



Safety and Guidance handbook

For

Personal Assistants Employed through Direct Payments




Introduction

The information and guidance contained in this handbook is designed to assist you in carrying out your duties as a Personal Assistant in a safe working environment.

You should ensure that you are familiar with the contents of this handbook as they refer specifically to your occupation.
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Understand the Principles of Care

	PRIVACY
	The right of individuals to be left alone or undisturbed and free from intrusion or public attention into their affairs.

	DIGNITY
	Recognition of the intrinsic value of people regardless of their circumstances by respecting their uniqueness and their personal needs and respecting them as individuals. Personal needs must be met in privacy.

	INDEPENDENCE
	Opportunities to act and think without reference to another person, including a willingness to incur a degree of calculated risk.

	CHOICE


	The opportunity to select independently from a range of options

	RIGHTS


	The maintenance of all entitlements associated with citizenship

	FULFILMENT
	The realisation of personal aspirations and abilities in all aspects of daily life

	INDIVIDUALITY AND IDENTITY
	Making sure that peoples differing expectation and preferences as to lifestyles are respected. Ensuring that people’s religious and cultural identity is maintained


Maintain Safety at Work

Under the Health and Safety at work Act 1974, your employer has a legal obligation to ensure that your working environment is safe, this includes:

· Premises

· Equipment

· Work methods

· Substances

· Provide training

· Safe handling

· Risk assessment

You have a legal obligation to contribute to keeping yourselves and others safe.

The legal duties of employees include:

· Taking reasonable care of your own safety and of the safety of those who are affected by your action or lack of action

· Following safe working procedures

· Not interfering with or misusing anything provided for your Health, Safety and Welfare

· Reporting any Health and Safety concerns to your employer in the first instance and if no action is taken it needs to be reported to Social Services. 
Accidents
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In the case of an accident involving your employer, the first responsibility for staff is to ensure the person is comfortable. If necessary, staff will call an ambulance for their employer and will inform any family members. 
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All accidents, however small, which occur to employees during the working day must be reported verbally to your employer and recorded on an accident form as soon as possible. If your accident results in you having three or more days off sick or results in a major injury, it must also be reported to the Health & Safety Executive on 0845 300923
Completed accident forms should be given to your employer.

Risk Assessment

Risk Assessment is the examination of circumstances that could cause harm to people and to determine the measures that should be taken to reduce the risk to the lowest reasonably practicable level.

· You must follow the control measures detailed in the Risk Assessment, you have a responsibility to report any significant changes to your employer in the first instance and if no action is taken it needs to be reported to Social Services. 
Your Employer’s Home 

It is essential that all staff become familiar with the environment. You should ensure that you know the location of the following:

· Water stop taps

· Gas supply

· Electrical trip switch
     It is essential that you are aware of all the fire exits within the property. Make sure you have a fire safety procedure to follow in the event of a fire.

Infection Control

General Hygiene and Infection control measures include:

· Thorough hand washing with soap and hot water before and after caring for your employer is most important. Ensure hands are dried with a clean towel.

· Appropriate Disposable aprons and gloves should be used where there is a known infection. The need to wear personal protective equipment will be identified as a control measure as part of the Risk Assessment.

· When removing personal protective equipment, gloves should be removed last. Place all the personal protective equipment in a plastic bag and double bag before disposal. Hands and forearms should be thoroughly washed with soap and water.

· Staff who have cuts or open wounds should cover them with a waterproof plaster or dressing.

· Staff who are suffering with diarrhoea, vomiting or stomach upsets should not be at work until 48 hours after symptoms have ceased.

Hand Washing

Thorough hand washing before and after tasks is important; to reduce cross infection the following requirements should be adhered to:

· Finger nails must be kept short and free from nail polish

· Wrist watches should not be worn

· Rings (except wedding rings) should not be worn

· Any abrasions to the skin should be covered with a clean waterproof dressing

Infectious Diseases

The following diseases may pose a risk to staff if good infection control procedures are not followed.

Scabies

Tuberculosis

Shingles

MRSA

Measles

Meningococcal Septicaemia (without meningitis)

Rubella

Typhoid Fever

Whooping cough

HIV / AIDS

Diphtheria

Dysentery

Letospirosis

Meningitis

Mumps

Paratyphoid Fever

Tetanus

Viral Hepatitis.

Where your employer is diagnosed as having any of the above, thorough hand and skin washing is essential. You must use your personal protective equipment at all times and check the control measures on the risk assessment.


If you become infected with any of the above diseases or if any other infection is passed to you from your employer you should complete an incident report form detailing the circumstances and return it to 

the Health & Safety Executive on 0845 300923

The organisms in most soiled laundry are unlikely to cause infection in healthy workers provided that the following care is taken:

· Staff should wear disposable aprons and gloves

· Any solids should be disposed of via the lavatory

· The washing programme should be selected at the highest temperature applicable to the type of fabric
Safe Moving and Handling techniques

The Manual Handling Operations Regulations 1992 must be complied with. Risk assessments must be in place for any aspect of moving and handling and control measures must always be followed. Staff employed must attend moving and handling training prior to undertaking any related tasks. Update training must be attended at frequent intervals. A4e are able to arrange training via DACHS.

The following guidance must always be followed:

· Never Lift a person

· Always follow the guidance set out in the risk assessment

· Never assist a person to transfer-

· Unless you absolutely have to.

· At arms length or with a twisted back.

· If there is inadequate space for safety, move obstacles to allow unhindered movement.

· Never try to save a falling person, guide them to the floor

· If a hoist has been supplied, use it, providing you have received appropriate training.

· Never try to save a falling person- guide them to the floor

· Never sustain the weight of a person whilst adjustment of clothing is carried out

· Never assist a person up or down stairs

· Never put your back at risk

Hoists

No employee must operate a hoist or other mechanical equipment, unless they have received training and instruction in the use of such equipment.

When a hoist has been supplied and you have been trained in its use, the hoist must be used for the specified purpose.

Hoists must be inspected and tested on a six monthly basis.

Always check the condition of the sling before each use.

Food Hygiene

Always wash your hands with hot water and soap and use a clean towel to dry hands on:

· Before preparing food

· After handling raw food

· Before assisting to feed someone 

· After using the toilet

· After cleaning

Ensure you maintain high standards of personal hygiene:

· Sneeze away from food

· Always wash hands after using the toilet, touching hair, nose or sneezing

· Wear protective clothing in the kitchen and remove before leaving the kitchen

· Tie long hair back

· Keep nails short and free from nail polish

· Do not smoke in the kitchen

Ensure you maintain safe food preparation by:

· Ensuring food is thoroughly cooked, steaming hot all through, particularly, chicken, eggs, meat and fish

· Do not leave eggs, meat or fish dishes in a room for longer than 2 hours. Replace in the fridge or persuade the service user to dispose of them.

· Ensure raw foods do not contaminate other food, surfaces or equipment

· Remove all soil from vegetables and remove debris from surfaces

· Thoroughly clean surfaces, utensils and equipment using hot water and detergent

· Anyone suffering from diarrhoea or vomiting must not prepare food

· No egg shells are to be put on to work surfaces. Place all egg shells, peelings and food debris immediately into the waste bin

·   Salads must be rinsed thoroughly in cold water

Personal Care 

Personal Care includes washing, shaving, mouth and hair care, dressing, toileting, continence care, feeding and administering medication.

Where appropriate you should encourage people to assist in their own personal care.

The following tasks and duties may only be undertaken if you have received the appropriate training and / or if it has been identified on the risk assessment:

· Dry dressings can only be dealt with following a nursing assessment. NEVER deal with open wounds or weeping pressure sores

· Staff should NEVER cut toe or finger nails without a chiropodist assessment

· Shaving can be undertaken providing safety razors or electrical dry razors are used.

· You may change incontinent pads; sheets etc and catheter bags may be changed or emptied following the individual care instruction. If the person is in discomfort, or the urine is bloody or cloudy an immediate referral should be made to the District Nurse

· Stoma care and equipment may be dealt with, BUT only after training from nursing services.

· Staff attending to incontinence and stoma care must use the correct personal protective equipment, i.e. disposable gloves and aprons

· All dressings, pads, bags etc, that may contain bodily fluids and / or faeces must be doubly wrapped in plastic carrier bags before being disposed of.

Training

1. Whenever moving and handling of people or loads is identified in the risk assessment it is strongly recommended that a specific moving and handling of people or loads training course is completed before commencing work. 

2. Other training/guidance may also be needed such as:

· Guidance on appropriate clothing and footwear

· Procedure for reporting and recording

· Control of substances hazardous to health

· Moving and Handling

· First Aid

· Infection control

· Food hygiene

· Administration of medication

· Notification of transmittable diseases

· Wearing and use of protective clothing

· Risk assessment

· Reporting of concerns or faulty equipment.

It is strongly recommends that specific food hygiene training is undertaken whenever food is prepared, infection control training whenever any personal care is involved and administration of medical training whenever this task is required.

In some authorities staff working in any household with children under 16 years of age must also complete Child Protection training within 6 months of commencing work.

Both you and your employer have a responsibility for ensuring that you undertake the relevant training for your job.

The Commission for Social Care Inspection recommend that a PA holds or is working towards an NVQ, as a good practice measure in line with other health/social carers. It is suggested you discuss your training needs with your employer. For more information on NVQ training, you can contact A4e on 0121 226 3510.

Gratuities

Employees shall not solicit or accept anything of economical value as a gift or a gratuity.

Whistle Blowing

Employees who have major concerns over any wrongdoing are encouraged to feel confident in raising these concerns. Examples could include: 

· A criminal offence has been/is likely to be committed.

· Unlawful conduct

· Financial malpractice

· Harassment

· Abuse 

· The health and safety of any individual has been/is likely to be endangered.

As soon as you become reasonably concerned you should raise the issue with A4e. Every effort will be made to ensure confidentiality as far as this is reasonably practical.

NB. Please refer to Dudley Council’s “Keeping Safe” leaflet, which is available from your employer, A4e or Dudley Council. This provides details on the council’s free training, which explains how to identify abuse and what to do if you think it is happening. For more information please contact 01384 813125. 

IF YOU HAVE ANY CONCERNS ABOUT NOT BEING ABLE TO COMPLY WITH ANY OF THE GUIDANCE IN THIS HANDBOOK, AND ARE UNABLE TO RESOLVE THE MATTER (S) WITH YOUR EMPLOYER, YOU CAN DISCUSS THESE WITH A4e ON 0121 226 3510.
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