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JOB DESCRIPTION


	JOB DETAILS 

	Job Title 
	Radiotherapy Helper

	Reports to 
	Radiotherapy Services Manager 

	Band 
	[bookmark: _GoBack]3 (pending evaluation)

	Department/Directorate 
	Radiotherapy / Clinical Specialist Services



	JOB PURPOSE 

	The Oncology Centre in Exeter provides a radiotherapy treatment service for patients across the North, East and West Devon catchment area. External beam radiotherapy is delivered by three linear accelerator treatment machines, with up to 40 patients being treated on each machine per day. Radiotherapy treatment planning is undertaken on a dedicated CT scanner within the department. Internal radiotherapy treatment is also delivered in Exeter using a brachytherapy treatment unit.
The department uses bespoke radiotherapy scheduling, recording and verification software called ARIA to plan and deliver treatments, and all appointment bookings are managed via this system.

The post holder will work undertake activities that assist Therapeutic Radiographers in the preparation and delivery of a high quality, accurate radiotherapy service to cancer patients.


	KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES

	
· Participate in the accurate registration, scheduling and appointing of patients on a radiotherapy pathway using the radiotherapy record and verification system, taking waiting times targets and concurrent treatments e.g. chemotherapy into account

· Ensure that additional arrangements required to support the patient on their treatment pathway are accurately scheduled e.g. on-treatment review clinic appointments, pre-treatment chemotherapy assessment appointments and bloods

· Assist in the tracking of patients referred for radiotherapy and enter information about appointments and decisions onto the cancer waiting times (CWT) tracking system

· Highlight any potential waiting times target breach situations to clinical staff

· Book patient transport as requested 

· Support patients and medical staff during clinical examination and assessment

· Provide treatment floor support to the Radiographers, to include assisting patients with the timings of their preparations for radiotherapy treatment 

· Be responsive to the social and healthcare needs of the individual patient whilst at all times respecting the privacy and dignity of the patient

· Work flexible hours in line with the department’s extended opening hours





	KEY WORKING RELATIONSHIPS 

	
Areas of Responsibility: To undertake activities which support the delivery of a radiotherapy service under the supervision and guidance of clinical staff. 

No. of Staff reporting to this role: none
 
The post holder is required to deal effectively with staff of all levels throughout the Trust as and when they encounter on a day to day basis.
In addition the post holder will deal with the wider healthcare community, external organisations and the public.
This will include verbal, written and electronic media communications.


Of particular importance are working relationships with: 

	Internal to the Trust 
	External to the Trust 

	
· Therapeutic Radiographers
· Clinical Oncologists and Specialist Registrars 
· Radiotherapy Physicists and Engineers
· Radiotherapy Apprentices & Students
· Nursing staff
· Secretarial & Administrative staff

	
· Patients and their carers
· Patient transport services
· Colleagues at other Trusts
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	FREEDOM TO ACT 

	· Work under the direct supervision of registered Radiographers, adhering to local standard policies and procedures to ensure that all aspects of the patient’s radiotherapy pathway are booked accurately
· Identify and escalate promptly when capacity issues arise or waiting times targets cannot be met
· Have a flexible approach to working hours in line with departmental opening times, which can vary according to workload demand 
· The postholder must raise concerns or any matter outside of their scope of competence to a Radiographer or other appropriate staff member


	COMMUNICATION/RELATIONSHIP SKILLS 

	· Communicate effectively with a wide range of individuals, to include patients and their carers, the public and healthcare professionals; communication with staff and patients will frequent on a daily basis
· Use both verbal and non-verbal methods of communication, adapting to the needs of the patient and overcoming communication barriers
· Exhibit interpersonal skills that demonstrate empathy, compassion, courtesy, respect and trust
· Ensure that any information given to patients is accurate and within own scope of practice to deliver; expedite queries or issues outside of scope of practice to clinical staff in a timely way
· Information communicated regarding patient preparations for their radiotherapy treatment must be highly accurate 
· Remain calm and reassuring at all times even when faced with challenging behaviour by patients since this may arise from anxiety and distress related to their diagnosis or treatment; recognise when assistance may be required from the clinical team in these circumstances and ask for help
· Liaise with Patient Transport and Ambulance services, or the portering service, other wards and departments as necessary to facilitate the transport or transfer needs of individual patients

	ANALYTICAL/JUDGEMENTAL SKILLS

	· Recognise when targets for the booking of patient treatments are not being met against national and local policies and escalate promptly 
· Be able to respond to ad hoc administrative requests from clinical colleagues whilst remembering to maintain the need for workload prioritisation 
· Act as the patients’ point of contact for the department, dealing with queries and passing on relevant information to appropriate team members as required
· Use judgement to determine when queries need to be passed to a clinical / other staff member
· Identify non-conformities within the quality system and address these issues using the appropriate systems


	PLANNING/ORGANISATIONAL SKILLS

	· Work in an effective and organised manner, prioritising the clinical needs of the patients, demonstrating excellent time management and organisational skills to effectively deliver person centred care
· Work with wider team to ensure both the bookings office and treatment floor areas are covered at all times
· Manage own workload, using judgement to assess electronic worklists and identify priority tasks to ensure unnecessary delays are not introduced into patient pathways
· Ensure that there is sufficient time to fully complete a task before commencing in order to ensure that no elements ore overlooked when booking complex treatment pathways
· Understand national cancer waiting times targets as they apply to the radiotherapy service and ensure that these are met wherever possible through careful planning and attention to detail 
· Support the smooth running of the treatment units through proactive identification of patients who require preparations, accurately communicating the timings of these to the clinical teams and helping to rearrange the patient lists when unexpected events occur to avoid lost clinical capacity
· Ensure consumables are topped up in clinical areas, having a good understanding of what is needed and in what quantities


	PATIENT/CLIENT CARE 

	· Ensure that a professional yet welcoming atmosphere is maintained at all times
· Act as chaperone or supporter for the patient during clinical procedures
· Run patient on-treatment review clinics, supporting medical staff and patients
· Provide patients with simple advice on directions to facilities within the department and to other departments within the Trust, acting as an escort where necessary
· Respond to patient telephone queries regarding their treatment arrangements or transport requests
· Assist in the care of patients attending the department, helping each patient as necessary e.g. with undressing for treatment and examination or attending to basic hygiene/toileting needs 
· Undertake treatment floor support, ensuring that patients are escorted to the correct treatment unit at the appropriate time
· Participate in specific aspects of pre-treatment procedure under the guidance of clinical staff, including provision of basic patient information and care and daily assessment of patient condition
· Correctly identify the patient at every encounter and enquire re their wellbeing, referring to the Radiographers if there are any concerns or issues raised
· Provide patients with simple advice and explanations with regard to their radiotherapy treatment preparations; ensure that the treating Radiographers are kept informed of accurate timings for patient preparations
· Using the appropriate infection control procedures, assist with the cleaning and storage all equipment after use and at the end of clinical sessions


	POLICY/SERVICE DEVELOPMENT 

	· Demonstrate an understanding of quality strategies and processes to improve the care of patients
· Work within the framework of the Oncology Quality Management System (ISO9001:2015 standard) to ensure that patient care is maintained at the highest possible level
· Follow the procedures and work instructions described in the department in the Quality Management System and report any variances
· Contribute to service improvement/service redesign as required
· Participate in team and meetings as required


	FINANCIAL/PHYSICAL RESOURCES 

	· Monitor the use of clinical supplies and stationery and ensure this is done efficiently and cost effectively in line with the needs of the service
· Identify any gaps in resource and escalate as appropriate


	HUMAN RESOURCES 

	· Actively contribute to the smooth running of the service by ensuring harmonious working relationships with all colleagues
· Participate in the induction of new staff through the demonstration of Radiotherapy booking processes and systems: this may include student and apprentice Radiographers
· Demonstrate knowledge of the Trust incident reporting procedure
· Undertake training as required to maintain competency/comply with Trust policies


	INFORMATION RESOURCES 

	· Undertake the registration and scheduling of patients referred for radiotherapy or chemoradiotherapy treatment using specialised radiotherapy software systems (Aria) and the Trust’s electronic patient information system (EPIC)
· Enter patients’ details onto registration, cancer waiting times, planning and treatment databases as directed
· Use EPIC and Aria to book pathway elements supporting radiotherapy treatment e.g. bloods, review clinics, follow-up appointments according to local policy
· Ensure patient demographics are correct by checking with the patient at every encounter 
· Ensure accurate and up-to-date patient details are maintained on patient information systems in line with Trust Information Governance policy with high degree of accuracy


	RESEARCH AND DEVELOPMENT 

	· Participate in audit as required, to include external audits undertaken to evidence compliance with the ISO9001:2015 standard


	PHYSICAL SKILLS

	· Standard keyboard skills are required for administrative work


	PHYSICAL EFFORT

	· Prolonged sitting and keyboard work
· Occasional assistance with patient movement and transfer for patients who have reduced mobility utilising local policies and manual handling equipment
· Occasional assistance with portering activities, to include wheelchair and bed travel
· Frequent walking when undertaking treatment floor support 


	MENTAL EFFORT

	· Frequent periods of concentration for tasks such as booking of complex treatment pathways e.g. chemoradiotherapy
· There can be interruptions to concentration due to the requirement to respond to ad hoc patient needs


	EMOTIONAL EFFORT

	· Occasional contact with terminally ill patients 
· Indirect exposure to distressing circumstances through the need to access patients’ electronic medical records


	WORKING CONDITIONS

	· Frequent VDU use
· Potential exposure to distressed and aggressive patients and/or their carers, both in person and over the phone
· Occasional exposure to bodily fluids and odours
· Adhere to the Ionising Radiation Regulations 2017, IR(ME)R 2017 and the departmental Local Rules at all times


	OTHER RESPONSIBILITIES 

	
Take part in regular performance appraisal.

Undertake any training required in order to maintain competency including mandatory training, e.g. Manual Handling

Contribute to and work within a safe working environment 

You are expected to comply with Trust Infection Control Policies and conduct him/herself at all times in such a manner as to minimise the risk of healthcare associated infection

As an employee of the Trust, it is a contractual duty that you abide by any relevant code of professional conduct and/or practice applicable to you.  A breach of this requirement may result in action being taken against you (in accordance with the Trust’s disciplinary policy) up to and including dismissal.

You must also take responsibility for your workplace health and wellbeing:
· When required, gain support from Occupational Health, Human Resources or other sources.
· Familiarise yourself with the health and wellbeing support available from policies and/or Occupational Health.
· Follow the Trust’s health and wellbeing vision of healthy body, healthy mind, healthy you. 
· Undertake a Display Screen Equipment assessment (DES) if appropriate to role.


	DISCLOSURE AND BARRING SERVICE CHECKS 

	This post has been identified as involving access to vulnerable adults and/or children and in line with Trust policy successful applicants will be required to undertake a Disclosure & Barring Service Disclosure Check.


	GENERAL 

	This is a description of the job as it is now.  We periodically examine employees' job descriptions and update them to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed.  This procedure is conducted by the manager in consultation with the jobholder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach agreement on reasonable changes, but if agreement is not possible, we reserve the right to insist on changes to your job description after consultation with you.
Everyone within the Trust has a responsibility for, and is committed to, safeguarding and promoting the welfare of vulnerable adults, children and young people and for ensuring that they are protected from harm, ensuring that the Trusts Child Protection and Safeguarding Adult policies and procedures are promoted and adhered to by all members of staff.




PERSON SPECIFICATION

	Job Title
	Radiotherapy Helper




	Requirements
	Essential
	Desirable

	QUALIFICATION/ SPECIAL TRAINING

Minimum of 3 qualifications to include GCSE grade A-D/5-9 or equivalent in English or equivalent demonstrable experience

Level 3 qualification (e.g. A Levels, NVQ L3) or equivalent demonstrable experience
	






	

	KNOWLEDGE/SKILLS

Good knowledge of IT databases and PC skills

Excellent planning & organisational skills

Ability to prioritise workload to respond positively to changing demands

Ability to liaise and communicate with colleagues at all levels

Excellent interpersonal & communication skills

Understanding of the importance of following procedure and task completion to ensure accuracy

Provision of excellent customer care

Able to work independently without continuous supervision 

	

















	


















	EXPERIENCE 

Experience of working in a healthcare / oncology environment

Experience of Electronic Patient Information (EPI) systems

Experience of working with the general public

Able to deal with challenging behaviour

	






	









	PERSONAL ATTRIBUTES 

Enthusiastic, highly motivated & committed to delivering great customer service

Understanding of team dynamics and able work effectively within a team

Resilience skills, including good organisation and the ability to remain calm and professional in a busy environment

Empathetic, but able to understand professional boundaries



Adaptable, able to prioritise and respond to changing demands

Commitment to continual development of services

Proven communication skills with a range of people in various settings 

Excellent face to face and telephone manner

	




















	

















	OTHER REQUIREMENTS 

The post holder must demonstrate a positive commitment to uphold diversity and equality policies approved by the Trust. 

Able to work varying hours to cover service need

Willingness to learn and undertake continual development

	







	





	
	FREQUENCY

(Rare/ Occasional/ Moderate/ Frequent)

	WORKING CONDITIONS/HAZARDS
	R
	O
	M
	F

	

	Hazards/ Risks requiring Immunisation Screening
	
	
	
	

	Laboratory specimens
	Y
	
	
	
	

	Contact with patients
	Y
	
	
	
	

	Exposure Prone Procedures
	N
	
	
	
	

	Blood/body fluids
	Y
	
	X
	
	

	Laboratory specimens
	N
	
	
	
	

	

	Hazard/Risks requiring Respiratory Health Surveillance
	
	
	
	
	

	

	Solvents (e.g. toluene, xylene, white spirit, acetone, formaldehyde and ethyl acetate)
	N
	
	
	
	

	Respiratory sensitisers (e.g isocyanates)
	Y
	X
	
	
	

	Chlorine based cleaning solutions 
(e.g. Chlorclean, Actichlor, Tristel)
	Y
	
	X
	
	

	Animals
	N
	
	
	
	

	Cytotoxic drugs
	N
	
	
	
	

	
	
	
	
	

	Risks requiring Other Health Surveillance
	
	
	
	

	Radiation (>6mSv)
	N
	
	
	
	

	Laser (Class 3R, 3B, 4)
	N
	
	
	
	

	Dusty environment (>4mg/m3)
	N
	
	
	
	

	Noise (over 80dBA)
	N
	
	
	
	

	Hand held vibration tools (=>2.5 m/s2)
	N
	
	
	
	

	

	Other General Hazards/ Risks
	
	
	
	

	VDU use ( > 1 hour daily)
	Y
	
	
	
	X

	Heavy manual handling (>10kg)
	Y
	
	X
	
	

	Driving
	N
	
	
	
	

	Food handling
	N
	
	
	
	

	Night working
	N
	
	
	
	

	Electrical work
	N
	
	
	
	

	Physical Effort 
	N
	
	
	
	

	Mental Effort 
	Y
	
	
	X
	

	Emotional Effort 
	Y
	
	X
	
	

	Working in isolation
	N
	
	
	
	

	Challenging behaviour
	Y
	X
	
	
	





Radiotherapy Services and Oncology Centre Manager


Consultant Radiographers: Breast and Prostate


Operational Lead Specialist Radiographers:
External Beam Treatment, Pre-TReatment & Brachytherapy


Team Lead Radiographers
Pre-Treatment, External Beam Treatments and Bracytherapy/QMS

On-Treatment Review Radiographer

Clinical Trials Radiographer


Senior Radiographers

Radiographers

Radiotherapy Assistant Practitioners

Apprentice Radiographers

Radiotherapy Helpers
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