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Home Support Service

Buxton & District Volunteer Centre

16 Eagle Parade

Buxton

Derbyshire

SK17 6EQ
www.buxtonvc.org.uk
         Telephone: 01298 23970

Email: homesupport@buxtonvc.org.uk

Office Hours: 9.00 am to 5.00 pm Mon - Thu

                             9.00 am to 4.00 pm Fri
Out of hours: Ecclesfold 01298 308181
Commission for Social Care Inspection

Edgeley House

Tottle Road

Riverside Business Park

Nottingham

NG2 1RT

Enquiries: 011 5934 0900

Email:enquiries. Nottingham@ enquiries@csci.gov.uk

      www.csci.org.uk
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Buxton Home Support Service

The main office is based at

Volunteer Centre Buxton & District

16 Eagle Parade

Buxton SK17 6EQ                          

Telephone: 01298 23970

The service operates from Buxton Volunteer Centre and uses paid members of care staff who are police checked and have had relevant training in how to care for people.  The service is covered with public liability and employer’s liability insurance.

Carole Gregory and Jackie Redfern organise the service and should you have any problems or need some information please contact them on the above number.

Aims of the Service

To provide personal and practical assistance as and when necessary.

To give support to enable people to remain in their homes, if they choose to do so.

To provide trained staff who will work to the needs of their client at all times, unless it is inappropriate to do so.
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We hope you have found this informative, we are keen to improve the information we give, so if there is something you feel that you would have liked to have known from the start, after having our service, please let us know.
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Buxton Volunteer Centre has been in operation since 1983 providing assistance for the community in a number of ways.   Its funding is from a variety of resources including:

· Primary Care Trust

· Derbyshire County Council

· High Peak Borough Council

· The Community Fund

· Many local charities               

In 1989 the Centre became a registered charity and since then has also become a limited company.   It has a management committee who meet every six weeks to guide the progress of the Centre.

Other Services Provided by the Centre

The Centre also has many other services that may be of interest to you, and are listed below.   If you are interested in finding out more about any of our schemes, please contact the Centre for a booklet and further details.

· Transport Scheme

· Befriending Scheme

· Fairfield Lunch Club

· Shopping Escorts

· Readycall

· Safer Homes High Peak

· Volunteer Placement Service

· Hearing aid battery exchange service

· Wheelchair loan

· Counselling service 
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Buxton Home Support Service is registered with CSCI, The Commission for Social Care Inspection.  The Home Support Service conforms to the National Minimum Standards set by CSCI and is subject to regular inspections by them.  If you would like to obtain a copy of our latest inspection report, you can contact CSCI at the address and telephone number below or you can actually view it by accessing their website.

The Home Support Service is committed to providing equal opportunities in both its recruitment and development of staff and its services to service users.  

There are training requirements that all care workers must undertake   as a member of our staff.                         

At induction staff will be given full information about training and development plans. At this time they will also be given full information on all the Volunteer Centre’s policies and procedures. More specific policies are mentioned further on in this handbook.

We run additional training sessions as needs arise and we hold regular staff team meetings and individual supervision sessions where staff can raise issues and have the chance to offer ways of improving the service.  

Commission for Social Care Inspection

Edgeley House

Tottle Road

Riverside Business Park

Nottingham

NG2 1RT

Enquiries: 011 5934 0900

Email:  enquiriesNottingham@csci.gov.uk www.csci.org.uk   
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How you can access the service

The majority of our services are funded by Social Services and the Primary Care Trust, which means they are free to the people who use this service.  To use this service you must be referred by someone from Social Services, a social worker or a home care worker or someone from the Primary Care Trust eg your doctor or a district nurse.

You may be able to pay privately for a carer from the Home Support Service and in this case you would not have to be referred, you could just phone us up yourself and we can discuss your situation.  We would contract with you the terms and conditions available.

What the service can offer

Under the scheme funded by Social Services and the Primary Care Trust, which you would not have to pay for, the care we put in will be evaluated to meet individual needs.  This could be one session or more, with a minimum of two hours per session.  You can also build up your hours and have someone for the day should you want it.  If you are caring for someone in your home who is elderly it means you will be able to have a break from the home knowing the person you are looking after is cared for.  In an emergency you may also be entitled to night sits which must be approved by Social Services or someone from the Primary Care Trust.  Examples where we may be able to provide a night sit are, if you have just been discharged from hospital or your main live-in carer has been admitted to hospital.
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We hope you would notify us of any alterations of your requirements eg if you are going into respite or away for a holiday and do not need us or would like to alter the times.  This should be done by advising us at the office rather than letting your carer know.

We hope you will not have a problem with our service, but if you do as mentioned we have a complaints procedure which we can give you details of from our office should you need it.  In addition we also welcome any positive comments you may like to make.

Our Out of Hours Service
Our opening times are Monday to Friday 9.00am till 4.00pm except for Wednesday when the office closes at 1.00pm but you can still phone us should you need to.
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When the office is closed, in the event of an emergency or should you have to make changes to arrangements because it would be too late to phone us when we open the next day, please contact our out of hours service at Ecclesfold on 01298 308181.  They will be able to deal with your problem when the Centre is not open.
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Control of Substances Hazardous to Health (COSHH)
If for any reason you have a household substance which is hazardous eg bleach, paint, chemicals, you must ensure it is stored in a safe place.                                           

Whilst the care worker is in your home, if they become aware that a hazardous substance is left out on a worktop, they will remove it to somewhere safe, eg a cupboard, and then let us know that they have done so, and will talk to you regarding leaving out such chemicals.

Acceptance of Gifts

[image: image6.png]v
CODE

OF PRACTICE




This is always a difficult subject to address as we realise many clients like to show their appreciation in a token gift at birthdays or Christmas.  As far as we are concerned this would be acceptable however someone buying regular gifts or offering the worker money would not be acceptable.  
9
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What our staff can do for you

We can help with all aspects of personal care, for example helping someone to have a wash or assisting them in their toileting.

We can also help you in caring for your home eg doing some light cleaning or putting some washing in or ironing.

We can also prepare a meal for you and assist you in going out should you need some support.

How we expect staff to conduct themselves in your home

The aim of providing this service is to enable you to remain in control in your own home.  Our staff will provide assistance to you or work to your instructions if you are going out and leaving the person you care for with our member of staff, should they not be able to advise us themselves.  It is our policy that staff should not accept gifts from their clients, nor do we approve of them smoking in client’s homes.

If you are not satisfied with the service please telephone us and talk to us about any problems.

We also have a formal complaints procedure, which we would be able to send to you.
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What you can expect of us and we can expect of you
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You can expect our staff to be reliable, polite, competent and caring.  We expect our staff to provide a high standard of care and courtesy at all times.  This would include people who receive your calls at the office.  All the care staff are paid members of staff and are police checked.  As far as possible we aim to use the minimum members of staff to meet your needs;  If we use a different member of staff to your normal staff member we will phone and inform you of this.  All our carers have identification badges, which we expect them to show you.

Before we begin providing support to you, a personal care plan will be drawn up and agreed with yourself, whenever possible or your representative on your behalf.  The care plan takes into account your wishes and preferences in relation to the way in which the care is provided.

At the same time, either social services or ourselves will carry out a risk assessment in your home.  This is nothing to be concerned about but is just to make sure your home is safe for a member of staff to work in. However if there was something that made us feel our member of staff was not safe eg a stair rail coming off the wall or a faulty plug, we would advise you as to how it could be mended before our member of staff could begin working in your home.

The care plan and risk assessment is reviewed at least annually or as and when circumstances require.  A copy of both will be kept in your file at the office and copies will be given to you for your own records. 
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Confidentiality Policy

Although this does not relate specifically to home support it is a policy we expect all staff and volunteers to adhere to.   The co-ordinators will support their care staff should they need to share issues which are of a confidential nature regarding the clients that they work with. 
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Data Protection

The Volunteer Centre is registered under the Data Protection Act 1984.  All information supplied to the Centre is confidential and will not be disclosed to any other person without your permission.
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Access to Records
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Access to records of any person in our care or employ is strictly restricted for reasons including privacy and confidentiality that are supported through the Data Protection Act.  Anyone in our care or employ may see whatever records we keep about them at any reasonable time
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Complaints procedure

We hope you will not have a problem with our service, but if you do we have a complaints procedure which we can give you details of, should you need it.  In addition we also welcome any positive comments you may like to make.
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olicies and Procedure
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The Centre has a number of policies and procedures, which ensure the smooth running of the organisation and are also there to inform staff of their rights and responsibilities.  At Induction, Home Support workers will be given full information on all the Centre’s policies and procedures, including for example, Equal Opportunities, Codes of Practice, Employment Protection Act, Confidentiality, Health and Safety, Grievance, Disciplinary, Harassment and Bullying, Whistle blowing, and Access to records, etc.  It is important to reiterate in this handbook the ones specific to the Home Support Service.


Health and Safety

Under sec 2(3) of the Health and Safety at Work Act there is a duty imposed on every employer to bring to the notice of their employees a written statement of the organisation’s general policy.  This policy will be given during Induction.
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Code of Practice

High standards of care provided in the client’s home, is the primary objective of the Centre.  The Centre has accepted these Code of Practice standards as its policy and all employees are considered bound by them.  A Home Support worker is one of the most important elements of the service the Centre provides for its clients, so part of the Code of Practice refers to the worker and how the worker does her/his work and the Code sets out how the work is undertaken.  The Centre also has responsibilities towards the Home Support worker, and the Code of Practice sets out what these should be  
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Medication Policy
No medical treatment is to be undertaken and no medication is to be administered to a client except in special circumstances under specific instructions where we hold a signed permission form.   Medication must always be administered by the district nurse or community psychiatric nurse.   If medication is left by one of the above, in identified timed containers with written instructions as to.

when the client should take the medication then supervision or prompting of a client to take the medicine is acceptable.    
If the client refuses the medication and the instructions/check list must indicate that it is essential that medication is taken then the relative G.P District Nurse, Health Visitor and our co-ordinator must be informed.  

Care workers must record and date any of the above taking place on the log sheet, which is kept in the client’s care plan in the home. 
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