	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           




	Job Title:  

	Support Worker

	Job Evaluation         Reference Number:  
	A4984


	Service:


	Community Services-Adult Care
	Grade:


	LGE6

	Department/Section:


	Learning Disability
	Location:
	All Locations

	Line Manager (post):


	Key Support Worker/Senior Support Worker


	Date JDPS was created / last reviewed / amended:
	30 November 2021
	Version of JDPS: 

(Updated versions should be given the next number.  Please also update “version”  & date at footer below, using Insert/Footer/Edit Footer)
	v.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan  
3. Argyll & Bute Council Competency Framework   

4. Managers guide to recruitment 
5. Job Evaluation process 



The vision of Argyll and Bute Council and NHS Highland is that the people in Argyll and Bute will live longer, healthier, happier, independent lives. The core values of Argyll and Bute Council and NHS Highland are: compassion; respect; integrity; team work; equality; fairness; transparency; efficiency; improvement; involvement, co-production and  a person centred approach.

	Job Summary: 
To actively support adults with learning disabilities in their own lives and in the community in line with the principles of “The Keys to Life” review, a responsive and flexible support that is person centred and takes into account their needs and wishes


	Scope / Dimensions:

No Line management / staffing responsibility 
No Budgetary responsibility



	Job Description:  Main Outcomes required 


	1.
	Support delivery / implementation:  

Assist the Key Support Worker/Senior Support Worker, to ensure that high quality support and best value are delivered to the people we support-by ensuring that all agreed plans are implemented efficiently and effectively.  

In particular:
a) Deliver good quality support utilising the Health and Social Care Standards-Support Services/ Scottish Social Services Council (SSSC) Codes of Practice and SCSWIS  (Care Inspectorate) Quality framework for support services as guidance

b) Be actively involved in providing safe and secure support to individuals in which support can be delivered in accordance with Argyll & Bute Council’s policies and procedures. Focus on the key priority areas of maximising independence and support the individual to remain in their own homes and be an active participant in their life planning and in the community

c) Be actively involved in supporting individuals to experience a range of tasks/activities they have chosen in the community or when required in the support service base or their own homes

d) Promote and support positive relationships between teams, people we support, families and other members of the community
e) Routinely assist and respectfully support individuals with:

· Personal care-including: bathing, dressing and oral hygiene and hair care 

· Continence management: including bowel management regimes, changing and emptying catheter bags, changing soiled clothing and attending to skin hygiene and health-where required

· Support with some meal preparation and assist the Key Support and Senior Support Worker with screening/monitoring of nutritional status, dietary intake as required

f) Support people to pre agreed doctor’s appointments, hospital appointments and routine appointments in liaison with the Key Support Worker and/or Senior Support Worker

g) Help the Key Support Worker to provide information on relevant life skills/community activities/opportunities and encourage full participation with the people we support. 
h) Follow agreed Support Requirements and Support Plans and assist with the recording of the outcomes and achievements within a person centred, outcome focussed framework
i) Assist with the facilitation of any group or individual support utilising community based resources and promote an environment where physical, social, cultural, religious and emotional needs are met and developed. Support flexible and innovative approaches which promote independence and life skills

j) Support with volunteering or supported employment opportunities for the people we support in conjunction with the co-ordination of the Key Support Worker and the Senior Support Worker
k) Provide support that is both caring and enabling and advocate on the person’s behalf whenever necessary in line with their wishes and guidance of the Key Support Worker and the Senior Support Worker
l) Ensure people we support are aware of their rights as citizens and advocate on their behalf whenever required in liaison with Key Support Worker/Senior Support Worker



	2.

	Financial control responsibilities: N/A


	3. 
	Quality Assurance:  

Support the Key Support Worker/Senior Support Worker to ensure that appropriate quality, performance and bench marking criteria are developed and applied as a means of managing and monitoring the team’s performance, and in particular: 

a) Ensure people we support are aware of their rights as citizens and advocate on their behalf whenever required in liaison with Key Support Worker/Senior Support Worker

b) Reflect and develop own practice through learning and development, training events, staff meetings, support and supervision and active participation in the yearly PRD/appraisals process. Routine checking of work emails and correspondence

c) Provide support that is both caring and enabling and advocate on the person’s behalf whenever necessary in line with their wishes and guidance of the Key Support Worker and the Senior Support Worker

d) Work within a person centred approach to support people and ensure that the highest standards of support are maintained

e) Ensure that standards of confidentiality are maintained at all times. However, relay information given by people we support or their relatives which might be significant to the Key Support Worker and/or Senior Support Worker

	4.
	Health & Safety:
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.
a) Assist in the safe administration of prescribed medication as directed by the Key Support Worker or Senior Support Worker. 

Please refer to medication policy and procedures for specific guidance

Undertake any training required

However duties may include:

· Using medication record sheets to administer prescribed medication after training and co-ordinated with Key Support Worker/Senior Support Worker

· Ensure that above process is fully recorded and refer any issues to Key Support Worker/Senior Support Worker

b) Refer any emergencies immediately and notify the Key Support Worker/Senior Support Worker about issues that need dealt with or have been dealt with. That may include (but not exhaustively) extreme health events and any other emergency events as detailed in the other points

c) Assist with property & contents security as and when directed by the Key Support Worker/Senior Support Worker
d) Ensure people we support feel safe & secure and pass on concerns to Key Support Worker/Senior Support Worker

e) Be responsible for own and health and safety at work requirements to ensure that you adhere to safe systems of work and management direction on safety at all times. Refer any concerns immediately re health and safety for people we support, visitors or any other person to Key Support Worker/Senior Support Worker



	5.
	Other duties & responsibilities: 
Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   
a) Support with answering telephone calls and receiving visitors where required. Provide information or refer on to management team-where appropriate

b) Although the Support Worker will not be expected to take on the responsibility of a key worker they will be expected to keep the Key Support and Senior Support Workers informed as a co-worker of the progress and daily routines of the people we support
c) Ensure people we support are enabled to help keep the location base maintained and kept in a clean & tidy condition, together with the furniture & equipment

d) Any other appropriate tasks as delegated by the line management



	
	Any responsibilities / required Outcomes have not been covered above.

a) Be part of a 35 hour (full time) rota including weekends and evenings if required, over 7 days. Between the hours of 7am to 8pm as required

b) Extra hours may be requested on essential cover basis. This would be on occasion requested to cover sickness absence or other shortages of staffing with prior joint agreement

c) Be aware of the council’s operational policies and procedures and relevant national policies within the field of learning disability




	Person Specification: 


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  (Including membership of professional bodies)


	E.1
D.1

D.2
	SVQ in health and social care or the ability to be able to demonstrate an equivalent level of knowledge with a commitment to obtaining an SVQ within the designated SSSC registration commitments

Module in Administration of Medication or commitment to achieve
SVQ 2 or 3 in a relevant care-related subject

Knowledge of Moving and Handling 

(all workers have to complete initial Argyll and Bute Council Moving and Handling Course once in post)

	Experience



	E.1

D.1

D.2

	Preferred but not essential as transferable skills, ethos and values of person centred support are vital.

Please see competency (skills) framework
Experience of working in Learning Disability or any Community or Childcare field

Keeping accurate records – use of written and computerised data systems


	Specific job-related knowledge  


	E.1

D.1

D.2

D.3

D.4


	Willingness to learn how to support people with learning disabilities and/or autism/physical disabilities
Understanding of people with a learning disability and knowledge of disability health issues/Person Centred Approaches and outcome focussed support

Health and Social Care Standards/National Care Standards
SSSC Codes of Practice

Awareness of Key’s to Life


	Any additional job-related requirements   



	E.1

E.2

D.1


	Able to advocate on the person’s behalf when necessary. Understanding of family/carer’s needs.
PVG for adults and children
Scottish Social Services Council (SSSC) registration for support worker (if required)




	Competencies (The skills, knowledge & behaviours required to perform this job effectively)   (Link to Competency Framework)


	E.1
	Personal Qualities (Competencies) that are essential at recruitment stage: 

Supportive nature, with an understanding of adults rights to independence and strong commitment to equality and inclusion.
Flexibility.

Enjoys a challenge.
Trustworthy and reliable



	SUPPORT WORKER COMPETENCY (SKILLS) 
	DEFINITION

	RAPPORT BUILDING
	Creating continuing compatibility; getting along well; proactively developing relationships

	INITIATIVE
	Asserting one’s influence over events to achieve goals; self-starting rather than accepting passively; taking action to achieve goals beyond what is required; being proactive

	TEAMWORK (CO-OPERATION)
	Active participation in, and facilitation of, team effectiveness; taking actions that demonstrate consideration for the feelings and needs of others; being aware of the effect of one’s behaviour on others

	SENSITIVITY
	Taking actions that indicate a consideration for the feelings and needs of others; being aware of the impact of one’s behaviour on others

	INTEGRITY
	Maintaining and promoting social, ethical, and organisational norms in conducting internal and external business activities

	ORAL COMMUNICATION
	Presenting ideas effectively to individuals or groups when given time for preparation (including non-verbal communication and use of visual aids); targeting presentations to the characteristics and needs of  the audience
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