WARWICKSHIRE PROBATION AREA
Job Description

Job Title: 

Relief Waking Night Care Assistant

Salary grade:
Band 2  Fixed pay point 23
Location:
Approved Premises, Leamington Spa and Nuneaton
Responsible To:
Approved Premises Manager

Job Purpose:            To support the Duty Assistant Warden during the overnight shift period.

Duties Responsibilities:
1.
With the Duty Assistant Warden, ensure a secure and well managed Approved Premises.

2.
Ensure the Approved Premise’s regime, rules and agreed procedures are complied with.

3.
Assist with the admission and induction procedures as directed by the Duty Assistant Warden.

4.     To share responsibility with the Duty Assistant Warden (up until the Duty Assistant Warden retires to bed) for the security of the building, including; using the CCTV surveillance; completion of bag searches and completing regular premises checks and room checks in line with agreed procedures. After the Duty Assistant Warden retires to bed the post holder will take full responsibility for the security of the building and the Duty Assistant Warden will be woken up if and when required.

5.
With the Duty Assistant Warden, ensure the fabric of the building and the equipment is maintained and report any defects to management and where necessary report urgent issues through the Helpdesk.

6.     With the Duty Assistant Warden ensure standards are maintained in the Approved Premises that comply with the food, hygiene, fire regulations and health and safety policies of the Probation Board.
· To complete nightly checks of all fire safety systems, including fire extinguishers, exits, emergency lighting etc.

· To provide residents access to the ‘breakfast bar’ and supervise this facility, including overseeing the clearing away of breakfast materials.

· To contribute to the completion of serious incident/accident forms, where appropriate.
· To complete regular patrols of the building throughout the night and to complete room checks at 8; 00 a.m. (Mondays to Fridays) and at 11; 45 p.m. (with the Duty Assistant Warden).

7.
To assist the Duty Assistant Warden with the clearance of residents belongings in line with service procedures.

8.         Maintain Night Care cover as designated by the rota.

9.
As directed by management to complete regular observation checks of residents assessed as being at risk of self harm/ serious health issues. This will include the completion of a self harm monitoring form.

10.     To verify and record information using the handover book. Established relief staff will have access to service I.T databases, which includes CRAM’s and Lotus Notes.

11.
To assist the Duty Assistant Warden in the enforcement of Approved Premises rules and where appropriate contribute to the completion of breach statements in bail cases.

12
To maintain legible and accurate log entries re residents behaviour and note major significant incidents that occur during duty period to assist the Duty Assistant Warden in the completion of the handover risk review.

13.    Where possible to be competent in being able to provide basic First Aid treatment when required.
14.   
 After midnight where appropriate to consult the out of hours on call Approved Premises Manager for advice and to provide relevant information to assist management in the effective enforcement of all cases. To also provide the initial out of hours point of contact for Probation to access senior management.

15.
Ensuring adequate supplies of induction packs are available including tea/coffee packs.  (This will include the use of a photocopier).

16.
The post holder will be expected to comply with the Service’s Anti-Racism and Anti-Discriminatory policies.

Special Requirements

The post holder must maintain a high degree of confidentiality in exercising the tasks commensurate with the post.

After consultation and prior notice, the Warwickshire Probation Board reserve the right to vary the duties and responsibilities of staff under conditions prescribed in national agreements.  The above duties, therefore, could be altered as the future changing needs of the Service may require.

The post holder will work under the general supervision of the Approved Premises Assistant Duty Warden.
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