The Humbleyard Practice
Cringleford Hethersett & Mulbarton Surgeries
www.humbleyardpractice.co.uk


Job Description:  Healthcare Assistant

Introduction
The Humbleyard Practice covers the area south of Norwich catering for approximately 21,500 patients.  It operates from three separate surgeries in the villages of Cringleford, Hethersett and Mulbarton and provides a comprehensive range of primary medical care services for its population.  In recent years, the Practice has reviewed its provision and skill mix of nursing and has introduced a peripatetic approach to some of these services.  

The post holder will be responsible for providing phlebotomy services in accordance with practice GMS contract. It should be noted that phlebotomists may be required to treat patients at any of the three practice sites, when required.  Post holders must have appropriate qualifications to fulfil the duties of their role. 

Job Description

	Reporting to:
	The Nurse Manager

	Responsible to:
	The Partners

	Location
	Staff members are expected to work across all three sites as the needs of the service require.

	Qualifications
	No qualifications required although an NVQ would be beneficial



The post holder will provide high quality phlebotomy services to patients registered with the practice. 

Professional Development

· To maintain personal development in line with requirements and practice objectives by attending courses/study days as arranged with the doctors and the manager
· To actively participate in practice meetings
· To participate in own annual appraisal and implement own personal development plan

Clinical Duties to include
· Phlebotomy, for both venous and INR near patient testing
· Blood pressure checks
· Urine testing, urinalysis and submitting samples to the laboratory following the practice protocol.
· Obtaining of specimens, ensuring their maintenance under correct conditions and despatch
· Performing ECG’s
· To promote the health and wellbeing of individual patients through
· Carrying out health interviews for patients newly registered with the practice and others as required 
· Making appropriate referrals to doctors and other health and social service professionals
· Assisting in the development of health promotion activities for groups of patients e.g. promotion of a healthy lifestyle through smoking cessation, diet and exercise. 
· BMI monitoring – weight monitoring and lifestyle advice
· Any other procedures as deemed reasonably within the scope of the post
· Deal with patient queries and problems with referral to doctor if necessary.
· Blood sugar measurement
· 24hr BP monitoring and inputting data from home blood pressure monitoring
· Diabetic foot checks


Working as part of the primary health care team
· To work closely with non-clinical members of the practice team to achieve practice goals e.g. management of the call/recall programmes 
· To work closely with health care professionals within and outside the practice in achieving quality patient care

Record keeping and audit
· Clinical audit of clinical responsibilities
· Keep comprehensive records concerning your duties.
· Record and update patient data.
· Keeping contemporaneous records
· Record data for audit.

General Duties
· To be familiar with and comply with the practice’s policies, procedures and current legislation.
· To recognise the patient’s right to privacy, dignity and confidentiality, showing due regard for the patient’s property
· To prepare consulting rooms and maintain stocks of examination instruments and specimen collection materials, and other clinical supplies, including cleaning of any storage space for the same e.g. clinical trolleys
· Clean clinical equipment in consulting and treatment rooms.
· Dispose of and replace sharps boxes
· To ensure that specimens brought in by patients or taken by doctors and nurses are ready for collection by pathology services and are stored correctly whilst awaiting collection.
· To assist in the ordering, storing and maintenance of equipment used in the practice, including clinical supplies and non-clinical supplies
· Prepare equipment for patient consultation where necessary.
· Clean and tidy cupboards and work surfaces.
· Keep up to date with NHS regulations.
· Attend staff meetings as required.
· Other duties that may reasonably be required to cover the absence of other phlebotomists
· Undertake any training that may be necessary to carry out duties and responsibilities efficiently or to keep up to date with working patterns and technology.

	Confidentiality:
	· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.  They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.

	
	· In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers.  They may also have access to information relating to the practice as a business organisation.   All such information from any source is to be regarded as strictly confidential.

	
	· Information relating to patients, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.

	The Humbleyard Practice employs a no smoking policy throughout all of its premises. 
Clinical staff are required to maintain their protection against Hepatitis B and C infection and comply with Practice Health and Safety directives.

	This job description is intended as a guide to the range of duties to be employed and should not be seen as a definite specification.  Both employer and employee have a mutual obligation to modify the description as and when changes in the work situation occur.
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