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Staff Handbook

Welcome to Enable Care Services
Enable Care Services provide a domiciliary care service to both the public and the private sectors. Our office based in Moygashel, serves our teams in Counties Tyrone, Armagh, Down and Fermanagh. 
We endeavor to provide our service users with a comprehensive, person-centered service of the highest quality. Enable Care Services is a family run partnership organisation which is continually expanding and developing to meet the ever-changing needs of our aging population. 
We fully understand the importance of family and how choosing any type of care is a very important and difficult decision. 

Our Aim and Objectives
Our aim is to provide and deliver domiciliary care to the highest standard. We continually strive to achieve quality and excellence in all aspects of our service delivery. 
We commit to:
· Working closely with you to identify, implement and review a personal service which adequately reflects the needs of the individual service user and the needs of you as an employee.
· Promoting independent living, working within your range of abilities and competencies.
· Delivering care in the home of our service user, in a manner which is respective of their own environment and traditions.
· Ensuring that confidential information is always protected and only ever shared with others strictly in accordance with our policies on confidentiality and safeguarding.
We aim to create a team of dedicated committed, caring professionals who will be an integral part of the service users multidisciplinary team working closely with Social Workers, Occupational Therapists, Speech and Language Therapists, General Practitioners, District Nurses, and the service user’s families to provide a comprehensive care plan promoting a person-centered approach.
This document is intended to act as a guide to help you as an important team member to carry out your duties to the highest standard and as a reference document during your employment. All employees should familiarise themselves with Enable Care Services policies and procedures, which you can access at any time. 
We sincerely hope you enjoy your time at Enable Care Services, and we are only ever a phone call away for advice or support.











General Job Description for Domiciliary Carer
KEY DUTIES / RESPONSIBILITIES
Depending on the assessed need of the individual service user, the main duties which you will be required to perform are: -
 
1.	The provision of personal care.  This could include assistance with toileting and helping the service user with their stoma or catheter care, bathing/washing, care of hair, nails, skin and mouth, dressing and undressing, feeding and drinking.

2.	The provision of practical household support.  This could include bed making, fire lighting, preparation of drinks/meals and the collection of prescriptions on referral from a social worker.
	
3.	Assisting and encouraging the promotion of independence e.g., enabling individuals to participate in their own personal and practical care, encouraging the use of aids or recommended exercises in accordance with professional direction.

4.	The provision of assistance with general care and rehabilitation e.g., application of creams/observation of dressings, assisting the service user to take prescribed medications/oxygen in accordance with written instructions.  To administer prescribed medications/oxygen in accordance with written instructions.

5.	Assisting the service user in getting up/back to bed, helping with planned 	rehabilitation e.g., continence and walking.

6.	The provision of the necessary advice/instructions to carers as appropriate. 

7.	Reports timely any changes in a service user’s circumstances or condition, as well as all untoward incidents/accidents to the Area Supervisor and Head Office in accordance with company policies and procedures.

8.	Accurately records details of visits to homes of service users and the tasks undertaken/not undertaken in accordance with our domiciliary care procedures.

9.	To treat all service users with the appropriate respect and courtesy and regard all matters relating to the individual and his/her circumstances as strictly confidential.

10.	To maintain effective relationships with the service user and all members of staff involved with the individual’s care.

11.	To participate in all company training as required.

12.	To adhere to all company policies and procedures.

GENERAL REQUIREMENTS 

The post holder is required to:
1. Co-operate fully with the implementation of the company Health and Safety arrangements, reporting any accidents/incidents/equipment defects to your manager, and maintain a clean, uncluttered and safe environment for our service users, members of the public and staff.

2. The Enable Care Services code of conduct for Employees sets out the standards of conduct expected of all staff of Enable Care Services and outlines the standards of conduct and behaviours required during and after employment with Enable Care Services.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       Professional staff are expected to also follow the NISCC code of conduct.

3. Adhere at all times to all company policies/codes of conduct, including for example:
· Smoke Free policy
· Code of Conduct
· Company standards of attendance, appearance and behaviour 

4. Contribute to ensuring the highest standards of environmental cleanliness within your designated area of work.  

5. Co-operate fully with regard to company policies and procedures relating to infection prevention and control.   

6. All employees of Enable Care Services are legally responsible for all records held, created, or used as part of their business within the company, including patients/clients, corporate and administrative records whether paper-based or electronic and also including emails.  All such records are public records and are accessible to the general public, with limited exception, under the Freedom of Information act 2000 the Environmental Information Regulations 2004, the Data Protection Act 2018 and General Data Protection Regulations. Employees are required to be conversant with the company policy and procedures on records management and to seek advice if in doubt.

7. Take responsibility for his/her own ongoing learning and development, including full participation in performance reviews/appraisals, in order to maximise his/her potential and continue to meet the demands of the post.

8. Represent Enable Care Services commitment to provide the highest possible standard of service to patients/clients and members of the public, by treating all those with whom he/she comes into contact in the course of work, in a pleasant, courteous and respectful manner.  Seek to engage and involve service users and members of the public in keeping with and as appropriate to the job role.

9. Available / able to work any 5 days out of 7 over the 24-hour period, which may include on-call / stand-by / sleep-in duties, shifts, night duty, weekends and Public Holidays if required immediately on appointment or at a later stage following commencement in response to changing demands of the service.  

This post may evolve over time and this Job Description will therefore be subject to review in the light of changing circumstances and is not intended to be rigid and inflexible but should be regarded as providing guidelines within which the individual works.  Other duties of a similar nature and appropriate to the position may be assigned from time to time.

Professional Behaviour
As an Enable Care Service’s employee, you are always a representative of the organisation. You should never conduct yourself in a way that brings either yourself, your colleagues or Enable Care Services into disrepute. All employees should work to give off their very best within the requirements of their role. 
Each person you have contact with must be shown respect, regardless of your personal preferences and opinions. Good care requires that you be polite and as helpful as possible on all occasions but does not require you to accept personal abuse. If this should ever occur, you need to contact your Team Lead, On Call or The HR Manager. 
While not exhaustive or reflecting of the disciplinary procedure (Disciplinary Policy Q-P1) the following are examples of behaviours towards colleagues or service users which are not acceptable and could result in disciplinary sanctions:
· Foul language, innuendo or verbal abuse 
· Physical abuse or horse play
· Distracting or preventing another colleague from carrying out their duties
· Breach of confidentiality
· Falsifying documents
· Neglect of duties and responsibilities
· Refusing to follow management instruction
· Working whilst under the influence of alcohol or non-prescribed drugs
· Discriminatory practice of any nature
· Being unreliable














Northern Ireland Social Care Council (NISCC)
As a Domiciliary Care Worker, you must abide by the NISCC Code of Conduct. A link to the NISCC Standards of Conduct and Practice will be given to you at induction. It is compulsory that all employees register with NISCC on commencement of employment. The cost of this is £30 per annum.
The following are the minimum standards which NISCC and Enable Care Services expect of each employee:
1. Protect the rights and interest of our service users.
2. Strive to establish and maintain the trust and confidence of service users
3. Promote the independence of service users while protecting them as far as is possible from danger or harm.
4. Respect the rights of service users while seeking to ensure that their behaviour does not harm themselves or other people.
5. Uphold public trust and confidence in social care services.
6. Be accountable for the quality of your work and take responsibility for maintaining and improving your knowledge and skills.
NISCC expects social care workers to meet this code and may take action if registered workers fail to do so. As an employer of social care workers, we are required to take account of this code when making any decisions about conduct of staff. 
Any actions disregarding this code may result in disciplinary action and/or referral to NISCC for further investigation. Immediate referrals will be undertaken in cases of alleged or actual abuse. Disciplinary action can range from a verbal warning through to dismissal for gross misconduct or repeated disciplinary issues. 
You should always be able to account for your actions and be proud of the way in which you behave while working. Sometimes, we acknowledge others can impact behaviour which is unacceptable; you need to always be aware of this. Supervision is a good time to explore any problems you feel are impacting on your performance at work but do not leave any issue too long before bringing it to the attention of your Team Lead or HR Manager.










Enable Care Services Codes of Practice
· Employees are expected to show courtesy and consideration to the service user, their family and anyone else in their home at all times. They must co-operate as fully as possible with any other professionals involved in the package of care.
· Employees must carry out their duties in an unobtrusive manner and must respect the service user’s privacy as much as is possible.
· The service user should be addressed by their title, e.g., Mr, Mrs etc unless otherwise instructed by the service user. 
· Employees must not use the telephone is a service users’ home except in the case of an emergency or where there is written permission in the file to do so.
· Your employee identity card must be carried at all times when on duty and must be produced for inspection when required.
· Gifts, loans of money or other gratuities must not be accepted from the client or their relatives. If in doubt, contact the HR Manager for advice.
· Employees should maintain a professional appearance whilst on duty. Excessive make up or jewellery (with the exception of a wedding band) must be avoided. Nails must be kept short and clean and nail extensions are prohibited. 
· Employees must work within the guidance of the company policy on confidentiality and safeguarding and you must ensure that the privacy and dignity of the client is maintained.
· Employees must respect the service users right to choose how their package of care is delivered.
















Confidentiality
All staff are required to carry out their duties within the guidelines of the Confidentiality Policy (Policy Q-P4). Failure to do so will result in disciplinary action being taken (Policy Q-P1). 
· All information or documents given to staff which relate to the administration or practices of Enable Care Services must be treated in strictest confidence and should not be discussed with any individual with permission of management. 
· Any personal information given to employees by a services user, or their family must not be discussed or repeated outside of the home.
· Employees may obtain information about a service user which they feel should be repeated to safeguard the service user’s health or wellbeing. Permission to relay this information should be sought from the service user or their next of kin. If in any doubt, contact the Safeguarding Champion for advice.  All reports regarding safeguarding go straight to the Safeguarding Champion.
· It is a serious breach of confidentiality to take any electronic device, phone, iPad etc into a service users’ home. Under NO CIRCUMSTANCES can an employee mention the name of a service user or their family on any social networks.
· Do not take any photographs of a service user and do not use or share any other photo of a service user.

Record Keeping
It is very important in any place of work that you use good systems of communication and information exchange. Enable Care Services have policies relating to communication, information gathering/storage/destruction, information technology and the protection of information (Confidentiality). These policies, along with others can be found in the Policies and Procedures file. 
When communicating with work colleagues and members of the multi-disciplinary team, you have a legal and ethical obligation to ensure that you are sharing information that you have both the right to share and that is an accurate report on the issue or situation at hand. Communication should be verbal and in writing. Think about the purpose of your communication: what function does it have in connection to your work?
There are some clear rules about gathering/recording/divulging information:
1. Check if you need consent to access or share information.
2. Check if the information is factual.
3. Check that it is relevant to the role you provide.
4. Check that it is clear to understand.
5. Check that it is in the correct format.
6. Check that it is stored safely.
When recording information, you also need to use approved methods that ensure accountability. Records will be retained in line with our policies and procedures. 
With regard to written recording, employee must not:
· Include your personal opinion
· Use jargon, slang or controlling language
· Use pen other than black pen or tippex
· Remove pages from the records
· Complete notes at any other time other that during the call
Employees must:
· Use factual information
· Use appropriate language
· Use clear handwriting in black ink
· Draw a clear line through any errors and put initials by it.
· Sign full name, date and accurate time in and out.

Complaints
Enable Care Services follow a three step complaints process. It is important complainants exhaust the first 2 steps before proceeding to the external representatives. Full details are detailed in the Policy and Procedure file (Q-P5).
If you receive a complaint, it is important that you are courteous at all times and facilitate the individual with time and privacy to inform you of the issue. This complaint must be notified to the Quality and Compliance Manager to ensure the correct procedure can happen. Failure to do so will lead to disciplinary action. 

Recruitment
The Registered Manager and the Senior Management Team will discuss staffing levels on a regular basis, working to anticipate the recruitment needs of the organisation. 
Process of Applicants
Applicants will be required to complete a job application form and return it to the HR Manager before a specified date. On receipt of completed applications, short listing will occur, and successful candidates will be invited to interview. Successful interview may lead to a training space allocated. 
Before an offer of employment is issued the following procedures will occur:
· The applicant’s identity is confirmed
· Two satisfactory, written references, linked to the requirements of the job are obtained- one must be from the applicants present or most recent employer.
· Right to work
· A full employment history, together with a satisfactory written explanation of any gaps in employment is obtained.
· Criminal history disclosure information, at the enhanced disclosure level, is sought and obtained from ACCESS NI.
· Professional and vocational qualification are confirmed with details and documented evidence for any relevant qualifications or accredited training.
· Registration status with the relevant regulatory bodies is confirmed.
· A pre-employment health assessment is obtained
· A valid driving licence and insurance is confirmed (care insurance is covered for business use).
· Name, address and contact number for a next of kin has been obtained.
· Evidence of a satisfactory knowledge of the English language, both written and verbal is obtained.
· Successful completion of the induction course.

Training Opportunities
Enable Care Services is committed to the provision of a range of learning and development opportunities for all staff to ensure its achievement of the objectives within the company is adhered to the regulatory and legislative framework in which it operates.
Enable Care Services recognises the importance of a planned and systematic approach to learning and development. This document outlines the framework which Enable Care Services has in place to ensure that investment in staff training is targeted in an equitable manner in accordance with the needs of the organisation.



Methods of Learning and Development
The company employs a diverse team of staff with different educational backgrounds and learning preferences. To meet the needs of all staff, learning opportunities will be provided through a range of methods including:
· Formal training courses- internal and external
· Induction and update training, topics include but not limited to:
· Theoretical and practical moving and handling
· Dementia
· Fire safety
· Labelling and Discrimination
· Health and Safety
· Infection Control
· Safeguarding
· Deprivation of Liberty Safeguards
· Challenging Behaviour
· Food Hygiene
· Complaints
· Record Keeping
· Confidentiality
· Medication Guidelines- practical and theory
· Management courses relevant to the role and responsibilities of the individual
· Annual update training 
· Monitoring, coaching and observing through supervision
· Access to relevant NVQ courses
· Shadowing more experiences members of staff
· Workshops
All employees must be aware of current Health and Safety legislation (the requirement of the 1974 and 1999 Acts). Check the Health and Safety Policy for each client:
· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 
· Controls of Substances Hazardous to health (COSHH)
Legislative acts for Northern Ireland can be located on www.legislation.gov.uk/browse/ni 
Sickness and Absence Procedure 

The Company aims to encourage all its employees to maximise their attendance at work whilst recognising that employees will, from time to time, be unable to come to work for short periods due to sickness. 

Notification Procedure

If you are absent from work, please ensure you the follow the procedure below:

· Always notify your Team Leader by telephone as soon as possible giving the nature of your illness and its likely duration.
· If you are not returning on the date you specified, you will need to contact your line manager to inform them of the new date of return.
· Throughout your absence you are required to keep us informed of your state of health on a weekly basis.
· You must notify the Company if you are suffering from or have symptoms of a notifiable infectious disease i.e., mumps, measles, or food poisoning etc., or where you have been in close contact with someone with such illness.  Where you have been off work with this type of illness you must see your doctor prior to returning to work to ensure that it is safe to do so.
Failure to follow the notification procedure may lead to disciplinary action being taken in accordance with the Company Disciplinary and Dismissal Policy up to and including dismissal.
Further information regarding sickness and absence policy and procedures are available on request. 






Useful Contacts
Telephone- 02885557745
All reports to be sent to 
info@enablecareservices.com
Registered Manager- Edel Beatty edel.beatty@enablecareservices.com
Quality & Compliance Manager & Safeguarding Champion- Niamh McGirr
niamh@enablecareservices.com
HR Manager- Maureen McElroy maureen.mcelroy@enablecareservices.com
Payroll Queries- Christine Nelson christine.nelson@enablecareservices.com 
Training Queries- Jenna King
 jenna.king@enablecareservices.com 





For the employee
I have read and made myself aware of the content of this Staff Handbook. 
In advance of working unsupervised, I understand the principles of my role and broad requirements of my role as a Care Worker supporting those whose status may be defined as ‘adult at risk’. 
I am aware of my responsibilities as a care worker and requirements for appropriate conduct, record keeping, training and service delivery.
I have received my staff handbook and induction training with appropriate supervision.
I am aware of all relevant policies and procedures and should I need any further clarification on any area of these, I know to contact the Quality and Compliance Manager.

Domiciliary Carer:
Signed: ……………………………………………………………………………….
Date: ………………………………………………………………………………….

Manager:
Signed: ……………………………………………………………………………….
Date: ………………………………………………………………………………….
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