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	JOB DESCRIPTION    Health Care Assistant – Theatre & Endoscopy



RESPONSIBLE TO:		Theatre Manager 

ACCOUNTABLE TO:		General Manager 

JOB SUMMARY

The Theatre Assistant is a member of the operating theatre unit care team appointed to support the Theatre staff.  The role involves contact on a physical and psychological level with patients and their families.  
The post holder will be responsible for providing high quality care and undertake a range of activities under the supervision of a registered nurse, having been assessed and deemed competent in the activities required.


Principal Duties and Responsibilities 

· To support the registered nurse and operating department practitioner in implementing an agreed plan of care in association with the patient and in accordance with instructions and training received.
· To promote safe patient care and to be willing to develop and apply new skills to maintain and enhance clinical service delivery.
· Help promote and maintain an environment conducive to meeting the needs of the patient.
· Contribute to a team approach to patient care in conjunction with theatre colleagues and all members of the multidisciplinary team.
· Provide support and assistance to qualified staff.
· To be responsible for cleaning/washing theatre and accessories before commencement of list, between cases and at the end of the list.
· To maintain high standards of infection prevention and control within the theatre and endoscopy area, during clinical care and to assist patients to maintain their own infection control needs
· To assist with transportation of patient to and from the ward.
· To assist in the safe transfer and positioning of patients.
· To support the practitioners with the care and prevention of pressure sores, in the safe manual handling and moving of immobile patients applicable to the environment.
· To undertake the role of circulator in theatre ensuring that the requirements of the scrub nurse and/or surgeon is met effectively and in a timely fashion.
· To have a clear understanding and to participate in the accurate accounting of all disposable and non-disposable instruments, items and sharps before, during and after any clinical procedure.
· To assist in the clinical and cleaning areas of Endoscopy with a clear understanding of the cleaning, maintenance and using of endoscopes as per company policies and procedures and as directed by the lead for Endoscopy.
· To actively participate as a member of a team, communicating with patients and colleagues, sharing information and appropriately reporting to enable transmission, working at all times with others to achieve the organisations goals.
· Continuously recognise and give priority to the needs of patients, maintaining respect, dignity and an individualised approach to patient services.
· Respect client confidentiality and privacy and adhere to current policies.
· Respect the customs, values and beliefs of the patients
· To assist the team in achieving the optimal outcome for patient care.
· To monitor and maintain stocks of material and equipment at appropriate levels within the theatres, as delegated by qualified theatre practitioners.
· To utilise and complete relevant documentation correctly. 
· 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.
· To undertake an NVQ in theatre practice – level 2 and level 3 if needed.

Communication

· Ensure the maintenance of accurate patient records - both nursing entries as well as other members of the team.
· Ensure effective, positive verbal and non-verbal communication in all aspects of patient care
· Promote comprehensive health care through communication with all members of the health team
· Promote positive inter-departmental communication and co-operation to enable the hospital to deliver an excellent service
· Promote and maintain good working and interpersonal relationships with patients, visitors, staff, management, medical staff and other health professionals
· Communicate closely with the Team Leader with regard to staff matters and patient problems/incidents
· Liaise with Team leader on all matters concerning the department when necessary
· Encourage upward communication 
· Promote staff motivation and morale through effective, positive communication
· Give regular feedback in meetings on his/ her shift to inform staff of happenings or change
· To attend department and treatment centre staff meetings as and when required and feedback information to other staff.  
· Contribute to the legality and accuracy of the patients care plan/ and or other reports and the effectiveness of the established communication / reporting system

Education and Training 

· Attend study days/courses as needs are identified during Personal Development Reviews.
· Complete mandatory training in accordance to the corporate policies
· To be involved and participate in research and clinical audits relevant to specialty/specialities.
· Demonstrate continuing knowledge and skill development within specialties providing enhanced and improved standards of patient care.
· Participate in the induction, orientation and training of new members of staff of all grades, within the multidisciplinary team, in accordance with their individual objectives.
· To provide leadership in areas of expertise.


General

· Comply with the Company Appraisal system and attend an appraisal every year.
· Ensure updated mandatory training requirements are met and equipment training records are maintained at 95% or above.
· Assist in the orientation and support of new staff to the unit.


Audit, Quality and Risk Management Responsibilities

· 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.
· To participate in the audit process for monitoring and reviewing operating theatre quality.
· To participate in maintaining a clean environment.


Policies and Procedures

· To be aware of, keep up to date with and adhere to the following at all times:
· All Company and department policies and procedures;
· Section 7 and 8 of the Health and Safety at Work Act;
· Data Protection Act 1984; and 
· Other relevant legislation and agreed practice/policy.
· Assist in the formulation and review of policies and procedures when appropriate.


Health and Safety 

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 treatment center, 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.
· Participate and comply with all incident and accident investigations through raising Datixes before end of shift, providing feedback and recollection of incident/accident as requested. 

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 


Name of Postholder 		…………………………………..

Signature 				…………………………………...

Date					…………………………………...





	PERSON SPECIFICATION –  Health Care Assistant – Theatre & Endoscopy  



	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications

	· Varied “life skills”	
· Good standard of literacy
	· I. T. training
· NVQ level 2 in operating department support

	Experience
	· Experience of working in a Health Care Assistant role or other caring roles.
	· Experience of working within the operating department.


	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 patient’s 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.
	

	Other Factors





	· 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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