
ST ELIZABETH’S JOB DESCRIPTION

	JOB TITLE

Support Worker (Day Opportunities)
	RESPONSIBLE TO:

Lead Instructor

	LOCATION

St Elizabeth’s, Perry Green, Herts SG10 6EW
	ACCOUNTABLE TO:

Day Opportunities Manager

	JOB PURPOSE

The post holder will work as part of a team to plan, create and deliver meaningful work, learning and leisure services for adult residents, individuals on day placements, learners and/or short stay clients as required.

The activity and environment must meet the physical, emotional, intellectual and spiritual needs of the group.

To instruct and as necessary support individuals to achieve:

· An understanding of being at work (where applicable);

· Develop skills according to plan and identified outcomes;

· Improve opportunities for social inclusion and break down barriers that perpetuate isolation.

· To lead sessions as planned

· To support planned activities on and off site as required

The objective is to ensure meaningful engagement and for individuals to participate to achieve their planned outcomes.

	
	
	

	 All staff are expected to carry out their duties in line with the Mission and Ethos of St Elizabeth’s and the Daughters of the Cross of Leige which promotes the independence and personal dignity of all residents.

All staff have a shared responsibility for safeguarding vulnerable individuals. As St Elizabeth’s School is on the same campus, this includes children as well as young people and adults at risk. 


	
	Safeguarding means 'promoting welfare' and 'protecting from harm or abuse'
	

	


MAIN DUTIES AND RESPONSIBILITIES
	Operational

	Following instructions from lead, make any necessary arrangements for the delivery of the planned activity.

Participate fully in activity, bringing to the attention of the lead any problems actual or potential.
Ensure all participants return safely to their home or day centre at the end of each session.

Clear away following activity, ensure resources used are safely stored and area used is left ready for others.

To record achievements against planned/agreed outcomes for attendees.

To liase with Lead/bungalow re any areas of concern

To complete register, including reasons for non attendance

To work evening and weekend shifts as required, to deliver a variety of activities

To support Day Clients with complex needs throughout the day outside of activities. To ensure that each individual has appropriate daily social care and to meet their health and emotional needs whilst promoting independence.
To drive St. Elizabeth vehicles to facilitate off site activities

	Communications and Working Relationships

	The post holder is expected to follow instruction given and positively promote the planned activity.

To develop appropriate relationships with other team members and participants to maximise engagement and enjoyment.

To act as a key worker for named clients liaising with home key workers as necessary.

To assist in record keeping following activities which document individual achievements against planned outcomes.

The postholder will maintain a high standard of professional communication at all times, in line with General Social Care Council (GSCC) and St Elizabeth’s code of conduct.

Write client reviews

Participate in meetings e.g. internal or statutory reviews as directed.

Complete any necessary paperwork following an incident.

	Health and Safety and Risk Management

	The post holder must comply at all times with the organisations policies and procedures in particular by following agreed style working procedures.

Reporting all concerns or incidents to lead instructor in a timely manner.

To inform lead instructor of any safety issues that could affect staff or service users and take remedial action as appropriate for prevention.

The post holder is responsible for their own health and safety and must co-operate with the team in achieving safe work procedures.

The post holder is expected to follow instruction given and positively promote the planned activity.

	Protection of Health and Well Being

	Ensure awareness of service users physical, emotional and health needs.

Ensure intervention and recovery plans are known and followed for service users who have epilepsy.

The post holder is expected to assist service users as necessary when needing to visit the toilets.

The post holder must ensure that service users, who may need to take medication, including rectal medication for seizures, are safely assisted to do so in line with the organisation’s policies/procedures.

The post holder may on occasions need to administer medication (following the appropriate training and being passed as competent to do so).

To follow behaviour guidelines and intervene as necessary to protect the individual, peers or staff members, in accordance with organisational policies/procedures (MAPA).

To administer medication to individual residents/client (following training) in line with St Elizabeth’s medication policy. This can include emergency medication after an epileptic seizure.
To report any change in the needs of an individual resident/client to the senior staff member on duty promptly.

To attend hospital as required when day clients are admitted, to ensure they are supported in their comfort, safety and wellbeing.

Meal planning and preparation.

Cleaning and tidying activity rooms and Day Client areas.

Helping individuals take care of their personal property.

To accompany and assist individuals accessing the local community and attending their chosen day and leisure activities in line with their personal and support plan.

	Respect and Confidentiality

	To work in line with legislative requirements and the organisations policies and procedures to protect the dignity and confidentiality of colleagues and service users.

Bring to the attention of Day Opportunities Manager any issue causing concern or that could be perceived as acting outside legislative requirements of the organisations policies and procedures. 

To ensure the safety and wellbeing of service users. To be fully aware of Safeguarding issues and procedures and enact upon them when necessary in line with policy in a timely manner

	Supporting Emotional, Spiritual and Cultural Wellbeing

	To be familiar with person centred plans and act in accordance with these, encouraging independence and choice.

To communicate effectively with residents and encourage residents to interact and engage in meaningful activities.
To be aware of cultural identity and any specific needs/wishes in relation to an individual’s culture, eg dietary  preferences.

To complete daily communication diaries for day clients and their families. 

To contribute to the prevention and management of challenging behaviours in a non-confrontational, non-judgemental manner, using a consistent approach and following behaviour management guidelines.

To be aware of individual residents’ spiritual needs and wishes, and support individuals to participate in activities they may choose to enact their spiritual wellbeing, eg faith services on and/or off site. Request pastoral support visits where applicable.

	Equality and Diversity

	It is expected that the post holder will work with policy/procedures


	General

	To fully participate in organisations performance review, personal development planning and supervision processes.

Undertake training as necessary in line with the development of the post and agreed with line manager.

To demonstrate achievements against standards of personal and professional development within the agreed timescale.

To contribute positively to the effectiveness and efficiency of the team

The appointment is subject to completing a declaration of health, which may lead to a full medical examination upon request.

To provide cross cover to any bungalow at the request of the manager.

The post requires a high degree of physical effort and manual dexterity.


Rehabilitation Of Offenders Act 1974

Because of the nature of the client group and work this post is exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders Act 1974. Applicants, therefore, are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provisions of the act. Any failure to disclose such convictions could result in dismissal or disciplinary action by the organisation. Any information given will be completely confidential and only considered in relation to an application for positions to which the order applies. 

Terms and Conditions

This job description does not form part of the contract of employment but indicates how the contract should be performed. The job description will be subject to review and amendment in the light of experience and in consultation with the post holder. 

The post holder is expected to work to the job description and contribute to cover other posts or work in line with current post. 

I have read and understood the job description and person specification for the role of Support Worker (Day Opportunities)
Sign: ...............................................       Print Name:   .................................   Date: ..............    
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