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POSITION TITLE:  	Birth Centre Aide (FT or PT)
PROGRAM:  	Ottawa Birth & Wellness Centre (OBWC)
REPORTS TO: 	Executive Director 
JOB SUMMARY
The Birth Centre Aide (BCA) is an integral member of the OBWC team.  She/he will provide service and administrative support that contribute to the delivery of high quality services to midwives with an appointment to the OBWC and their clients.
RESPONSIBILITIES
The BCA performs duties that fall into the following categories:
Midwifery Support
Client Support
Housekeeping
Records Management and Scheduling
Administration

1. Midwifery Support
As required, attend to the OBWC when contacted by an appointed midwife, assign a birthing room, and ensure birthing room is ready for the client. This may be prior to, during, or after the birth.  
Perform any non-clinical duties as requested by the attending midwife such as obtaining equipment and supplies necessary for the birth.
As directed by the attending midwife, contact and liaise with emergency services (EMS) and hospitals as per OBWC protocols.  Receive and direct EMS.
Participate in the Case Feedback System involving a short debriefing session with the attending and secondary midwife immediately following birth to identify what worked well and what needs improvement.  Document, get midwife sign-off and submit results to Clinical Lead Midwife (CLM).
Orient midwives, students and others to the physical space of the OBWC.
Prepare assessments room, as per checklist.
2. 
Client Support
Receive clients and visitors to the birthing area in a courteous and welcoming manner, ensuring they are orientated to the area.
Manage safety and secure access to the OBWC and its various rooms.  Manage any disturbances in the reception area.
Support midwives and family members during labour, birth and the immediate postpartum period.
Help maintain an atmosphere of supportive calm and comfort at the OBWC. 
Support clients to maximize their comfort, privacy and dignity throughout their stay at the Birth Centre.  
Provide assistance in or prepare meals or snacks for clients giving birth.

3. Housekeeping
Prepare birthing rooms and clinical areas with equipment and linen as per checklists or as directed.  
Clean birthing and assessment rooms, equipment, furniture, linen, and materials in accordance with quality assurance and infection control policies while meeting turnaround times.
Clean common spaces and toys in OBWC, as per checklists.
Reprocess equipment and supplies, as per protocols.
Make beds and baby cots.
Restock birthing rooms, assessment rooms, storage rooms and kits.
Keep the reception room neat and orderly.

4. Records Management and Scheduling
Receive and file all Notice of Plan to Birth at the OBWC forms submitted by a midwife. Review form for completion and tentatively schedule client at the OBWC.
Contact clients and provide them with information on the OBWC.
Receive and file all Submission of Prenatal Records forms submitted by the midwife.  Confirm client booking at the OBWC.  Send confirmation notice to the midwife, along with any supporting documentation that will need to be completed.
Follow-up with midwife if no other notice is received by the end of 36 weeks.  Document any reasons a registered client does not give birth at the OBWC.
At the time of a birth, receive the notice call from the attending midwife and identify any potential OBWC capacity issues that may necessitate another birth location option.
Provide clients and attending midwifes with appropriate forms upon arrival at and departure from the OBWC.  File forms and all client document in appropriate client chart.
Manage birthing room and assessment room bookings and schedule.
Complete client register log and input statistical or other information as required.
Provide supporting documentation to midwives, hospitals, other health professionals or as directed.
Ensure client chart is complete. File client records.

5. Administration
Monitor, order and receive supplies and equipment.  Unpack and stock rooms and shelves. Appropriately dispose of waste, equipment and expired supplies.
Open and close facility.  Set and disable facility alarms upon leaving and entering the building, as required. Respond to alarms as per protocols.
Institute or support evacuation procedures, as required.
Participate in quarterly meetings with CLM, Lead Midwives, other BCAs and the Executive Director to identify general issues and areas for improvement.  Actively participate in staff team building efforts.
Greet the public and answer/screen/direct inquiries (walk-ins, telephone, e-mail).
Provide general information about the OBWC to potential clients.
Handle financial transactions in accordance with OBWC policy.
Assist with other administrative duties as required.

EDUCATION, TRAINING AND EXPERIENCE
Completion of high school or equivalent program of studies.
Computer literacy.
Knowledge of universal precautions.
Certification in CPR and first aid.
Current Police Record Check.



COMPETENCIES AND SKILLS
Basic understanding of health care delivery services. Knowledge and experience in birth services or other health care services an asset.
Understanding and commitment to the OBWC’S model of midwifery care.
Must be able to work in, and be sensitive to, a multicultural environment.
Caring, cheerful and flexible in working styles and client needs.
Reliable. Good timekeeper. Ability to work under pressure and to use own initiative.
Excellent communication and literacy skills in English and French. Proficiency in other languages an asset.
Strong problem solving skills and the ability to work independently or as part of a team.
Discretion and sound judgment.
Must have reliable means of transportation to the Birth Centre within 45 minutes, at all hours. 

TRAINING PROVIDED BY THE OBWC
Orientation to the OBWC.
Infection control training (terminal cleaning of birthing rooms).
WHMIS Training.
Certified food handler training.
Birthing Centre skills and drills.

PHYSICAL REQUIREMENTS
Good general health.
Some lifting required.

SCHEDULING
Will involve rotations and an on-call schedule.
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