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Serving ALL the Community

JOB DESCRIPTION & SPECIFICATION

	Job Title

SAPPHIRE Hospital Support Worker
	Department

Health & Well Being Division

	Job Ref: Sapphire HSS
	Date of Issue:   09.05.2022

	Responsible to:

Health & Well Being    

Divisional Manager


	Contacts:

Staff volunteers and placements from the charity and external organisations 
	Supervisor
Health & Well Being Divisional Manager

	Location

Sandwell Hospital 

Lyndon, West Bromwich, West Midlands, B71 4HJ
&

West Bromwich African 

Caribbean Resource Centre

Thomas Street  

West Bromwich 

West Midlands 

B70 6LY         


	Probationary Period

6 Months 
Special Conditions:

Casual Car user allowance applicable £40.00 per month
SAPPHIRE Service Role: Fixed Term Contract 1st June 2022 until 31st March 2023
Sick Pay
4 weeks full pay (Pro Rota)
4 weeks half pay (Pro Rota)
In any 12 month period. No sick pay will be paid during the probation period
Smoking

All premises of the African Caribbean Resource Centre are designated as no smoking building.
	Salary

£9.70 per hour 

Pensions 

WBACRC will operate an Auto enrolment pension scheme. Staff eligible will be notified upon its commencement 

	Working Hours
16 Hours per week

Tuesdays, Thursdays and Fridays 9am – 5pm (21 hours per week with an hour lunch break)
The post requires working unsociable hours including evenings.*Additional hours may be required from time to time.  You will also be required to cover for Day care Staff when they are on annual leave or on sick leave


	Annual Leave

WBACRC recognises bank, public, statutory and concessionary days in addition to: 

24 days p.a. (pro rota)


	Unions
WBACRC recognises the rights of all employees to belong to a trade union if they wish.  

	SAPPHIRE Service Job Summary & Responsibilities
Assist the WBACRC centres Senior Hospital Support Worker to support African Caribbean/Dual Heritage Patient and their family carers on the wards to ensure their needs are met on the ward and in the community before they are discharged and help your line manager supervise students and volunteers
1. Each morning, liaise with the Agewell Sapphire Workers to see if they have made a referral and input information onto the Syam’s database.
2. Attend Lyndon 4, AMUB, OPAU Ward Briefing Session meetings at Sandwell and Russell’s Hall Hospitals on Tuesdays, Thursdays and Fridays mornings.  If the patient has requested the WBACRC’s Day Care or Home Care Services. raise this at the morning briefing meeting or with the Discharge Planning Coordinators at the above hospitals.
3. If the WBACRC Senior Hospital Support Worker is not available go on the morning and afternoon Agewell ward trolley run, record the name of each patients and the ward the on so you can visit them later in the day.

4. On a daily basis, complete the initial WBACRC patient questionnaire on the ward, and alert the HWB Divisional Manager of the referral.  Including details of the patients carers (name, address/postcode, telephone number, Age and Ethnic group and inform the HWB Divisional Manager of the referral at the end of each day.
5. Befriend African Caribbean or Dual Heritage Older Adults Patients on the ward to reduce their isolation

6. When required, support the patient with hydration and assist them to eat their meals
7. If there are no African Caribbean or Dual Heritage Older Adults at Sandwell Hospital, you will be allowed to visit other patients from other ethnic groups that are over 50 years of age.
8. Report any incident at the hospital to your Senior Hospital Support Worker and to the HWB Divisional Manager.  If the HWB Divisional Manager is not available inform the WBACRC CEO. 
9. Visit patients you have been support on the ward at home once they have been discharged from hospital (within 7 days) and complete the WBACRC Feedback form 

10. Complete your mileage sheet and the end of each month and give it to the HWB Divisional Manager, include the petrol receipt for visiting clients and external training only.
11. Attend additional training as and when required as part of your personal development, it is your responsibility to inform the hospital leads Lyndon 4, AMUB, OPAU, Prior 4/5, Newton 4/5, Lydon 4/5, A&E, D11 and D26 Wards when the training is not at the Sandwell, Russell’s Hall or City sites.
12. Work with the hospital team and complete OBI/AE referrals and assessments on the wards of Sandwell Hospital.

13. Identify clients care needs at home and sharing the information at Multi-Disciplinary Team briefings and Discharge Planning meetings to ensure clients and their carers receive an appropriate care package to reduce the likelihood of readmission. 
14. Telephone-based service (Stay in Touch Calls) providing support and advice
15. Information, Advice & Guidance relating to care, finance, anti-poverty and community services. We will support people to access Welfare Rights payments e.g. Personal Independence Payments, Carer’s Allowance/Direct Payments and Pension Credit etc.
16. Helping clients to maintain their own health and wellbeing where appropriate and to encourage and support them to remain socially active. 
17. Referring Carer’s into existing commissioned support services being delivered locally.
18. On occasions you may be required to work with the WBACRC (Day Care, Catering, and Reception), this may not be on your regular day’s however it will fall within your existing contracted hours.
19. On occasions there may be other tasks you are required to complete that are not in your job description.


	EQUALITY OF OPPORTUNITY

The West Bromwich African Caribbean Resource Centre (WBACRC) is committed to the principles of equality of opportunity for employment and service provision regardless of race or colour, nationality, religion, ethnic or national origin, gender, responsibility for dependents, gender re-assignment, marital status and sexuality, disability or trade union activity.  WBACRC is committed to assisting in promoting the welfare of all people in measures of providing equal treatment to all its employees irrespective of age.  
The organisation seeks to fulfil it’s aims and objectives with regards to equal opportunity ensuring that individuals are treated fairly and equitably in compliance with the primary policies.  WBACRC seeks to provide an active non-discriminative working environment for all its employees and will not at any time knowingly exercise unfair discrimination.  WBACRC Equal Opportunity Policy will be regularly monitored with the view of determining its implemented effectiveness and it’s assessments brought to Board level.

To carry out your duties in line with the organisation’s policies on equality, anti-discrimination, harassment and racial equality. To be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to an harmonious working environment. To personally act as an exemplar on these issues. To identify and monitor training in line with these policies for yourself and any employees you are responsible for.

REHABILITATION OF OFFENDERS ACT 1974 (EXCEPTIONS) (AMENDMENTS) ORDER 1986
Because of the nature of the work for which you are applying, this post is ‘except’ from the provisions of the Rehabilitation of Offenders Act 1974, by virtue of the (Exceptions) (Amendments) Order 1986. Applicants are therefore NOT entitled to withhold information about convictions which for other purposes are ‘spent’ under provisions of the Act.  In the event of employment, any failure to disclose such convictions could result in dismissal or disciplinary action. Any information given will be completely confidential and will be considered in relation to your application for this post. Full details of any convictions, including the date, type of offence and sentence imposed must be declared.

Confidentiality
Accesses to personal files are based on a need to know basis and guidance on the operation of this policy should be sought from your line manager.

Finance
On occasions you may be required to handle service users’ money including payment for meals, etc.  Ensure that service users are fully aware of the charge, amount giving and change returned.


SAFEGUARDING

The WBACRC takes seriously its responsibility for safeguarding and is committed to safeguarding and promoting the welfare of children, adults and older people. Therefore we require that all staff share this and act accordingly by applying organisation policy and procedure and attending annual safeguarding training.

	Person Specification

Factor

Definition

A

T 

I

Experience

· Experience of working within a Voluntary Sector setting.
· Experience of using commonly used IT soft ware

· Experience of providing administrative support

· Experience of taking minutes and report writing

· Experience organising events, seminars, conferences

· Experiencing in setting up office systems
Knowledge

· The ability to work in a team and with a wide range of people in a confident and approachable friendly manner.   

· The ability to liaise and engage with people at a range of levels.

· The ability to produce reports and a range of written documents including statistical information.

· A clear commitment to working with WBACRC’s equal opportunities and other policies, plus a demonstrable commitment to working in ways, which support the involvements of socially, excluded groups.

· The ability to communicate effectively over the phone and face-to-face in meetings and in writing.

· The ability to work under pressure and to manage and prioritise a varied work programme while working flexibly to meet the needs of the service.

· An ability to work in co-operation with a committed, hard working and diverse staff team.
· NVQ Level 3 or equivalent preferred
Skills 

&

 Ability

· Ability to devise and implement appropriate monitoring systems

· Good verbal and written communication skills

· Good numeracy skills

· Ability to manage and supervise volunteers/cleaner

· Understanding/experience of voluntary sector

· Commitment to good equal opportunities practice
Commitment & 

Approach 

· Flexible hours but committed to hours required to cover meetings/conferences etc.

· Responsibility for opening or closing (where applicable)

· Prepared to work additional periods of time when required




	Factor
	Definition
	A
	T 
	I

	Essential
	· NVQ or Diploma in Health & Social Care Level 2
	
	
	

	KEY:

A  = Assessed through application form

T  = Assessed through test at interview

I  = Assessed through interview
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