Safe management of sharps procedures including training, use, storage and disposal 



Other Responsibilities

INFLUENCE AND DEVELOPMENT POLICY 
The HCA contributes to Practice policy development as required. 
MANAGE RESOURCES 
No financial/budgetary responsibility for this post but the post-holder is expected to work responsibly to avoid waste and to identify cost-saving opportunities where appropriate. 
QOF
Be aware of need to complete QOF requirements where appropriate
MANAGE AND USE INFORMATION 
The HCA makes effective use of the Practice Electronic Patient Record by ensuring the consistent and accurate entering of data and use of Read Codes. 
The HCA contributes to an appropriate call and recall system of patients 
The HCA makes recommendations to raise standards of practice and service delivery. 
RESEARCH AND DEVELOPMENT 
The HCA contributes to Audit/Research activity as required. 







FLEXIBILITY 
There is a requirement to be flexible to provide cover for holidays and sickness. 
HCAs may also occasionally be required to provide cover for receptionist/administration duties as instructed. 
HCAs may be required to work at any location where the Primary Care Network is providing clinical services.
EQUALITY AND DIVERSITY
The post-holder will support the equality, diversity and rights of patients, carers and colleagues. Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation. Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues. Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

OTHER
An awareness of own limitations and experience
Any other duties not listed above– Ad hoc as and when required to meet the needs of patients and maintain an appropriate level of service within the Practice. 

General Information
This job description is not intended to be an exhaustive list of duties, but merely to highlight the current main responsibilities of the post. The Primary Care Network reserves the right to change terms from time to time. Along with your main duties; you will also be expected to carry out any other duties that are reasonably asked of you. It may be reviewed from time to time in agreement with the post holder, Nursing Lead, Operations Manager and Primary Care Network Directors. The post holder will be required to comply with all policies and procedures issued by and on behalf of Shore Primary Care Network.
Rehabilitation of Offenders Act 1974 

Because of the nature of this work, this post is exempt from the provisions of section (42) of the Rehabilitation of Offenders Act 1974 (exemptions) Order 1975. Applicants for this post are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provisions of the Act and in the event of employment, any failure to disclose such convictions could result in disciplinary action or dismissal. Any information given will be completely confidential and will be considered only in relation to an application for a position to which this order applies. 
Safeguarding Vulnerable Adults & Children
Shore Primary Care Network is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all employees, volunteers and contractors to share this commitment. All staff have a duty to safeguard and promote the welfare of patients, their families and carers. This includes practitioners who do not have a specific role in relation to safeguarding children or adults. Post holder should be familiar with the Primary Care Networks safeguarding polices. Attend appropriate training for safeguarding and know who to contact if they have concerns about an adult or child’s welfare. It is the responsibility of every member of staff to maintain the highest standards of data quality for clinical, operational and managerial purposes’
Health and Safety
The post holder is required to conform to the Primary Care Networks Policies on Health and Safety and Fire Prevention, and to attend related training sessions as required.
Confidentiality
To always maintain confidentiality.  As part of the post holder’s duties, you will have access to confidential material about patients, members of staff and other Health Service business. On no account must information relating to identifiable patients be divulged to anyone other than authorised persons. Similarly, no information of a personal or confidential nature concerning individual members of staff should be divulged to anyone without the proper authority having first been given.  Failure to observe these rules will be regarded as serious misconduct, which could result in serious disciplinary action being taken including dismissal.
Infection Control
It is a requirement for all Primary Care Network staff to comply with all infection control policies and procedures. All staff should ensure that they fulfil their responsibilities for infection prevention and control, that they provide leadership where appropriate in infection control matters and that they challenge poor infection control practice in their workplace. All clinical staff will be expected to complete annual infection e-learning. The prevention and appropriate management of infection is of paramount importance in the quality and safety of the care of patients, members of staff and the public. It is the responsibility of all staff to be aware of, assess and minimise these risks and comply fully with Infection Prevention and Control Policies.
No Smoking Policy
In recognition of the Primary Care Networks commitment to health promotion and its health and safety responsibility, there is a no smoking policy that prevents all staff from smoking on site and whilst on duty.
Equal Opportunities
Shore is an Equal Opportunities employer and the post holder is expected to promote this in all aspects of his / her work. The Primary Care Network’s duty is to ensure that no existing or potential employees receive less favourable treatment on the grounds of sex, sexual orientation, race, colour, nationality, ethnic origin, religion, marital status, age or disability, or are disadvantaged by conditions or requirements that cannot be shown to be justifiable. This also applies to patients – the Primary Care Network has a duty to ensure patients have the right to equal access, care and treatment. All employees are expected to comply with this policy.
Financial
Order and receipt goods in accordance with Shore’s financial framework. To comply with standing financial instructions.
Data Quality
DATA PROTECTION ACT 
All members of staff are bound by the requirements of the Data Protection Act 1998 and any breaches of the Act or of the confidential nature of the work of this post could lead to dismissal. 
The information that you record as part of your duties at the Primary Care Network must be ‘fit for purpose’, reliable and easily accessed by appropriate/authorised personnel. To achieve this standard the information must be: Accurate, Legible (if hand written), Recorded in a timely manner, kept up-to-date and appropriately filed. All staff must monitor and take responsibility for data quality throughout the areas of the system used locally, all users maintain timely input, and ensuring that data is checked with the patient, and staff (in relation to their staff record), whenever possible, and to support initiatives to improve data quality.
N.B. Recorded information includes: patient information entered in case notes and entered on any computerised care records system, financial information, and health & safety information e.g. incident reporting and investigation, personnel information recorded in personnel files etc. Failure to adhere to these principles will be regarded as a performance issue and will result in disciplinary action.
Records Management
All employees of Shore are legally responsible for all records that they gather, create or use as part of their work (including patient, financial, personnel and administrative), whether paper or computer based. All such records are considered public records and all employees have a legal duty of confidence to service users. Employees should consult their manager if they have any doubt as to the correct management of records with which they work.
Conduct
The post holder is an ambassador for Shore and his / her actions, and conduct will be judged by service users as an indication of the quality of the service provided. The post holder will also comply by the NHS Core Values.
Other
Shore is committed to continuous improvement in managing environmental issues, including the proper management and monitoring of waste, the reduction of pollution and emissions, compliance with environmental legislation and environmental codes of practice, training for staff, and the monitoring of environmental performance.

NOTE
This job description is not exhaustive and is intended to provide an outline of the key tasks and responsibilities only. There will be other duties required of the post holder commensurate with the position.

Job Description Acknowledgement
I have received, reviewed and fully understand the job description for Advanced Nurse Practitioner. I further understand that I am responsible for the satisfactory implementation of the essential functions described under any and all conditions as described.

Employee Name	Date	

Employee Signature	
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