LDV/DP/001/18

Job Description LDV/PHB/001/18

Job Role: 
Family Support and Health Care workers 

Hours: 10hrs 
Hourly Rate: £12.50 per hour gross

Responsible to: Direct Payment employer Jill Davison
Location: High Heaton
About Me

My name is Lucy, I am 2.5 years old and my Mum and Dad are looking for some excellent people to help look after me.  I need constant supervision and can often need attention through the night. 
I live with my Mum and Dad.  I love attention and I love it when people talk to me, smile and use hand gestures.  You will get a lot of smiles and reactions out of me when you do that.  I am told I have a very cheeky smile.  I can understand what you say to me so please chat away.  I love to bounce and my Dad has fitted a trampoline into my garden.  I enjoy music and love to watch Mr Tumble. 

Due to my medical needs I need a lot of support both during the day and the night.  There are a number of responsibilities that you will have when supporting me.  My care plan will go into more detail about my needs and full training will be given.
You will work under my Mum’s direction to meet my needs and will be accountable to her in all aspects of your work.  You should always ask first what my needs are and should always listen to and act on her requests and directions.  You must be able to respect our family’s privacy and have an understanding of the need for confidentiality in all areas of your work.
Responsibilities and Duties
Main Duties
The main duties of the job are outlined below.  However, because my needs vary on a day to day basis, it is extremely important that your approach to work is flexible. 

You will be expected to carry out any other reasonable personal assistance tasks that I require.

Personal Assistance (Required both Day and Night)
· Communicating - 
Although I don’t speak any words I am learning to communicate through Makaton, PECS, eye gaze and my own expression.

If I am happy you will know as I will smile, if there is something wrong or I am upset my face will show this and I will cry.
· To be there at all times – I need to have someone with me 24 hours a day.  This means that you can’t leave me unattended and I need your full attention at all times.  Staff should not make or receive personal telephone calls at any time when they are on duty. 

My health can change very quickly and it is very important that you are aware of my emergency plan.  This will all be explained to you. You must refer to it and follow it at all times.

· Catheter Care – Training will be provided in my catheter care. I use long term catheterisation overnight and intermittent through the day. 
· Tracheostomy care – monitoring and management of my tracheostomy, including suctioning, cleaning and other action in the event of any emergency.  Hygiene is of the upmost importance during these tasks.
· Gastrostomy Care/nutrition - I currently have a PEG tube My carers should know how to safely feed me and should do so at the required times.  You must also keep the site clean and monitor for any problems as per my Care Plan. 

· Reflux – one of the reasons that you need to supervise me is I do have a reflux and if this happens I require suction. 

· Movement – I use special seating to keep me comfortable when I am sat up.  I love to lie on the floor.  I have my own wheelchair when I am going out and about. 

· Medications - I have a range of medications throughout the day.  You need to ensure that I take them as prescribed by my doctors, and record them on the record sheets.  Please tell my Mum if we run low on anything.

· Equipment –  suction machine, SATS monitor.

Training will be given on all of my equipment and how to monitor it.
· Monitoring my health - my health can deteriorate rapidly.  All of my carers need to be clear about what to do if this happens and must be able to react appropriately in an emergency.
· SATs monitor - I need to be attached to my SATs monitor when I am asleep.  This has set alarms to alert you when I am not very well and must be monitored.  My monitors set alarms should be regularly checked to ensure they are programmed correctly.  You must never switch off my SATS monitor or leave me unattached to it overnight.

· Personal care - I need you to look after me 100%.  For example, I need to be washed and dressed and have my nappy changed when required.  
· Hygiene regime - You will need to help my mum bathe me.  This must be done in shallow water so that my tracheostomy is not compromised.
· Documenting my care - It is important that all care provided to me is written down for other members of my care team and my Mum to read.  It allows my team to monitor my daily needs.
· Care Plan - To follow my Care Plan to ensure that you are supporting me the right way.
Family Support Duties

· As well as looking after me you will be supporting my mum with household management.

· Accompany my mum and I to medical appointments.

· At times you may be asked to carry out domestic duties cleaning, washing, meal preparation.

· Accompany my Mum and I to activities and trips out.  I enjoy the Seven Stories and love to be around other children.

Night Time Support (Night Workers only)
· Like any small child it is important that I get as much sleep as possible. 

· During a night shift you will be able to use electronic devices, electronic books or phones as long as they are kept at low volume and phones are kept on silent.  You must not make or receive calls.  Please also respect our house as a work place.  Do not share information about me or my family, when at work or off duty.
· Safety in bed – you are responsible for ensuring that I am safe in my bed through the night.  

· Personal care - If I am asleep, please don’t disturb me unless it is necessary.  Try to change my nappy when I am awake where possible.  Please ensure that the hygiene regime outlined in my Care Plan is followed at all times when you change me.

· Hygiene regime – you must ensure that I am clean and dry at all times (without disturbing me more than necessary if I am asleep).

· SATs monitor - I need to be attached to my SATs monitor overnight and you need to monitor this as well.  Always check that my alarms are set correctly at the beginning of your shift.

· Night waking – If I wake up, please don’t play with me as it’s important that I go back to sleep as quickly as possible.  

· Working Independently - If you are unsure of what to do or if there is an emergency please ask.  My mum would rather you ask and won’t mind being woken up if it helps to keep me safe.

Person Specification 
Qualifications and Skills 
Preferable: Have a recognised, accredited care qualification.
Preferable: Have experience of tracheostomy care, Makaton, PECS.
All of my team must: 

· Be friendly and happy 
· Have a good sense of humour

· Be flexible

· Be organised
· Be enthusiastic about your work

· Have a positive attitude to inclusion and to children and adults who have disabilities

· Have good communication both verbal and written

· Be reliable

· Be motivated

· Be on time and take pride in punctuality

· Be able to accept responsibility and work alone

· Have and use your own initiative and common sense

· Be clean, tidy and have excellent hygiene

· Be prepared to be trained

· Be willing to work under direction and instruction

· Be confident

· Be comfortable asking questions if you are not sure

· Be patient

· Be good at recording what you do by writing it down

· Know how to follow a confidentiality policy

· Not smoke whilst you are at work or wear strong perfume

· Not have impractically long or false fingernails

You should complete the Application Form in order to apply.

An enhanced DBS check will be carried out for each applicant.

References will be sought if you are offered a position.

All posts are subject to a six month probation period.

APPLICATION FORM

For the job of: Personal Assistant 
IMPORTANT: The form must be completed in full.  A curriculum vitae will not be accepted as a substitute.  

YOUR PERSONAL DETAILS
Title:

First Name:                                               Middle Name:

Last Name:

Address:

Postcode:

Telephone number (Home):



(Mobile):

E-mail address:
National Insurance Number:
Do you hold a current full, clean driving licence which is valid in the UK?


If yes, for how long?

Do you have your own transport?





TELL US ABOUT YOU……
What makes you a good candidate for this post?  Please make your response relevant to this particular post and detailed Job Description.
What achievements are you most proud of?

What do you like to do in your spare time?  What are your interests and hobbies?

YOUR EMPLOYMENT HISTORY

What is your current job (paid or unpaid) and what do you most enjoy about it?
(Continue this information on a separate sheet if necessary)
Please tell me briefly about your previous occupations (paid or unpaid):

	Date


	Employer
	Position
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


YOUR EDUCATION AND TRAINING
Please give details of your education/training including any qualifications relevant for this role:

	Date
	School/College/ University/Trainer
	Qualification/Training Course
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


A FEW MORE QUESTIONS……

Could you work extra hours at short notice?

I may need assistance with form filling, paying bills and shopping.  Would you be able to help me?
Would you be prepared to work in a house where smoking is not permitted?
Please tell me if there are any Personal Assistance tasks that you couldn’t perform, either for religious, cultural or medical reasons or just because you wouldn’t want to.

When would you be able to start work?

Where did you see this advert?
DETAILS OF CRIMINAL CONVICTIONS

Because of the nature of the work for which you are applying, this post is exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders Act 1974 (Exemptions Order 1975).  Applicants are not entitled therefore to withhold information about convictions which, for other purposes, are 'spent' under the provisions of the Act unless they are subject to filtering.  Any information given will be completely confidential.

Declaration: Have you had any criminal convictions that are not subject to filtering?











Yes/No

If yes, please give full details. Use a separate sheet if necessary
REFERENCES

Please give the details of two people who have agreed to act as referees for you.  One must be a current or most recent employer if you have one; they should not be a member of your close family. 
1.
Name:

How do they know you:

Address

Tel no:
e-mail:

Contact following Interview but Prior to Job offer?
YES or NO
2.
Name:

How do they know you:

Address

Tel no:
e-mail:

Contact following Interview but Prior to Job offer?
YES or NO
DECLARATION
I confirm that, to the best of my knowledge, the information on this form is accurate and that I have not omitted any facts, which may have any bearing on my application.  If I am employed and it later becomes apparent that the information is not accurate, I will be dismissed.

Signed 






Date 





Your application will be passed on via email or post to the service user or their nominated person who is advertising.

Disability North will electronically store your application form for 6 months after this recruitment ends, it will then be deleted.

If you are successful your application form will be stored electronically throughout the course of your employment and 6 months thereafter. It will then be deleted. We may share your information with our payroll service in order for them to carry out the payroll service to your employer.

If a DBS is required we will scan and email your DBS information to the information officer at Newcastle Civic Centre.  Documents will be stored securely and electronically until the DBS comes back and they will then be deleted.

To view Disability North’s Privacy Notices visit http://www.disabilitynorth.org.uk/about-us/privacy-notice/
Consent for information on recruitment services.

Please tick the box beside any of the sections that interest you:
· Yes please add me to the vacancies bulletin mailing list
A fortnightly bulletin summarising current PA vacancies with local employers
· Please send me further information on the Matching Service
Using a generic application form we will store your details which can be viewed by our Service Users when looking for PA support. 
If you consent to any of the above and later wish to remove your consent, please contact directpayments@disabilitynorth.org.uk and we will no longer send you information on that topic. 
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