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Job Description

Care Coordinator

Function & Accountabilitg

The Care Coordinator will be rcsPonsible for ensuring that all young People attencling the Project
receive appropriate and higl’] qualit9 Personal care and all Participants, including staff and

volunteers, receive aPProPriate first aid treatment.

The Post~ho|cler will be accountable to the Project Coordinator, and in their absence to an

identified member of the Managcment Committee.

Thisjob dcscription does not form Par’c of the contract of emplogment.

Hours and rate of pay

This is a fixed term post from 1 APril to 31 August or the date of the Prcﬁcct Review Meeting,

whichever is later.

The hours are variable C}uring the Periocl of emplogment) but may include some weekends and

evening work. The hourlg rate of pay for the 2012 Project is available on app[ication.

Pre Project Training:
J Availabilitg from 9.30am to 4‘.§Opm Monclag to 5unc]ag cluring the week Prececling the

schcmc) for compulsorg training, Planning and set~up clags
A 30minute break is givcn for lunch each clag.

During, the Project n Julg/August:
*  8.00amto 5.00pm Monday
e 830amto 5.00Pm Tuesclag to l:ric]ag

Post Prcject:
o Projcct Review Meeting (usua”y held in Scptember), for which the Care Coordinator may
be askecl to prepare a written rePort



Duties

to adhere to all relevant publisriecl po[icies and proceclures of Wi‘iitgiFt SNAP

to work in close co~operation with the Care Assistant and volunteers, provicling oversigrit
and assistance in areas marked with an asterisk Q)

to have sole and direct responsibiiit9 for all other areas regarcling medical care in
consultation and agreement with the Project Coordinator and Scheme Officer

to attend end of clag staff meeting with the Scheme Officer, Senior Group Leader, Group
Leaders, Aclvisorg and Management Committee Members

to maintain the coni:iclentiaiitg of all personai data and medical records of children and

young people, anc] staicic/volunteers wl'iere appropriate

In regard to PCI’SOH&I care OFHOUﬂg PCOPIC

* to Cl’iange and label pacls supplieci for individual young peop[e, [irting, cieaning and
ensuring clisposal of clinical waste in accordance with the Wriitgirt SNAP guidelines

*to cl'iange and bag~up soiled clotrling, ensuring this is labelled

* to assist with the toileting of young people

* to record pacl cl'ianges

* to ensure the medical roomis kept clean

* to assist volunteers with Feeciing and any other aspects of personal care

* to ensure bio-hazards caused by bocliig fluids are dealt with promptlg, and in accordance
with health and saicetg guicie[ines

to report any suspicious Finclings, eg. signs of suspectec] child abuse to the child
Protection Officer or their authorised Cleputg, in accordance with the Saiceguarciing
Children Policg

First Aid

* to administer first aid as necessary to young people, volunteers and staff

to ensure that the medical room is properlg suppliecl and ec]uippec] at all times, ensuring
that any requirements are advised to the Projec’c Coordinator and Scheme Officer

to record all first aid carried out and accidents which have occurred, irrespective of the
need for treatment in the clesignatecl acciclent/incic]ent books in accordance with health
and saicetg guidelines

to pass on details of any accident or treatment given to parents/carers as rec]uirecl within
the Wi‘litgiﬁz SNAP guicielines

to ensure that medical records and inciclent/accicient reports are secureig stored at all
times ciuring the Clag in a locked cupboarcl, and that all such paperwork is returned to the
office at the end of each ciay for secure storage overnigl'xt

in consultation and agreement with the Project Coordinator and Scheme Officer, to
administer prescribecl medication, in accordance with parents/carers instructions and with
insurers proceciures

such other duties as may be reasonablg requirecl to ensure a safe and successful Project

The above list of duties is not intended to be exclusive and may be amended bg mutual agreement

at any time, and reallocated as necessary.



Criteria

Qualifications Current Paediatric Nursing clualii:ications
Current certificate for moving/i‘ranc”ing froma recogniseci
training bocig *
Rcsponciing to ciﬂa”enging behaviour ’craining (spcciicic course to be
Provicieci bg WhitgiFt SNAP)

ExPericnce Work in a Paici or unPaicl capacitg with People with
disabilities

Knowlecige & skills Knowlecige of Pi‘igsical and lcarning disabilities
Communication and leaclership skills
Abilitg to supcrvisc othersina supportivc and responsible
way
Self-motivated and an abili’cg to motivate others
Initiative

Teamwork skills

APtitucie & clisposition Active Promo’cion Oicgooci ecluai oPPortunities Poiicg
Practices

Commitment to Wi’iitgiict SNAP’s health and saicctg Policies
inciuciing goocl liicting Practicc
A Positivc aPProaci'l to working with young Peopie with
disabilities
APPreciation of the imPortance of volunteer contributions
Awareness of different cultures and baci(grouncls
Patience is essential

Encrgctic
* Alo/oropr/atc training courses will be offered to the successtul aP/D//Cant' it rcqu/rcd.

The successful appiicant must have full time availabili’cg for the duration of the Project in Juig/
August and the Prececling compuisorg training week, ciuring which all training must be successiu”g
comPleteci.

ExPenses will be re-imbursed in accordance with the Staff Expcnses Policg.

All Paici staff must supplg ProomC of entitlement to work in the UK and require Enhanced Police
Disclosure from the Criminal Records Bureau. All offers of emplogment are also subject to written

references as detailed in the Staff Selection PoiiCQ‘

All Paici staff and volunteers Participating in Wi’litgiict SNAP are expcctccl to support and work
within the Poiicg and Practicc guiclelines laid down by the Management Committee, inciucling Equai
OPPortunitics.



