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JOB DESCRIPTION
JOB TITLE:   

Out-of-Hours Driver / Patient Support
LOCATION: 


Station Medical Approach/ Nelson House Hereford 
ACCOUNTABLE TO: 
Operational Manager for Out of Hours Service (OOH)



  
Supervision provided by Clinical Dispatcher during shift

JOB PURPOSE
To drive leased, third-party vehicles safely and transport doctors and other clinicians with drug bags to various locations across Herefordshire to support the Taurus Out-of-Hours service, supporting Overnight Nurse Service as required
Responsible for following Good Distribution Practice (GDP) Standard Operating Procedures (SOPs) and securely transporting drug bags from base at Nelson House (Taurus headquarters) to OOH clinicians at Station Medical Centre. Transportation requires adherence to a temperature controlled environment.

To welcome and book-in patients at the primary care centre in Herefordshire during evening, overnight and weekend shifts. 

To act as a receptionist during the operational period when not on the road with the visiting Doctor
To ensure cars are road worthy
MAIN RESPONSIBILITIES
· Collecting and checking car-pack, including keys and phone etc., ensuring that everything necessary is available and fit for purpose.
· Completing the vehicle inventory process to ensure stock items are in date.
· Responsible for reporting any damage or car faults to Team Leader and Operational Manager.  
· Ensure that any consumables required are in the car, within expiry date, replacing any shortfalls/omissions as necessary.  
· Ensure any consumables and oxygens required are in the car and help transfer and set up equipment and oxygen as required in patient’s homes.
· Responsible for ensuring the vehicle is clean, roadworthy and has sufficient fuel for the shift.  This will include cleaning windscreen, replacing light bulbs and ensuring correct level of air pressure in the tyres. Inform Operational Managers of any pending endorsements e.g. parking ticket
· Keeping accurate paper records of the mileage and condition of the vehicle.

· Ensure equipment and medicine bags are securely held within the vehicle.
· Ensuring the next driver and/or Team Leader are provided with a handover, identifying any relevant issues as needed.

· Liaising with breakdown company in the event of a breakdown 
· Reception / Assistant duties to include:

· Maintaining high levels of accuracy and attention to detail when entering information onto databases or information systems such as ADASTRA and EMIS medical systems.  E.g. ADASTRA for ‘new’ patient details transferred to EMIS and referrals from HCP’s (Healthcare Professionals).

· Maintain and monitor patient seating ensuring the area is clean (following infection control guidelines) and fit for purpose and raise any issues with Team Leader and supporting the flow of entry and exit for the building, following infection control processes. 

· To observe patients, in the seating area to ensure the area is safe, and immediately escalating concerns to Team Leader and GP on site for any patient who you observe in the seating area that may have deteriorated. 

· Identifying any security issues and notifying to the Team Leader and reporting as necessary i.e. Police (999) or 101 service. (e.g. hostile, aggressive and potentially intoxicated patients / members of the public) 
· Identifying any safeguarding concerns and escalating to Team Leader 
· Providing information and supporting clinicians with patients that do not arrive for their appointment.   
· To be approachable and when required provide support to patients, relatives and other Health Care Professions in a professional manner. 

· To help provide assistants to a safe working environment for clinicians and patients in a lone working environment and supporting clinicians to feel safe in challenging environments. 
· To act as a chaperone if required
· Good Distribution Practice 
· Undertaking relevant mandatory GDP Training, to be able to provide a full understanding of GDP, covering a number of important topics such as documentation, the Quality Management System and deviations. 
· Identify opportunities for improvements and liaise with the GDP or operational team 
· Ensure that all Good Distribution Practice (GDP) guidelines are adhered to and cross referenced in line with the Medicines and Healthcare products Regulatory Agency (MHRA) in order to ensure patient safety and GDP compliance.
· Ensuring adherence to strict documentation control at all times, including all relevant maintenance logs and completion of all GDP Driver paperwork.

· Ensure HCO63 are signed each and every time drug bags are issued and returned safely to base (Nelson House)

· Ensure that the vehicle and equipment are suitable for the handling of medicinal products, and to communicate with the Deputy RP and management for any deviations.

· Ensure that, if the bag has been used by the clinician, the green tag has been replaced with a red tag by the Clinician.
· Ensure correct allocated medicines bags are given to the correct clinician and car.

· Ensuring the temperature of the car is suitable for the drug bag (10-22 degrees) even if that requires conditioning the car before the journey) and monitoring temperature throughout the shift.
· Ensure the drug bags are under supervision at all times, until given to the clinician and then received back from the clinician.  
COMMUNICATIONS AND WORKING RELATIONSHIPS
Operational Manager

Clinical Dispatcher (Supervisor during shift)

Mallings Healthcare

NHS111

Drivers

GPs

Advanced Clinical Practitioners

Advanced Nurse Practitioners

Receptionists

Other healthcare professionals

Deputy Responsible Person 
Overnight Nurses 

Patients, relatives and carers 

Police and 101 services 

Members of the public  

PERSONAL DEVELOPMENT
· To attend mandatory training and fire lectures regularly and assist with fire policy/evacuation procedure when necessary.

· To keep up to date with and attend training on revisions to information systems or changes in protocols for the inputting of data in the light of Local and national initiatives.  To adhere to agreed protocols at all times. 

· To participate in Individual Performance Review and Personal Development plans on an annual basis and to undertake training and development as identified within these discussions and as indicated by the requirements of the post.

CLINICAL GOVERNANCE AND QUALITY ASSURANCE
· To realise the importance of confidentiality when dealing with patients and staff, particularly when giving or receiving information over the telephone in accordance with the Data Protection Act. 

· Maintain the high standards of the service by contributing towards individual, team and service objectives and acting at all times in the best interest of patients.

· To accurately collect, collate and input data to Information Systems as required by procedures to ensure that patient database records are up to date and accurate. 
· To participate in Individual Performance Review and Personal Development plans on an annual basis and to undertake training and development as identified within these discussions and as indicated by the requirements of the post.

INFORMATION GOVERNANCE 

· Taurus Healthcare requires its staff to comply with Information Governance related standards and policies at all times when dealing with confidential information, which includes any information relating to the business of the company and its service users and employees.

· All Taurus Healthcare staff are bound by a duty of confidentiality and must conduct their duties in line with the NHS Confidentiality Code of Practice, Data Protection Act and Freedom of information Act. 

· Post-holders must maintain high standards of quality in corporate and clinical record keeping ensuring information is always recorded accurately and kept up to date.  The post-holder must only access information, whether paper, electronic or in other media, which is authorised to them as part of their duties.

· All Information obtained or held during the post-holder’s period of employment that relates to the business of the company and its service users and employees will remain the property of the Taurus Healthcare.  Information may be subject to disclosure under legislation at the Company’s discretion and in line with national rules on exemption.

· Any breach of confidentiality or computer misuse could lead to disciplinary action, and in serious cases could result in dismissal.  Breaches after the post-holder’s employment has ended could result in the Company taking legal action against them.

HEALTH AND SAFETY

· To have responsibility for health, safety and welfare of self and others at work.  This includes being conversant with Trust Health & Safety policies and procedures and ensuring incidents, accidents and near misses are reported; taking part in the risk management process and carrying out tasks/using equipment only when competent to do so.
· Be responsible for ensuring the general environment is clear of all hazards.

· All staff have a responsibility to apprise themselves of how the prevention of the spread of infection relates to their role.  They have a responsibility to ensure they are aware of Company policies and procedures in relation to infection prevention and control, and ensure that they comply with them in fulfilling their role.  

EQUALITY AND DIVERSITY 
· Respect the privacy, dignity, needs and beliefs of patients, carers and colleagues.
· Act in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with Taurus procedures / policies and current legislations.
· Act as a chaperone as needed and required. 
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.
This job description may be amended by management through consultation with the post holder in order to reflect changes in, or to, the job.

PERSON SPECIFICATION

	Job Title:  Out-of-Hours Driver/Patient Support
	

	CRITERION
	ESSENTIAL

(Should possess to do the job)
	DESIRABLE

(Could also possess)
	Tested @ INTERVIEW
	Tested on APPLICATION FORM
	WEIGHTING FOR EACH CRITERIA

High      = 3

Medium = 2

Low       = 1

	EDUCATIONAL AND PROFESSIONAL QUALIFICATIONS

	2 GCSE’s preferably including, English & Maths or equivalent.
	X
	
	
	X
	

	Customer Service qualification or equivalent (or relevant experience)
	
	X
	
	X
	

	SKILLS

	Competent use of Microsoft office systems 
	X
	
	
	X
	

	Entering information onto databases / medical system
	
	X
	
	X
	

	Excellent communication skills 
	X
	
	X
	
	

	Accurate & clear written and verbal communication skills 
	X
	
	X
	X
	

	Evidence of ability to understand the need for, and to follow, systems and procedures
	X
	
	X
	X
	

	Awareness of health and safety principles
	X
	
	X
	X
	

	Experience of keeping accurate written and/or electronic records
	X
	
	X
	X
	

	Demonstrate attention to detail in procedure compliance and identifying issues. 
	X
	
	X
	X
	

	Ability to comply with procedures and identify and report issues 
	X
	
	X
	X
	

	Ability to use initiative to solve problems
	X
	
	X
	X
	

	KNOWLEDGE/EXPERIENCE

	Previous experience working in a driving role.
	X
	
	X
	X
	

	Previous experience in basic car maintenance (in either a work or personal capacity) 
	
	X
	X
	
	

	Previous experience working in a 24/7 environment and
work regularly out of hours
	X
	
	X
	X
	

	Previous experience working in a health care environment 
	
	X
	
	X
	

	Previous experience of dealing with confidential information & record keeping
	X
	
	
	X
	

	Safe driving capable of driving at night, in both city and rural locations.
	X
	
	X
	X
	

	PERSONAL QUALITIES OR ATTRIBUTES

	Flexible & willing to work across different environments 
	X
	
	X
	
	

	Ability to work as part of a team
	X
	
	X
	
	

	Ability to deal with challenging and difficult situations 
	X
	
	X
	X
	

	Good local knowledge of Herefordshire or willing to learn 
	
	X
	X
	
	

	Over the age of 25 (due to car insurance) with a clean driving licence (or maximum of 3 points)
	X
	
	
	X
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