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Role Profile: Healthcare Support Worker
Job Description/Person Specification

Dear Applicant,
Thank you for considering a position at Royal Papworth Hospital NHS Foundation Trust.

Contained in this pack is a job description and person specification. We recommend that
you work through the contents of this as you complete your application. We would
encourage you to get in touch with the contact for the advert to learn more about the role
ahead of your application.

We feel it is a great time to apply to join our incredible organisation; our world-wide
reputation and opportunities to gain exceptional experience mean that this is a wonderful
place to develop your career.

Royal Papworth Hospital is the UK'’s leading cardiothoracic hospital, treating
approximately 50,000 patients each year, and is currently rated 'outstanding' in all
domains by the Care Quality Commission (CQC). The Trust is one of the best NHS
Trusts in the country for inpatient experience, achieving 9.2 out of 10 in the CQC
inpatient experience survey, and regularly scores 97% in outpatient feedback from the
friends and family test.

What we ask for from you

At Royal Papworth, we pride ourselves on our values. We expect all our staff to uphold
our values of compassion, excellence and collaboration at all times. This means that we
are committed to recruiting the right people to create the best working environment:
people with the skills, behaviours, and competencies to achieve and support high
standards of patient care in a specialist centre, pioneering interventions, and
improvements. You will find more information about our values and behaviours at the end
of this role profile pack.

Royal Papworth Hospital is proud to employ a diverse workforce who are encouraged to
use their individuality in their work. We believe that our success as an organisation relies
on our ability to foster an environment which encourages using our differences as a
strength. We work to ensure that these differences are protected and that everyone is
treated with respect, kindness and dignity at all times. We empower staff to promote an
environment of speaking up, to understand bias and to ensure that our workplace
remains free from discrimination.

What you can expect from us
We have many exciting programmes and initiatives that are ongoing, helping us to
deliver our strategic objective to deliver the best staff experience in the NHS.

Our Collective and Compassionate Leadership programme was developed in
collaboration with our employees to understand our eight priorities for improving our
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culture and leadership. Through developments like this, we are continually working to
ensure we are embedding the right leadership culture across the Trust with support and
empathy at the fore.

The health of our staff is our priority.

We have a comprehensive range of health and wellbeing initiatives in the form of mental,
physical and financial support programme, such as the staff hardship fund which
provides emergency financial aid for people experiencing hardship.

Currently, all employees can also enjoy 40% off delicious meals in our hospital
restaurant.

We have dedicated health and wellbeing facilitators working across the Trust to support
staff. We are proud to run staff networks which meet regularly: Race Equality Network;
LGBT+ Network; Women’s Network; Disability and Difference and Carers (DAD)
Network.

The benefits of working for Royal Papworth extend beyond job satisfaction.

As a member of the Royal Papworth family you will have access to the following benefits:
continuous professional development ; NHS Pension Scheme; extensive retail discount
scheme, access to free, confidential health service; free access to an Employee
Assistance Programme; subsidised restaurant, staff recognition and appreciation
scheme, membership options at Frank Lee Centre Leisure & Fitness (campus gym),
salary sacrifice 'cycle to work' and 'car lease' scheme, flexible working, access to library
services, and a generous annual leave entitlement starting at of 202.5 hours (27 days)
for full time staff plus bank holidays.

We look forward to receiving your application.
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Job description

Role title Healthcare Support Worker Reporting to | Sister / Charge Nurse
Directorate Ambulatory Care Appraised by | Assistant Practitioner
Department Outpatients Ll i, 37.5

hours
Band Band 3
Job Summary

Be responsible, with minimal supervision for meeting the care needs of a designated group of
patients in the Outpatients setting.

Participate in the organisation and management of clinics with support from qualified staff. Will
practice extended competency based procedures.

Main duties of the job

Communication/Customer Service

Readily able to recognise potential barriers to effective communication and address these.
Having an understanding of hospital systems is able to advise the patient of processes, i.e.,
procedure time and duration, changes in waiting times within the departments

Clearly communicates information to colleagues, and all members of the multi disciplinary team in
a timely manner

Ensures patients have access to food and drink as necessary during their attendance at outpatients
and the diagnostic centre.

Maintains accurate records in accordance with legislation, policies and procedures

Presents a positive self image in communicating with multi professional team

Customer comments will be handled with objectivity and courteousness, encouraging them to
utilise the patient feedback system

Any complaints received will be dealt with immediately and sensitively and reported to the line
manager promptly

Personal and People Development

Understands the level of competence/skill required to fulfil own role.

Recognises areas of self-improvement and takes action to address, such as training in enhanced
roles

Takes responsibility for ensuring that own mandatory/statutory training is up to date.

Complete workbooks if applicable and competence assessment within an acceptable and
previously agreed timescale

Have achieved or working towards an NVQ L3 in Care or equivalent
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Attend relevant local training and ensure that the ‘learning’ is disseminated among the team within
6 weeks of the training

Assist in the induction and supervision of new team members

Supervise the completion of workbooks if applicable and competencies of peer HCSW,
encouraging growth and supporting in the face of challenge, through the process of mentoring
Maintain a record of own continuous professional development in the form of a portfolio

Take an active role in own appraisal, coming to it well prepared

Health, Safety and Security

Ensures that he/she are fit for work, i.e., have appropriate immunisations and training

Is clear about the safeguarding of confidential information, which he/she is able to encourage in
others

Understands what policies/procedures are followed within the locality and ensures that others are
kept up to date with these

Apply standard precautions for infection control, using a series of interventions that minimise or
prevent cross infection, including effective hand washing/cleansing when appropriate, particularly
on entering and leaving clinical areas and between each patient

Use of personal protective clothing and additional protective equipment when appropriate. Strict
adherence to Trust guidelines on collecting and handling of clinical specimens

Develops a working relationship with the Infection Control lead for department ensuring that what
can be done to minimise cross infection is done.

Reports faulty equipment in a timely and appropriate manner

Knows how to respond to an emergency, summoning help as appropriate

Adheres to the waste disposal policy ensuring that the team are fully conversant with it

Able to ask for help from other colleagues, i.e., domestic staff in maintaining a clean and welcoming
environment

Ensures that safety measures are implemented where risk is identified, i.e., in manual handling an
immobile patient, seeking advice for appropriate manual handling

Handles patients’ property with care and in accordance with policy, maintaining accurate records.
Stores the property securely if needed

Service Development

Understands the importance of data collection and supports the team whenever necessary to
ensure accuracy

Suggests/assists in the implementation of initiatives to enhance service through discussion
Demonstrates awareness and participates in strategies to improve clinical practice

Quality

Presents a positive image of self and of the team

Has overall responsibility to ensure that all patient areas are well equipped and prepared for use.
Is welcoming, maintaining a professional attitude at all times

Is an active and supportive member of the team, punctual and well presented

Takes a pride in the environment and service provided, seeking to rectify problems

Clearly guides others in maintaining acceptable standards of cleanliness and hygiene seeking
improvement where necessary

Accepts where own weaknesses lie and actively seeks development
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Understands the process of laundry and takes responsibility to ensure that clean linen is available
Makes appropriate and realistic suggestions to improve the service

Equality, Diversity and Rights

Clearly recognises that all people are different and require individual care, ensuring that team
members understand this and act accordingly

Treats everyone with whom they interact with dignity and respect

Will act in a professional manner at all times, in what they do, what they say when interacting with
colleagues, service users, visitors

Identifies and takes action when own or others’ behaviour undermines equality and diversity
Liaises with senior colleagues if a patients requirements fall outside of those previously
experienced

Assessment and care planning to meet people’s health and wellbeing needs

Using pre agreed criteria pre admit patients for treatment/procedures, as designated completing
documentation and obtaining a set of baseline observations

Obtains relevant blood, urine and swab samples, including blood glucose

Records an accurate ECG through training and work book completion

Be proficient in all aspects of phlebotomy through training and supervision, including venepuncture,
accessing the relevant systems and ensuring availability of the relevant forms .

Assess the patients’ ability to mobilise, informing the nursing and relevant health care team
members of any special requirements. Complete relevant documentation

Offers to the team his/her own insights into the needs and wishes of the patient

Has attended recognising and responding training in conjunction with Hospital Resuscitation
Training

Assessment and treatment planning related to the structure and function of physiological
and psychological systems

Prepare the environment to receive and assess patients

Ensure patients are prepared and supported throughout their clinic appointment/intervention
Ensure that all necessary equipment is available and to hand

Monitors individuals, whilst carrying out tasks and identifies any change in health and well being

Interventions and treatments

Following training and assessment be able to assist the health care professional with designated
procedures

Supports patients throughout procedures/interventions alerting the relevant team member in the
event of deviation from the expected pathway

Information processing

Enters and maintains data on relevant departmental systems, ensuring they are kept up to date
i.e. Lorenzo

Informs appropriate personnel of any highlighted abnormality seen on any of the data bases used
Prepare patients’ notes ready for clinics and distribute these to relevant departments upon
completion
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Prepares and uses equipment and work areas correctly and in accordance with established
procedures

Structure

Matron
2
Outpatient Sister / Charge Nurse
2
Assistant Practitioner (Line Manager)
2
Post Holder
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General compliance

1.

You must uphold the Trust's values Compassion Excellence Collaboration and
associated behaviour standard and support Equality, Diversity and Inclusion.

2.

You must perform your duties to the highest standard, with particular regard to effective and
efficient use of resources, maintaining quality and contributing to improvements

3.

You must comply with all Trust Policies and Procedures (and subsequent updates thereof)
and with particular regard to

Risk Management Health & Safety Information Governance
Confidentiality Data Quality Freedom of Information
Dignity at Work Safeguarding Vulnerable People = Smoke-free

Equal opportunities  Being open: a duty to be candid

You will be responsible for compliance with infection prevention and control policies,
procedures and standards and associated mandatory training. You must practice and
encourage appropriate hand hygiene and act professionally to ensure the hospital
environment, and other Trust premises, are clean, safe and tidy.

You must follow all Trust security policies and procedures and be vigilant to ensure a safe
and secure environment for card

The Trust is committed to carefully screening all staff working with vulnerable people. If
this applies to this post, the appointment will be subject to a satisfactory Disclosure and
Barring Service disclosure of the appropriate level

You will be required to participate in the Trust's Appraisal process and associated
development review

If your role includes line management, you must ensure your direct reports participate in an
annual appraisal and development review.

You must remain compliant with mandatory training requirements applicable to the post.

If your role includes line management, you must ensure your direct reports remain compliant
as applicable to their roles.

You will be responsible for data quality and complying with the policies, procedures and
accountability arrangements relating to maintaining accuracy and probity in the recording of
the Trust’s activities.

10

You will be required to perform any other duties that may reasonably be required from time
to time

The job description provides a general outline of the main duties and responsibilities of the role will
be subject to review. In consultation with you, it may be amended to meet changes in the needs
of the service and/or in your personal development requirements.
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Person Specification

Contents set out below under Essential/Desirable will be assessed at the ‘shortlisting’ stage for
applicants

Requirements | Essential criteria Desirable criteria

Qualifications and | GCSE English or equivalent standard of | Have undertaken, or possess a
Professional written and spoken English willingness to undertake further study to at
Registration least NVQ L3 or equivalent

Care certificate

Experience and Previous experience in a healthcare Previous experience of Ambulatory Care /
Skills environment Outpatient Setting
Ability to treat all information Proficient in Phlebotomy & cannulation

confidentially
Proficient in monitoring observations &
Ability to work within a team and to take | completing ECG’s

instruction

Ability to achieve work under pressure

Able to write and record relevant

information
Values and Evidence ability to uphold the Trust’s
Behaviours values Compassion Excellence

Collaboration.

Trust values and behaviour standard on next page
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Our Values and Behaviours

ﬂpera'_tii_:mal Behaviours What we expect to see What we don"t want to see
definition

Compassion

WEE Listen P. attention to others and evaluates their in s faiirhy. Dismissive of others or talks over them. Prejudges others.
and responds Allows adequate time to actively lsten and mﬁ:n.rt
to the ands a Dpdut:l in a compassionate, professional manner Showes lack of respect while others are talking.
needs of I:r;ll"?amng lrue reqgard for others.
E:ME and Listens to others with good attention and an open mind. Unapproachable and rude towards others.
mlﬁ
Care eals politely and demonstrates genuine interest in people and Indifferent to others” needs and feelings.

mir situation.
Shows concern for self and others’ safety and wellbeing. Proactively  Blames others instead of doing anything helpful. Achieves personal
looks for each others' wellbeing. Treats team members equitably. goals without consideration for the needsfinterests of colleagues
or the wider crganisation.
Sensitively explores patients and colleagues concemns; Insensitive and judgemental towards patients and colleagues.
enables an emvircnment in which concerns can be raised.

5 rt ‘Works in an inclusive and approachable way. Treats e inclusively  Disrespectful and treats people inequitably. Excludes others and
uppo with kindness, courtesy and politeness; values individual differences. warks in isolation; resists others’ attempts at collaboration.
Respects the needs of people and supports inan active manner. Behaves in a biased and insensitive manner towards others.
Promotes a collective culture by cooperating with pltlﬂ“! Actively disregards, ursuppaortive or unresponsive to patients,
and collexgues within and aoross teams an:? oolleagues or other teams. Criticises colleagues in front of others.

different organisations; looks for solutions.

Makes a Innovats Seeks new ideas’ solutions and shares them with colleaguwes. Unreceptive to new ideas or change.
difference Sees opportunities for improvement but does not raise them.
with each Encourages and builds on new ideas and celebrates every smaill Resists new ideas or sharing of good practices with others.
small improvermnent. Welcomes inguisitive questioning and creativity. Dioes not celebrate small gains.
t Encourages debate. Enables and empowers people to apply new Discourages others from sharing ideasSolutions.
and by being approaches from inside and outside the team. Does not encourage debates around new ideas.
open to new
ways of Lisarn Showrs willingnes to develop skills and abilities and secks mkummmptmbeupmdntewrﬂlkn%a
working continual feedback. disengaged, disinterested wde and disregards k.
Shares and implements learnings with others in the team and beyond.  Dioes not share lessons kearnt with colleagues and beyond.
Proacti encourages and supports varied and mdl.nn!tranmg Creates barriers to others developing their knowledge and skills.
nppurmwgu Considers long-term development of "
Daliver Prioritises and organises work ta deliver high standards of Delays tasks needlessly and does not deliver on agreed outcomes
performance according to team and Trust priorities. without good reason.
Promotes Trust and team goals; highli mues,l:l‘l.ullulgﬂ.arld Disregards Trust and team goals and paolicies and does not follow
risks to delivery. Supports colleagues, nd solutions and through on commitments.
reduces risks to enable delivery.

Competently defires and m tazks and takes accountabili Urwilling to take accountability, revies progress or update others.
for upcl.u'tmgurlﬂlc progress of delivery. Identifies risks and early
signs of potential problems and opportunities.

Collaboration

We achisve Communicate Emmmge nquuluﬂt.lrﬂ.muemdﬁmmum withholds information or uses inappropriate

More of expectations. Proactively shares knowledge and information anrd arlcrl.l'lpm'lmul language.

t t keeps others informed in a timely fashion.
Encourages, listens and values all perspectives to enhanoe team Does not listen and give people the information they need or
approach. thares information and keeps others informed diregards the information. Does not consider and integrate all
a5 appropriate. perspectives.

Includes others in decision-making and engages with others acroes Avoids seeking input. Disregands others’ expertise.
the Trust and in the wider health system as appropriate.

Respect Treats pecple equitably, with respect and with dignity within the Puts or their ideas down or demonstrates incivility.
Mandmhwﬂ:rwmm Lhows a of regard for corsequences of their actions on others.
A:ﬁmdpﬂpputwmnlhemyﬁqmldllbemb:w Indifferent to others' needs and ignores people in distress or
ar signposts to appropriate he iin need of help.

Emﬂua:mmdm“m&MﬂmBMr Does not adknmewdedge or value others or their achievements.
wiews. Provides encouragement, praise and recognition amang

colleagues.
Courage Actively encourages good attitudes and behaviours;  Passive or shicwrs r practioes, negative attitudes and
= :h.ullengﬁdmmni:un me assumpdtions and dizcriminatory iours.

u'lgageu:l'ub'Lﬂn:l_rmﬁﬁ:thtmutm

Responds to problems and willingress to solve issues. Keeps concerns to themsebres and rejects feedback about others

Takes owmership and accountability for tadkling problems. or their cwn behaviour.

Provides a safe environment for patients and ool o Does not voice concerns or discourages others from escalating
up or to excalate concems. Recognises and edges concerns; does not follow through on concenns: raised.
ions in situations.
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