	


JOB DESCRIPTION



JOB TITLE:		Facilities Training Facilitator

GRADE/BAND:		AfC Band 3 

LOCATION:		Trust wide

RESPONSIBLE TO:	Facilities Training Manager

ACCOUNTABLE TO:	Assistant Director of Infrastructure: Facilities


JOB PURPOSE

Delivering a training school of excellence for the division of Infrastructure the Training Facilitators will work closely with the Facilities Training Manager to support all Induction, functional and mandatory training for infrastructure services and any new initiatives.

The post holder will be required to onboard all new starters for the operational teams effectively and efficiently, organising training with the Facilities Manager. The post holder will be required to work flexibly to support training requirements of service needs.


1. Professional

· Maintain a professional appearance in line with the Trust’s dress code.
· Uphold the Trust’s values and behaviours (available on the Trust web site) and behave in a manner fitting with the responsible position of the role, maintaining the public confidence. 
· Maintain professional and courteous working relationships with staff and respect the equality and diversity of every person they come into contact within the course of their business. 
· Always uphold the privacy and dignity of the client group and respect equality.

2. Key Responsibilities

· In the absence of the Facilities Manger the post holder will monitor the Facilities training inbox and respond and act upon any training requirements in a timely manner.
· Frequently deliver first day induction and functional training day two and three for new employees, frequent requirement to demonstrate using physical demonstrations including lifting, pushing and pulling of wheelchairs, beds, trollies, scrubbing machines, regen trollies and any other equipment in line with the moving and handling guidelines. At times the Facilities Trainer will work on wards mentoring new staff and staff with further training needs. 
· Design, develop and deliver refresher training including stop the job and toolbox talks, daily cleaning/portering tasks on wards facilitating staff across all three sites.
· Deliver new training programmes in accordance with Trust guidelines including the national standards of cleanliness and infection, prevention and control. 
· Provide mortuary training which can be distressing when placing a patient in the mortuary fridge.
· Provide training for resus and cardiac arrest situations which can be distressing and emotional.
· Provide support to colleagues been trained in circumstances that can rise from emotional or distressing situations.
· Deliver customer care training in line with the Trust core values. Staff may come across patients they are moving for diagnostic procedures when they have been given upsetting news.
· To provide support and guidance to the other staff trainers including coaching and guiding newly trained trainers.







· Excellent communication skills to motivate and mentor employees to ensure a supportive learning experience delivered to people with learning difficulties and where English is not there first language.
· Assist in developing the team’s strategic plan.
· Identify, implement and evaluate changes to training practices and procedures in own working area, including training programmes and discussing the reasons with the Facilities Training Manager.
· Implement policies and propose practices and procedures for the Facilities Training Department.
· The Training Facilitator will be required to have the knowledge and technical ability to be able to undertake and teach staff the skills necessary to complete service delivery.
· Ensure equipment used to deliver the service is of the standard required and is maintained to physical and technical standards.
· Monitor the Facilities Training inbox and respond and act upon any training requirements co-ordinating with the line managers and organisational development in a timely manner.
· Process all onboarding passes for new operational Facilities team employees ensuring that the new employee has everything they need for day one.
· To work without direct supervision and make day to day decisions within own remit and to use own initiative when to refer to others.
· Contribute to project activities in support of the Facilities Training team objectives.
· To be responsible for co-ordinating and booking venues and ensuring equipment is available for use.
· To assist the Facilities Manager in all aspects of project implementation as needed
· Create and provide reports/training slides to the Training Manager using Microsoft packages.
· Organise training with outside training providers specific to bespoke training.
· To support the Facilities Training Manager in planning and organising training events within the operational services.
· Take and prepare minutes for team meetings.
· To maintain effective and efficient training documents and make recommendations for improvement where appropriate.
· Ensure all Facilitators are working and following all Trust policies and guidelines plus own departmental procedures.
· Responsible for ordering non and stock items maintain and checking stock levels to reduce financial resources.
· Responsible for the safe and correct use of equipment used for training such as laptops, computers, scrubbing machines, steamers, beds, trollies, wheelchairs and regen ovens to reduce risk of damage.
· Where facility services is busy the Training Facilitators will be required to support portering and domestic services either with cleaning or moving patients.
· The Training Facilitators need to be flexible with both office/VDU and training requirements of infrastructure staff. This may mean re- evaluation of daily schedule to be respondent to individual/manager and IPC needs on either training or reports required.

3. Resources and Finance

· The post holder will ensure the proper use of the Trust’s resources such as stationery, telephone usage, photocopying and other consumables in the course of business, ensuring minimal waste and minimal cost.  

4. Organisational Responsibilities

· To maintain the confidentiality of the Trust in respect of patient and staff information obtained at all times, and use such information only as authorised for specific purposes.  Report any concerns about the use of such information to the senior manager.






· All staff at Mid Yorkshire Teaching NHS Trust have the responsibility for safeguarding adults, young people, children and unborns. This includes all employees:
· Having an understanding of relevant safeguarding policies, including the Mental Capacity Act policy
· Attending all mandatory safeguarding training in accordance with their role 
· Having a responsibility to recognise and act upon any safeguarding/child protection concerns

5. Personal Responsibilities

· The post holder is responsible for taking reasonable care regarding themselves as well as for any colleagues, patients or visitors who might be affected by any act or failure to act by the post holder in accordance with the Trust’s policies on Health and Safety at Work.
· To report any accident, untoward incident or loss relating to staff, patients or visitors according to Trust policies.
· To undertake in-service training relevant to the post.
· Comply with Trust Policies and Procedures.

6. Area of work

1. The post holder will be required to undertake deliver training at any site across the Trust.
1. The post holder will be required to work flexibly at short notice to cover unplanned sickness or deliver training in the event of urgent situations.

7. Staff Development, Training and Education

1. The post holder will be required to undertake mandatory training and any other training that is applicable to their own role and roles of other infrastructure employees.
1. The post holder will have an appraisal of performance each year and will be responsible for agreeing a development plan in line with the Trust’s (KSF) Knowledge & Skill Framework in agreement with their manager or immediate supervisor. The development plan will be reviewed each year.
1. The Trust will provide assistance and agreed development to enable the post holder to achieve their objectives and standards in line with the development plan.
1. If the post holder feels they are not achieving their objective as agreed in the development plan they will bring it to the attention of their supervisor or manager at the earliest opportunity.

8. Health and Safety

1. Work in accordance with Health and Safety regulations at all times.
1. Report any incidents of breaches of Health and Safety and report any dangerous acts or omissions that are seen in the course of duty that compromise the Health and Safety of staff or patients using the Trust Health and Safety policy.
1. Comply with audit recommendations and risk assessment recommendations to make the workplace and work practice safer.
1. Assist when required to do so, in any risk assessment activity undertaken.


TERMS AND CONDITIONS OF SERVICE

The post holder will be required to work at any location where the Trust provides services.

All professional and managerial staff are required to work in accordance with their Code of Conduct. Failure to do so may result in disciplinary action (please refer to disciplinary policy for further information).









In carrying out their duties the post holder must promote equality of opportunity and take every opportunity to eliminate discrimination.

The post holder is required to keep confidential all information and documentation relating to either a patient, a member of staff or Directorate’s business which they come into contact with.  All staff are expected to respect the requirements of all Data Protection legislation as this incorporates the need for a high standard of data quality, confidentiality and information security.

The Trust adopted a “bare below the elbow policy” in January 2008. The Trust expects that all staff adhere to the policy in the clinical areas and settings where health care is provided e.g., the patient’s own home. The policy statement is accessible on the intranet and defines the clinical area. Individuals can expect to be challenged if they are observed not to be adhering to the policy statement.

The post holder is responsible for taking reasonable care regarding themselves as well as for any colleagues, patients or visitors who might be affected by any act or failure to act by the post holder in accordance with the Trust’s policies or Health and Safety at Work.

These duties and responsibilities are neither exclusive nor exhaustive and management reserve the right to require staff to undertake other duties and responsibilities consistent with the grade of the post in consultation with the post holder.

This job description is an outline of the duties and conditions of the post and may be subject to change in detail or emphasis in the light of future developments.
Continuing Professional Development

The post holder will be expected to undertake ongoing personal, professional and management development in line with the responsibilities of the post.


Smoke Free Policy

The Mid Yorkshire Teaching NHS Trust has a Smoke Free Policy  

Smoking is not permitted: -

· Inside any building owned or used by or in areas used by The Mid Yorkshire Teaching NHS Trust staff in buildings shared with other organisations
· In the grounds and car parks of premises of The Mid Yorkshire Teaching NHS Trust
· In the entrances of any The Mid Yorkshire Teaching NHS Trust buildings
· In the immediate areas outside The Mid Yorkshire Teaching NHS Trust  
· In vehicles owned or leased by The Mid Yorkshire Teaching NHS Trust  

Staff are not permitted to smoke whilst in uniform and / or wearing a staff badge in areas where they can be seen by the public.

A copy of the full policy is available.

In the unlikely event of a member of staff not respecting the policy, their line manager will attempt to resolve the situation informally, in the first instance.  Repeated breaches of the policy may result in disciplinary procedures being instigated.
 
Any member of staff wishing to stop smoking can contact the Stop Smoking Service.










WYAAT

The Mid Yorkshire Teaching NHS Trust is part of the West Yorkshire Association of Acute Trusts (WYAAT), a collaborative of the NHS hospital trusts from across West Yorkshire and Harrogate working together to provide the best possible care for our patients.

By bringing together the wide range of skills and expertise across West Yorkshire and Harrogate we are working differently, innovating and driving forward change to deliver the highest quality care.  By working for The Mid Yorkshire Teaching NHS Trust this is your opportunity to be a part of that change.

WYAAT is the acute sector arm of the West Yorkshire and Harrogate Health and Care Partnership, one of the largest integrated care systems in the country. The Partnership’s ambition is for everyone to have the best possible health and wellbeing, and the work of WYAAT, and each individual trust, supports that ambition.



 
MID YORKSHIRE TEACHING NHS TRUST
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	Attributes
	Essential
	Desirable
	Method of identification

	Qualifications
	· Level 3 award in education and training (RQF) 
· IOSH Supervising safely.
· Food Safety Level 3 
· Willingness to achieve essential qualification criteria within first 3 months of employment.
	
	Application
Certificates



	Experience
	· Previous experience of successfully delivering training and or education
· Experience of working positively as part of a team.
· Experience of demonstrating initiative and drive.

	

	Application
Interview
References

	Knowledge and Awareness
	· Microsoft suite including Excel, Outlook, Word, Power point, SharePoint and MS Teams.

	· Awareness of Health & Safety issues
· Awareness of Moving & Handling issues
	Application
Interview


	Skills and Abilities
	· Able to develop and maintain positive working relationships.
· Able to demonstrate excellent organisational skills and successes.

	
	Application
Interview
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	Personal Attributes
	· Able to demonstrate excellent interpersonal and communication skills at all levels.

	
	References
Interview

	Other
	· Have the ability to travel across multiple sites.

	· Hold a full UK driving licence
	Application
References


	Artificial Intelligence (AI)
	· If relevant, please provide details of any Artificial Intelligence used while completing this application form.
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