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1. Introduction


Welcome to Cornford House Domiciliary Care Agency.  This staff handbook outlines 
the aims, objectives and policies of the Agency.  If you have any queries regarding 
the contents please speak to the Manager, Linda Wenham.


Understanding the Care Delivery in Cornford House Care Suites
It is very important that staff understand the difference in terms of the care we provide between Cornford House Nursing Home and Cornford House Care Suites.

In the Nursing home, residents are obligated to have their care provided by our care staff as a condition of them being a resident in the home.   

In the Care Suites the residents rights are very different.

You should think of the residents in the care suites as living in a block of flats where they can live in privacy like everyone else in the community.  They rent or own the lease of their property (their care suite) and they have their own lockable front door.  When they move into their property they will pay for “hotel” services such as food, room cleaning and laundry, but they can freely chose whether they wish to buy their personal care from Cornford House Domiciliary Care Agency and Cornford House Nurses’ Agency or from an outside domiciliary care provider.

If they decide to buy their care from us, Linda and the resident will agree an individually tailored care plan.  This will specify the regular care required at particular times throughout the day and any safety checks which may be required.  In addition, the resident can call on the carers at any time for care and attention.  By agreement, residents will also be able to come and enjoy facilities in the nursing home such as the activities room and the hairdressing salon.  

Staff who are designated to work in the care suites will have their own uniform and identity badges.  While working in this area, staff will need to adhere to the agencies’ own policies and procedures, training, supervisions and rotas.

2. Code of Conduct

2.1 Care workers must abide by all Policies, Procedures and Codes of Practice laid down by 
the Agency. Care workers will be accountable for the quality of the care service that they deliver to the client, and undertake responsibility for maintaining and strengthening their knowledge and skills. 

2.2 Care workers must act with honesty, integrity and with respect for the client’s home and property. 

2.3 Care workers are expected to carry out their duties so as to promote and safeguard the client’s health, well-being, rights and interests. This must include informing their 
immediate Supervisor or Manager of any perceived or suspected deterioration in a client’s physical, social or mental condition or behaviour.  

2.4 Care workers must at all times respect and safeguard the privacy of the client. Confidential information must not be disclosed to any third party without the written consent of the client or appointed advocate unless it is considered to be in the best interests of the client’s health and well-being, or is required for compliance to the law. In these latter cases, matters must always be referred directly to the Carer’s immediate Supervisor or Manager.
2.5 Care workers must not be involved in any action that may prejudice the Service, or damage the reputation of the Agency, or generally diminish the confidence of the public. 

2.6 Care workers must at all times respect and promote the dignity and independence of the client, and of the rights of the client to take risks and to make informed choices regarding his / her care and welfare. 

2.7 Care workers must not discriminate against any client on the grounds of age, race or ethnic origin, creed, colour, religion, political affiliation, disability or impairments, marital status, parenthood, sexual gender or sexual orientation. The values, customs and religious / spiritual beliefs of each client must be respected. 

2.8 Care workers must act totally professionally at all times. This will apply not only to relationships with peer members and other colleagues within the Agency, but also with other health and social care professionals with whom they may come into contact as part of their duties. 

2.9 Care workers must act totally professionally with respect to the relationship with the client. It is recognised that close relationships can develop between Care workers and clients but Care workers should be remain mindful of the need to preserve the professional nature of the relationship. Assigning a Care worker to a client where that Care worker is related to that client should also be discouraged unless the client has specifically requested the Care worker in question. 
2.10 Care workers have a duty to ensure that each client is aware of the Agency’s Complaints Procedure, and how to use it. If the Care worker receives a complaint from a client he / she must notify their immediate Supervisor or Manager. 

2.11 Care workers, whatever their qualifications may be, must not undertake any other task outside of the remit of the Job Description or agreed Care Plan for a client. 

2.12 Care workers have a clear duty to inform their employers of any condition or circumstance which may prevent him / her properly carrying out care duties. This 
must include the Care workers personal circumstances where he/she feels inadequately prepared.   
3. Role & Responsibilities


We provide quality individual care to each of our clients in their own home 
environment. According to need we are able to provide a tailored package of care 
which can include some or all of the following:


PERSONAL CARE including:- 
· Care relating to personal hygiene and toileting. 

· Assistance with feeding, eating and drinking. 

· Management of urinary and bowel functions. 

· Promotion of continence and management of incontinence. 

· Assistance with mobility and transfers, including help with getting up and going to bed.

· Promotion of independence and social functioning, anxiety and behaviour management. 

· Social care needs assessment and ensuring personal safety. 

· Encouragement and assistance with cognitive functions. 

· Administration and monitoring of medication.

SOCIAL CARE
Listening and talking to people is regarded as an important part of delivering care. We can assist the client to keep in touch with their friends and relatives, and help with letter writing, also:- 

· Assistance with planning and shopping 

· Assistance with paying bills and pension collection. 

PROVISION OF MEALS AND DIETARY CARE
· Food preparation at the client's home. 

· Assistance with feeding. 

It is the aim of the agency to provide a flexible care service, responsive to each individual's needs. 
4. Training

Training Policy
Day to day training is the responsibility of Management who can call on specialised skills within Cornford House and from external sources for advice on training matters.  Training will be arranged during normal working hours whenever possible but there may be occasions when employees will be required to attend training outside their normal working hours.

Aims

The aims of the policy are:

· To provide induction training for all new employees, including relevant health and safety information

· To provide job specific training to all new employees and to existing employees who are changing job within the Home, including health and safety information

· To identify the longer-term development needs of those employees with potential to progress beyond their present job and to meet those needs when they are consistent with the needs of the Home

· To meet any continuing professional development obligations

Procedures

The procedures for training are:

· A record will be kept for each employee showing the training received.

· The training records will be monitored on a regular basis and the needs checked.

· All training programmes will be monitored and revised as necessary in order to meet changing business needs.

Cornford House will provide any necessary training and will meet the costs involved.  However, if an employee’s employment ends within nine months of completing any external training course for any reason except redundancy, the employee must reimburse the cost of any training on a pro-rata basis.  Employees will be required to sign an ‘Agreement to deduct from pay’ prior to starting any external course, which authorises Cornford House to make this deduction from any final payment where applicable.
5. Dealing with allegations of abuse


You should familiarize yourself with our policies on Whistleblowing (policy 111) and 
Protection of Vulnerable Adults (policy 304.)  


If you suspect abuse has taken place or abuse has been brought to your attention 
you are obliged to take action but you must also ensure at all times that the welfare 
of the vulnerable adult is paramount and the interests of the person against whom 
the allegation has  been made are protected.


You should immediately report any suspicion or allegation of abuse to the Manager 
of the Agency.

6. Health & Safety

6.1 Summary Policy Objectives: 
The Management of Cornford House recognises and accepts the responsibility to provide and maintain safe working conditions and a healthy working environment. This will apply equally to: 
Care workers working off-base in the client’s own domiciliary environment 
Staff working at the Agency’s office premises, and visitors to these premises. 
6.2 Management Responsibilities: 
To achieve the summary policy objectives listed in 7.1 above, it is Management Policy to: 

a) provide equipment and systems of work that are safe and free from risks to health. 

b) provide physical features within the Agency’s office premises,  e.g. stairways, office furniture and  fittings etc that are safe and suitable for their intended use. 

c) provide an efficient power supply within the Agency’s office premises that will ensure adequate heating, lighting and sanitation. 

d) ensure that all staff have the necessary experience and capability to carry out the tasks they will be expected to undertake. This will be supported by continuous staff training programmes.  

e) ensure that care staff working late or alone with clients are properly protected through appropriate risk assessments and back-up management policies. 

f) ensure the absence of risks to health in connection with the use, storage and handling of substances by carrying out an assessment of their effects, as required by the latest edition of the C.O.S.H.H. Regulations, and implementing all control measures found to be necessary. This will apply to staff working at the Agency’s office environment and to care workers working in the client’s domiciliary environment as appropriate to the job. 

g) provide such information, instruction, training and supervision as may be necessary to ensure the Health and Safety of all staff and any visitors to the office premises. To ensure that all staff receive the appropriate training relative to their job duties and are fully aware of any hazards which may arise whilst undertaking them and the precautions to be adopted. 

h) to consider all Health and Safety factors when procuring equipment, obtaining new services, or when changing procedures or work patterns. To ensure that all necessary safety precautions are taken and that necessary safety instruction(s) have been understood. 

6.3 Employee Responsibilities: 
It is also recognised that employees have a responsibility for their personal safety and a duty of care to their fellow employees. The employee's responsibilities will therefore include: 

a) the duty to comply with all safety instructions and directions laid down. 

b) the duty to use properly the means and facilities provided for Health and Safety. 

c) the duty to refrain from the wilful misuse of, or interference with, anything provided in the interests of Health, Safety and Welfare and any action that may be construed as dangerous.   

7. Policies & Procedures

We have a set of policies and procedures which must be complied with at all times. A hard copy is kept in the Domiciliary Care Agency office and you can also find them on our computer system.  
The Manager of the Agency will tell you how to access them and you should familiarise yourself with the details.
