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Practice Plus Group




	JOB DESCRIPTION    Porter


RESPONSIBLE TO:
Supplies Manager
ACCOUNTABLE TO:
Operations Manager
JOB SUMMARY

To provide the safe and efficient transfer of patients and goods around the Hospital as required and to work as part of the Hospital Team to provide a safe and caring environment in which to meet patients needs.
Principal Duties and Responsibilities

Key Responsibilities:
Service Provision

Transfer of Patients

· To accompany admissions to the correct ward, to and from theatre, X-ray department and the patient’s transport on discharge.

· To ensure a safe environment for patients whilst transporting them.

· To assist in ensuring that the patients needs are met 

· To support the patient physically and emotionally.
· When transporting patients ensure that they are secure and covered and that they are treated kindly and with respect. 
· To assist the ward/theatre staff in the transferring of a patient from one bed to another when requested

Transfer of Goods & Equipment

· To accept deliveries, ensure boxes are stored appropriately and rubbish removed.

· To adhere to manual handling and infection control procedures

· To assist with the delivery of stock from the consumables store to other departments as and when required.
· To follow correct Health and Safety guidelines on the maintenance and use of oxygen cylinders, ensure that deliveries are made, that cylinders are stored securely and that keys to the storage area are kept safely.  
· To safely & securely transfer medical and corporate records adhering to the Data Protection Act & Caldicott Guidelines.
· Report any incidents/accidents promptly to the Operations Manager / Clinical Services Manager.
General
· Understand and adhere to Practice Plus Group Hospital’s policies, procedures, Best Practice Guidelines and comply with Statutory, National Care Standards and Purchaser requirements. 
· Ordering linen

· Unloading & checking cages of clean linen, topping up all departments.

· Collecting dirty linen from all departments

· Specimen collections throughout the day

· Implement and comply with Unit Specific Policies and procedures.
· Provide a service that is flexible, responsive and non-discriminatory.
· Maximise own workload efficiently and effectively but not compromising quality.
· Uphold Practice Plus Group Hospital’s clinical governance systems.
· Participate in team meetings to ensure informed and involved in developments in delivery of the portering service and of the Hospital as a whole

· Familiarise yourself and adhering to all contractual KPI’s pertaining to your department

· Achieving financial and non-financial targets related to portering that supports the contractual agreement as well as business needs.
· Participating in change and development projects that affect the hospital To understand the staff structure of the hospital and be aware of communication channels.

· To participate in discussions at staff meetings and assist in the training and orientation of new members of the team.
· To assist in maintaining a clean and neat environment both internally and externally. 

· To be aware of the emergency procedure for the hospital.
Systems and Administration

· Adhere to health and safety and infection control protocols for the portering team.

· Maintain systems and procedures for quality and safety.  

· Assist with the investigation of complaints, accidents and critical incidents in accordance with agreed procedure. 
· Ensure efficient tracking of complete/comprehensive patient clinical records.

· Maintain effective overall record keeping systems.  

Professional

· Be responsible for maintaining high standards of portering practice and patient care.

· Participate in regular audits to ensure good practice this includes SHEQ, infection control, documentation and internal audits. 

· Participate in risk management for the portering team including undertaking risk assessments and working with department managers to ensure a safe environment.

Staff Development and Training

· Assist in the comprehensive induction training for all new staff and act as a mentor where appropriate.
· Participate in performance appraisal.
· Participate in competency assessments & competency based training programme for portering staff, identifying and addressing personal training needs.
· Participate in compulsory mandatory training. 
Quality Customer Care

· Deliver uncompromising quality portering care to all our patients and Hospital colleagues.

· Ensure that all portering activities meet patient and Hospital colleagues needs, reflect good practice and are provided by means of appropriate equipment.

· Contribute towards the successful implementation of the Practice Plus Group patient satisfaction feedback system. 

Health and Safety 

As an employee of Practice Plus Group, the postholder 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 hospital, 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 postholder 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 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 
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	SUPPLEMENTARY INFORMATION  - Porter 


	Location:
	Southampton NHS Hospital


	Salary:
	 £9.50 p/h


	Hours:
	Variable over 7 days a week


	Length of Contract:
	Bank


	Leave:
	

	Pension:
	

	Employee Assistance Programme:


	Yes


	PERSON SPECIFICATION –  Porter


	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications


	· Good standard of basic education 

· Literate and numerate 
	· Background in a caring environment 

	Experience
	· 1 year’s relevant experience

 
	· Knowledge of health and safety requirements with regard to storage of oxygen etc

· Moving and handling of patients 

	Skills and Knowledge
	· Good communication skills verbal/written

· Varied “life skills”

· Ability to “get on with people”

· Demonstrates common sense 

· Sensitivity and empathy with people

· Ability to appreciate the needs of others 

· Ability to work without close supervision 

· Ability to work as part of a team 

· Ability to work under pressure 

· Ability to prioritise workload

· Ability to follow instructions
	· Evidence of personal goals 

· Awareness of customer care 

	Other Factors


	· Committed to the overall aims of Practice Plus Group.

· Committed to the provision of quality services.

· A flexible, positive attitude to performing a variety of duties.

· Willing to develop/learn in the role.

· Fit to undertake the duties of the post.

· Ability to be flexible with regard to working hours

· Ability to work within a multi-cultural environment
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