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	JOB DESCRIPTION - SUPPORT WORKER

	Reports to:

	· Team Leader  / Ezone Manager
· Service Manager

	Summary of Role

	To provide support to members, assess the range of individual members needs by adopting a person centred approach that fosters self-awareness, personal growth and to promote independence and choice.

	Locations

	· Millfleet

· Ezone

· Allotment

· Community

	Main Responsibilities

	· Specifically take account of the choices, needs and wishes of each member, involving members in their own plans and day to day decisions.
· Support and enable vulnerable adults to be as independent as possible and access community resources and leisure activities.
· Maintain member confidentiality at all times.
· Carrying out Key Worker responsibilities in a person centred and professional manner.
· Provide a safe environment for those who need constant supervision and help.
· Support and enable members to manage their budgets
· Actively encouraging and supporting leisure and meaningful activities both inside and outside of Forward premises, in accordance with individual member’s interests, choices and needs. (Have appropriate clothing/footwear available at all of Forward’s locations to enable them to support members in activities at short notice).
· Accompanying members in one to one or small group activities

· Adhering to all safeguarding requirements and any procedures aimed at the protection of vulnerable adults

· Support members in managing their own challenging behaviours
· Support members to use public transport whenever possible
· To transport members between destinations using your own suitable vehicle.

	Personal Care

	· To provide personal care where necessary.  Assist in the personal management of continence.
· Supporting members to learn self-care, with direct support where required and maintain a high standard of personal hygiene and appearance

· To support members with mobility problems, transfers and other physical disabilities, use and care of aids and personal equipment, using correctly any specialised equipment provided. 

· Supporting members to make appropriate choices regarding their diet and shop appropriately while respecting the individual’s right of choice

· To support members to prepare meals, serve meals, feed members who need help, wash up, tidy and clear away and support and enable members with domestic skills

· Take full account of the Medication Policy and Procedure

· Accompanying members to the dentist, doctor, hairdresser, and other appointments as appropriate


	Recording

	· To read and write records accurately and professionally and take part in staff and members’ meetings and in-house training activities as directed

· To maintain accurate, concise, up-to-date and timely records of the member’s support, homebooks, diary dates, medication forms, financial transaction sheets and timesheets; these to be completed before the completion of the working day that these events take place on

· To report and record any accident or incident which may occur – no matter how minor, whether to the member or carer on the day it happens

· Complete and submit signed time sheets or mileage sheets to the Finance Manager

· To report back to the manager(s) on any aspect of the member’s care which , in the view of the support worker, warrants investigation or urgent action

· To report immediately to management any noticeable changes in health, behaviour or circumstances of members – maintaining the member’s right to privacy and confidentiality
· To ensure all outreach visits are for the time allowed, as scheduled and request the member’s signature on supplied timesheets at the end of each visit, showing accurate time of arrival and departure or using Forwards telephone reporting system

	Working as part of a team

	· Working as part of a team, sharing responsibility fairly and being supportive of others

· Liaise regularly with the Team Leaders and colleagues

· Provide flexible cover for colleagues in the event of holiday and sickness working as part of a support team

· Working with managers to identify needs and access relevant learning and development opportunities and share that learning with others

· The Support Worker will also undertake any other task or work which arises within the scope of the role in order to meet the needs of the service

	Policies & Procedures

	· To be familiar with Forward’s Health & Safety Policy and to promote safe working practices

· To conform to all Forward Day Centre’s policies and procedures in respect of carrying out these support duties and in other administrative aspects of the business as relevant



	This is an outline of the post holder’s duties and responsibilities. It is not intended as an exhaustive list and will change from time to time to meet the changing needs of Forward Day Centre Ltd

All duties to be performed in line with Forward Day Centre policies, to be found in the policy manual kept in the staff room.
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