Health & Safety:

Each employee is responsible to take reasonable care for his or
her own acts or omissions and the effect that these may have
upon the safety of themselves or any other person.

Every employee must use safety equipment or clothing in a
proper manner and for the purpose intended.

Any employee who intentionally or recklessly misuses anything
supplied in the interests of health and safety will be subject to
disciplinary procedures.

Every employee must work in accordance with any health and
safety procedures, instructions or training that has been given.

No employee may undertake any task for which they have not
been authorised and for which they are not adequately trained.
Every employee is required to bring to the attention of a
responsible person any perceived shortcoming in our safety
arrangements or any defects in work equipment.

All employees are under a duty to familiarise themselves with the
Risk Management/Fire, Health & Safety Policies.

The Trust provides an annual update on Governance and Health &
Safety issues to staff.

Risk Management:

Ensure that you implement systems and procedures at local level to fulfil the
requirements of the Trust's Risk Management Strategy including local
management and resolution of complaints and concerns, management of
Untoward Incidents / Near Misses, and compliance with the Risk Profiling
Programme. Your specific responsibility for Risk Management will be

clarified to you by your Head of Department at your local induction

Equal opportunities:

The Trust has adopted an equal opportunities policy and all
employees must be aware of their obligations to abide by the spirit

and nature of the policy to avoid direct and indirect discrimination.

Improving Working Lives:

You will be expected to give a commitment to apply the principles of
Improving Working Lives, and participate in any events and initiatives as

and when appropriate.

Child Protection:

All employees have a responsibility for safeguarding and promoting the welfare

of children. Further guidance can be sought from your Line Manager.



Infection Control:

All employees have a personal responsibility for adhering to the control of
infection policy. Further guidance can be sought from your Line Manager.

Records Management/Data Protection Act:

As an employee of the Trust, you have a legal responsibility for all
records, including patient health, financial, personal and administrative,
that you gather or use as part of your work within the Trust. The records
may be paper, electronic, microfiche, audio, video tapes, x-ray images
etc. You must consult your manager if you have any doubt as to the
correct management of the records with which you work.

Standards of Conduct:

Ensure that personal actions and conduct comply with the Trust
Policies and Procedures e.g. Health and Safety, Tobacco Control Policy,
equal opportunities, confidentiality, the Data Protection Act (1998),
Moving and Handling Regulations.

Attend training courses as required e.g. induction, moving and handling,
fire lectures etc.

Conduct duties with regard to values underpinning the Trust’s Vision:

If its about me, involve me

Working together in partnership
Aspiring to excellence

Ongoing improvement of our service

Post holders are expected to work flexibly within their pay band. They should
only be expected to carry our activities for which they are competent.
Alternatively they may carry out the additional duties if they are receiving
support or training in order to obtain the recognised level of competence.

The Trust operates a Tobacco Control Policy

This Job Description is a broad outline of the duties and responsibilities
of the post. It will be subject to review and amendment in consultation
with the post holder on an annual basis.



