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JOB DESCRIPTION 
JOB TITLE: 	Delivery Driver – Prescription Home Delivery Service 
REPORTS TO: 	Dispensary Manager/Practice Manager 
[bookmark: _GoBack]HOURS:               	Tuesdays (flexible during periods of annual leave –   hours according to need maximum 8 per week 
Job Summary 
The delivery drive will be responsible for the collection of patient’s medications from the Surgery Dispensary, checking all required prescriptions are present and the transportation and delivery of items to the patient's home. The delivery driver will also take receipt of any completed ‘repeat order requests’ from the patients visited and return them to the dispensary.   
Job Responsibilities  
· Provide an effective and efficient prescription delivery service with the guidance of the 
Dispensary Manager 
· To check each prescription package against the list of patients who are expecting a delivery, identifying any missing items to the dispensary staff for resolution. 
· To produce a delivery list based on an efficient delivery route to ensure the items are delivered within the specified time scale.  
· To pack, store and transport the prescription items to the patients’ homes in a safe and secure manner. 
· To ensure that patients receive their medication in person or their medication is safely left at their premises in accordance with the instructions given on their consent form. 
· To assist the Dispensary manager in the resolution of any issues/errors identified by patients within the bounds of the post-holder’s responsibilities and knowledge. 
· To return all undelivered items to the Dispensary, and ensure that patients who were unavailable to receive their medication have been notified of a missed delivery. 
· To receive any old/unwanted medication items from patients for return to the dispensary for disposal. 
· To ensure that feedback regarding the service is constructive and shared with the Dispensary Manager 
· To carry out weekly vehicle checks in accordance with surgery policy and enter information into our online system Clarity.
· Ensure vehicle is maintained and cleanliness and appearance kept to an acceptable standard on a regular basis.




In addition to this the post holder will be required to comply with the following: 
The delivery vehicle should be locked during the time of the delivery, however short. Appropriate, safe parking must be observed while delivering.  
 

Prescription drugs should not be left in places accessible to the general public.  
 

Failed deliveries should be returned to the dispensary and a note made to this effect unless another arrangement is made directly with the patient. 
Confidentiality 
· Staff must not under any circumstances disclose patient information to anyone outside the Practice, except to other health professionals who have a requirement to know patient details as part of their role.  Or where the patient has provided a specific written consent. Disclosure to other staff or professionals will usually be restricted to those who themselves operate a duty of confidentiality, either contractual (employees) or under a professional code of conduct (GPs etc) 
· All patients can expect that their personal information will not be disclosed without their permission (except in the most exceptional circumstances when disclosure is required when somebody is at grave risk of serious harm). Care must be taken when someone other than the patient attends to deal with prescriptions. 
· Disclosure of information to the parent of guardian of a young person of adolescent age should not normally take place without the young person’s consent. 
· Staff remain bound by the requirement to keep information confidential even if they are no longer employed at the Practice. 
· In the performance of the duties as outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers.  They may also have access to information relating to the practice as a business organisation. All such information from any source is to be regarded as strictly confidential; 
· Information relating to patients, carers, colleagues, other healthcare workers or business of the practice may only be divulged to authorised person in accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data. 
Health & Safety 
The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the practice Health & Safety Policy, to include: 
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks 
· Use appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards 
· Reporting potential risks identified. 
· Adhering to the highway code and speed restrictions.
Equality and Diversity: 
The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include: 
· Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies and current legislation. 
Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues Behaving in a manner which is welcoming to and of the individual, is non-judgemental and respects their circumstances, feelings, priorities and rights.  
 

Personal/Professional Development 
The post-holder may be required to participate in any training programme implemented by the practice as part of the employment, such training to include: 
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development 	Participate in all mandatory practice training sessions.  

Quality: 
The post-holder will strive to maintain quality within the practice, and will: 
Alert other team members to issues of quality and risk  
 

Assess own performance and take accountability for own actions, either directly or under supervision 
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance 	Effectively manage own time, workload and resources.  

Communication 
The post-holder should recognise the importance of communication within the team and will strive to: 
Communicate effectively with other team members  
 
 

Communicate effectively with patients and carers 
Recognise people’s needs for alternative methods of communication and respond accordingly  
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