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St. Columbas Hospice

Vacancy Information Pack

Positions: Nursing Auxiliaries (Staff Bank)
*Please apply using a Hospice Application Form enclosed with this pack
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St. Columba’s Hospice
      STAFF BANK VACANCIES
At St Columba’s Hospice we are committed to the highest standards of care for patients with active, progressive, far-advanced illness.  Recruitment to the staff bank is ongoing throughout the year.

We currently have the following opportunities to join the Hospice staff bank:
Nursing Auxiliaries
£7.36 per hour - Flexible shifts/hours

Previous experience within a healthcare setting is desirable although consideration will be given to those seeking a new direction or who have other caring experience.  You’ll be caring, empathetic and friendly as well as a motivated and enthusiastic individual.  You should have a good standard of education along with well developed communication and interpersonal skills.
Closing date Friday 8 January 2010

Pick up an Application Pack from the Admin Office or call 0131 551 7722 (internal x159) or email info@stcolumbashospice.org.uk or download a pack online at www.stcolumbashospice.org.uk
ST. COLUMBA’S HOSPICE

JOB DESCRIPTION                 

	1. JOB IDENTIFICATION:    

	Job Title:                                     Nursing Auxiliary (Staff Bank)
Responsible to (insert job title): Team Leader / Senior Clinical Nurse
Department(s):                            Wards
Job Reference:                            STC/NUR/002
No of Job Holders:                      15
Last Update (insert date):            01/09/2006



	2.  JOB PURPOSE

	To assist the nursing staff in the delivery of the highest  quality of nursing care to palliative care patients who are facing a life threatening illness and to support their family and friends


	3. DIMENSIONS

	· To assist in the delivery of high quality nursing care to a team of 15 patients and their families

· Report to the team leader relevant information regarding any physical, emotional, social or spiritual concerns the patient may impart, that requires the intervention of qualified staff.

· Responsible for safe care of patient valuables

· With Ward Clerk ensure medical supplies stock levels within patient areas are maintained




	4.  ORGANISATIONAL POSITION
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	5.   ROLE OF DEPARTMENT

	To provide high quality specialist palliative care to patients with advanced progressive disease for whom there is no cure.  Through a multidisciplinary team approach, the focus of care is based on providing the best quality of life for each individual patient as well as supporting their family, friends and those important to them.

	6.  KEY RESULT AREAS

	· To assist in the delivery of high quality nursing care of patients, maintaining their privacy and dignity at all times including bathing, toileting & assisting with feeding, assisting patients on oxygen therapy
· To work as a member of the nursing and multidisciplinary team under the supervision of the qualified nursing staff reporting changes as appropriate

· Maintain and respect the confidentiality of the patient and their family

· At all times act in a professional, pleasant, polite manner, fostering an atmosphere of co-operation and respect

· Communicate and listen to patients and their families reporting their needs and concerns as appropriate to qualified staff

· Communicate with patients and their families e.g. patient information

· Participate in the receiving and giving of information regarding patients and families

· Assist in the preparation and serving of patient meals

· As required assist in actively encouraging and helping to feed patients

· Ensure that patients are cared for within a safe environment

· As directed actively encourage and assist patients, visitors staff or self to the team leader

· Demonstrate work activities & duties to new staff, agency and bank staff 

· Assisting staff as required with mortuary duties, caring or the body after death i.e. transferring patients into the hands of the funeral directors
· Escorting patients to and from hospital/home
· Maintain general tidiness and housekeeping duties as required e.g. assisting with the clearing of plates/cups from the ward area following meal times
· Participate in clinical supervision

· Respect the code of confidentiality at all times.

· Work within and adhere to hospice policies

· Attend mandatory study days.
Other

This job description does not contain an exhaustive list of duties, and the post holder may be required to undertake other duties that are within the post holder's skills and abilities whenever reasonably instructed. The job description will be reviewed from time to time in order to adapt and develop the role according to service needs and Hospice policies. 



	7a. EQUIPMENT AND MACHINERY

	Use of:

· Suction machines

· Nebulisers

· Hoists

· Electric Beds / mattresses

· Pressure relieving equipment

· Special baths

· Moving & handling equipment e.g. Glidesheets, pat slides and walking aids Hoists


	7b.  SYSTEMS

· Complete menu’s on a daily basis

· Complete relevant referral requests e.g. Hairdresser, chiropodist, beautician

· Enter appropriate information in nursing documentation as required.


	8. ASSIGNMENT AND REVIEW OF WORK

	Works to established Hospice policies, procedures and protocols with supervision available

Patients are admitted into the hospice from home, hospital or day hospice.  There is an ongoing need to be actively involved in the administration of patient and family care, offering a listening ear and communicating throughout each shift, appraising qualified staff of any relevant informal meetings with qualified staff daily.  Performance appraised formally annually.



	9.  DECISIONS AND JUDGEMENTS

	· In conjunction with team leader, priorities own workload

· Reports changes and makes decisions regarding a patient’s functional ability.  Be aware of the patients limitation and capabilities.

· Makes decisions about whether they need the assistance of a trained member of staff

· Be aware of their own limitations

· Help patients make decisions about e.g. what to eat, what to wear whether to have a shower or not.  

· Team leader available for support as required



	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· On a daily basis caring for patients who are facing death

· Dealing with multiple deaths

· Caring for young patients

· Dealing with the young children of patients

· Caring for anxious, confused and distressed patients

· Dealing with anger, sometimes expressed by patient’s and family members

· Handling conflict within the team



	11.  COMMUNICATIONS AND RELATIONSHIPS

	· Communicating with distressed patients who are dying e.g. listening to their fears and anxieties, providing empathy and reassurance

· Listening to the fears and anxieties of distressed families and friends who are facing the loss of a loved one who is dying

· Dealing with distressed bereaved relatives offering comfort and reassurance

· Communicating with the children of patients who are facing death

· Communicating with all other departments within the hospice

· Communicating with members of the multidisciplinary team. 

· In communicating with patients and relatives, postholder may have to overcome barriers to understanding e.g. physical disability or learning needs/ability



	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	PHYSICAL EFFORT

· Frequent physical activity required when positioning and handling patients eg bathing, toileting, feeding
· Frequent moving and handling patients following death e.g. to and from the mortuary / undertakers
· Frequent Working in confined spaces eg when using hoists for toileting & bathing, turning/manouvering
· Standing or walking for a greater part of each shift
· Physical activity required moving and handling patients using hoists and aids
· Handling confused agitated patients
MENTAL EFFORT

· Concentration required for assessing personal patient care requirements

· Concentration required to communicate with patients who may have difficulties in communicating eg patients who are confused

EMOTIONAL EFFORT

· Dealing with death and dying on a daily basis

· Dealing with multiple deaths of terminally ill patients

· Frequently communicating (on a daily basis) with patients with terminal illnesses who face death and with their families/relatives

PHYSICAL SKILLS

· Hand/eye coordination to utilise equipment eg hoists to manouver patients 

· Care required to assist undertaker moving bodies in mortuary to/from trolley/coffin

WORKING CONDITIONS

· Frequent (daily) dealing with highly unpleasant environment eg bodily fluids, corpses, faeces, urine (sluices), smells, vomit, handling bed pans, urinals and catheter bags.




	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	· Ability to communicate in a sensitive manner, with empathy, reassurance and sensitivity

· Experience of assisting with personal care, within a health care or home setting

· Compassionate with effective listening skills




ST. COLUMBA’S HOSPICE

PERSON SPECIFICATION

	POST:
	NURSING AUXILIARY (STAFF BANK)
	
	


	CRITERIA 
	ESSENTIAL
	DESIRABLE

	Education and Qualifications


	
	· Nursing Auxiliary/Care Assistant/Clinical Support Worker training

· NVQ 1 and/or 2



	Knowledge and Experience


	· Experience of working in a caring environment

· Evidence of sensitivity and an understanding of the needs of patients

· An appreciation of their role in relation to vulnerable patients

· Evidence of sound work attendance in previous employment


	· Experience of working in a care setting delivering personal care to patients / clients

· Experience of hospital/ward work



	Skills and abilities


	· Sound numeric and literacy skills

· Evidence of being able to work as part of a team
· Evidence of good interpersonal skills

· Sensitive and considerate approach

· Sound communication skills, both written and spoken

· Reliable and adaptable

· Ability to exchange factual information accurately

· Understanding of personal accountability

· Understanding of patient confidentiality


	· An understanding of Specialist Palliative Care in practice

· IT Literacy 



	Personal Qualities


	· Enthusiastic and well motivated

· Supportive and Caring Approach 

· Open to change and new ideas


	· An interest in palliative care


	Other requirements


	
	 




St. Columba’s Hospice


CONDITIONS OF SERVICE

TITLE:




Nursing Auxiliary (Staff Bank)
REPORTING TO:


Senior Clinical Nurse
LOCATION:
Challenger Lodge, 15 Boswall Road, Trinity, Edinburgh

JOB STATUS:


Bank Worker
SALARY:
£7.36 per hour 
HOURS AND DAYS OF WORK:
Flexible / Variable shifts
PAYMENT OF SALARY:
The successful candidate’s salary will be paid monthly direct into his/her bank/building society account and he/she will be required to open an account if such facility is not currently in operation

HOLIDAYS:
For bank staff, holiday pay at the rate of 8.34% of the basic hourly rate, is paid in addition to basic pay for all hours worked
SMOKING POLICY:
There is a ban on smoking in Hospice premises
PRE-EMPLOYMENT CHECKS:
All appointments are subject to verification of qualifications, medical assessment, and the receipt of satisfactory references. This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and therefore an Enhanced Criminal Records check will be required (Disclosure Scotland). All professional staff will be required to supply their relevant registration number, which will be verified with the appropriate professional body. 
The summary of conditions above are for information purposes only and may be subject to variation.
STAFF BANK INFORMATION

NURSING AUXILIARY

Why join us as a Nursing Auxiliary?

Nursing Auxiliaries are valued members of the palliative care team who assist the registered nursing staff to provide a high standard of quality care to patients.

Their duties are varied and can include:

· Assisting in the delivery of personal care and maintaining the respect, dignity and confidentiality of patients & family.

· Communicating and listening to patients and their families, reporting their needs and concerns as appropriate

· Assisting in the preparation and serving of meals and actively encouraging & helping patients with eating.

What qualifications do I need?

You do not need any formal qualifications to be a Nursing Auxiliary. We are looking for caring, motivated and enthusiastic people to come and join us. 

What training do I need?

All new Nursing Auxiliaries will be provided with essential training to ensure you are able to carry out your role safely. You will also receive induction into the areas in which you will be working to ensure you are familiar with Hospice policies, procedures and ways of working.

Ongoing support and training will give you further skills, knowledge and understanding to enable you to carry out your roles and responsibilities in your area with confidence.

What areas can I work in?

We have two inpatient wards numbering some 30 beds.  You will gain experience in specialist palliative care, mainly with patients who have active, progressive, far-advanced illnesses.
What hours can I work?

There are three standard shifts: morning, afternoon and night shifts, however there is flexibility in terms of start and finish times for bank staff to fit in with your other commitments outside the Hospice

What are the standard shift patterns?
There are three standard shifts that operate every 24 hours, 7 days a week:

EARLY:
  

LATE: 



NIGHT:
7:30am – 3.30pm

1:15pm – 9:15pm    


8:45pm – 7:45am

However, we will aim to fit in with your commitments and will negotiate with you the hours you prefer to work, which may be different from the shift patterns above.

How do I apply?
Pick up an application for from the admin office at the Hospice or call 0131 551 7728 or email info@stcolumbashospice.org.uk or download one online at www.stcolumbashospice.org.uk/recruitment

St. Columba’s Hospice
HOW TO MAKE YOUR APPLICATION

Thank you for expressing an interest in the post of Bank Nursing Auxiliary.  

Recruitment to the staff bank is ongoing throughout the year so you can apply at any time.

Please find enclosed information relating to this post and application details.  

Please include the following documentation with your application:

· Your completed, signed original Hospice Application Form

You may also enclose an up to date Curriculum Vitae if you wish.

Once completed your application and any documentation should be submitted to:

Admin Office

St. Columba’s Hospice

Challenger Lodge

15 Boswall Road

EDINBURGH

EH5 3RW

Please quote the job title of the post you are applying for on the outside of the envelope, as well as at the top of your application form ie “Bank Nursing Auxiliary”
Please ensure that the correct postage is applied to the application envelope, failure to do this may result in your application being returned to you undelivered by Royal Mail.

Thank you for your interest in this bank post and we 

look forward to receiving your application.

          St. Columba’s Hospice
           CONFIDENTIAL APPLICATION FORM
	

	Position Applied For:
	                                              (please tick)
Staff Bank:        Staff Nurse [    ]    Auxiliary [    ] USERADDRESS   \* MERGEFORMAT 
	

	

	Reference:
	SC/Bank/080110 USERADDRESS   \* MERGEFORMAT 
	

	


	Please type or write in CAPITAL LETTERS and black text or ink


	1. PERSONAL
	

	
	

	SURNAME
	
	FIRST NAME(S)
	
	

	TITLE (Dr/Mr/Ms etc)
	
	
	
	

	PERMANENT ADDRESS
POSTCODE 
	
	

	
	
	
	
	

	WORK TELEPHONE
	
	EMAIL
	
	

	HOME TELEPHONE
	
	BLEEP/PAGER
	
	

	MOBILE TELEPHONE
	
	MAY WE CONTACT YOU AT WORK? (discreetly)
	YES
	
	NO
	
	

	
	

	UK NATIONAL INSURANCE NO.
	
	DO YOU HAVE A VALID/ FULL UK DRIVING LICENCE?
	YES
	
	NO
	
	

	
	
	

	If you are successful in your application would you require a work permit to work in the UK?
	YES
	
	NO
	
	

	If YES, please provide details with your application

	If offered this position, will you continue to work in any other capacity?
	YES
	
	NO
	
	

	If YES, please provide details with your application


	2.  EDUCATION & PROFESSIONAL QUALIFICATIONS

	       

	PLACE OF STUDY


	SUBJECT / QUALIFICATION
	RESULT / GRADE
	DATE OBTAINED

(mm/yyyy)

	
	
	
	


	3.  TRAINING COURSES ATTENDED

	       (additional training/skills relevant to the post)

	TRAINING PROVIDER
	COURSE TITLE/ SUBJECT
	DURATION
	DATE COMPLETED

(mm/yyyy)

	
	
	
	


	4.  REGISTRATION TO PRACTISE 

	       (e.g. GMC, NMC, HPC for posts where there is a requirement to be registered with a governing body)

	GOVERNING BODY
	REGISTRATION TYPE/ STATUS 
	REGISTRATION/

PIN NUMBER
	EXPIRY/

RENEWAL DATE

	
	
	
	

	
	
	
	
	
	

	Are you currently subject to any investigations or fitness to practise proceedings by a licensing or regulatory body in the UK or any other country?
	YES
	
	NO
	
	

	If YES, please provide details with your application

	

	Have you been removed from the register or have conditions been made on your

	registration by a fitness to practise committee or the licensing or regulatory body
in the UK or in any other country?
	YES
	
	NO
	
	

	If YES, please provide details with your application


	5.  MEMBERSHIP OF PROFESSIONAL BODY OR ASSOCIATION

	PROFESSIONAL BODY
	MEMBERSHIP GRADE
	MEMBERSHIP NUMBER/ STATUS
	DATE OF ENTRY

	
	
	
	


	6.  PRESENT OR MOST RECENT EMPLOYMENT

	

	EMPLOYER NAME & ADDRESS
	

	
	

	

	JOB TITLE
	START DATE (mm/yyyy)
	END DATE

(if applicable)
	WEEKLY HOURS
	SALARY/

GRADE
	NOTICE PERIOD

	
	
	
	
	
	

	

	BRIEF DESCRIPTION OF YOUR DUTIES AND RESPONSIBILITIES
	REASON FOR LEAVING/ SEEKING CHANGE

	
	

	7.  PREVIOUS/OTHER EMPLOYMENT HISTORY

	      (continue on separate sheet if necessary)

	COMPANY/ ORGANISATION
	POST HELD AND RESPONSIBILITIES/ DUTIES
	DATE FROM
	DATE 
TO
	REASON FOR LEAVING

	
	
	
	
	


	8. SUPPORTING STATEMENT

Please provide your reasons for applying for this position and additional information that shows how you match the person specification.  For example, details of your achievements, relevant skills, knowledge, experience, voluntary activities, positions of responsibility, as well as research, publications, clinical care, clinical audit (if applicable), awards and language skills.  If you believe you have the necessary experience and skills – make sure you tell us!  You may in addition attach a CV.

	Please continue on a separate sheet if necessary


	9.  REFERENCES

	Please give the details of three referees who have consented to be approached and are qualified to comment on your ability and experience (one should be your current or most recent employer).  

	                       1st  Referee                           2nd Referee                             3rd Referee

	Name
	
	
	

	Position
	
	
	

	Organisation
	
	
	

	Address
	
	
	

	
	
	
	

	
	
	
	

	Postcode
	
	
	

	Telephone
	
	
	

	Email
	
	
	

	May this reference be                YES
taken up before interview?            
	
	 NO                                       
	
	                     YES              
	
	   NO               
	
	
	    YES
	
	   NO
	


	10. HEALTH

All appointments are subject to a satisfactory health screening.  If there is anything in your medical history that may affect your ability to perform the duties of this post, please provide further details with your application

	Are you in good health?          

                                        YES
	
	                                        NO
	
	Number of episodes absence in last 12 months
	
	Number of days absence in the last 12 months in total
	

	Please provide brief reasons for all absences due to sickness in last 12 months

	

	

	Do you have a disability?          

                                                          YES
	
	                                    NO
	
	
	              

	If YES, please provide details with your application of the effects of your disability on your day-to-day activities, and any other information that you feel would help us to accommodate your needs and thus meet our obligations under the Disability Discrimination Act 1995


	11. REHABILITATION OF OFFENDERS ACT 1974 (EXCEPTIONS ORDER 1975)

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 (Exceptions) Order 1975.   Applicants are, therefore, not entitled to withhold information about convictions which for other purposes are "spent" under the provisions of the Act i.e. all convictions must be declared. In the event of employment, any failure to disclose such convictions could result in dismissal or disciplinary action by the Hospice. Any information given will be completely confidential and will be considered only in relation to an application for a position to which the Order applies.

	Have you ever been convicted of a criminal offence, been bound over or cautioned or are currently the subject of proceedings which might lead to a conviction, an order binding you over or a caution, in the UK or any other country?
	YES
	
	NO
	
	

	If YES, please provide details with your application


	12.  DECLARATION *Please read carefully before signing this declaration.  

	I understand that any appointment offered is subject to health clearance, confirmation of qualifications and professional registration, enhanced Disclosure Scotland (criminal records) check, and references, all of which must be deemed satisfactory by the Hospice.  I hereby authorise you to carry out checks on all and any of my qualifications and/or registration from any establishment or employer and I give my consent to St. Columba’s Hospice processing the data supplied in this application form for the purpose of recruitment and selection.  
I declare that the information I have given in support of my application is, to the best of my knowledge and belief, true and complete. I understand that if it is subsequently discovered that any statement is false or misleading, or that I have withheld relevant information, my application may be disqualified or if I have already been appointed, I may be dismissed without notice.   This applies equally to any medical questionnaire/forms I may complete.

	

	SIGNED
	
	       DATE
	
	

	


	   Please return your completed and signed application form with any other attachments to:

	
	                  Administration Office, 
                  St. Columba’s Hospice,                                   TEL: 0131 551 1381          
                  15 Boswall Road,                                            FAX: 0131 551 2771        
                  EDINBURGH, EH5 3RW                                                       info@stcolumbashospice.org.uk
	 

	All information provided will be treated confidentially in accordance with the Data Protection Act 1998 and will be used for employment purposes. Information provided may be kept on an electronic or manual recording system.
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.





Director of Nursing & Administration








December 2009
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