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"improving the Mental Health and Wellbeing of Adults
through empowerment, support and hope.”



MISSION STATEMENT
To improve the mental health and wellbeing of adults 

through empowerment, support and hope.


JOB DESCRIPTION
	Job Title:
	Community Outreach Support Worker

	Department:
	Community Outreach Service  

	Pay Scale:
	NJC Scale 2, point 5 (Bank Worker)

	Reports to:
	Outreach Clinical Lead

	Working Hours 
	Zero hour contract for minimum of 6 months 

Work days and times will be agreed according to service demand.  
Permanent hours may be offered after 6 months depending on need.


1.
ROLE PURPOSE

The Outreach Support Worker will deliver support to meet the needs of individual clients within the local community, in line with their support plan and consistent with the policies, ethos and objectives of Heads Up.
Ensure a safe, friendly, and professional ethos for service users.
2.
DIMENSIONS
Service Delivery
· Ensure provision of a clear scheme of work/session plan for support, in line with the client’s Support Plan. This may include, but is not exhaustive to:
1. Supporting clients to access services within the community, including appointments (This may involve transporting clients in their private car)

2. Providing support to develop skills within the home, including cooking, cleaning etc
3. Assisting with shopping requirements 
4. Providing support with budgeting / paying bills

5. Providing company for activities such as walking

6. Providing support with attending community events and appointments

· Recognise the individual needs of each client and help meet their social, emotional, and intellectual needs.

· Work in collaboration with the Outreach Clinical Lead to ensure each client receives regular evaluation and review in line with their support plan, for sessional and formal review process
· Ensure client records are kept updated and that safeguarding issues or concerns are raised with the Outreach Clinical Lead.
· Undertake Risk Assessments when required
· Review service user support plan in line with Heads Up policy or sooner if required
· Create an environment where clients can build on existing skills and develop new ones 
· Ensure appropriate time to enable preparation of relevant client documentation 
· Contribute to staff meetings as appropriate.
Evaluation – under the guidance of the Outreach Clinical Lead
· Monitor and evaluate activities/sessions on the service user’s support plan to ensure that it is still meeting the needs of the client and is relevant
· Undertake service user reviews (as per individual support plan)
· Use appropriate electronic records to store evaluation and review data 
General:

· Contribute to audits/surveys as necessary
· Comply with all Heads Up’s policies and procedures
3.
KEY RELATIONSHIPS
· Communicate with Heads Up staff, service users, carers, volunteers and Trustees in relation to Heads Up clients, systems and processes as appropriate. Signposting clients to other relevant members of the team/department as appropriate.
· Report any clinical issues relating to service users to the Outreach Clinical Lead with a view to resolve and support matters.
· Communication with service users, carers and the public as appropriate to the role.
· Receives professional/mentoring support from Outreach Clinical Lead
· Receives line Management (Supervision & Appraisal) from Outreach Clinical Lead
4. 
STAFFING AND FINANCIAL RESPONSIBILITIES
There are no line management responsibilities attached to this role.
Sometimes the Outreach Support Worker may need to support service users to handle money when out and about, e.g. dementia clients. 
All Heads Up staff must promote and advocate our values and mission as outlined below:-
ACHIEVING OUR MISSION
We provide a range of services and engaging learning experiences that give people the opportunity to build relationships, re-kindle skills and learn from new experiences. Personal development and improved self-management empowers people to build resilience and make informed decisions about their future with greater confidence, knowledge and hope. Through helping people to help themselves and others, we will work together to ensure that people with mental health issues are accepting and accepted, so that maintaining positive mental health and wellbeing becomes a way of life.
GENERAL DUTIES
It should be noted that whilst this job description outlines specific tasks, the post-holder may be required to train for and effectively undertake other roles with the team/department commensurate with the grade, and therefore requires a level of adaptability and flexibility.
The post holder will be required to participate in the Heads Up rota for building security arrangements and general supply of goods to ensure the daily operation of all services (e.g. tea/coffee/fridge putting rubbish bins out for collection etc…)
POLICIES AND PROCEDURES

All staff must comply with the relevant Policies and Procedures, failure to comply may result in disciplinary action.
HEALTH AND SAFETY

It is the responsibility of all employees to work with managers to achieve a healthy and safe environment, and to take reasonable care of themselves and others and comply with the Heads Up Health & Safety policy and management arrangements.  
SUSTAINABLE DEVELOPMENT

It is the responsibility of all employees to support the Charitys’ vision for sustainable development.  To undertake their duties in a way that is not wasteful of environment, financial and social resources.
EQUALITY AND DIVERSITY

It is the responsibility of all employees to support the vision of promoting a positive approach to diversity and equality of opportunity, to eliminate discrimination and disadvantage in service delivery and employment, and to manage, support or comply through the implementation of Equality & Diversity Strategies and Policies. 

INFORMATION GOVERNANCE
As an employee you will have access to information that is sensitive to either an individual or to the organisation and you are reminded that in accordance with the requirements of Information Governance, Heads Up Policy on Confidentiality, Data Protection Act 1998 and also the terms and conditions in your contract of employment, you have a duty to process this information judiciously and lawfully; failure to do so may result in disciplinary action.   
PERFORMANCE APPRAISAL AND PROFESSIONAL DEVELOPMENT

Heads Up is committed to providing a high quality service through the effective management and development of its employees.  The Performance Appraisal process ensures that the Charity is able to achieve high quality and responsive support to clients, whilst enabling employees to understand how the outcome of their contribution fits within the overall values of the Charity.   

All staff have the responsibility to support volunteers and provide relevant support, appropriate training and education in relation to their specific role, to ensure volunteers are equipped with the necessary knowledge and skills to support staff.
STATUTORY AND MANDATORY TRAINING

Heads Up will assess the requirements for Statutory and Mandatory training for all new and existing staff to ensure that all Statutory and Mandatory training requirements are completed and reviewed appropriately.  
All required Statutory and Mandatory training must be completed within the first three months of staff start date and refresher training must also be undertaken on a regular basis in accordance with the Charity’s policy.   

SAFEGUARDING CHILDREN AND ADULTS AT RISK

Heads Up is committed to safeguarding children, young people and adults at risk within its care.  As an employee you are accountable to ensure that you know how to respond when you are concerned for the safety of a child, young person or adult at risk.  Heads Up will support you in this process by providing training, support and advice.  There is a Corporate Safeguarding Team/department who can be contacted for guidance, support and safeguarding supervision.  For children you should be aware of your responsibilities detailed in the ‘4 Local Safeguarding Children Boards Child Protection Procedures’ and for adults as detailed in the Care and Support Statutory Guidance issued under the Care Act (2014).

INFECTION PREVENTION AND CONTROL
All employees are expected to follow consistently high standards in the prevention and control of infection, especially with reference to hand hygiene, adherence to dress/uniform code as appropriate and relevant.  Be aware of and comply with Infection Control guidelines and procedures relevant to their work.  Participate in mandatory training and annual updates.  Protecting clients from infection is everyone’s responsibility.

SMOKE-FREE POLICY

Heads Up operates a Smoke-free policy within the Heads Up premises.  This means that smoking is only permitted within designated smoking area outside of the building.  In the interests of promoting responsible healthcare all staff are to refrain from smoking when representing or wearing an identifying Heads Up badge in any public place. 

CONFIDENTIALITY

In the course of your employment, you will have access to confidential information of a personal and/or clinical nature, including information relating to the Charity its service users, employees and other parties. 
You must not use such information for your own benefit nor disclose it to other persons without the consent of the Charity and the party concerned unless required to do so by law. This applies both during and after the termination of your employment. Any breach of confidentiality during employment may be regarded as serious misconduct and could lead to summary dismissal.
REHABILITATION OF OFFENDERS ACT 1974

This post is subject to an exception order under the provisions of the Rehabilitation of Offenders Act 1974.  This stipulates that all previous convictions, including those that are ‘spent’ must be declared.  Previous convictions will not necessarily preclude an individual from employment but must be declared in writing at the appropriate stage during the recruitment process.

DATA PROTECTION

As your employer, the Charity needs to keep information about you for purposes connected with your employment. The sort of information we will hold includes information for payroll purposes, references, contact names and addresses and records relating to your employment with the Charity. These uses are covered by our notification with the Information Commissioners Office under the Data Protection Act 1998.
The information that we hold will be for our management and administrative use only but we may need to disclose some information we hold about you to relevant third parties (e.g. Inland Revenue). 
RECORDS MANAGEMENT AND QUALITY

As an employee, you are legally responsible for all records that you gather, create or use as part of you work within the Charity and they remain the property of the Charity. This includes client, financial, personal and administrative records, whether paper based or on computer.  All such records are considered public records and you have a legal duty of confidence to all service users. You should consult the Charity’s Records Management Policy and ask for guidance from your manager if you have any doubt about the correct management of records with which you work.  All staff have a responsibility to ensure information quality standards are achieved.

INFORMATION SECURITY

Under the provisions of the Data Protection act, it is the responsibility of each member of staff to ensure that all personal data relating to clients and members of staff, whether held in manual or electronic format, is kept secure at all times.  Computer passwords must not be shared either between systems or users. The Charity may monitor e-mail messages, any files stored on the networks or on equipment and usage of the Internet and computer systems, irrespective of whether these relate to trust or personal use.
Access and usage of the Charity’s computers must be in accordance with the Charity Policies. Safehaven procedures are to be used for all electronic transfers of personal data. This is in order to protect the client and staff, and its reputation and to ensure that it complies with the law and other guidelines.

Signed (Name of Employee)  ……………………………………..
Date:  ………………………………………………………………….

PERSON SPECIFICATION
QUALIFICATION/ EXPERIENCE

· QCF Level 3 or equivalent in Health & Social Care (preferred but not essential as long as willing to work towards).

· At least 2 years experience of working with people with mental health issues.

· Good knowledge of current care practice.

SKILLS/COMPETENCIES
· Knowledge of the underpinning values and theory informing current best practice in care and support services.
· Ability to communicate effectively with individuals with mental health issues, their families/representatives and the local community.

· Ability to provide practical and emotional support to individuals accessing the service and their families
· Ability to prepare and write reports

· Ability to work unsupervised and exercise an appropriate degree of initiative.

· Ability to keep clear, accurate and concise records.

· Excellent time management skills.

· Effective verbal and written communication skills.

PERSONAL ATTRIBUTES / QUALITIES
· Commitment to the principles and practice of support for people with mental health needs.

· Open, inclusive style of interaction with people with mental health needs.

· Supportive.

· Self motivated.

· To have the ability to work autonomously and creatively.

· To have the ability to lone work in the community and in people’s homes.

· A willingness to undertake training.

· Positive outlook.

· Confident approach to dealing with issues.

· Energetic.

· To have a clean driving licence and motor insurance to cover transporting clients in their car.

· Very good time management skills.

· Ability to maintain professional boundaries when working with clients and their carers.
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