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AMBROSE
ENGINEERING YOUR CAREER




WELCOME TO LEHMAN AMBROSE
We are delighted to have you join our team of contract and temporary staff. This handbook will address the subjects that you are required to understand before starting out as a Lehman Ambrose Care Worker. Your consultant will be happy to help you understand any areas which need further clarification.

You will have received a contract agreement which explains what you can expect from Lehman Ambrose and what we expect from you.  The Lehman Ambrose Contractors Handbook (or staff handbook) is available online here at www.lehmanambrose.com.
You should have a copy of the General Social Care Councils’ Code of Practice and it is your responsibility to ensure that your conduct does not fall below the standards set out in it.
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1.1 ROLE DESCRIPTIONS

Aims and objectives
Healthcare Services are directed to Service Users enabling and assisting them to maintain a level or degree of independence in their own home or another environment and Care Workers should always refer to the Service Users care plans to ensure correct care is given. The care plans will indicate the service required for a particular Service User. 

Your Care consultant will brief you prior to an assignment on the general duties that may be required but you must follow the full direction of the client in relation to the key tasks that must be performed as part of the assignment concerned.

Typical tasks may include but are not restricted to:
Assistance with personal care
Dressing and undressing, washing and bathing to maintain essential personal hygiene, prompting medication, recording accurate information with due regard to
confidentiality, toileting, continence management, food preparation, help with eating and drinking.

Practical care
Assist with shopping, simple domestic tasks — cleaning, pension and benefit collection,
bill payments and laundry - bed making/changing.

Social support
Encourage and support Service Users with effective relationships with family, friends and others as part of a caring team.

Other responsibilities
To be familiar with Care plans and follow reporting, confidentiality, emergency, communication and training developments as required by the Clients policies.

The overall activities of a Care Worker
•         To assist the Service User in maintaining independence within their own
environments under the direction of the Client.
•         To assist the Service User in personal hygiene as required; helping with washing,
bathing, dressing and toileting.
•         To enable the Service User to achieve optimum mobility and to assist with transfer
and walking, where appropriate. Using mechanical aids to assist with weight transfer.
•         To carry out light household duties such as shopping, cooking and laundering as
requested.
•         To assist with nutritional needs as required.
•         To assist with the care of domestic pets where necessary.
•         To respect Service User's wishes and to maintain dignity and confidentiality.
•         To document care given and to report any problems to the purchaser.
•         To observe health and safety regulations and to report any problems to the
relevant purchaser contact.
•         To assist Service Users' in maintaining medication regimes.
•         To be aware of Service Users' individual needs.

Excluded tasks/care:
Personal care (unless specifically trained by a Healthcare professional to do so);
•         monitoring health
•         administration of drugs by injection
•         management of dressings
•         pain control
•         treatment of pressure sores
•         insertion and care of catheters (apart from simple replacement of bags)
•         assistance with evacuation
•         artificial feeding
•         insertion of suppositories

Excluded Practical care:
•         the moving of heavy items of furniture or equipment
•         the cleaning of the outsides of windows
•         repairs to electrical or other domestic appliances
•         repairs to the home or its contents
•         assistance with the making of wills, or any other legal documentation
•         assistance with decision-making on personal finance matters

2.1 CODE OF PRACTICE:

The purpose of this section is to set down the conduct expected of Care Workers and to inform Clients of the standards that they can expect from Care Workers. Care Workers are responsible for ensuring that their conduct does not fall below the standards set out in the code and that they safeguard the wellbeing of Service Users. 

Your Lehman Ambrose Consultant will supply you with a personal copy of the General Social Care Councils Code of Practice.

Care Workers must to the best of their ability:
•         Safeguard and promote the interests of Service Users
•         Strive to maintain the trust and confidence of Services Users and other Care Workers
•         Respect the independence of Service Users and protect them as far as possible from danger and harm
•         Balance the rights of Service Users and Care Workers with the interest of society
•        Take responsibility for their practice and learning
•        Justify public trust and confidence in social care services

As a Care Worker, you must safeguard and promote interests of Service Users and Care Workers. This includes:
•        Supporting people's rights to control their lives and make choices about services they receive
•        Listening to, respecting and, where appropriate, promoting the views and wishes of Service Users and carers
•        Valuing and treating each person as an individual
•        Respecting and maintaining the dignity and privacy of Service Users and carers

As a Care Worker, you must strive to maintain the trust and confidence of Service Users and carers in Lehman Ambrose and its staff. This includes:
•        Being honest, trustworthy, reliable and dependable
•        Communicating in an open, accurate and straightforward way
•        Honouring, as far as possible, work commitments, agreements and arrangements
•        Declaring conflicts of interest and striving to ensure that they do not influence your judgement or practice 

As a Care Worker, you must respect the independence of Service Users and protect them, as far as possible, from danger or harm. This includes:
•        Challenging dangerous, abusive, discriminatory or exploitative behaviour and using established processes and procedures to report it 
•        Taking complaints seriously and responding to them or passing them to the appropriate person
•        Respecting confidential information and gaining permission from those it concerns to share it for specific reasons e.g. consultation with managers or other members of the care team. Disclosures of confidential information without consent should be made only where they can be justified in the public interest (usually where disclosure is essential to protect the Service User or someone else from risk of death or serious harm) or, where disclosure is required by law or order of a court
•         Recognising the potential for power imbalances in working relationships with Service Users and carers and using authority in a responsible manner
•         Following practice and procedures designed to keep you and other people safe from violent and abusive behaviour at work

As a Care Worker, you must, to the best of your ability, balance the rights of Service Users and carers with the interests of society. This includes:
•         Taking the necessary steps to prevent Service Users from doing actual or potential harm to themselves and other people
•         Balancing the rights of Service Users whose behaviour represents a risk to themselves or other people with the paramount interest of public safety 

As a Care Worker, you must take responsibility, wherever possible, for your practice and learning. This includes:
•         Working openly and co-operatively with colleagues and other professionals, recognising their roles and expertise and treating them with respect
•         Adhering to legal requirements and relevant and relevant standards of practice, and promoting and maintaining good practice
•         Being free from the influence of alcohol and drugs (other than the proper use of proprietary or prescribed medicines) whilst at work
•         Informing your client contact and your Care Consultant about any physical, mental, emotional or legal difficulties that might affect your ability to do your job competently and safely
•         Undertaking learning, training and development wherever possible, to continually improve your knowledge and skills and ensure that you work in a lawful, safe, effective manner
•         Being responsible for the quality of your work and contributing to the learning and development of others
•         Informing the appropriate authority if you do not feel competent to carry out any aspect of your work and seeking necessary supervision and training

As a Care Worker, you must justify public confidence in healthcare services, you must NOT:
•         Abuse, neglect or harm Service Users or carers
•         Exploit Service Users or colleagues sexually, physically, emotionally, financially or in any other way
•         Abuse the trust of Service Users and carers or the access you have to their property, home or workplace
•         Discriminate unlawfully against Service Users or colleagues for any reason or condone any such discrimination on their part
•         Put yourself or other people at unnecessary risk
•         Accept personal gifts from Service Users, or gifts or payments from any Clients that would, or might appear to, place you under any obligation
•         Become involved in any legal activities for the Service User, such as witnessing wills, acting as an advocate
•    Behave in a manner that might damage the reputation of social care or social work, or reduce the trust and confidence of the public. Dishonest, indecent, violent or abusive behaviour even if not directly connected to your work practice, may call into question your suitability to work in social care.

3.1 SUPERVISION OF MEDICATION

Regarding the supervision and recording of medication, Care Workers:
•       May remind Service Users to take their own medicines, and when they are due
•       May assist Service Users to take their own medicines and should always encourage them to do so
•       May assist oral (by mouth) or topical (external — skin creams etc) medicines for which no prescription is required, by agreement with the Service User or family carer
•       May assist prescription medicines only under specific instruction from a doctor or a nurse who takes full responsibility, in writing 

In such cases Care Workers must:
•       Ensure that they fully understand what medicine the Service User has to take
•       Ensure that they fully understand what is the correct dosage
•       Ensure that they fully understand how the medicine should be given
•       Ensure that they fully understand how often the medicine should be given
•       Ensure that they fully understand what medicine other people administer
•       Ensure they are aware of any regular or prescribed routine medication
•       Always encourage Service Users to be independent in taking their own medicines
•       Get accurate information by questioning the Service User, family carer, doctor, nurse
•       Get accurate information by carefully reading any instructions or labels
•       Store medicines in a safe, agreed place, taking care to follow instructions on refrigeration etc
•       Keep medicines only in the correct container and never alter the label
•       Always check the record to make sure the medicine has not already been given
•       Immediately record details of medicines administer, in writing, including;
•       What medicines have been administered  what the dosage was
•       How the medicine was given
•       When the medicine was given 
•       Immediately inform the client, nurse or doctor of any uncertainty, difficulty or incident arising out of the administration of medicines
•       Keep all information about a Service User's medicines and treatment totally confidential
•       Refrain from administering any medicines by any method other than by mouth or external application (other than in exceptional cases where specific training has been given by a doctor or nurse who takes full responsibility in writing)
•       Refrain from administering any medicines (Morphine and the like) in liquid form unless measured in advance by an appropriately qualified person
•       Refrain from administering under any circumstances, medicines against the wishes of the Service User. If the Service User refuses prescribed medicine you must record the refusal in writing and consult your client contact  immediately
•       Never under any circumstances, sell, recommend, advise, dispense or introduce to any Service User any form of medication or remedy, including homeopathic herbal or other preparations.

4.1 RECORD KEEPING

The Care Worker will complete and maintain all records in a legible clear manner, as required and directed by the client. If in doubt, the Care Worker should seek advice from the person in charge of the home or unit.

5.1 SUSPECTED ABUSE POLICY

Care Workers are required to inform the client and Lehman Ambrose if they have evidence that a Service User is the victim of physical, sexual, psychological or financial abuse.

This policy is relevant to all client groups that receive a service from the client, provided by our temporary and contract staff. It has been written to follow the Government guidance document ‘No Secrets'.
 
There are many forms of abuse including:
Physical assault
Sexual assault
Mental assault
Neglect
Exploitation
Physical attack
Verbal abuse
Aggression
Threats
Harassment
Intimidation
Bullying
Poor professional practice
Financial

Abuse may occur when a vulnerable person:
•        Lives alone, with a relative or other(s)
•        Attends nursing, residential or day care settings
•        Is in hospital or custodial situations
•        Is receiving support services in their own home
•        Is in other places previously assumed safe
•        Is in public places

Where there is a report or suspicion of abuse or if any potential for violent behaviour is perceived a risk assessment by the purchaser will be carried out immediately to assess the seriousness of the abuse. In making this assessment the following will need to be considered:

•        The vulnerability of the abused
•        The nature and extent of the abuse
•        The length of time it has been occurring
•        The impact on the individual and/or their carers/family
•        The risk of repeated or increasingly serious acts involving this or other vulnerable people
•        The vulnerability of the perpetrator


In some cases urgent action may need to be taken, such as when the person is at great risk of harm or in need of medical attention, when contact should be made directly with the emergency services.

However, it is important to remember that the views of the service user/client should always be taken into account. 

For example, if the service user;
Does not wish action to be taken, or
Does not wish to be involved with any investigation, or
Does not want any information shared with other individuals or agencies,

Care Workers who report suspicions of abuse can be assured that their concerns will be investigated and action will be taken. All reports will be held in the highest confidentiality within Lehman Ambrose.

Our policy is to ensure:
•        That people who have experienced abuse are supported and feel confident in disclosing allegations of abuse
•        That strict reporting lines are followed so that investigations are carried out with understanding and integrity

In cases where an external organisation is involved, Lehman Ambrose will endeavour to give every assistance in accordance with our confidentiality procedure. Suspected or actual abuse must be reported, even if we have to disclose against people's wishes.

When suspected abuse of the Service User is reported, Lehman Ambrose, working in close conjunction with the purchaser, will take the following steps :
•        A report will be made to the relevant social services personnel in line with the clients relevant policy.
•        A report will be made to other agencies where appropriate
•        A report will be made to the CSCI in line with our commitment to best practice.
•        A record will be made on the Care Worker’s file.

If the abuse is of a criminal nature, the police will take the lead, with date of handover, crime number and progress reports being recorded.

All information will be treated in a professional manner and in accordance with our confidentiality statement, noted in the relevant Care Worker’s Handbook.

Where it is considered appropriate, all parties will be informed of developments.

6.1 ADHERENCE TO THE CODES OF CONDUCT

As a Care Worker you are expected to adhere to the General Social Care Council’s (GSCC) Codes of Conduct and the Codes of Conduct outlined above.

Failure to comply with these Codes of Conduct may result in our refusal to assign you to future bookings and the termination of your current assignment without notice.

The following section lists examples of conduct that will not be tolerated in the workplace and that may result in your immediate removal from the assignment and our agency database.

Actions that would constitute Gross Misconduct
•         Fighting, physical assault or dangerous horseplay
•         Physical sexual harassment and other instances of gross immorality
•         Gross insubordination or the use of excessive bad language or aggressive behaviour
•         Failure or refusal to carry out a direct instruction given by a Manager or supervisor of the client during duty hours
•         Theft of, or wilful damage to, any property belonging to Lehman Ambrose, its clients, service users or other workers.
•         Deliberate fraud, including fraudulent abuse of the Statutory Sick Pay Scheme and Absence Policies. This includes abandoning contracted duties without notification or prior permission
•         Consuming Alcohol while of duty, or arriving at work intoxicated
•         Abuse of drugs, solvents and other mind altering substances
•         Breach of Health & Safety rules that places at serious risk the health and safety of another person
•         Abuse of maltreatment of Service Users
•         Deliberately falsifying written records
•         Unauthorised disclosure of confidential information
 
If a complaint is made against you it will be investigated by Lehman Ambrose and the client.
 
A review of your temporary or contract assignment, pending conclusion of the investigation, may be necessary and will remain at the discretion of the client and Lehman Ambrose.
 
We aim to give you every opportunity to explain or justify your actions in relation to a complaint made against you and will work with the purchaser to endeavour to achieve this.
 
Removal from the agency register will remain at the discretion of Lehman Ambrose.
 
Your concerns
 
In the interests of promoting best practice and in the spirit of the “No Secrets” advisory document we would encourage you to inform us of any concerns you may have in relation to your assignment at the earliest opportunity.
 
You can raise concerns with your Lehman Ambrose consultant who will advise you accordingly.


7.1 SUPERVISION

As an expression of our commitment to good practice we can offer arrangements for the regular supervision and assessment of Care Workers to facilitate their development and to ensure that they are better able to undertake their duties whilst on assignment.

Frequency of Supervision Meetings
All Care Workers will be offered supervision every 6 months, as a minimum, and more frequently should there be a requirement such as a training issue being raised or a complaint being made by a client or Service User.

Desirable outcomes of Supervision:
•         The quality of services delivered to the Client is enhanced
•         Communication links between management and Care Workers are improved
•         The Care Worker understands his/her roles and the responsibilities of the job
•         The Care Worker performs his/her duties to a satisfactory standard
•         The Care Worker's personal and professional development is enhanced


Both the Care Worker and the Social Care Consultant have a responsibility to ensure that supervision is both effective and meaningful. In this respect listed below are the reasonable expectations of both the Care Worker and the Social Care Consultant:

Expectations of the Care Worker being supervised:
•         To be clearly informed of the reasons for supervision, and for the supervisory sessions to be structured in a positive manner
•         To understand the Supervision Policy, how the supervision will be carried out, and by whom
•         To receive effective, positive and sensitive supervision, and to be assured of the confidentiality, including limits of confidentiality, between Care Worker and Social Care Consultant
•         Not to be discriminated against in any way
•         To be encouraged to contribute positively to management action plans, specifically geared to improving the quality of Client care
•         To have their experience and expertise acknowledged as positive contributions to the Care Service
•         To have a manageable workload, and to be able to manage within supervisory guidelines
•         To be given appropriate responsibility for carrying out job duties effectively and for
making supervision work
•         To maintain a regular dialogue of communication and feedback with management regarding job objectives, personal achievements and problems encountered.

Expectations of the Social Care Consultant:
•         To understand the Supervision Policy, and how Lehman Ambrose expects supervision to be carried out
•         For the supervision process to be given priority by the Care Worker to be supervised, and for the Care Worker to prepare adequately for it and to actively participate in it
•        To be adequately trained in the skills needed to carry out an effective supervision
•        Not to be discriminated against in any way with respect to allocation of supervisory tasks
•        To have access to all appropriate records relevant to the Care Worker to be supervised to enable the supervision process to be planned effectively
•        To be supervised themselves, in their turn, as part of personal Performance Management Programmes
•        To maintain an objective self-analytical approach to their own supervisory skills, identifying possible areas for improving skills/expertise, and addressing these within their own supervision schedule.
Both the Care Worker and the Social Care Consultant will maintain full records of all supervision sessions, which will be signed. These records will be subject to the provisions of Lehman Ambrose’s confidentiality policy.

8.1 TRAINING

Your Care Consultant will advise you on the basic training courses required for an assignment, what is available and the cost. These may include:

•     Manual Handling (Annual refresher session mandatory)
•     Basic guidelines on first aid (Annual refresher session mandatory)
•     Elderly Abuse Awareness
•     Infection control
•     Basic food hygiene
•     Fire risks and guidelines on a risk assessment
•     Basic health and safety
•     Hazardous substances (COSHH)
•     Reporting injuries and accidents
•     Bereavement training
•     How to deal with complaints
•     Emergency procedures

Whilst Lehman Ambrose offers some basic training at low cost, you are free to purchase this training elsewhere and provide your Consultant with copies of the relevant certificates as proof of attendance.

TERMINOLOGY

•           Agency  -   Lehman Ambrose
•           Client  -   Lehman Ambrose’s clients
•           Service User  -   Person receiving care
•           Care Worker - You
•           Care Consultant  - Lehman Ambrose Consultant

This Handbook will address the subjects that you are required to understand before starting out as a Lehman Ambrose Worker. The Care Consultant will be happy to help you to understand any areas, which need clarification.

