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	Ein cyf / Our ref: 367/22/FOI 


	Dyddiad / Date: 16th November 2022


Further to your request for information dated 26th October 2022, I am pleased to provide the following response. 
Your request and our response:
Can you please provide the following information?
1. Job descriptions and bands for records management department staff.

The Health Board does not have a specific records management department, however please find embedded below the job descriptions, including bands, for roles within the Health Records department, which cover elements of health records management within their job description: 
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The Information Governance Team also have a level of responsibility with regards to Corporate Records Management, and those Job Descriptions have been included within the response to question 2 below.

All staff within the Health Board have a responsibility for good records management and the standard template for job descriptions includes a statement around their responsibility for good record keeping.  Please find below the standard wording in all Job Descriptions:

“Records Management: As an employee of this organisation, the post holder is legally responsible for all records that they gather, create or use as part of their work within the organisation (including patient health, staff health or injury, financial, personal and administrative), whether paper based or on computer. All such records are considered public records and the post holder has a legal duty of confidence to service users (even after an employee has left the organisation). The post holder should consult their manager if they have any doubt as to the correct management of records with which they work.”
2. Job descriptions and bands for Access to Records and Information Governance 

department staff.
Please find embedded below the job descriptions, including bands, for roles within the Information Governance department. As per our response to question one job descriptions and bands to Access to Records are embedded above.
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3. Can you please provide a structure for these teams and how many staff you employ in each team?

Please find embedded below the structures for Health Records and Information Governance.

The Health Records department employs a total of 197 staff and the Information Governance department employs a total of 13 staff. 
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We welcome correspondence through the medium of Welsh
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JOB DESCRIPTION TEMPLATE

JOB DETAILS:

Job Title Access to Health Records Officer
Pay Band Band 3

Hours of Work and Nature of To be completed on recruitment
Contract

Division/Directorate Informatics

Department Health Records

Base To be completed on recruitment

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Business Development Manager

Reports to: Name Line Manager Access to Health Records Coordinator

Professionally Responsible to:

Organisational statement on values and behaviours

To improve health and deliver excellent care. Put patients first, work together, value and
respect each other, learn and innovate, communicate openly and honestly.

Job Summary/Job Purpose:

To work closely with our Health Records Service in meeting set objectives to ensure policies
and procedures are followed in compliance with; General Data Protection Regulation (GDPR)
2018, Data Protection Act 2018, Access to Health Records Act 1990, and BCUHB Health Records
Management Procedure.

To process subject access requests from start to finish that are received within the Central
Access to Health Records (ATHR) Service ensuring that legislative requirements are adhered to
as per the ATHR procedures. Ensure that any delays are appropriately escalated in a timely
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manner to enable compliance with the legislative timescale.

To harness new local and national technologies and systems that will support the delivery of
electronic information to the requesters, contributing to a digital records future that enables the
delivery of modernisation plans for patient records.

To support and deliver organisational core values and behaviours, departmental policies and
objectives to provide a high quality, efficient and effective service adhering to minimum

standards and KSF outlines.

DUTIES/RESPONSIBILITIES:

Responsible for ensuring all requests for Access to Health Records are dealt with in an efficient
and timely manner, within constraints set with the legislative timescales.

To support a centralised ATHR service that responds to requests for all patient record types
across all sites.

To provide professional advice on the responsibilities of the organisation with regards to
ensuring compliance and providing signposting to the relevant legislation, policies and
procedures, and reporting through any issues of concern relative to the service provision and
job role.

To engage and work with teams across Health Boards in Wales where information is available
within National patient records systems (e.g. WCRS; WRRS), to ensure appropriate consent
and provision.

Responsible for accurately recording all requests onto the Health Board’s DATIX system,
ensuring these are proactively monitored and chased in a timely manner.

Create and produce reports from the system in relation to performance management, audit
and service demand.

Responsible for ensuring mechanisms are in place to ‘retrieve’ records in both paper and
electronic formats, and liaising with multi — disciplinary clinical and non-clinical leads where
the need arises regarding disclosure.

Responsible for reviewing and updating of the clinical waiver register on an annual basis.
Responsible for ‘preparing’ and ‘providing’ the information in a cohesive set, ensuring 3rd
party information is recognised and where appropriate redacted prior to release to the
requester via; customer visit, secure post, or secure electronic transfer as per the requesters
preference.

Responsible for ‘processing’ all associated documentation regarding appropriateness of
requests; ensuring appropriate consents and identification checks are in place; and that
processes are consistent, transparent and legally compliant.

Support the management of the quality assurance process to ensure that all responses
provided are compliant with legislation, e.g. comingling, redaction, third party, application of
exemptions.

Responsible for using the Health Boards source patient systems, to provide evidence to
support DSS, CICB and Private Patient enquiry/application forms.

To be the key contact to update all BCUHB electronic systems and paper records, in the event
a requests is received for rectification e.g. transgender, adoption.

To provide and receive sensitive and complex information and ensure all enquires are dealt
with in an efficient and confidential manner

Responsible for maintaining back-up systems to support the processes in the absence of
electronic data capture.

To keep up to date with, legislative changes, new developments and service changes on a local
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and national level that impact on Service provision.

To support the development and implementation of systems, policies and procedures,
communications, internal networks and guidance.

Facilitate the viewing of patient records; ensuring space is available in a private and
confidential environment, remaining available during the appointment.

To develop a thorough understanding and keep abreast of changes to the General Data
Protection Regulation (GDPR) 2018, Data Protection Act 2018, Access to Health Records Act
1990, and BCUHB Health Records Management Procedure that can be applied to the job role,
the requirements and responsibilities.

A working knowledge of good practice in relation to patient records management, including
the legal requirements for retention and destruction of records.

To develop knowledge of all systems used within the Health Board that hold patient
information, and how to access and extract the information to respond to a request.

To have an understanding of local systems and use cloud based solutions used to securely
collate and provide an electric response from multiple sources.

Compliance with Organisational policies and procedures including the Code of Conduct and to
ensure there is a clear awareness of how reporting procedures are managed and implemented
within their own area of work / responsibility

To plan and organise your own workload effectively within the 28 day timescale to take
account of the various stages in processing the request, adhering to escalation notification
processes to senior officers where delays and potential breaches are becoming apparent, and
actual breaches have occurred.

Recognising patterns in delays that are leading to breaches, and making recommendations for
improvements in process and communications.

Work closely with colleagues working within the team, across the organisation and across
Health Boards to ensure priorities are met and targets achieved.

Regularly update line manager regarding outstanding issues, potential areas of concern and
any other associated problems.

Liaise and communicate with a range of professionals and service users (Health Board
employees, Solicitors, patients, relatives and external organisations) on complex or sensitive
enquiries in relation to Access to Health Records within the boundaries of confidentiality.
Assist in the training of new members of staff during induction and during the ‘on the job’
training period.

Ensure compliance with own mandatory training and ensure compliance with any role related
training in order to maintain quality standards and knowledge of changing legislation.

To take individual responsibility for managing risks within own working environment,
complying with BCU regulations around reporting and managing risk reduction strategies

To comply with all Health and Safety issues taking a proactive role by managing the Health and
safety of themselves and others at all times where practicably possible.

To be involved in managing related risk assessments and effectively taking care to include
others that may be affected by their actions

CAIJE Reference/Date: 2019.0037





PERSON SPECIFICATION

ATTRIBUTES

ESSENTIAL

DESIRABLE

METHOD OF
ASSESSMENT

Qualifications
and/or

e NVQ Level 3 or equivalent
qualification/ work experience

e GDPR Foundation
level

Application form and pre

employment checks

Knowledge ¢ A general understanding of e Evidence of
General Data Protection continual
Regulation (GDPR) 2018, Data professional
Protection Act 2018, and Access development
to Health Records Act 1990 e Understanding of
e Knowledge and understanding current and
of principles of confidentiality emerging cloud
based solutions for
secure transfer of
data
e Working knowledge
of how to manage
multiple document
types
e Knowledge of record
retention and
destruction periods
Experience e Experience of working with e NHS experience Application form and
Microsoft packages e Experience of interview
e Previous administrative and working with the
customer service experience Data Protection Act
and Freedom of
Information Act
e Experience of
handling sensitive
and complex sets of
information and
situations
Aptitude and e Ability to sustain accuracy of Ability to speak Welsh | Interview
Abilities work and achieve a consistently

high standard under pressure

e Ability to manage time and
make decisions on a variety of
tasks and changing priorities

e Ability to recognise and
evaluate issues, and when to
escalate

e Ability to remain calm and
professional under pressure

e Good verbal and written skills
and ability to communicate
effectively at all levels within
clinical and non-clinical teams

e Good literacy and numeracy
skills, with the ability to analyse
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and evaluate data to inform
improvement
recommendations

Values

e Commitment to placing the Application Form
patient at the heart of what we Interview
do References

¢ Self-motivated, hardworking
and enthusiastic

e Present self in a professional
manner, being courteous,
respectful and helpful.

e Good interpersonal skills and
ability to empathise.

e To respect confidentiality and
the rights of the patient

Other

o Ability to exert light/moderate Application form and
physical effort when handling interview
casenotes and trolleys

e Ability to travel between sites.

GENERAL REQUIREMENTS

Include those relevant to the post requirements

>

>

Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and
to embed the principles into the culture of the organisation.

Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of conduct and
requirements of their professional registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution
to the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed
within NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure
their conduct does not fall below the standards detailed in the Code and that no act or omission on their
part harms the safety and wellbeing of service users and the public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of competence. If
there are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation programmes at Corporate
and Departmental level and must ensure that any statutory/mandatory training requirements are
current and up to date. Where considered appropriate, staff are required to demonstrate evidence of
continuing professional development.

Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
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safety and that of others who may be affected by their acts or omissions. The post holder is required to
co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near
misses and hazards.

Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organization’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many
cases include access to personal information relating to service users.

Data Protection: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the General Data
Protection Legislation and Organisational Policy. Any breach of such confidentiality is considered a
serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory
legislation and the HB or Trust Disciplinary Policy.

Records Management: As an employee of this organisation, the post holder is legally responsible for
all records that they gather, create or use as part of their work within the organisation (including
patient health, staff health or injury, financial, personal and administrative), whether paper based or
on computer. All such records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The post holder should
consult their manager if they have any doubt as to the correct management of records with which they
work.

Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the
HB/Trust to promote equality for people with protected characteristics, both as an employer and as a
provider of public services. There are nine protected characteristics: age; disability; gender
reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and
sexual orientation. The HB/Trust is committed to ensuring that no job applicant or employee receives
less favour-able treatment of any of the above grounds. To this end, the organisation has an Equality
Policy and it is for each employee to contribute to its success.

Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively
seeking to promote a workplace where employees are treated fairly and with dignity and respect. All
staff are requested to report any form of bullying and harassment to their Line Manager or to any
Director of the organisation. Any inappropriate behaviour inside the workplace will not be tolerated
and will be treated as a serious matter under the HB/Trust Disciplinary Policy.

DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply
for a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the HB/Trust’s pre-
employment check procedure. *Delete as appropriate.

If the post holder does not require a DBS Disclosure Check, delete as appropriate.

Safeguarding Children and Adults at Risk: The organisation is committed to safeguarding children
and adults at risk. All staff must therefore attend Safeguarding Children & Adult training and be
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aware of their responsibilities under the All Wales Procedures.

> Infection Control: The organisation is committed to meet its obligations to minimise infections.

All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware
of the content of and consistently observing Health Board/Trust Infection Prevention & Control Policies

and Procedures.

> No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board/Trust
sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and Person
Specification and may be changed by mutual agreement from time to time.
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Job Title: Access to Health Records Officer APPENDIX 1

Head Patient Records & Digital
Integration

Deputy Head of Patient Records &
Digital Integration

Patient Records Operational Manager

WEST
Site Manager

Assistant
Site Manager

CENTRAL
Site Manager

I
Health Records
Co-Ordinator

Assistant
Site Manager

Health Records
Supervisor

I
Health Records
Co-Ordinator

Health Records Clerks

Health Records
Supervisor
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EAST
Site Manager

Assistant
Site Manager

I
Health Records
Co-Ordinator

Health Records
Supervisor

Health Records Clerks

ATHR Officers






APPENDIX 2

Job Title: Access to Health Records Officer

Supplementary Job Description Information

Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching
process.

Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required
for the job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights
etc. are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights;
manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily
job - N.B. Walking /driving to work is not included’

: How often per day 5 .
Examples of Typical effort(s) / week / month For how long* Additional Comments
Sitting for long periods of time Weekly
Use of VDU for extended periods on time Daily
Bending, crouching, twisting, stretching, kneeling, use of kick Monthly
stools Pushing trolleys

CAIJE Reference/Date: 2019.0037





Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to
unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during
a shift / working day, e.qg. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at
meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-
clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

How often per day

/ week / month? For how long? Additional Comments

Examples of Typical effort(s)

Requirement for concentration for reviewing information with Daily
occasional interruption of phone calls

Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties
that are generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of
situations they are required to deal with.

For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff;
caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff;
communicating life changing events; dealing with people with challenging behaviour; arriving at the scene of an accident.” N.B. Fear of
Violence is measured under Working Conditions
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How often per

Examples of Typical effort(s) week / month?

For how long? Additional Comments

Dealing with emotional patient issues Monthly

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as
inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and
safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how
often and for how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids,
faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations -
*Driving to and from work is not included

How often per

Examples of Typical Conditions week / month?

For how long? Additional Comments

Normal office working conditions Daily

Regular use of a computer Daily
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JOB DETAILS:
Job Title Information Governance Manager
Pay Band Band 7

Hours of Work and Nature of
Contract

Full time 37.5 hours

Permanent

Division/Directorate

Deputy Chief Executive Office

Department

Information Governance

Base

TBC - Central area

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to:

Head of Information Governance

Reports to: Name Line
Manager

Professionally Responsible
to:

Data Protection Officer (DPO), Senior
Information Risk Owner (SIRO), Caldicott
Guardian
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Job Summary/Job Purpose:

As a professional manager working at corporate level across the organisation
with considerable freedom to act, the post holder will play a key role in the
delivery of the Information Governance agenda.

The post holder will have expert/specialist knowledge in managing all
information governance arrangements and will ensure that the Health Board
takes a managed and coordinated approach to Information Governance across
the organisation and partner organisations in line with statutory and local
requirements/arrangements.

The post holder will provide expert advice and guidance to the Board, clinical
and corporate divisions, and staff, on all information governance matters and will
also liaise with other stakeholders and external bodies.

The post holder will be responsible for the development, maintenance and
delivery of the information governance programme/agenda including:

Data Protection legislation
Caldicott

Code of Confidentiality
Freedom of Information
Records Management
Information Security
Information Sharing

The post holder will also support the Head of Information Governance by taking
delegated responsibility for elements of the Healthcare Standards, such as
Information Security, Information Sharing and Records Management and/or
undertake organisation wide compliance audits within the identified areas above.

The post holder is required to work within broad policies and act independently
in order to achieve defined results, working to broad policies and strategies
using their own interpretation and seeking peer/external advice where
necessary.

DUTIES/RESPONSIBILITIES:

The post holder will:

Support the Head of Information Governance in providing specialist advice on
Information Governance throughout BCUHB at both a strategic and operational
level.

Lead and co- ordinate the development of, communication, and implementation of
robust information governance policies, procedures and processes across the
Health Board by working with colleagues to inform and strengthen the information
governance remit to deliver services efficiently, effectively, securely and
confidentially.
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Assist the Head of Information Governance in delivering an appropriate
information governance structure to support knowledge management across the
Health Board.

Develop a strong information governance culture across the Health Board,
stakeholders and contractors.

Develop, review and manage compliance with information governance policies
based on related information governance legislation, standards and best practice.

Provide expert information governance advice and contribute to projects across
the Health Board to ensure that information governance principles are embedded
in the project from the start and support other developments around information
management.

Provide day to day advice, guidance and support to staff, contractors and the
public on issues relating to Information Governance in a professional and
sensitive manner.

Encourage best practice in records management, confidentiality and data security
across the Health Board.

Be a BCUHB Information Sharing Facilitator for the coordination and development
of Information Sharing Protocols in line with the Wales Accord on the sharing of
Personal Information (WASPI), and manage the sharing of information within the
organisation, and with partners.

Take overall managerial responsibility for the process governing responses to
requests for information, information notices and complaints under Data
Protection legislation, the Freedom of Information Act, and other associated
legislation made by service users, the public, and staff. Delegate requests to
others, track progress, interpret complex data and oversee the communication of
the final responses to the applicant. Oversee the achievement of key
performance targets and ensure timescales are met.

Manage, monitor and maintain the BCUHB Freedom of Information Publication
Scheme.

Ensure the Health Board’s Data Protection Registration is maintained and kept up
to date with the Information Commissioner.

Lead, contribute and provide support to investigations of suspected or actual
breaches/incidents or complaints relating to Information Governance such as
breaches in patient confidentiality and data security, etc., providing reports on
incidents and any remedial recommendations or actions taken.

Extract, analyse, interpret, prepare and produce various information governance
reports and action plans.

Assist with the development, implementation and monitoring of the information
governance intranet and internet site ensuring the sites provide all relevant
information to staff and the public on information governance issues in line with
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legislation.

Build effective working relationships with colleagues in other corporate
departments, CPGs when developing or updating appropriate information security
policies.

Attend internal, local, regional and/or national groups on behalf of the Health
Board in connection with Information Governance, providing practical Information
Governance representation on local, regional and national project groups as
required.

Communicate effectively with all levels of staff, stakeholders, contractors, service
users, the public, auditors, WAG, Police, and Information Commissioners Office
etc.

Prioritise own work, work as part of a team and use own initiative to problem
solve, working largely autonomously, referring issues to Head of Information
Governance when required.

Keep up to date on legislation relevant to information governance and ensure the
Head of Information Governance is briefed on information governance issues
which may affect the Health Board.

Participate in the appraisal (PADR) process, identifying own training requirements
for continued personal development.

Monitoring, Audit and Evaluation
The post holder will:

Lead the monitoring of information processing against agreed standards by
undertaking inspections and audits of information security and confidentiality
arrangements within the organisation.

Undertake specific information governance audits to ensure that information
governance policies are being adhered to. Provide a high level outcome report to
include assessment and evaluations of the Health Board’s performance against
key performance indicators, carrying out trend analysis and producing findings
and recommendations.

Support research and development within information governance as required.
Resource Responsibilities

The post holder will be responsible for the effective use of resources within areas
of responsibility, and for suggesting and contributing to efficiencies such as
electronic document management systems to enable the move towards paperless

systems across the Health Board.

The post holder will be an authorised signatory for financial payments.
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Responsibility for Human Resources
The post holder will:

Promote and maintain staff awareness of information governance by leading on
the development and delivery of the training and awareness programmes to
support all aspects of information governance via various methods, for example
organised mandatory training sessions, induction, ad hoc workshops, etc.

Line manage information governance support staff, delegating workload and
dealing with absences, grievances and disciplinary as necessatry.

Promote the equality agenda throughout all aspects of information governance
matters.

Other duties

The Information Governance Manager will deputise for the Head of Information
Governance as appropriate.

The Information Governance Manager will be asked to undertake other duties as
considered appropriate by the Head of Information Governance.
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PERSON SPECIFICATION

The knowledge to be measured in the minimum needed to carry out the full duties of the job
to the required standards. Qualifications should be used to provide an indicator of the level
of knowledge required. Training and experience is also a means of acquiring the knowledge
required for a job such as on-the-job training, short courses and experience to an equivalent
level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is potentially
discriminatory and these will be returned. It is essential that managers concentrate on the
sorts of skills and qualities needed to fulfil the duties of the post.

ATTRIBUTES | ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT

Qualifications | Educated to higher degree | Professional Application form and
and/or level (e.g. Masters) or gualification pre-employment
Knowledge equivalent level of relating to checks

experience. Information

Governance Interview

Evidence of recent and

relevant continuous Awareness of local

professional development. | & National

Information

Sound knowledge in the Governance

principles of Data Strategies

Protection Legislation,

Freedom of Information Act,

NHS Code of

Confidentiality.

Sound knowledge in the

areas of Caldicott, Patient

Confidentiality, Information

Security, WASPI &

Information Sharing

Knowledge of risk

management &

investigation processes.

In depth knowledge of

Informatics systems and

procedures acquired

through a combination of

specialist training and

relevant study
Experience Proven relevant experience | Experience of Application form and

in NHS information writing policies and | interview

governance. guidance.

Experience in dealing with Experience of
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complex issues.

Experience of change
management.

Auditing experience.
Experience of delivering

training courses and
associated materials.

Healthcare
Standards

Previous
experience
working as
manager in an
information
governance role
either in NHS or in
the public sector.

Aptitude and
Abilities

Confident communication
and time management skills
both written and oral.

Ability to use own initiative
to resolve problems as they
occur.

Ability to influence,
negotiate and act with tact
and diplomacy.

Excellent organisational
skills and attention to detail
particularly when working
under pressure and to tight
timescales under
legislation.

Ability to work with
discretion, sensitivity and
maintain confidentiality at
all times.

Ability to produce reports
that evaluate and present
complex data in a high
standard and
understandable way.

High level IT Skills including
MS Word, Excel, Outlook,
and PowerPoint.

Supervisory skills.

Ability to speak
Welsh

Experience of
using DATIX
Management
System.

Project
Management
skills.

Application form,
Interview

Values

Motivated and enthusiastic
about the challenges of the
post.

Ability to work on own

Application Form
Interview
References
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initiative and also an
effective team player.

Ability to build effective
working relationships at all
levels.

Other

Ability to travel to all sites to
attend meetings or provide
training etc.

Demonstrate a willingness
to be flexible to meet the
needs of the organisation.

Committed to continued
professional development.

Application form and
interview
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GENERAL REQUIREMENTS

Include those relevant to the post requirements

>

>

Values: All employees of the Health Board are required to demonstrate and embed
the Values and Behaviour Statements in order for them to become an integral part
of the post holder’s working life and to embed the principles into the culture of the
organisation.

Registered Health Professional: All employees who are required to register with a
professional body, to enable them to practice within their profession, are required to
comply with their code of conduct and requirements of their professional
registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and
important contribution to the delivery of high quality healthcare. The national Code
of Conduct for NHS Wales describes the standards of conduct, behaviour and
attitude required of all Healthcare Support Workers employed within NHS Wales.
Health Care Support Workers are responsible, and have a duty of care, to ensure
their conduct does not fall below the standards detailed in the Code and that no act
or omission on their part harms the safety and wellbeing of service users and the
public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of
competence. If there are concerns regarding this, the post holder should
immediately discuss them with their Manager/Supervisor. Employees have a
responsibility to inform their Manager/Supervisor if they doubt their own
competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation
programmes at Corporate and Departmental level and must ensure that any
statutory/mandatory training requirements are current and up to date. Where
considered appropriate, staff are required to demonstrate evidence of continuing
professional development.

Performance Appraisal: We are committed to developing our staff and you are
responsible for participating in an Annual Performance Development Review of the
post.

Health & Safety: All employees of the organisation have a statutory duty of care for
their own personal safety and that of others who may be affected by their acts or
omissions. The post holder is required to co-operate with management to enable
the organisation to meet its own legal duties and to report any hazardous situations
or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

Risk Management: Itis a standard element of the role and responsibility of all staff
of the organisation that they fulfil a proactive role towards the management of risk in
all of their actions. This entails the risk assessment of all situations, the taking of
appropriate actions and reporting of all incidents, near misses and hazards.

Welsh Language: All employees must perform their duties in strict compliance with
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the requirements of their organisation’s Welsh Language Scheme and take every
opportunity to promote the Welsh language in their dealings with the public.

Information Governance: The post holder must at all times be aware of the
importance of maintaining confidentiality and security of information gained during
the course of their duties. This will in many cases include access to personal
information relating to service users.

Data Protection Legislation: The post holder must treat all information, whether
corporate, staff or patient information, in a discreet and confidential manner in
accordance with the provisions of the Data Protection Legislation and
Organisational Policy. Any breach of such confidentiality is considered a serious
disciplinary offence, which is liable to dismissal and / or prosecution under current
statutory legislation (Data Protection Act) and the HB Disciplinary Policy.

Records Management: As an employee of this organisation, the post holder is
legally responsible for all records that they gather, create or use as part of their
work within the organisation (including patient health, staff health or injury, financial,
personal and administrative), whether paper based or on computer. All such
records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The
post holder should consult their manager if they have any doubt as to the correct
management of records with which they work.

Equality and Human Rights: The Public Sector Equality Duty in Wales places a
positive duty on the HB to promote equality for people with protected
characteristics, both as an employer and as a provider of public services. There are
nine protected characteristics: age; disability; gender reassignment; marriage and
civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual
orientation. The HB is committed to ensuring that no job applicant or employee
receives less favour-able treatment of any of the above grounds. To this end, the
organisation has an Equality Policy and it is for each employee to contribute to its
success.

Dignity at Work: The organisation condemns all forms of bullying and harassment
and is actively seeking to promote a workplace where employees are treated fairly
and with dignity and respect. All staff are requested to report and form of bullying
and harassment to their Line Manager or to any Director of the organisation. Any
inappropriate behaviour inside the workplace will not be tolerated and will be treated
as a serious matter under the HB Disciplinary Policy.

DBS Disclosure Check: The post holder does not require a DBS Disclosure
Check.

Safeguarding Children and Vulnerable Adults: The organisation is committed to
safeguarding children and vulnerable adults. All staff must therefore attend
Safeguarding Children training and be aware of their responsibility under the Adult
Protection Policy.

Infection Control: The organisation is committed to meet its obligations to minimise
infections.

All staff are responsible for protecting and safeguarding patients, service users,
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visitors and employees against the risk of acquiring healthcare associated
infections. This responsibility includes being aware of the content of, and
consistently observing, Health Board Infection Prevention & Control Policies and

Procedures.

> No Smoking: To give all patients, visitors and staff the best chance to be healthy,
all Health Board sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and

Person Specification and may be changed by mutual agreement from time to time.
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APPENDIX 1

Job Title: Information Governance Manager

Organisational Chart
The Organisational Chart must highlight the post to which this job description applies

and below.

Deputy Chief Executive
Officer

Assistant Director of
Information Governance
and Risk
{DPOY

Head of Information
Governance

Infarmation
Governance
Managers x 3

senior Infarmation
Governance Officer

Infarmation
Governance Officers
13

Infarmation
Governance
Co-ordinator

Infarmation
Governance
Administrator

showing relationship to positions on the same level and, if appropriate, two levels above
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APPENDIX 2

Job Title: Information Governance Manager

Supplementary Job Description Information

Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive
effort) required for the job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting
heavy weights etc. are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights;
manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as
part of daily job - N.B. Walking /driving to work is not included’

Examples of Typical effort(s) Hg;‘;/?t:g;lf?r For how long? Additional Comments
There is a regular requirement to travel between NHS Weekly 2 hours
and other sites often with limited time between
meetings.
Frequent VDU use is required for this post for periods Daily 3-4
of up to 3 to 4 hours at a time in order to produce
minutes and reports.
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Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration,
responding to unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to
concentrate during a shift / working day, e.g. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed
minutes at meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex
calculations; carrying out non-clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing
patients/clients.

How often per

Examples of Typical effort(s) day / week / For how long? Additional Comments
month?
Frequent requirement to prioritise workload within an Daily

unpredictable work pattern.

Concentration is required for reading high level Daily
documents, production of reports and analysis of data

Reviewing, information that the post holder will often Daily
not be familiar with

Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non
clinical duties that are generally considered to be distressing and/or emotionally demanding.
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Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the
type of situations they are required to deal with.

For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to
patients/clients/carers/staff; caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide
emotional support to front line staff, communicating life changing events; dealing with people with challenging behaviour; arriving at
the scene of an accident.” N.B. Fear of Violence is measured under Working Conditions

How often per

Examples of Typical effort(s) week / month?

For how long? Additional Comments

The post will require the post holder to attend Weekly
meetings where potentially confidential information
may be shared and to minute the proceeds of these

Negotiate with senior NHS professionals, Board Weekly
Members, Chiefs of Staff and external bodies within a
financiallv constrained health economyv

Deal positively and promptly with staff concerns Weekly

and personal problems. Challenge staff on any
inannranriate hehavionlir ar nnar nerfaormance

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental
conditions (such as inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even
with the strictest health and safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of
patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and
establish how often and for how long they are exposed to them during a working day / week / month.
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Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen;
body fluids, faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or
emergency situations - *Driving to and from work is not included

Examples of Typical Conditions

How often per
week / month?

For how long?

Additional Comments

Normal office conditions with regular requirement Daily
to travel.
Frequent VDU use is required for this post for Daily

periods of up to 3 to 4 hours at a time in order to

produce complex reports, and analysis to support
decicinn makinn

Submission of documents for job evaluation

Please sign and retain an original copy for manager and employee.
Send an electronic version of the documents to BCU.JobEvaluation@wales.nhs.uk
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CAJE REF: 2021/0631

/ University Health Board
WALES

JOB DETAILS:
Job Title Information Governance Co-ordinator
Pay Band Band 4

Hours of Work and Nature of
Contract

Full time 37.5 hours

Permanent

Division/Directorate

Deputy Chief Executive Office

Department

Information Governance

Base

TBC

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to:

Information Governance Manager

Reports to: Name Line
Manager

Information Governance Manager

Professionally Responsible
to:

Data Protection Officer (DPO), Senior
Information Risk Owner (SIRO), Caldicott
Guardian
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Job Summary/Job Purpose:

e The Information Governance Co-ordinator will provide high quality,
administrative and clerical support to the Head of Information Governance
and the Information Governance team.

¢ Maintain effective administrative systems for processing Freedom of
Information and Data Protection legislation requests within statutory
timescales, liaising with FOI leads across the organisation to ensure high
quality responses.

e Establish and maintain the administrative infrastructure necessary to support
the Information Governance team in meeting its legislative objectives and
targets and highlighting poor performance to the Information Governance
Managers where appropriate.

e Communicate with organisations and individuals from outside of the Health
Board, ensuring confidentiality is maintained where necessary, and acting
with tact and diplomacy when dealing with sensitive or contentious issues.

DUTIES/RESPONSIBILITIES:

Information Governance
The post holder will:
e Be the FOI & Data Protection legislation request administrator.

¢ Manage and control systems to process timely responses to Freedom of
Information & Data Protection Subject Access Requests including:

- co-ordinating requests issued to others;

- tracking progress chasing FOI leads where appropriate to ensure
that responses can be formulated in line with internal processes;

- sending formulated responses for appropriate approval / advice from
Information Governance Officers / Managers as appropriate;

- formulate and send out final responses to applicants within
legislative timescale.

¢ Produce weekly, monthly and annual performance reports on requests for
information.

e Be responsible for the timely updating of the BCUHB FOI Disclosure Log.

e Make decisions within own area of authority escalating complex issues as
appropriate.
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e Exchange sensitive / confidential information with senior managers,
maintaining confidentiality according to BCUHB and statutory
requirements.

e Provide a point of contact for enquiries, handling incoming / outgoing
communications / sensitive data / issues from Welsh Government officers,
AMs, MPs, Senior Managers, staff, other organisations and the public with
empathy and in a confidential and professional manner, answering queries,
telecommunications within own area of authority or refer to appropriate
person/department. This will require a high degree of tact and diplomacy.

e Exercise independent judgement and initiative when problems arise, taking
necessary actions to resolve or escalate as appropriate.

Administrative Support
The post holder will:

e Support the Trainee Information Governance Administrator in the
organisation and scheduling of Information Governance meetings and
training events

e Provide administrative support to the Information Governance Group in line
with corporate governance requirements to include formal minute taking,
agenda setting, follow up actions etc.

e Schedule and arrange other meetings / training awareness sessions etc
taking responsibility for the compilation of the agenda, distribution of
papers, taking and transcribing formal minutes as required.

e Produce and present documents as required e.g. detailed reports,
statistical information, minutes of meetings, proformas and templates

e Populate and update the Information Governance Intranet and Internet web
pages.

e Provide administrative support on projects required by the Information
Governance team.

e Research and collate requested data from senior members of staff and
analyse / organise as required, producing analytical documents to display
results.

e Develop and control administrative systems to assist with the management
of Information Governance team workload and responsibilities.

e Establish good levels of communication and liaise with other administrative
officers and secretaries across BCUHB departments and other NHS
organisations.

e Prepare and type correspondence. These may be of a confidential,
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sensitive or contentious nature and will need to be dealt with appropriately.

e Co-ordinate Information Governance team member diaries including
scheduling and rescheduling of appointments.

e Populate and maintain the Information Governance Risk Register under
the direction of the Head of Information Governance.

Training
The post holder will:

e Participate in the PADR process, identifying own training requirements for
continued personal development.

e As part of self-development, continuously update, maintain and improve

knowledge, understanding, and competence by reading relevant material
and taking part in appropriate courses and training.

e Demonstrate duties within own area of responsibility to colleagues and new
starters as appropriate.

Other duties

e Undertake such other duties as may be required from time to time,
commensurate with the post.

o Keep up to date with any developments, regulations and legislation
applicable to the post.
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PERSON SPECIFICATION

The knowledge to be measured in the minimum needed to carry out the full duties of the job
to the required standards. Qualifications should be used to provide an indicator of the level
of knowledge required. Training and experience is also a means of acquiring the knowledge
required for a job such as on-the-job training, short courses and experience to an equivalent
level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is potentially
discriminatory and these will be returned. It is essential that managers concentrate on the
sorts of skills and qualities needed to fulfil the duties of the post.

ATTRIBUTES | ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
Qualifications | ¢ RSA I/ NVQ 3 Typewriting/word Certificates
and/or Quialification or processing
Knowledge equivalent. qualification.
e Diploma in Office NVQ or
administration or equivalent in
experience to diploma Administration.
level Advanced ECDL
Certificate.
Audio Typing.
Certificate in
supervision or
management
Experience e Significant experience Audio typing Application Form/CV
at a high level of skills and/or Interview
providing a Ability to
comprehensive produce Reports

administrative/PA
service.

e Experience of setting

up and using filing/IT
systems

e Familiar with office

procedures and
deadlines

e Experience and

understanding of
Freedom of
Information and Data
Protection Acts.

e Experience in dealing

with a variety of people
at a senior level and
above

Confident in all
aspects of office
practice
Confident in
using Microsoft
Office packages.
DATIX Risk
Management
software

NHS Experience

Aptitude and | e Excellent IT Skills — to Audio typing Application Form/CV
Abilities include the use of e- skills and/or
mail Ability to
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Excellent
organisational skills
and time management
skills

The ability to provide
an efficient, prompt
and accurate support
service

The ability to deal with
members of staff / the
public and external
bodies professionally
and sensitively and to
maintain a high
standard of
confidentiality

The ability to judge the
importance of
information, prioritising
and responding
appropriately

A flexible approach in
terms of work

Good written and
verbal communication
skills

In-depth and detailed
knowledge and
understanding of
secretarial procedures,
the structure, policies,
plans, regulations,
management and
operational procedures
of the Organisation.
Advanced knowledge
of word processing,
spreadsheet and

presentation packages.

Ability to take minutes

produce Reports
Confident in all
aspects of office
practice
Experience of
producing
graphs and
statistics
Comprehensive
knowledge of
Windows, Word,
Excel,
PowerPoint
Knowledge of
Organisation
WASPI &
Information
Sharing

Interview/References

Values

Friendly, professional
approach

Confident manner
Reliable

Adaptable

Smart personal
presentation.

Self motivated and
enthusiastic
Committed to
continuous learning

Application Form/CV
and/or
Interview/References

CAJE Reference/Date: 2021/0631 April 2021






and improvement

Other

e Ability to work under e Welsh Speaking | Application Form/CV
pressure and/or

* Ability to work as part Interview/References
of a team

e Ability to answer
telephone bilingually

e Ability to maintain
confidentiality

e A flexible approach
towards the demands
of the workplace

GENERAL REQUIREMENTS

Include those relevant to the post requirements

>

Values: All employees of the Health Board are required to demonstrate and embed
the Values and Behaviour Statements in order for them to become an integral part
of the post holder’s working life and to embed the principles into the culture of the
organisation.

Registered Health Professional: All employees who are required to register with a
professional body, to enable them to practice within their profession, are required to
comply with their code of conduct and requirements of their professional
registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and
important contribution to the delivery of high quality healthcare. The national Code
of Conduct for NHS Wales describes the standards of conduct, behaviour and
attitude required of all Healthcare Support Workers employed within NHS Wales.
Health Care Support Workers are responsible, and have a duty of care, to ensure
their conduct does not fall below the standards detailed in the Code and that no act
or omission on their part harms the safety and wellbeing of service users and the
public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of
competence. If there are concerns regarding this, the post holder should
immediately discuss them with their Manager/Supervisor. Employees have a
responsibility to inform their Manager/Supervisor if they doubt their own
competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation
programmes at Corporate and Departmental level and must ensure that any
statutory/mandatory training requirements are current and up to date. Where
considered appropriate, staff are required to demonstrate evidence of continuing
professional development.

Performance Appraisal: We are committed to developing our staff and you are
responsible for participating in an Annual Performance Development Review of the
post.
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> Health & Safety: All employees of the organisation have a statutory duty of care for
their own personal safety and that of others who may be affected by their acts or
omissions. The post holder is required to co-operate with management to enable
the organisation to meet its own legal duties and to report any hazardous situations
or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

> Risk Management: Itis a standard element of the role and responsibility of all staff
of the organisation that they fulfil a proactive role towards the management of risk in
all of their actions. This entails the risk assessment of all situations, the taking of
appropriate actions and reporting of all incidents, near misses and hazards.

> Welsh Language: All employees must perform their duties in strict compliance with
the requirements of their organisation’s Welsh Language Scheme and take every
opportunity to promote the Welsh language in their dealings with the public.

> Information Governance: The post holder must at all times be aware of the
importance of maintaining confidentiality and security of information gained during
the course of their duties. This will in many cases include access to personal
information relating to service users.

> Data Protection Legislation: The post holder must treat all information, whether
corporate, staff or patient information, in a discreet and confidential manner in
accordance with the provisions of the Data Protection Legislation and
Organisational Policy. Any breach of such confidentiality is considered a serious
disciplinary offence, which is liable to dismissal and / or prosecution under current
statutory legislation (Data Protection Act) and the HB Disciplinary Policy.

» Records Management: As an employee of this organisation, the post holder is
legally responsible for all records that they gather, create or use as part of their
work within the organisation (including patient health, staff health or injury, financial,
personal and administrative), whether paper based or on computer. All such
records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The
post holder should consult their manager if they have any doubt as to the correct
management of records with which they work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a
positive duty on the HB to promote equality for people with protected
characteristics, both as an employer and as a provider of public services. There are
nine protected characteristics: age; disability; gender reassignment; marriage and
civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual
orientation. The HB is committed to ensuring that no job applicant or employee
receives less favour-able treatment of any of the above grounds. To this end, the
organisation has an Equality Policy and it is for each employee to contribute to its
success.

> Dignity at Work: The organisation condemns all forms of bullying and harassment
and is actively seeking to promote a workplace where employees are treated fairly
and with dignity and respect. All staff are requested to report and form of bullying
and harassment to their Line Manager or to any Director of the organisation. Any
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inappropriate behaviour inside the workplace will not be tolerated and will be treated
as a serious matter under the HB Disciplinary Policy.

> DBS Disclosure Check: The post holder does not require a DBS Disclosure
Check.

> Safeguarding Children and Vulnerable Adults: The organisation is committed to
safeguarding children and vulnerable adults. All staff must therefore attend
Safeguarding Children training and be aware of their responsibility under the Adult
Protection Policy.

> Infection Control: The organisation is committed to meet its obligations to minimise
infections.

All staff are responsible for protecting and safeguarding patients, service users,
visitors and employees against the risk of acquiring healthcare associated
infections. This responsibility includes being aware of the content of, and
consistently observing, Health Board Infection Prevention & Control Policies and
Procedures.

> No Smoking: To give all patients, visitors and staff the best chance to be healthy,
all Health Board sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and
Person Specification and may be changed by mutual agreement from time to time.
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APPENDIX 1

Job Title: Information Governance Co-ordinator

Organisational Chart
The Organisational Chart must highlight the post to which this job description applies

and below.

Deputy Chief Executive
Officer

Assistant Director of
Information Governance
and Risk
{DPOY

Head of Information
Governance

Infarmation
Governance
Managers x 3

senior Infarmation
Governance Officer

Information
Gowernance Officers
x3

Infarmation
Governance
Co-ordinator

Infarmation
Governance
Administrator

showing relationship to positions on the same level and, if appropriate, two levels above
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APPENDIX 2

Job Title: Information Governance Co-ordinator

Supplementary Job Description Information

Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive
effort) required for the job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting
heavy weights etc. are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights;
manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as
part of daily job - N.B. Walking /driving to work is not included’

: How often per 5 .
Examples of Typical effort(s) day / week / For how long~ Additional Comments
There is a regular requirement to travel between NHS Weekly 2 hours
and other sites often with limited time between
meetings.
Frequent VDU use is required for this post for periods Daily 3-4
of up to 3 to 4 hours at a time in order to produce
minutes and reports.
Touch Typing Daily As and when
required
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Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration,
responding to unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to

concentrate during a shift / working day, e.g. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed
minutes at meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex
calculations; carrying out non-clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing

patients/clients.

How often per

Examples of Typical effort(s) day / week / For how long? Additional Comments
month?

Frequent requirement to prioritise workload Daily

Concentration is required for reading and production of Daily

reports

Reviewing information that the post holder will often Daily

not be familiar with

Frequent interruptions from telephone calls and Daily

visitors.

Required to take and transcribe minutes at long Daily

meetings.
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Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non
clinical duties that are generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the
type of situations they are required to deal with.

For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to
patients/clients/carers/staff; caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide
emotional support to front line staff, communicating life changing events; dealing with people with challenging behaviour; arriving at
the scene of an accident.” N.B. Fear of Violence is measured under Working Conditions

How often per

Examples of Typical effort(s) week / month?

For how long? Additional Comments

The post will require the post holder to attend Quarterly
meetings where potentially confidential information
may be shared and to minute the proceedings of these
meetings.

First point of contact for patients and the public Daily
requesting information.

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental
conditions (such as inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even
with the strictest health and safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of
patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and
establish how often and for how long they are exposed to them during a working day / week / month.

CAJE Reference/Date: 2021/0631 April 2021
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Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen;
body fluids, faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or
emergency situations - *Driving to and from work is not included

Examples of Typical Conditions

How often per
week / month?

For how long?

Additional Comments

Normal office conditions with some requirement Quarterly
to travel.
Frequent VDU use is required for this post for Daily

periods of up to 3 to 4 hours at a time in order to
produce reports, and analysis to support decision
making.

Submission of documents for job evaluation

Please sign and retain an original copy for manager and employee.
Send an electronic version of the documents to BCU.JobEvaluation@wales.nhs.uk

CAJE Reference/Date: 2021/0631 April 2021
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JOB DESCRIPTION

JOB DETAILS

Job Title: Head of Patient Records & Digital Integration
Band: 8c

Salary Scale:

Hours of Work: 375

Department/CPG: Informatics/Corporate

Base: BCUHB

ORGANISATIONAL ARRANGEMENTS

Accountable to:

Chief Information Officer

Key Relationships:

Executive Medical Director and Deputy Chief Executive
Informatics Senior Management Team

Executive Management Team

Chief Medical and Nursing Information Officers

NHS Wales Informatics Service Directors

Responsible for:

BCUHB Digital Transformation to the Electronic Patient Record and Health Records
Operational Management:

= Leading on the design, development and delivery a pan-BCUHB ‘acute’ Electronic
Patient Record, which will deliver a paradigm shift in organisational ways of working;
influencing and enabling consultants, doctors and nurses to make the safe transition
from using paper to digital records

= Programme and Change Manager for the changes pan-BCUHB and within the Health
Records Service that will result in the introduction of new ways of working and the
procurement and implementation of new systems to deliver the digital future

= Professional and managerial responsibility for the Health Record Service across
BCUHB; annually providing over 475,000 patient records supporting treatment,
ensuring secure and confidential storage of health records over 6 locations, with a
team exceeding 150 staff and a revenue budget in excess of £4 million

= Professional and managerial responsibility for BCU’s Integration & Development
Team that provides the architecture principles and practices to guide the Health
Board through the business, information, process, and technology changes
necessary to execute the digital strategy

= To provide leadership and expert advice on all aspects of patient records
management within the Board and ensure that the Health Records Service supports
the Board’s clinical, operational, and strategic objectives by meeting its need for a
high quality service
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= Sourcing and securing internal and external capital funds to deliver fit for purpose
environments

OVERVIEW JOB PURPOSE

The Head of Patient Records & Digital Integration is a key member of the Informatics Senior
Management Team and is responsible for:

Leading on the development of long-term planning for the digital roadmap, which will
deliver a paradigm shift in organisational ways of working right across BCUHB within the
next 5-10 years, aligning with organisations strategic plans.

Overseeing the design and development of a pan-BCUHB ‘acute’ Electronic Patient
Record, which will be the digital version of the paper casenote that holds acute information
on a patient covering:

- alerts, correspondence, investigations, diagnostic tests, consent forms, aesthetic
records, prescriptions, safeguarding, care of the elderly, oral surgery, gynaecology,
ophthalmology, ENT, rheumatology, musculo skeletal, pain clinic, paediatrics,
neurology, dermatology, urology, general medicine, general surgery, orthopaedic,
critical care, nursing notes.

Procuring, implementing and on-going development and maintenance of the iFIT Software,
which will be the pan-BCUHB tracking solution for the legacy paper casenote.

Leading on, sourcing and writing robust and viable business cases to secure the
necessary capital and revenue budget to deliver the digital transformation to the acute
Electronic Patient Record for the whole organisation, and fit for purpose environments for
the residual Health Records Service.

The Health Record Service across BCUHB, ensuring secure and confidential storage of
health records over 6 locations, with a team exceeding 150 staff and managing a
revenue budget in excess of £3 million

Interpreting and creating policies, and developing new ways of working across BCUHB,
providing expert advice to the organisation to ensure the delivery of organisational
objectives

Working as part of the Directorate’s Senior Management Team and contributing to the
development, management and success of the Directorate.

Deputising for the Chief Information Officer (previous title: Assistant Director of
Informatics) as required

DUTIES AND RESPONSIBILITIES

Strategic Planning and Organisation

Leading on the development of long-term planning for the digital roadmap, which will
deliver a paradigm shift in organisational ways of working right across BCUHB within the
next 5-10 years, aligning with organisations strategic plans.

Working with leading industry partners to undertake options appraisals and leading on the
delivery of complex BCUHB Strategic Plans and Cases, advising the organisation on the
transition to a cohesive design for the future of the digital journey that ensures local
sustainability, complimenting and where appropriate influencing national agendas.
Programme and Change Manager for the delivery of high priority transformational
programmes that influence and improve the way we work, enabling consultants, doctors
and nurses to make the safe transition from using paper to digital records

Lead on work across existing and future programmes/initiatives within Informatics and
nationally to develop and champion a cohesive design for the future of the digital journey
that ensures local sustainability and compliments national agendas
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The development, implementation and maintenance of a range of Patient Record related
policies, procedures and corporate reporting requirements that impact across the
Organisation.

Develop and formulate long-term strategic plans for the Health Records Service and
annual implementation plans, which support the delivery of the Health Board’s IM&T
objectives, the National IM&T framework (Informing Healthcare) and the Organisation’s
strategic direction and clinical strategies.

Provide expert patient records advice for all custodians across BCUHB and beyond,
ensuring that sensitive information is dealt with in legal, secure, efficient and effective
ways.

Sit as a Programme Board Member on other high priority programmes, contributing to
decisions that will influence and change the way we manage information and respond to
patient’s needs.

Ensure appropriate Health Records resources are allocated to Informatics projects in
order to support and deliver Directorate objectives and annual plans.

Liaise with Clinical Directors, National teams and external partners in order to include
their requirements in the development of the Electronic Patient Record and in the
delivery of the legacy paper record, which supports the Organisation’s Healthcare
Governance Strategy, and meets national legislation and local policy

Continually seek innovative ways of using technology to support working practices and
streamline processes within the Department, Directorate and the Health Board.

To be responsible for ensuring that Health Records Audit programmes are designed and
followed. To ensure that any improvements are centrally recorded and that they are
monitored and completed as required to satisfy accountability and governance

Communication

Communicate and present highly complex informatics concepts/issues clearly to large
groups of cross-professional staff in meeting and lecture settings, using motivation and
training skills where there are barriers to understanding that need to be overcome in order
to implement significant whole organisation change.
As lead expert for the digital future for BCUHB, use skills of negotiation and training to
actively engage with large groups of cross-professional staff where there are conflicting
views and resistance to change, assimilating other conflicting opinions to recommend a
course of action for the organisation.
Represent the Directorate by actively participating in organisation wide and National
Committees and Groups and establish/chair new forums/groups where necessary to
promote the digital future.
Ensure effective communication is maintained within the Departmental Teams, across the
Informatics Directorate and within Project Teams.
Contribute to and participate in Directorate forums in order to update Directorate staff on
any Information issues.

Ensure Directorate administrative processes are adhered to.

Analysis

With no clear precedent for digital transformation in Wales, analyse and appraise a wide
range of local and national options to reach recommendations that will inform the way in
which clinical and non-clinical teams access information for the treatment of patients
across the organisation.

Analyse, interpret and resolve of highly complex legislations, policies and problems, and
provide expert patient records advice across the organisational at all levels, at times where
no precedent exists, in order to achieve organisational objectives and goals and ensure
compliance and patient/staff safety.
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Identify, analyse and report potential risks for inclusion onto the Directorate’s Risk
Register, and as appropriate escalation onto Hospital Management Team registers; and to
review the risks in conjunction with the Directorate’s Senior Team.

Utilising advanced keyboard skills, analyse, interpret and present key statistics to inform
service planning and to underpin strategic planning for the digital transition.

Financial Management

To lead on defining, securing and managing the necessary capital and revenue budget to
secure the digital transformation to the acute Electronic Patient Record for the whole
organisation.

To be the responsible Budget Holder for the Health Record Service which is in excess of
£3 million revenue, actively monitoring and controlling the delegated budget so that the
total Health Records Budget balances.

Leading on, sourcing and writing robust and viable business cases to secure and deliver
capital schemes, managing the capital budget for the Service which can annually exceed
1.5million

Review and monitor staffing in excess of 150 members of permanent staff and additional
bank staff to ensure staffing levels are appropriate to changing demand patterns, and
where necessary negotiate funding of additional resources with Clinical Areas.

Procure new products in line with Procurement regulations and authorise orders within
tolerance

To identify and manage the delivery of cost improvements within Health Records to
support Informatics CIP and ensure value for money through adoption of best practice e.g.
ensure economies of scale.

Securing service maintenance level agreements for assets

Responsible for the iFIT Software (RFID tracking of casenotes)

Policy

Lead on the creation of new policies and procedures for the whole organisation that will
support and underpin new ways of working during and following the digital transition, and
will shape ways of working across all services that handle patient records.

Lead for the BCUHB Patient Records Group to oversee service quality and provision for
all patient records, and to ensure all services that are custodians for patient records
successfully meet and respond to legislative requirements and national standards,
reporting progress through the BCUHB Finance and Performance Committee

Interpreting complex national policies, legislation and guidelines to ensure all new policies
and procedures created are compliant; e.g. Data Protection Act, Access to Health Records
Act.

Underpin all new policies and procedures with BUCHB wide training for clinical and non-
clinical teams to ensure their compliance in the handing of patients information as they
deliver their duties.

Ensure compliance with Health Records related statutory regulations, and that legislation
relating to the retention, preservation, and destruction of Health Records and associated
documents is adhered to by all staff.

Ensure the Service conforms with appropriate legislation relating to Audit Reports, Access
to Health Records Act 1990, Data Protection Act 1998, and the Freedom of Information Act
2000.

Ensure adherence to NHS Information Governance requirements relating to Health
Records, developing systems to oversee improved compliance and participate in Action
Groups to take relevant matters forward.
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Co-ordinate the collection and analysis of performance indicators pertaining to the Health
Records Service and health records related activity within the clinical directorates, and to
develop new indicators as appropriate.

Oversee the investigation and management of patient and service user complaints within
the Service ensuring compliance with Board standards and timescales.

Maintain a safe and secure environment for staff in accordance with the Health and Safety

policy.

Human Resources

As Head of Service for the Health Records Service with responsibility for appraisals;
sickness absence; disciplinary and grievance matters; recruitment and selection decisions;
personal and career development; departmental workload and allocation/re-allocation of
workloads across the whole sevice. The breadth of the overall responsibility covers over
150 staff across:

- File libraries (across multiple sites)

- Clinic prep (across multiple sites)

- Reception (across multiple sites)

- Access to Health Records (across multiple sites)

- Core Management Team
As Head of Patient Records & Digital Integration, with matrix management responsibility
as above for specific Programme and Project Management teams consisting of a range of
different services e.g. procurement, systems, technical, data comms, finance, human
resources, health records.
Manage and develop staff within the Health Records Service; ensure the learning, training
and development of all staff meets the current and emerging needs of the service ensuring
all staff receive a PDR annually and that personal development plans are devised.
Provide guidance and monitor the performance of staff against agreed objectives in
conjunction with Senior Managers.
Underpin transformation with workforce planning and implement the changes to the size
and organisation of the Health Records Service to respond to the digital future
Manage the change management implications for staff as the Health Records Service
evolves with the digital agenda, requiring the management of challenging, difficult or
emotive situations, in accordance with organisational policy.
Lead on the undertaking of formal investigations on areas within Informatics as required
Responsible for dealing with escalated staffing issues of a complex nature, advising the
Health Records Management team of the correct course of action when
required/identifying investigating officers (if required) from within service.
To manage the on-going knowledge and development of BCU staff by ensuring the
creation, delivery and development of training programmes relating to; good record
handling and keeping, new ways of working (improved processes), new system
implementations e.qg. iFIT, digital record.
To be responsible for ensuring that all staff within each area of responsibility have received
regular appraisals, appropriate training (including mandatory) and development to fulffil
roles.

Information Resources

Major job responsible for overseeing the design and development of a pan-BCUHB ‘acute’
Electronic Patient Record, which will be the digital version of the paper casenote that holds
acute information on a patient covering:
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- alerts, correspondence, investigations, diagnostic tests, consent forms, aesthetic
records, prescriptions, safeguarding, care of the elderly, oral surgery, gynaecology,
ophthalmology, ENT, rheumatology, musculo skeletal, pain clinic, paediatrics,
neurology, dermatology, urology, general medicine, general surgery, orthopaedic,
critical care, nursing notes.

To be responsible for the implementation and on-going development and maintenance of
the iFIT Software, which will be the pan-BCUHB tracking solution for the legacy paper
casenote.

Research & Development

Oversee development of a robust programme of audit, ensuring compliance, performance
and accountability during the phased approach to implementation of a digital record.
Research national and international models for delivering the digital transformation,
evaluating the organisational and patient benefits and risks to support strategic planning.

Freedom to Act

As a senior professional manager within Informatics, the post holder will have considerable
freedom to act whilst executing their duties.

Whilst guided by general health and organisational policies, as the lead for the service the
post holder will be responsible for deciding how these should be interpreted and
implemented.

With no clear precedent for digital transformation in Wales the post-holder will be
responsible for creating policies and developing new ways of working and will advise the
organisation as the expert in this field.

General Requirements

Mental Demands

As a senior professional manager delivering a strategic pan-BCUHB transformation agenda,
and running a large operational service, the role necessitates frequent prolonged and intense
concentration, and the ability to switch frequently between significantly different high priority
demands.

Continuing Professional Development

Develop a personal development plan as part of the Individual Performance Review
process.

Keep skills up to date and relevant in order to carry out duties and continually review
practice and apply lessons learnt to work.

Use available resources to keep abreast of Health Informatics & Technology topics
(Intranet, internet, reading materials, conferences etc.)

Ensure continuation of personal development including leadership skills, through
appropriate formal and informal training as and when necessary.

Keep up to date with legislation in relation to data protection, Caldecott principles, and
confidentiality, Human Rights Act, Freedom of Information Act etc. and the latest policies.
Maintain registration of professional organisation, for example, UKCHIP.

The job description is indicative of the range of responsibilities of the role and is not exclusive of
duties as such the post holder may be required to undertake any other relevant duties as
required that are commensurate with the grade.

Competence
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The post holder must be able to:

= Provide leadership in your area of responsibility (Management and Leadership B6)

= Ensure compliance with legal, regulatory, ethical and social requirements (Management

and Leadership B8)

Manage business processes (Management and Leadership F3)

Promote an information culture (Skills for Health Gen 29)

Manage risk (Management and Leadership B10)

Manage risks to information (Skills for Health HI1)

Monitor, evaluate and improve the management of data and information (Skills for Health

HI 6)

= Lead, plan and implement change (Management and Leadership C4, C5 and C6)

= Manage finance for your area of responsibility (Management and Leadership E2)

= Allocate and monitor the progress and quality of work in your area of responsibility
(Management and Leadership D6)

= Recruit, select and retain members of staff (Management and Leadership D3)

= Develop your personal networks (Management and Leadership A3)

= Develop productive working relationships with colleagues and stakeholders (Management
and Leadership D2)

Registered Health Professional

All employees of the LHB who are required to register with a professional body, to enable
them to practice within their profession, are required to comply with their code of conduct
and requirements of their professional registration.

Supervision

Where the appropriate professional organisation details a requirement in relation to
supetrvision, it is the responsibility of the post holder to ensure compliance with this
requirement. If employees are in any doubt about the existence of such a requirement they
should speak to their Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the LHB that they fulfil a
proactive role towards the management of risk in all of their actions. This entails the risk
assessment of all situations, the taking of appropriate actions and reporting of all incidents,
near misses and hazards.

Records Management

As an employee of the LHB, the post holder has a legal responsibility for all records that they
gather, create or use as part of their work within the LHB (including patient health, financial,
personal and administrative), whether paper based or on computer. All such records are
considered public records, and the post holder has a legal duty of confidence to service
users (even after an employee has left the LHB). The Post holder should consult their
manager if they have any doubt as to the correct management of records with which they
work.

Health and Safety Requirements

All employees of the LHB have a statutory duty of care for their own personal safety and that
of others who may be affected by their acts or omissions. The post holder is required to co-
operate with management to enable the LHB to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the LHB’s risk
management, health and safety and associated policies.
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Flexibility Statement
The duties of the post are outlined in this job description and person specification and may
be changed by mutual agreement from time to time.

Confidentiality

The Post holder must at all times is aware of the importance of maintaining confidentiality
and security of information gained during the course of their duties. This will in many cases
include access to personal information relating to service users. The post holder must treat
all information whether corporate, staff or patient information in a discreet and confidential
manner in accordance

With the provisions of the data protection act 1998 and organisational policy.

Promoting Diversity and Dignity at Work

The LHB is committed to promoting diversity in employment and dignity at work. It
recognises that discrimination and harassment is unacceptable and that it is in the best
interests of the LHB and the population it serves to utilise the skills of the total workforce.
The post holder must comply with and adhere to the equal opportunities and dignity at work
policies.

Freedom of Information

As an employee of the Health Board you should be aware of the Health Board’s obligations
and responsibilities under the Freedom of Information Act 2000, and are expected to
provide, on receipt of a request from the Information Governance team, access to recorded
information held by the Health Board.
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Head of Patient Records &
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Deputy Head of Patient Records &
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Enterprise & Applications DHR Programme .
Architecture Manager Manager
Project Manager
Integration & Project Teams Senior System Administrators
Development Team
Assistant Business
Analysts
WEST Health Records CENTRAL Health
Site Manager Records Site Manager
Assistant Site Manager Assistant Site Manager
Health Records Health Records
Coordinators Coordinators
Health Records Health Records
Supervisors Supervisors
Health Record Ad Health Record A
Clerks Clerks
MES ATHR Officer MES ATHR Officer

Patient Records Compliance &
Assurance Manager
EAST Health Records Business Development
Site Manager Manager
Assistant Site Manager ATHR Coordinators
Health Records s "
Coordinators
Health Records Tnlmm ATHE
Supervisors i
Health R d Adi / iFIT Administrator
Clerks Scanning Clerk
Hospital Enquiry MES ATHR Officer
Desk Receptionists
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Job Title Head of Patient Records & Digital Band 8C
Integration
Essential Desirable Method of
Assessment
QUALIFICATIONS Masters level/equivalent work Agile Project Application
experience and knowledge Management Certificate
Programme Manager (MSP or Practitioner Presentation
equivalent)
PRINCE 2 Practitioner or equivalent Foundation
Evidence of further development Certificate on IT
and/or education & training. Service
ILM Management qualification level 5/ | Management
or equivalent. L
Formal training in
Improvement
Methodologies
EXPERIENCE Significant experience of working Experience & Application
within a complex organisation at a understanding of Presentation
senior level within a strategic health Interview

ICT/Digital/Health Records
environment

Proven ability to influence at all levels
of the organisation.

Significant experience of applying
agile/lean/systems thinking
approaches to deliver key strategic
transformations from conception
through to implementation
Experience of successfully planning,
monitoring and controlling large and
complex programme and projects
using a structured methodology e.g.
MSP, PRINCE2

Can demonstrate implementation of
innovative ideas

Experience and knowledge of
successfully managing medium to
large scale software development
and implementation projects
Experience of planning and
implementing long term strategy
Operational management and
workforce redesign experience
Experience of budget control,
contract negotiation, procurement
and financial procedures
Demonstrable success in building,
leading, motivating, managing and
developing teams, working with staff,

records issues within
a healthcare
environment

Experience &
understanding of
current priorities for
NHS Wales.
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their representatives and trades
unions/professional organisations.
Problem identification and solving
Experience of personally leading
highly complex change &
improvement programmes with a
range of staff & staff organisations

SKILLS

e High level Leadership, coaching &

management skills.

Advanced IT & analytical skills
Advanced keyboard skills

Ability to interpret highly complex
informatics concepts

Ability to plan and write sustainable
and viable strategic and financial
business cases

Excellent verbal, written & presentation
skills

High level influencing and negotiation
skills

Track record of delivering high quality
work in demanding timescales.
Demonstrate staff development skills.
Ability to develop & maintain effective
team working & working relationships.
Project management skills

Delivering service performance
improvements

Change management skills and ability
to lead and implement change

Application,
Interview
Presentation

KNOWLEDGE

Current extensive knowledge over a
range of disciplines e.g. ICT, Health
Records service, Human Resources,
Finance.

Detailed knowledge of information &
Health Records requirements &
standards  within a healthcare
environment

Ability to lead, influence and motivate
individuals and teams of staff.

Ability to use own initiative, organise
workloads and delegate duties

Extensive
knowledge of Health
Records systems
and technology

Application
Interview

11
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PERSONAL
QUALITIES
(Demonstrable)

¢ Ability to relate to staff of all disciplines
& seniority & build creditability with a
range of professionals.

¢ Self-motivated &
professional.

¢ Innovative thinker, with proven problem
solving skills.

¢ Ability to cope with frequent prolonged
and intense concentration, and the
ability to switch frequently between

enthusiastic

significantly ~ different  high  priority
demands.
e Be able to prioritise workload &
effectively manage competing
demands.

Interview

OTHER
RELEVANT
REQUIREMENTS
(Please Specify)

Ability to work between various sites to
ensure effective management.

Welsh Speaker

Prepared By:
Reviewed By:
Agreed By:

Date Agreed:

(Date)
Backdated to August 2016

12






/Q\ GIG Bwrdd lechyd Prifysgol
d\L?b CYMHRU Betsi Cadwaladr

/ University Health Board
WALES

Betsi Cadwaladr University Health Board
EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS
Post Title: Head of Patient Records & Digital Integration
Department / Ward: Informatics

Division/ Directorate / Department: Informatics - Medical Director

This document should be completed for each job description and submitted together with the
agreed job description and person specification. Having studied the information relating to
effort factors, give an accurate description of what effort is required in the job role under
each of the headings. Please indicate frequency of exposure as follows:

D =Daily W =Weekly M =Monthly A = Onceltwice a year

Physical Effort:-Examples to be given if lifting, standing or sitting for long
periods; manual handling; making repetitive movements; manipulating objects

Nature & Frequency:

(D) Ability to travel effectively across BCU to meet the needs of the service

(D) Attending meetings, sitting for long periods of time

(D) Use of VDU for extended periods of time e.g. to produce and update plans and
documents

(W) Light physical effort when leading workshops or delivering presentations etc.

Mental Effort such as preparing detailed reports; checking documents and / or
calculations; carrying out clinical diagnosis or interventions; analysing
statistics; undertaking formal student / trainee assessments.

Nature & Frequency:

(D) Requirement for concentration for reviewing strategy, producing reports and plans, with
interruptions from Informatics staff, senior managers etc.

(D) They will need to ensure that their own and the resource of others is appropriately
allocated to achieve all key outcomes.

(D) A lateral thinker with strong problem solving skills.

(D) Ability to generating and encouraging team working to gain innovation.

Emotional Effort such as processing news of highly distressing events;
dealing with the terminally ill or with people with challenging behaviour;
dealing with difficult situations

Nature & Frequency:

(D) Requirement to challenge others, for example when targets are not met or service is not
delivered to an acceptable standard.

(M) Reporting as required e.g. Informatics Senior Management Team, Health Records
Group etc.

(M) Dealing with escalated staffing issues

13
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Working conditions such as exposure to excessive temperatures; unpleasant
odours; bodily fluids; using a computer more or less continuously; driving or
being driven

Nature & Frequency:

(D) Normal office working conditions

(D) Frequent requirement to travel across BCU
(D) Regular use of a computer
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JOB DESCRIPTION
JOB DETAILS:

Job Title Patient Records Compliance & Assurance Manager

Pay Band 7

Hours of Work and Nature of Contract To be completed on recruitment

Division/Directorate Informatics

Department Health Records

Base To be completed on recruitment
ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Deputy Head of Patient Records & Digital Integration

Reports to: Name Line Manager Deputy Head of Patient Records & Digital Integration

Professionally Responsible to:

Add organisational statement on values and behaviours

To improve health and deliver excellent care. Put patients first, Work together, Value and respect each
other, Learn and innovate, Communicate openly and honestly.

Job Summary/Job Purpose:

The Patient Records Compliance & Assurance Manager will be responsible for providing overall
management for complex and highly sensitive projects undertaken by the Deputy Head of Patient
Records & Digital Integration across the Health Board, particularly around the baseline assessment
of all patient record types to enable compliance against legislative requirements and standards.
This is to ensure safe, effective and efficient operational management of Patient Records. The post holder
will take a service wide view to ensure that best use is made of all Health Records resources.

The post holder will lead plan, support, facilitate and monitor the progress of the project and work streams
and communicate with key stakeholders, representing Patient Records interests, define and lead work to
ensure that issues are addressed and resolved. The post holder will be responsible for ensuring that all
policies and procedures required for the operational management of Patient Records are reviewed,
developed, implemented and adhered to. Responsible for providing training and expert guidance to
patient record custodians across all services within BCUHB.

The Patient Records Operational Manager will contribute to the strategic and operational planning for the
service. They will be responsible for identifying, planning, leading and delivering service and cost
improvements within the Health Records service.

This role will also be responsible for ensuring that the relevant requirements within the 1G Toolkit
meet a satisfactory level of compliance. That policies for implementing the project across the
Health Board are developed and adhered to, and that standard project management






methodologies are applied to progress and successfully deliver the project. Working closely with the
Business Development Manager and other Informatics Operational Managers as required.

DUTIES/RESPONSIBILITIES:

Operational and Financial Management

To lead active monitoring and control of the Health Records Budget; delegating budgetary control of
areas as appropriate and ensuring that the service is managed within available resource.

To identify and or manage/ be responsible for the delivery of cost improvements within Health
Records (to agreed timescales) to support the Informatics Cost Improvement Programme.

To ensure value for money throughout the service making best use of all resources available.
Examples include the removal of duplicated effort (once for all sites), ensuring distribution of
resource based upon demand and continual review of spends for economies including economies of
scale in procurement, overtime, travel and rota costs etc.

To be responsible for ensuring that processes are in place and adhered to, to achieve the required
standards of operational management e.g. availability of records, health and safety, security and
destruction of case notes.

Ensure the delivery and continual review of a storage strategy for Patient Records. Ensure the
development of appropriate action plans for each custodian to enable best use of available resource
and increased standardisation.

Put processes in place to ensure patient record custodians adhere to the SOPs for offsite storage and
that this is regularly monitored.
Project Management / Planning and Delivery

Support the Deputy Head of Patient Records & Digital Integration to manage project budget(s),
ensuring that they are accurately costed, monitored and spent producing quarterly highlight
reports.

To develop plans for Patient Records and actively contribute to strategic and operational planning
e.g. liaise with Divisions and external partners to determine and quantify any future needs and their
impact upon patient records, consider the implication of any National Policy direction on services
etc.

To ensure delivery of the objectives of the operational plan.

To actively promote the vision for the Health Records service e.g. Digital Records and work with a
variety of stakeholders to achieve that vision. This may require active consultation, working as a
team lead for the Project Team to safely transition the service into a digital service etc.

To work closely with stakeholders to ensure the planning, resourcing and delivery of projects that
will affect any element of the health records service. To learn lessons and using knowledge gained to
influence service planning and implementation.

Service & Quality Improvements

Actively support the development, collection and monitoring of patient record wide key
performance indicators including the identification and introduction of second and third line key
performance Indicators.

Accountable for performance against standards for Health Records Management and Informatics
Performance Management. For example to actively monitor via systems such as iFIT and source
systems, and challenge indications of poor performance at all sites, working with the Site
Managers/relevant stakeholders to investigate any abnormalities/trends and ensure that effective
measures are put in place to resolve any adverse trends/ spread good practice etc.

Responsible for the management of the BCU iFIT tracking system, ensuring relevant upgrades are
taken and successfully implemented.

Be accountable for and actively encourage service redesign, role redesign and change management
within the service with particular attention to standardisation and achievement of Strategy. Promote
and introduce new ways of working, identify areas of improvement and ensure improvement plans
are adhered to (e.g. Welsh 1G Toolkit).






Review all adverse incidents relating to Health Records Management. Put processes in place to
ensure that lessons are learnt for all sites, agreed responses are provided and that processes are in
place to prevent a re-occurrence.

To develop, review and ensure that a robust audit programme for the service is carried out across all
sites. To review all audit recommendations and to ensure that these are appropriately fulfilled.

To advise site managers of improvements that are required and ensure that work is carried out in
iterative cycles to ensure that a positive outcome is likely e.g. plan, do, study, act.

The post holder will ensure effective plans are developed, maintained and enforced on all sites in
order to manage organisational objectives and goals; this includes the testing of the Business
Continuity and disaster recovery processes.

To be responsible for ensuring that processes are in place and adhered to, to achieve the required
standards e.g. availability of records, health and safety, security and destruction of case notes.
Ensure the organisation adheres to the appropriate legislation regarding access to health records e.g.
Data Protection Act, Access to Health Records Act.

Communication and Analysis

Human

Develops and reviews a range of performance data with stakeholders (e.g. Informatics Performance
and Improvement) to ensure that performance or service issues are identified and resolved
throughout the service.

Works with a variety of stakeholders to remove any barriers to improvement where identified e.g.
transport issues, processes outside of the service that contribute to poor record availability.
Attends a variety of meetings providing specialist knowledge from the Health Records Service and
general knowledge from the Informatics service; linking back to all other Informatics services.

To ensure the creation of, or create, a variety of management reports to ensure Health Records
related issues are reported within the organisation in a concise and clear manner e.g. those required
for Patient Records Group.

To produce a series of high quality reports e.g. detailing progress against the operational plan,
highlighting exceptions to plans and detailing mitigation to resolve any slippage.

Resources

Responsible for dealing with escalated staffing issues of a complex nature, advising the Health
Records Management team of the correct course of action when required/identifying investigating
officers (if required) from within service.

Providing line management for iFIT Administrator, this will include appraisal, sickness management,
authorising travel expenses, annual leave, recruitment and selection, grievance, and disciplinary
issues.

To manage the on-going knowledge and development of BCU staff by ensuring the creation, delivery
and development of programmes relating to Health Records.

To be responsible for ensuring that all staff within area of responsibility have received regular
appraisals, appropriate training (including mandatory) and development to fulfil roles.

Ensure that effective plans are in place and are followed to manage organisational objectives and
goals; this includes staff appraisals, compliance with mandatory training etc.

Continuing Professional Development

Develop a personal development plan as part of the Individual Performance Review process.

Keep skills up to date and relevant in order to carry out duties and continually review practice and
apply lessons learnt to work.

Use available resources to keep abreast of Health Informatics & Technology topics (Intranet,
internet, reading materials, conferences etc.)

Ensure continuation of personal development including leadership skills, through appropriate
formal and informal training as and when necessary.

Keep up to date with legislation in relation to data protection, Caldicott principles, and
confidentiality, Human Rights Act, Freedom of Information Act etc. and the latest policies.
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e Maintain registration of professional organisation, for example, UKCHIP.

The post holder will be required to work on their own initiative, taking advice from their manager when
necessary and to ensure that all areas of work are carried out in an economic and efficient way thereby
contributing to the control of limited resources.

The job description is indicative of the range of responsibilities of the role and is not exclusive of duties as such
the post holder may be required to undertake any other relevant duties as required that are commensurate
with the grade.






PERSON SPECIFICATION

The knowledge to be measured is the minimum needed to carry out the full duties of the job to the required
standards. Qualifications should be used to provide an indicator of the level of knowledge required. Training
and experience is also a means of acquiring the knowledge required for a job such as on-the-job training,
short courses and experience to an equivalent level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is potentially discriminatory and these will

be returned. It is essential that managers concentrate on the sorts of skills and qualities needed to fulfil the
duties of the post. Essential criteria must not state “or willing to work towards” any qualification.

ATTRIBUTES ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
Qualifications e Educated to Masters level/ equivalent level | e Formal training in project | Application

and/or
Knowledge

of work experience and knowledge

GDPR Foundation Certificate

Evidence of further development and/or
education & training.

ILM Management qualification level 5/ or
equivalent.

Current extensive knowledge over a range
of disciplines e.g. Health Records service,
Human Resources & Finance.

Detailed knowledge of information &
Health Records requirements & standards
within a healthcare environment

Ability to lead, influence and motivate
individuals and teams of staff.

Ability to use own initiative, organise
workloads and delegate duties

management
methodologies e.g.
PRINCE2

e Assessor for Health
Records CTC's.

e Extensive knowledge of
Health Records systems
and technology

e GDPR Practitioner
Certificate

form and pre
employment
checks

Experience

Experience at a senior management level
within an operational environment.
Experience of personally leading highly
complex change & improvement
programmes with a range of staff & staff
organisations

Previous experience of using a structured
approach to deliver projects/changes within
timescales & budget.

Experience of budget control, contract
negotiation, procurement and financial
procedures

Experience & understanding of strategic
health records issues within a healthcare
environment & current priorities for NHS
Wales.

e Experience of managing a
Health Records Service

Application
form and
interview

Aptitude and
Abilities

Leadership, coaching & management skills.
Advanced IT & analytical skills

Ability to interpret highly complex
informatics concepts

Excellent verbal, written & presentation
skills

High level influencing and negotiation skills
Track record of delivering high quality work

o Ability to speak Welsh

Interview






in demanding timescales.

e Demonstrate staff development skills.

o Ability to develop & maintain effective
team working & working relationships.

e Project management skills & experience.

e Strong commitment to making service
performance improvements

e Change management skills and ability to
lead and implement change

Values o Ability to relate to staff of all disciplines & Application
seniority & build creditability with a range Form
of professionals. Interview
e Self-motivated & enthusiastic professional. References
e |[nnovative thinker, with proven problem
solving skills.
e Be able to prioritise workload & effectively
manage competing demands.
Other Ability to work between various sites to Application
ensure effective management. form and
interview

GENERAL REQUIREMENTS

Include those relevant to the post requirements

>

Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and
to embed the principles into the culture of the organisation.

Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of conduct and
requirements of their professional registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution
to the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed
within NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure
their conduct does not fall below the standards detailed in the Code and that no act or omission on their
part harms the safety and wellbeing of service users and the public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of competence. If
there are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation programmes at Corporate
and Departmental level and must ensure that any statutory/mandatory training requirements are
current and up to date. Where considered appropriate, staff are required to demonstrate evidence of
continuing professional development.

Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
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Management, Health and Safety and associate policies.

Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near
misses and hazards.

Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organization’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many
cases include access to personal information relating to service users.

Data Protection: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the General Data
Protection Legislation and Organisational Policy. Any breach of such confidentiality is considered a
serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory
legislation and the HB or Trust Disciplinary Policy.

Records Management: As an employee of this organisation, the post holder is legally responsible for
all records that they gather, create or use as part of their work within the organisation (including
patient health, staff health or injury, financial, personal and administrative), whether paper based or
on computer. All such records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The post holder should
consult their manager if they have any doubt as to the correct management of records with which they
work.

Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the
HB/Trust to promote equality for people with protected characteristics, both as an employer and as a
provider of public services. There are nine protected characteristics: age; disability; gender
reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and
sexual orientation. The HB/Trust is committed to ensuring that no job applicant or employee receives
less favour-able treatment of any of the above grounds. To this end, the organisation has an Equality
Policy and it is for each employee to contribute to its success.

Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively
seeking to promote a workplace where employees are treated fairly and with dignity and respect. All
staff are requested to report any form of bullying and harassment to their Line Manager or to any
Director of the organisation. Any inappropriate behaviour inside the workplace will not be tolerated
and will be treated as a serious matter under the HB/Trust Disciplinary Policy.

DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply
for a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the HB/Trust’s pre-
employment check procedure. *Delete as appropriate.

If the post holder does not require a DBS Disclosure Check, delete as appropriate.

Safeguarding Children and Adults at Risk: The organisation is committed to safeguarding children
and adults at risk. All staff must therefore attend Safeguarding Children & Adult training and be
aware of their responsibilities under the All Wales Procedures.

Infection Control: The organisation is committed to meet its obligations to minimise infections.
All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
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against the risk of acquiring healthcare associated infections. This responsibility includes being aware
of the content of and consistently observing Health Board/Trust Infection Prevention & Control Policies

and Procedures.

No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board/Trust
sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and Person
Specification and may be changed by mutual agreement from time to time.






APPENDIX 1

Job Title: Patient Record Operational Manager

Organisational Chart

relationships.

IFIT Administrator/ Project J
Support

The Organisational Chart must highlight the post to which this job description applies showing
relationship to positions on the same level and, if appropriate, two levels above and below.

Complete, add or delete as appropriate the text boxes below showing the organisational

Head of Digital Records

Deputy Head of Health
Records

Patient Record Operational [l
Manager

Health Records Business
Support Manager

Centralised ATHR Service

Health Records Site Managers

Health Records Library, Prep

and Reception Staff






Job Title: Patient Record Operational Manager

Supplementary Job Description Information

Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching process.

Physical Effort

APPENDIX 2

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required for the

job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc. are

detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights; manipulating
objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily job - N.B. Walking /driving

to work is not included’

How often per
. 5 -
Examples of Typical effort(s) day / week / For how long? Additional Comments
Light physical effort when leading/facilitating workshops or delivering Weekly
presentations etc.
Ability to travel effectively across BCU to meet the needs of the service Daily
Attending meetings, sitting for long periods of time Daily
Use of VDU for extended periods on time e.g. to produce and update Daily
plans and documents
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Mental Effort
This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to
unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during a shift /
working day, e.g. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at meetings;
operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-clinical fault finding;
responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

How often per

Examples of Typical effort(s) day / week / For how long? Additional Comments
month?
Ability to generating and encouraging team working to gain Weekly
innovation.
Requirement for concentration for checking data, producing reports Daily

and plans etc with interruptions from staff, senior managers and
stakeholders.

They will need to ensure that their own and the resource of others is Daily
appropriately allocated to achieve all key outcomes.

A lateral thinker with strong problem solving skills. Weekly

Emotional Effort
This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that are
generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of situations they
are required to deal with.

For example,’” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff; caring for the

terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff; communicating life changing
events; dealing with people with challenging behaviour; arriving at the scene of an accident.” N.B. Fear of Violence is measured under Working Conditions
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How often per

Examples of Typical effort(s) week / month?

For how long? Additional Comments

Reporting issues/resolving issues as required Weekly

Requirement to challenge stakeholders and Health Records Weekly
Managers etc for example when targets are not met.

Dealing with staffing issues Weekly

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as inclement
weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety controls), such as
road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how often and for
how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids, faeces,
vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations - *Driving to and
from work is not included

How often per

Examples of Typical Conditions
P yp week / month?

For how long? Additional Comments

Frequent requirement to travel across BCU Daily
Regular use of a computer Daily
Normal office working conditions Daily
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JOB DETAILS:
Job Title Information Governance Officer
Pay Band Band 5

Hours of Work and Nature of | Full time 37.5 hours

Contract

Permanent
Division/Directorate Deputy Chief Executive Office
Department Information Governance
Base TBC

ORGANISATIONAL ARRANGEMENTS:

Managerially accountable to: | Information Governance Manager
Reports to: Information Governance Manager
Professionally responsible to: | Data Protection Officer (DPO), Senior
Information Risk Owner (SIRO), Caldicott
Guardian

Job Summary/Job Purpose:

The Information Governance Officers support the Head of Information
Governance, the Information Governance Managers, and each other, to ensure
that the Health Board meets its obligations under Freedom of Information and
Data Protection legislation, and ensures general awareness throughout the
Health Board on information governance matters.

The post holder will support the wider Information Governance team to ensure
that staff, stakeholders, contractors and members of the public are aware of their
rights under Freedom of Information and Data Protection legislation.

The post holder will work with the other Information Governance Officers to
coordinate and deliver the information governance training programme on behalf
of the Information Governance team, and will also provide advice and support to
staff at all levels, within departments and directorates.

CAJE Reference/Date: 2017/0088 April 2021





DUTIES/RESPONSIBILITIES:

Information Governance

The post holder will:

Assist and support the Head of Information Governance and Information
Governance Managers in all matters relating to Information Governance. This
will include reviewing and monitoring policies and procedures developed to
assist the Health Board in compliance with Freedom of Information and Data
Protection legislation, Caldicott, Information Security, Records Management
and other related national and local standards.

Communicate information governance advice to members of staff, referring to
the Information Governance Managers when appropriate.

Manage elements of a project or assist with elements of more complex
projects to aid the delivery of strategic objectives.

Manage information governance incidents via Datix, ensuring actions are
followed up and any alerts / lessons learned are communicated effectively
throughout the organisation.

Manage notifications from the national auditing solution (NIIAS) in accordance
with local processes.

Advise and support staff on completion of the Health Board’s Information
Asset Register in relation to records and systems. Risk assess data held
within the Asset Register to ensure compliance with relevant policies and
legislation.

Provide support to the IG team with regards to the IG Toolkit.

Requests for information

The post holder will:

Manage and control systems to process timely responses to Freedom of
Information & Data Protection Subject Access Requests including:

- coordinating requests issued to others

- tracking progress and collation of requests

- quality assuring draft responses

- drafting final responses to applicants ensuring legislative timescales are
met

- seeking appropriate approval and advice from Information Governance
Managers where appropriate

Provide advice to staff in relation to the use of exemptions under the terms of
Part Il of the Freedom of Information Act to ensure consistency in the
application of exemptions referring to Information Governance Managers
where appropriate.
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e Provide advice on requests for information under Freedom of Information and
Data Protection legislation from staff, patients, other organisations, and the
public, with empathy and in a confidential and professional manner.

e Deal with highly confidential and sensitive information appropriately.

e Utilise high levels of communication when liaising directly with external
organisations, including other NHS organisations, contractors, Police and
Welsh Government, to obtain further information or process requests for
information, to develop good working relationships. Act with tact and
discretion when subject nature is sensitive or contentious.

e Deal with unpredictable work patterns due to changes in demand for
information.

Training
The post holder will:

e Organise and assist in planning awareness sessions, workshops and formal
training sessions, for all staff across the Health Board, in respect of Data
Protection, Caldicott, Freedom of Information, Information Security,
Information Sharing, Code of Confidentiality, Records Management (including
Asset Register) and other information governance related topics.

e Design, facilitate, deliver and evaluate information governance awareness,
records management and asset register training sessions in a variety of ways
for differing skill levels.

e Design, write and evaluate information governance, records management and
asset register training materials including the development of audio/visual
tools.

e Maintain records of information governance, records management and
asset register training, training requests and objectives achieved by staff.

e Promote information governance, records management and asset register
training opportunities across the Health Board.

¢ Liaise with other Health Board departments as and when required.

e Participate in the PADR process, identifying own training requirements for
continued personal development.

Other duties

Undertake such other duties as may be required from time to time, commensurate
with the post.

Be up to date with any developments, regulations and legislation applicable to the
post.
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PERSON SPECIFICATION

The knowledge to be measured in the minimum needed to carry out the full duties of the job
to the required standards. Qualifications should be used to provide an indicator of the level

of knowledge required. Training and experience is also a means of acquiring the knowledge
required for a job such as on-the-job training, short courses and experience to an equivalent

level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is potentially

discriminatory and these will be returned. It is essential that managers concentrate on the
sorts of skills and qualities needed to fulfil the duties of the post.

ATTRIBUTES | ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
Qualifications Educated to degree e Freedom of Certificates

and/or

level or equivalent

Information or

Knowledge management Data Protection | Application Form/CV
experience. professional and/or
Training certificate or qualification. Interview/References
equivalent Advanced ECDL
qualification. Knowledge of
ECDL qualification or risk management
equivalent. processes
Evidence of continuous Knowledge of
professional Healthcare
development. Standards.

Knowledge and
understanding in the
principles of the Data
Protection Act,
Freedom of
Information Act, NHS
Code of Confidentiality.
Knowledge in the
areas of Caldicott,
Patient Confidentiality,
Information Security,
WASPI & Information
Sharing.

Experience Previous experience in Successful Application Form/CV
NHS information change and/or Interview
governance setting. management and
Experience of negotiation
development and experience.

delivery of training
programmes to multi-
disciplinary audiences.
Experience of report
preparation and

Experience of
risk assessment.
Experience in
dealing with
complex and
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delivery.

confidential
issues.

Aptitude and
Abilities

Proficiency in Microsoft
office packages (e.g.
word, excel,
powerpoint)

Ability to communicate
with all levels of an
organisation.

Excellent
organisational and time
management skills
Excellent oral,
numerical and written
skills.

Ability to work to
agreed timescales
Ability to analyse and
interpret complex
information

Experience of
using DATIX
Management
System.

Ability to speak
Welsh.

Project
Management
skills.

Application Form/CV
and/or
Interview/References

Values

Ability to work in a
team as well as on
own initiative
Professional and
confident manner
Self motivated,
dynamic and flexible
Highly confidential at
all times

Application Form/CV
and/or
Interview/References

Other

May be required to
work away from normal
base.

Full driving licence /
ability to travel.

Welsh speaking

Application Form/CV
and/or
Interview/References
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GENERAL REQUIREMENTS

Include those relevant to the post requirements

>

Values: All employees of the Health Board are required to demonstrate and embed
the Values and Behaviour Statements in order for them to become an integral part
of the post holder’s working life and to embed the principles into the culture of the
organisation.

Registered Health Professional: All employees who are required to register with a
professional body, to enable them to practice within their profession, are required to
comply with their code of conduct and requirements of their professional
registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and
important contribution to the delivery of high quality healthcare. The national Code
of Conduct for NHS Wales describes the standards of conduct, behaviour and
attitude required of all Healthcare Support Workers employed within NHS Wales.
Health Care Support Workers are responsible, and have a duty of care, to ensure
their conduct does not fall below the standards detailed in the Code and that no act
or omission on their part harms the safety and wellbeing of service users and the
public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of
competence. If there are concerns regarding this, the post holder should
immediately discuss them with their Manager/Supervisor. Employees have a
responsibility to inform their Manager/Supervisor if they doubt their own
competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation
programmes at Corporate and Departmental level and must ensure that any
statutory/mandatory training requirements are current and up to date. Where
considered appropriate, staff are required to demonstrate evidence of continuing
professional development.

Performance Appraisal: We are committed to developing our staff and you are
responsible for participating in an Annual Performance Development Review of the
post.

Health & Safety: All employees of the organisation have a statutory duty of care for
their own personal safety and that of others who may be affected by their acts or
omissions. The post holder is required to co-operate with management to enable
the organisation to meet its own legal duties and to report any hazardous situations
or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

Risk Management: It is a standard element of the role and responsibility of all staff
of the organisation that they fulfil a proactive role towards the management of risk in
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all of their actions. This entails the risk assessment of all situations, the taking of
appropriate actions and reporting of all incidents, near misses and hazards.

> Welsh Language: All employees must perform their duties in strict compliance with
the requirements of their organisation’s Welsh Language Scheme and take every
opportunity to promote the Welsh language in their dealings with the public.

> Information Governance: The post holder must at all times be aware of the
importance of maintaining confidentiality and security of information gained during
the course of their duties. This will in many cases include access to personal
information relating to service users.

> Data Protection Legislation: The post holder must treat all information, whether
corporate, staff or patient information, in a discreet and confidential manner in
accordance with the provisions of the Data Protection Legislation and
Organisational Policy. Any breach of such confidentiality is considered a serious
disciplinary offence, which is liable to dismissal and / or prosecution under current
statutory legislation (Data Protection Act) and the HB Disciplinary Policy.

» Records Management: As an employee of this organisation, the post holder is
legally responsible for all records that they gather, create or use as part of their
work within the organisation (including patient health, staff health or injury, financial,
personal and administrative), whether paper based or on computer. All such
records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The
post holder should consult their manager if they have any doubt as to the correct
management of records with which they work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a
positive duty on the HB to promote equality for people with protected
characteristics, both as an employer and as a provider of public services. There are
nine protected characteristics: age; disability; gender reassignment; marriage and
civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual
orientation. The HB is committed to ensuring that no job applicant or employee
receives less favour-able treatment of any of the above grounds. To this end, the
organisation has an Equality Policy and it is for each employee to contribute to its
success.

> Dignity at Work: The organisation condemns all forms of bullying and harassment
and is actively seeking to promote a workplace where employees are treated fairly
and with dignity and respect. All staff are requested to report and form of bullying
and harassment to their Line Manager or to any Director of the organisation. Any
inappropriate behaviour inside the workplace will not be tolerated and will be treated
as a serious matter under the HB Disciplinary Policy.

> DBS Disclosure Check: The post holder does not require a DBS Disclosure
Check.

> Safeguarding Children and Vulnerable Adults: The organisation is committed to
safeguarding children and vulnerable adults. All staff must therefore attend
Safeguarding Children training and be aware of their responsibility under the Adult
Protection Policy.
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> Infection Control: The organisation is committed to meet its obligations to minimise
infections.
All staff are responsible for protecting and safeguarding patients, service users,
visitors and employees against the risk of acquiring healthcare associated
infections. This responsibility includes being aware of the content of, and
consistently observing, Health Board Infection Prevention & Control Policies and
Procedures.

> No Smoking: To give all patients, visitors and staff the best chance to be healthy,
all Health Board sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and
Person Specification and may be changed by mutual agreement from time to time.
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Job Title: Information Governance Officer

APPENDIX 1

Organisational Chart

and below.

Deputy Chief Executive

Dfficer

Assistant Director of
Information Governance

and Risk
{DPOY

Head of Information

Governance

Infarmation
Governance

Managers x 3

Information
Gowernance Officers
x3

Infarmation
Governance
Co-ordinator

Infarmation
Governance
Administrator

senior Infarmation
Governance Officer

The Organisational Chart must highlight the post to which this job description applies
showing relationship to positions on the same level and, if appropriate, two levels above
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APPENDIX 2

Job Title: Information Governance Officer

Supplementary Job Description Information

Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive
effort) required for the job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting
heavy weights etc. are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights;
manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as
part of daily job - N.B. Walking /driving to work is not included’

Examples of Typical effort(s) Hgg\;/(;];tvzllf?r For how long? Additional Comments
There is a regular requirement to travel between NHS Weekly 2 hours
and other sites often with limited time between
meetings.
Frequent VDU use is required for this post for periods Daily 3-4
of up to 3 to 4 hours at a time in order to produce
minutes and reports.
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Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration,
responding to unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to
concentrate during a shift / working day, e.g. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed
minutes at meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex
calculations; carrying out non-clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing
patients/clients.

How often per

Examples of Typical effort(s) day / week / For how long? Additional Comments
month?
Frequent requirement to prioritise workload within an Daily

unpredictable work pattern.

Concentration is required for reading, data input, and Daily
production of reports

Reviewing information that the post holder will often Daily
not be familiar with

Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non
clinical duties that are generally considered to be distressing and/or emotionally demanding.
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Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the
type of situations they are required to deal with.

For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to
patients/clients/carers/staff; caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide
emotional support to front line staff, communicating life changing events; dealing with people with challenging behaviour; arriving at
the scene of an accident.” N.B. Fear of Violence is measured under Working Conditions

How often per

Examples of Typical effort(s) week / month?

For how long? Additional Comments

The post will require the post holder to attend Weekly
meetings where potentially confidential information
may be shared.

Negotiate with senior NHS professionals, Board Weekly
Members, Chiefs of Staff and others where there may
be a resistance to co-operate.

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental
conditions (such as inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even
with the strictest health and safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of
patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and
establish how often and for how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen;
body fluids, faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or
emergency situations - *Driving to and from work is not included
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Examples of Typical Conditions

How often per
week / month?

For how long?

Additional Comments

Normal office conditions with regular requirement Daily
to travel.
Frequent VDU use is required for this post for Daily

periods of up to 3 to 4 hours at a time in order to
produce complex reports, and analysis to support
decision making.

Submission of documents for job evaluation

Please sign and retain an original copy for manager and employee.
Send an electronic version of the documents to BCU.JobEvaluation@wales.nhs.uk
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JOB DESCRIPTION

JOB DETAILS

Job Title: Assistant Project Manager

Band: Band 6

Salary Scale:

Hours of Work: 37.5

Department Information Governance and Assurance
Base: TBC

ORGANISATIONAL ARRANGEMENTS

Accountable to:
Head of Information Governance

Reports to:
Information Governance Manager

JOB PURPOSE

Working as part of the Information Governance and Assurance teams, the post
holder will provide overall management for a specific project or manage the
delivery of products that are required for project delivery across BCU. They will
also support the management of more complex or sensitive projects by
managing / leading work packages on behalf of more senior staff.

The post holder will be required to plan, support, facilitate and monitor the
progress of projects, products, service improvements or change management
initiatives providing management support, training and expert guidance to all
project staff.

The Assistant Project Manager will also be responsible for ensuring that policies
and procedures required for the projects that they are involved with are
developed and that policies are adhered to. The post holder will also ensure that
standard project management methodologies are applied to progress and
successfully deliver projects.

DUTIES AND RESPONSIBILITIES
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Strategic - To understand and promote the strategic direction for Information
Governance and Assurance within the Health Board, this will include:
e Keeping up to date with national guidance, legislation and risk
management practice
e Ensuring that relevant projects and work-streams are established to
deliver strategic objectives. This will involve planning a broad range of
complex activities which involve uncertainty.

Project Management — To be responsible for all aspects of delegated project
management for projects and or work packages that they manage e.g. to:-

e Managing a specific project, product and or work package, taking
appropriate action e.g. manage issues, risks and deviations to plan to
ensure that projects and products are delivered to schedule.

e Plan, monitor and control projects or work-streams throughout the project
lifecycle to deliver benefits using PRINCE 2 methodology.

e Take decisions on a range of complex project issues for a project that they
manage where there may be more than one course of action.

e Advise more senior staff on the optimum solution to resolve project issues
for more complex projects that they are involved in.

e Ensure project, product and work package delivery by providing
management, direction and support to Senior Project Support Officer and
Project Support staff, who are engaged in the planning and delivery of
projects which make up the plan.

e Work closely with the Head of Information Governance, Head of Risk and
Assurance, Managers and local staff to ensure the delivery of all projects
within the Information Governance and Assurance portfolios.

e Co-ordinate testing of products within the post-holder’s portfolio of
projects.

e Co-ordinate the requests for change required within the post-holder’s
portfolio of projects.

e Co-ordinate local project teams / work-stream teams and ensure that all
personnel involved with project activities understand their roles and carry
them out effectively, taking corrective action where appropriate.

e To complete or ensure that the project team accurately completes and
maintains all Project Management processes/tools including business
cases, specifications, project plans, benefits analysis, and risk and issue
logs.

e The production or contribution to a variety of high quality reports required
for the successful management of projects e.g. Highlight, Exception and
Check-point Reports

e To ensure that all areas of work are carried out in an economic and
efficient way thereby contributing to the control of limited resources

e Lead on a project or work-streams for performance improvement across
sites, imparting sometimes unwelcome news to stakeholders e.g. changes
to timescales, or additional work required to tight deadlines.

e To manage their project / work-stream budget(s), ensuring that they are
accurately costed, monitored and spent, advising the relevant Project
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Board and Project / Programme Manager of current status and any issues.
Statistical reports would be required to highlight deviations, showing
current and projected over/under spends

Communication

Provide and receive complex, information relating to project or work-
stream, e.g. changes to agreed timescales and local impacts of these.
Use interpersonal skills to advise Project Boards, Senior Managers and
other staff of the importance of project or work-stream, using persuasive
and motivational skills to overcome any barriers to change or issues.
Deliver routine/ complex presentations to large and small groups on
project / work-streams, including knowledge in relation to other
operational/strategic initiatives.

Ensure that effective communications for the project are maintained within
the department, updating staff on any relevant project issues.

Support the Project Staff in delivering high quality reports/ plans.
Communication with External bodies being aware of sensitivities and
political considerations.

Represent Information Governance & Assurance by actively participating
in Local and National teams and groups.

Challenge project staff (at all levels) to deliver their committed actions,
undertaking negotiations where required

Business Analysis/ Service Improvement/ Change Management

Identifying opportunities for the introduction of new technology to
transform working practices, using knowledge to inform the scope and
direction of projects/work-streams that they manage.

Manage/undertake diagnostic work, as required e.g. to identify
requirements of a solution or changes required to support that solution.
Lead on specifying system requirements appropriate for procurement or
development, involving key stakeholders; and ensuring that
comprehensive mapping of services is undertaken to understand
‘business needs as is ’ and ‘any evolutionary requirements.

Manage and deploy suitable techniques to bring about and support
service/organisational change, ensuring that the case for change is robust
and that the suggested way forward is owned.

Work with Clinical Directorates on IT projects to support the delivery of
their service improvement plans as appropriate.

Human Resources

To manage staff within area of responsibility, providing line management
for staff within the project team, this will include appraisals, sickness
management, authorising travel claims and annual leave, recruitment,
selection, disciplinary and grievance etc.
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To manage the on-going knowledge and development of the project team
by developing training and mentoring programmes and ensuring that
these are followed.

Continuing Professional Development

Develop a personal development plan as part of the Individual
Performance Review process.

Keep skills up to date and relevant in order to carry out duties.

Use available resources to keep abreast of Information Governance, risk
and assurance, Health Informatics & Technology topics (Intranet, internet,
reading materials, conferences etc.)

Ensure continuation of personal development including leadership skills,
through appropriate formal and informal training as and when necessary.
Keep up to date with legislation in relation to Information Governance and
Assurance, for example Data Protection, General Data Protection
Regulations, Caldicott principles, and confidentiality, risk management etc.
and the latest policies.

To be aware of, and act in accordance with, Health Board policies and
procedures.
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GENERAL REQUIREMENTS

Competence

At no time should the postholder work outside their defined level of competence.
If there are concerns regarding this, the postholder should immediately discuss
them with their manager/supervisor. Employees have a responsibility to inform
their supervisor/manager if they doubt their own competence to perform a duty.

Registered Health Professional

All employees of the LHB who are required to register with a professional body,
to enable them to practice within their profession, are required to comply with
their code of conduct and requirements of their professional registration.

Supervision

Where the appropriate professional organisation details a requirement in relation
to supervision, it is the responsibility of the post holder to ensure compliance with
this requirement. If employees are in any doubt about the existence of such a
requirement they should speak to their Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the LHB that
they fulfil a proactive role towards the management of risk in all of their actions.
This entails the risk assessment of all situations, the taking of appropriate actions
and reporting of all incidents, near misses and hazards.

Records Management

As an employee of the LHB, the postholder is legally responsible for all records
that they gather, create or use as part of their work within the LHB (including
patient health, financial, personal and administrative), whether paper based or on
computer. All such records are considered public records, and the postholder has
a legal duty of confidence to service users (even after an employee has left the
LHB). The Postholder should consult their manager if they have any doubt as to
the correct management of records with which they work.

Health and Safety Requirements

All employees of the LHB have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The
postholder is required to co-operate with management to enable the LHB to meet
its own legal duties and to report any hazardous situations or defective
equipment. The postholder must adhere to the LHB’s risk management, health
and safety and associated policies.

Flexibility Statement
The duties of the post are outlined in this job description and person specification
and may be changed by mutual agreement from time to time.

Confidentiality

The Postholder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties.
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This will in many cases include access to personal information relating to service
users. The postholder must treat all information whether corporate, staff or
patient information in a discreet and confidential manner in accordance with the
provisions of the data protection act 1998 and organisational policy.

Promoting Diversity and Dignity at Work
The LHB is committed to promoting diversity in employment and dignity at work.
It recognises that discrimination and harassment is unacceptable and that it is in
the best interests of the LHB and the population it serves to utilise the skills of the
total workforce. The postholder must comply with and adhere to the equal
opportunities and dignity at work policies.
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BCU HB
PERSON SPECIFICATION

Job Title: Assistant Project Manager Band: Indicative 6
ESSENTIAL CRITERIA DESIRABLE CRITERIA METHOD OF
ASSESSMENT
o Educated to degree level / e Evidence of Professional | Certificates
equivalent level of work experience registration Application Form
- and knowledge e PRINCE2 Practitioner, Interview
@) e PRINCEZ2 Foundation, similar similar qualification or
- qualification or equivalent level of equivalent level of work
< work experience and knowledge experience and
O
i e |LM Management level 3, or knowledge
= equivalent qualification/ level of e Evidence of attending
< work experience and knowledge. Change management
8 Willingness to complete within 2 training
years if not held. e Evidence of attending
e Evidence of Continual Professional Business analysis
Development training
¢ Participation in change e Experience of Application Form
management projects and process managing successful | Interview
re-engineering change across References
e Experience of budget control, professional
contract negotiation, procurement boundaries
EJ) and financial procedures e Proven ability to
zZ e Demonstrable success in building, successfully manage
= leading, motivating, managing and projects
5 developing teams. e Experience of working
& e Proven ability to influence at all within a project
L levels of the organisation. structure, and
e Problem identification and solving managing change.
e Experience of
contract negotiation,
procurement and
financial procedures
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SKILLS including those physical skills necessary for the

post.

Ability to work on own initiative and
organise / prioritise own & team
workload

Proven ability to communicate
verbally and in writing in a manner
which is clear, fluent and
persuasive

Proven ability to analyse and
appropriately present complex
information so that it is easy to
understand

Proven ability to influence,
persuade and negotiate with staff
at all levels

Ability to empower, coach and
support staff.

Conflict resolution skills

Sound judgment, planning,
decision making, and
organisational skills

A broad range of ICT skills

Full, current driving license

Spoken or written
Welsh language.
Leadership/
motivational skills
Experience of
Systems thinking
methodologies
Experience of Lean
thinking
methodologies

Application Form
Interview
References

KNOWLEDG

Current knowledge of relevant local
and national strategies.

Training methodologies
Current knowledge of
Health Informatics and its
application

Knowledge of Clinical,
Management and
Information processes

Application Form
Interview
References

PERSONAL
ATTRIBUTES

Lateral Thinker

Excellent communication skills.
Ability to develop staff

Flexible and adaptable to meet all
aspects of the work

Leadership qualities and able to
motivate others

Time Management skills.
Completer Finisher and Chair

Application Form
Interview
References

OTHER

Enthusiastic, committed, proactive
and innovative.

Appetite for hard work and
challenges

Show resilience, stamina and
reliability under sustained
pressure, never losing sight of
objectives.

High level of personal integrity
Flexible in approach to try new
procedures and practices

Select, develop and
lead multi-functional
project teams

Develop and control

project plans and risks
using established project
management methods.

Application Form
Interview
Document Check
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Betsi Cadwaladr University Health Board
EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS
Post Title: Assistant Project Manager
Department / Ward:

Division/ Directorate / Department:  Information Governance and
Assurance

This document should be completed for each job description and submitted together with the
agreed job description and person specification. Having studied the information relating to effort
factors, give an accurate description of what effort is required in the job role under each of the
headings. Please indicate frequency of exposure as follows:

D =Daily W =Weekly M = Monthly A = Oncel/twice a year

Physical Effort:-Examples to be given if lifting, standing or sitting for long
periods; manual handling; making repetitive movements; manipulating
objects

Nature & Frequency

(D) Ability to travel effectively across BCU to meet the needs of the service

(D) Attending meetings, sitting for long periods of time

(D) Use of VDU for extended periods on time e.g. to produce and update plans and
documents

(W) Light physical effort when facilitating workshops or delivering presentations etc.

Mental Effort such as preparing detailed reports; checking documents and /
or calculations; carrying out clinical diagnosis or interventions; analysing
statistics; undertaking formal student / trainee assessments.

Nature & Frequency:

(D) Requirement for frequent concentration, with interruptions from project staff, senior
managers and suppliers.

(D) The post-holder will apply project management skills to ensure that realistic and
achievable milestones are set within individual work streams or a project to ensure that
all key deadlines are met or exceeded.

(D) They will need to ensure that their own and the resource of others is appropriately
allocated to achieve all key outcomes.

(W) A lateral thinker with strong problem solving skills.

(W) Ability to generating and encouraging team working to gain innovation.
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Emotional Effort such as processing news of highly distressing events;
dealing with the terminally ill or with people with challenging behaviour;
dealing with difficult situations

Nature & Frequency:

(W) Requirement to challenge project team members, for example when targets are not
met.

(M) Reporting project exceptions to the Project Manager / Project Board and its
stakeholders as required

(M) Dealing with staffing issues

(D) Recognising resistance to change and implementing strategies to reduce impact

Working conditions such as exposure to excessive temperatures;
unpleasant odours; bodily fluids; using a computer more or less
continuously; driving or being driven

Nature & Frequency:
(D) Normal office working conditions

(M) Requirement to travel across BCU
(D) Regular use of a computer
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JOB DESCRIPTION

JOB DETAILS
Job Title: Information Governance Administrator
Band: Band 3

Salary Scale:

Hours of Work: 9.00am — 5.00pm Monday to Friday
Department/CPG Information Governance - Corporate Services
Base: TBC

ORGANISATIONAL ARRANGEMENTS

Accountable to:  Information Governance Managers
Responsible to:  Head of Information Governance

JOB PURPOSE

Working as part of the Information Governance team, the post holder will provide
full administrative support to the Team. This will require the post holder to
manage diaries resolving conflicting diary appointments, organise meetings,
prepare meeting papers and take minutes of meetings. The postholder will
source and provide information when required, to include report collation.

Working as part of the team the postholder will be the first point of contact for the
team.

DUTIES AND RESPONSIBILITIES

Strategic
e To provide administrative support to assist the Information Governance team
to deliver its strategic objectives.
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Administration
To provide administrative support for the Information Governance team:

e Update and maintain an effective and efficient workflow management system
via Servicepoint to capture requests for information; training; development
and project work and any other requests that come into the team ensuring
that they are dealt with appropriately and effectively, and escalated where
necessary.

e Complete essential administration tasks ensuring all documentation templates
are up to date.

e Work with more senior members of the team to ensure that all work plans,
logs and other relevant systems such as Datix (including follow-on actions)
are completed and contemporaneous by reminding team members to
contribute to them.

e Maintain and update the data entry for confidential waste invoices and
process invoices for payment

e Prepare & send out agenda for North Wales WASPI Quality Assurance Panel,
and send out decision letters following panel

e To ensure that all areas of own work are carried out in an economic and
efficient way thereby contributing to the control of limited resources.

e Arrange workshops and events liaising with key internal and external
stakeholders to prepare agendas and take minutes, ensuring that all
arrangements have been catered for i.e. room layout, video
conferencing/audio facilities and refreshments.

e Source and book event and programme venues and appropriate resources.

e Organise travel and accommodation for team as appropriate.

e Order and receipt office supplies and raises orders associated as required
using the Oracle system.

e Utilise a comprehensive range of work processing, spread-sheet, database
and power-point skills.

e Accurately produce reports, letters and meetings papers and minutes of
meetings such as team meetings.

e Interpret routine information requests and action accordingly.

e In the absence of the line manager make decisions regarding workload
priorities and use personal judgement to ensure that any problems arising are
dealt with appropriately.

e To take and initiate action as delegated by line manager.

Training

e The post holder may be required to supplement the Information
Governance team in training activities, for example, to be familiar with
training products that they are involved with.

e Preparation of information packs/training materials.

¢ Organise training and awareness sessions, ensuring that rooms,
equipment, training aids and materials are available

e Process enquiries relating to training bookings

e Direct staff onto training sessions

¢ Maintain the IG training registers
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e Record data contained within training evaluation sheets

Communication

Positively engages with stakeholders in the delivery of key tasks associated
with requests for information.

Maintain a range of communication methods to ensure Health Board staff
have access to up to date information about IG projects and services.
Progress chasing tasks, referring to more senior members of the team if
delays arise.

Deal with telephone enquiries in a timely and proficient manner. Enquiries
may be within the Health Board or from External Organisations.
Post-holder will be required to communicate with callers who maybe
frustrated with a delay in process and it may be necessary for the post-holder
to provide reassurance to the caller.

Accurately provide and receive complex information either written or verbal
this may involve queries from.

Other duties

Undertake such other duties as may be required from time to time,
commensurate with the post.

Business Analysis/Service Improvement/Change Management

Follow Standard Operating Procedures and Health Board Policy.
Provide accurate analysis of evaluation outcomes for example training
evaluations.

Assist in any surveys undertaken.

Assist with basic process mapping and produce the associated
documentation required.

Continually review practice and apply lessons learnt to future work.

Human Resources

Ability to provide training in own role to less experienced staff when
necessary.

Continuing Professional Development

e Develop a personal development plan as part of the Individual
Performance Review process.

e Keep skills up to date and relevant in order to carry out duties.

e Use available resources to keep abreast of Health Informatics &
Technology topics (Intranet, internet, reading materials, conferences etc.)

e Ensure continuation of personal development including leadership skills,
through appropriate formal and informal training as and when necessary.

o Keep up to date with legislation in relation to data protection, Caldicott
principles, and confidentiality, Human Rights Act, Freedom of Information
Act etc. and the latest policies.

e To be aware of, and act in accordance with, Health Board policies and
procedures.
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GENERAL REQUIREMENTS

Competence

At no time should the postholder work outside their defined level of competence.
If there are concerns regarding this, the postholder should immediately discuss
them with their manager/supervisor. Employees have a responsibility to inform
their supervisor/manager if they doubt their own competence to perform a duty.

Registered Health Professional

All employees of the LHB who are required to register with a professional body,
to enable them to practice within their profession, are required to comply with
their code of conduct and requirements of their professional registration.

Supervision

Where the appropriate professional organisation details a requirement in relation
to supervision, it is the responsibility of the post holder to ensure compliance with
this requirement. If employees are in any doubt about the existence of such a
requirement they should speak to their Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the LHB that
they fulfil a proactive role towards the management of risk in all of their actions.
This entails the risk assessment of all situations, the taking of appropriate actions
and reporting of all incidents, near misses and hazards.

Records Management

As an employee of the LHB, the postholder is legally responsible for all records
that they gather, create or use as part of their work within the LHB (including
patient health, financial, personal and administrative), whether paper based or on
computer. All such records are considered public records, and the postholder has
a legal duty of confidence to service users (even after an employee has left the
LHB). The Postholder should consult their manager if they have any doubt as to
the correct management of records with which they work.

Health and Safety Requirements

All employees of the LHB have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The
postholder is required to co-operate with management to enable the LHB to meet
its own legal duties and to report any hazardous situations or defective
equipment. The postholder must adhere to the LHB’s risk management, health
and safety and associated policies.

Flexibility Statement
The duties of the post are outlined in this job description and person specification
and may be changed by mutual agreement from time to time.

Confidentiality

The Postholder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties.
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This will in many cases include access to personal information relating to service
users. The postholder must treat all information whether corporate, staff or
patient information in a discreet and confidential manner in accordance with the
provisions of the data protection act 1998 and organisational policy.

Promoting Diversity and Dignity at Work

The LHB is committed to promoting diversity in employment and dignity at work.
It recognises that discrimination and harassment is unacceptable and that it is in
the best interests of the LHB and the population it serves to utilise the skills of the
total workforce. The postholder must comply with and adhere to the equal
opportunities and dignity at work policies.

BCU HB

WP26a Version 1 Page 5 of 9





PERSON SPECIFICATION

Job Title: Administrator Band:
ESSENTIAL DESIRABLE METHOD OF
The qualities without which a post Extra qualities which can be used to ASSESSMENT
holder could not be appointed choose between candidates who
meet all the essential criteria
working at full competencies
e NVQ3in Certificates
Administration/RSA 11l or e Certificate in Health
QUALIFICATIONS equivalent level of Informatics
knowledge/experience.
e ECDL
e Significant office
administration experience e NHS experience Application
e Able to use own initiative Form
EXPERIENCE and judgement to analyse e Datix Interview
and resolve problems References
e Ability to support and e Oracle
deliver to deadlines on a
wide range of
administration processes
e Experience of
communicating directly at
all levels in an organisation
e Report production and
minute taking Application
SKILLS including * Ad_vanced keyboard Form
those physical skills skills Interview
necessary for the References
pOSt.
e Knowledge of the NHS e Some knowledge and
understanding of the Application
KNOWLEDGE Data Protection and Form
Freedom of Interview
Information Acts References
Enthusiastic and motivated
individual Application
PERSONAL Form
(DQeLr':onkgrlaILEbsle) Work as part of a team and on Interview
own initiative as required References
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OTHER
RELEVANT
REQUIREMENTS
(Please Specify)

Ability to travel

Application
Form
Interview
Document
Check
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Betsi Cadwaladr University Health Board
EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS
Post Title: Information Governance Administrator
Department / Ward:

Division/ Directorate / Department:  Information Governance

This document should be completed for each job description and submitted together with the
agreed job description and person specification. Having studied the information relating to effort
factors, give an accurate description of what effort is required in the job role under each of the
headings. Please indicate frequency of exposure as follows:

D =Daily W =Weekly M =Monthly A = Oncel/twice a year

Physical Effort:-Examples to be given if lifting, standing or sitting for long
periods; manual handling; making repetitive movements; manipulating
objects

Nature & Frequency
(M) Some light lifting and moving of equipment for events
(D) Significant use/repetitive work on keyboard and PC screen

Mental Effort such as preparing detailed reports; checking documents and /
or calculations; carrying out clinical diagnosis or interventions; analysing
statistics; undertaking formal student / trainee assessments.

Nature & Frequency:

(D) Work in a busy open plan office that is often subject to interruption

(W) Concentration required when taking and transcribing minutes of meetings for
periods of 2-3 hours

Emotional Effort such as processing news of highly distressing events;
dealing with the terminally ill or with people with challenging behaviour,;
dealing with difficult situations

Nature & Frequency:

(D) Effectively manage own time to ensure that tight deadlines are achieved
(M) May have to deal with some sensitive/difficult phone calls or emails in
relation to frustrations with time demands, system failures etc

WP26a Version 1 Page 8 of 9





Working conditions such as exposure to excessive temperatures;
unpleasant odours; bodily fluids; using a computer more or less
continuously; driving or being driven

Nature & Frequency:

(D) Office conditions, using VDU majority of time
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Betsi Cadwaladr

/ University Health Board
WALES

JOB DESCRIPTION TEMPLATE

JOB DETAILS:

Job Title Senior Information Governance Officer
Pay Band 6

Hours of Work and Nature of 37.5

Contract

Division/Directorate Office of Board Secretary

Department Information Governance

Base

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Head of Information Governance

Reports to: Name Line Manager Head of Information Governance

Professionally Responsible to:

Add organisational statement on values and behaviours

To improve health and deliver excellent care. Put patients first, Work together, Value and
respect each other, Learn and innovate, Communicate openly and honestly.

Job Summary/Job Purpose:
Working as part of the Information Governance team, the post holder will support the
Head of Information Governance and the Information Governance Managers to ensure
that the Health Board meets its obligations under the Freedom of Information and Data
Protection Acts and ensures general awareness throughout the Health Board and
members of the public on information governance matters.

The post holder will coordinate and deliver the Information Governance training
programme on behalf of the Information Governance Team and will also provide expert
information governance advice to staff at all levels, departments and corporate / clinical
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functions.

The post holder will be a lead specialist in the delivery of Information Governance
projects such as the Information Governance Toolkit and the National Intelligent
Integrated Auditing Solution (NIIAS) and will be required to plan, support, facilitate and
monitor the progress of these projects, products, service improvements or change
management initiatives providing management support, training and expert guidance to
all staff.

The post holder will also be responsible for ensuring that policies and procedures
required for the projects within Information Governance that they are involved with, are
developed and that policies are adhered to. The post holder will also ensure that
standard project management methodologies are applied to progress and successfully
deliver projects.

DUTIES/RESPONSIBILITIES:

To understand and promote the strategic direction for Information Governance within the
Health Board, this will include:

Keeping up to date with national guidance, legislation and risk management
practice

Ensuring that relevant projects and work-streams are established to deliver
strategic objectives. This will involve planning a broad range of complex activities
which involve uncertainty.

Reviewing, updating and monitoring policies and procedures developed to assist
the Health Board in compliance with the Freedom of Information and Data
Protection Acts, Caldicott, Information Security, Records Management and other
related national and local standards.

To be responsible for all aspects of delegated project management for projects and or
work packages that they manage e.g. to:-

Managing a specific project, product and or work package, taking appropriate
action e.g. manage issues, risks and deviations to plan to ensure that projects and
products are delivered to schedule.

Plan, monitor and control projects or work-streams throughout the project lifecycle
to deliver benefits using PRINCE 2 methodology.

Take decisions on a range of complex project issues for a project that they manage
where there may be more than one course of action.

Advise more senior staff on the optimum solution to resolve project issues for more
complex projects that they are involved in.

Work closely with the Head of Information Governance, Information Governance
Managers and local staff to ensure the delivery of all projects within the Information
Governance portfolio.

Develop processes to manage alerts produced by the National Intelligent Integrated
Auditing Solution. Manage alerts generated by BCU staff ensuring appropriate
escalation and action. Production of reports and assist with investigations as
required, taking responsibility for the operation of the NIIAS system on behalf of the
Head of Information Governance.

The production or contribution to a variety of high quality reports required for the
successful management of projects e.g. Highlight, Exception and Check-point
Reports

Manage the Health Board’s annual assessment, work programme, collation of
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evidence and action plans, in line with the requirements of the Information
Governance toolkit, and update as required.

Produce reports on information requests, incidents, compliance audits etc as
required for inclusion in the quarterly KPI reports, and any other reports as
required. To make decisions on a range of complex issues where there may be
more than one course of action. Analyse and present complex performance reports
on behalf of the Information Governance Group, the Head of Information
Governance, Information Governance Managers or other senior managers where
there may be barriers to understanding and interpretation.

To ensure that all areas of work are carried out in an economic and efficient way
thereby contributing to the control of limited resources.

Support the undertaking of Board approved Information Governance compliance
audits across BCUHB, and follow-up on actions identified, escalating to the Head of
Information Governance as required.

Responsible for the operational management of the control systems to process
timely responses to Freedom of Information & Data Protection Subject Access
requests including: quality assuring FOI responses, providing support to IG team
members with complex FOI requests, coordinating responses to subject access
requests ensuring legislative timescales are met.

Utilise high levels of communication when liaising directly with external third parties
i.e. Health Boards, Contractors, Police and Welsh Assembly Government to obtain
or process requests for information and create working relationships. Act with tact
and discretion when subject nature is sensitive or contentious.

Provide advice to staff in relation to the use of exemptions under the terms of Part Il
of the Freedom of Information Act to ensure consistency in the application of
exemptions, referring to the Information Governance Managers for complex cases.
Provide the first point of contact for advice on requests for information under the
Freedom of Information and Data Protection Acts from staff, other organisations
and the public with empathy and in a confidential and professional manner,
answering queries within own area of authority.

Utilise high levels of communication when liaising with Health Board managers to
advise on, and process, IG10 requests for reports and audits on access to
information systems. Act with tact and discretion when subject nature is sensitive or
contentious.

Manage the planning, delivery and evaluation of awareness sessions and formal
training sessions, for all staff across the Health Board, in respect of Data
Protection, Caldicott, Freedom of Information, Information Security, Information
Sharing, Code of Confidentiality, Records Management and other information
governance related topics.

Support the delivery of the Information Governance Training Strategy ensuring
regular updates to the Head of Information Governance and reports to the
Information Governance Group. Design, write and evaluate information governance
training materials including the development of audio/visual tools.

Deal with highly confidential and sensitive information

Use interpersonal skills to advise Project Boards, Senior Managers and other staff
of the importance of project or work-stream, using persuasive and motivational
skills to overcome any barriers to change or issues.

Deliver routine/ complex presentations to large and small groups on project / work-
streams, including knowledge in relation to other operational/strategic initiatives.
Ensure that effective communications for the project are maintained within the
department, updating staff on any relevant project issues.

Represent Information Governance by actively participating in Local and National
teams and groups.

Challenge staff (at all levels) to deliver their committed actions, undertaking
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negotiations where required

¢ Identifying opportunities for the introduction of new technology to transform working
practices, using knowledge to inform the scope and direction of projects/work-
streams that they manage.

e Manage/undertake diagnostic work, as required e.g. to identify requirements of a
solution or changes required to support that solution.

¢ Manage and deploy suitable techniques to bring about and support
service/organisational change, ensuring that the case for change is robust and that
the suggested way forward is owned.

¢ Work with Clinical Directorates on IT projects to support the delivery of their service
improvement plans as appropriate.

e To manage staff within area of responsibility, providing line management for staff
within the team, this will include appraisals, sickness management, authorising
travel claims and annual leave, recruitment, selection, disciplinary and grievance
etc.

e To manage the on-going knowledge and development of the project team by
developing training and mentoring programmes and ensuring that these are
followed.

o Develop a personal development plan as part of the Individual Performance Review
process.

o Keep skills up to date and relevant in order to carry out duties.

e Use available resources to keep abreast of Information Governance, risk and
assurance, Health Informatics & Technology topics (Intranet, internet, reading
materials, conferences etc.)

e Ensure continuation of personal development including leadership skills, through
appropriate formal and informal training as and when necessary.

o Keep up to date with legislation in relation to Information Governance and
Assurance, for example Data Protection, General Data Protection Regulations,
Caldicott principles, and confidentiality, risk management etc. and the latest
policies.

e To be aware of, and act in accordance with, Health Board policies and procedures.
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PERSON SPECIFICATION

The knowledge to be measured is the minimum needed to carry out the full duties of the job to the required
standards. Qualifications should be used to provide an indicator of the level of knowledge required. Training
and experience is also a means of acquiring the knowledge required for a job such as on-the-job training,
short courses and experience to an equivalent level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is potentially discriminatory and these will
be returned. It is essential that managers concentrate on the sorts of skills and qualities needed to fulfil the

duties of the post. Essential criteria must not state “or willing to work towards” any qualification.

ATTRIBUTES ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
Qualifications | ¢ Educated to degree level / e PRINCE2 Practitioner, | Application form
and/or equivalent level of work similar qualification or and pre
Knowledge experience and knowledge equivalent level of work | employment
e PRINCE2 Foundation, experience and checks
similar qualification or knowledge
equivalent level of work ¢ Training methodologies
experience and knowledge e Current knowledge of
e |LM Management level 3, or Health Informatics and
equivalent qualification/ level its application
of work experience and e Knowledge of Clinical,
knowledge. Willingness to Management and
complete within 2 years if not Information processes
held. e Freedom of Information
e Evidence of Continual or Data Protection
Professional Development professional
e Current knowledge of qualification
relevant local and national
strategies.
e Expert knowledge and
understanding in the
principles of the Data
Protection Act, Freedom of
Information Act, NHS Code
of Confidentiality.
o Expert knowledge in the
areas of Caldicott, Patient
Confidentiality, Information
Security, WASPI &
Information Sharing.
¢ Knowledge of risk
management and
investigation processes
Experience ¢ Previous experience in o Experience of Application form
information governance managing successful and interview
setting change across
e Experience of Training professional boundaries
methodologies e Proven ability to
e Experience of report successfully manage
preparation and delivery projects
e Current knowledge of Health | ¢ Experience of working
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Informatics and its
application

within a project
structure, and
managing change.
Experience of dealing
with complex and
confidential issues

Aptitude and
Abilities

Lateral Thinker

Excellent communication
skills.

Ability to develop staff
Flexible and adaptable to
meet all aspects of the work
Leadership qualities and
able to motivate others
Time Management skills.
Completer Finisher and
Chair

Ability to work on own
initiative and organise /
prioritise own & team
workload

Proven ability to
communicate verbally and in
writing in a manner which is
clear, fluent and persuasive
Proven ability to analyse and
appropriately present
complex information so that
it is easy to understand
Proven ability to influence,
persuade and negotiate with
staff at all levels

Ability to empower, coach
and support staff.

Conflict resolution skills
Sound judgment, planning,
decision making, and
organisational skills

A broad range of ICT skills

Spoken or written
Welsh language.
Experience of Systems
thinking methodologies
Experience of Lean

thinking methodologies

Interview

Values

Enthusiastic, committed,
proactive and innovative.
Appetite for hard work and
challenges

Show resilience, stamina
and reliability under
sustained pressure, never
losing sight of objectives.
High level of personal
integrity

Flexible in approach to try
new procedures and
practices

Application Form
Interview
References
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Other

e Select, develop and Application form
lead multi-functional and interview
Ability to travel between sites project teams

e Develop and control
project plans and risks
using established
project management
methods

GENERAL REQUIREMENTS

Include those relevant to the post requirements

>

>

Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and
to embed the principles into the culture of the organisation.

Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of conduct and
requirements of their professional registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution
to the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed
within NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure
their conduct does not fall below the standards detailed in the Code and that no act or omission on their
part harms the safety and wellbeing of service users and the public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of competence. If
there are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation programmes at Corporate
and Departmental level and must ensure that any statutory/mandatory training requirements are
current and up to date. Where considered appropriate, staff are required to demonstrate evidence of
continuing professional development.

Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near
misses and hazards.

Welsh Language: All employees must perform their duties in strict compliance with the requirements of
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their organization’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many
cases include access to personal information relating to service users.

Data Protection: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the General Data
Protection Legislation and Organisational Policy. Any breach of such confidentiality is considered a
serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory
legislation and the HB or Trust Disciplinary Policy.

Records Management: As an employee of this organisation, the post holder is legally responsible for
all records that they gather, create or use as part of their work within the organisation (including
patient health, staff health or injury, financial, personal and administrative), whether paper based or
on computer. All such records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The post holder should
consult their manager if they have any doubt as to the correct management of records with which they
work.

Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the
HB/Trust to promote equality for people with protected characteristics, both as an employer and as a
provider of public services. There are nine protected characteristics: age; disability; gender
reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and
sexual orientation. The HB/Trust is committed to ensuring that no job applicant or employee receives
less favour-able treatment of any of the above grounds. To this end, the organisation has an Equality
Policy and it is for each employee to contribute to its success.

Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively
seeking to promote a workplace where employees are treated fairly and with dignity and respect. All
staff are requested to report any form of bullying and harassment to their Line Manager or to any
Director of the organisation. Any inappropriate behaviour inside the workplace will not be tolerated
and will be treated as a serious matter under the HB/Trust Disciplinary Policy.

DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply
for a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the HB/Trust’s pre-
employment check procedure. *Delete as appropriate.

If the post holder does not require a DBS Disclosure Check, delete as appropriate.

Safeguarding Children and Adults at Risk: The organisation is committed to safeguarding children
and adults at risk. All staff must therefore attend Safeguarding Children & Adult training and be
aware of their responsibilities under the All Wales Procedures.

Infection Control: The organisation is committed to meet its obligations to minimise infections.

All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware
of the content of and consistently observing Health Board/Trust Infection Prevention & Control Policies
and Procedures.

No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board/Trust
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sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and Person
Specification and may be changed by mutual agreement from time to time.

APPENDIX 1

Job Title: Information Governance Senior Officer
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Organisational Chart
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APPENDIX 2

Job Title: Information Governance Senior Officer

Supplementary Job Description Information

Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching
process.

Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required
for the job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights
etc. are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights;
manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily
job - N.B. Walking /driving to work is not included’

: How often per day 5 .
Examples of Typical effort(s) / week / month For how long* Additional Comments
Ability to travel effectively across BCU to meet the needs of Daily
the service
Attending meetings, sitting for long periods of time Daily
Use of VDU for extended periods of time, eg. to produce and Daily
update plans and documents
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Light physical effort when facilitating workshops or delivering
presentations

Weekly
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Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to
unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during
a shift / working day, e.qg. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at
meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-
clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

How often per day

/ week / month? For how long? Additional Comments

Examples of Typical effort(s)

Requirement for frequent concentration, with interruptions Daily
from project staff, senior managers and suppliers

The post-holder will apply project management skills to Daily
ensure that realistic and achievable milestones are set
within individual work streams or a project to ensure that all
key deadlines are met or exceeded.

They will need to ensure that their own and the resource of Daily
others is appropriately allocated to achieve all key

outcomes.

A lateral thinker with strong problem solving skills. Weekly
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Ability to generating and encouraging team working to gain
innovation.

Weekly

Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties
that are generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of

situations they are required to deal with.

For example,’” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff;
caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff;
communicating life changing events; dealing with people with challenging behaviour; arriving at the scene of an accident.’ N.B. Fear of

Violence is measured under Working Conditions

Examples of Typical effort(s)

How often per
week / month?

For how long?

Additional Comments

Requirement to challenge project team members, for Weekly
example when targets are not met.
Reporting project exceptions to the Project Manager / Monthly

Project Board and its stakeholders as required
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Dealing with staffing issues Monthly

Recognising resistance to change and implementing Daily
strategies to reduce impact

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as
inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and
safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how
often and for how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids,
faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations -
*Driving to and from work is not included

How often per

Examples of Typical Conditions week / month?

For how long? Additional Comments

Regular use of computer Daily

Requirement to travel across BCU Daily
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JOB DESCRIPTION

JOB DETAILS

Job Title: Information Governance Project Support
Officer

Band: Band 4

Salary Scale: £19,217 - £ 22,458

Hours of Work: 37.5

Department/CPG Information Governance

Base: TBC

ORGANISATIONAL ARRANGEMENTS

Accountable to:
Information Governance Project Manager

JOB PURPOSE

Working as part of the Information Governance team, the post holder will provide
high level project and administrative support to more senior staff by assisting in
the planning and delivery of Projects.

The post holder will be required to assist in project planning and monitor plans to
ensure the project remains on target, highlighting and escalating any issues and
risks proactively. Post holder will be required to develop live data reports to

enable project boards to identify slippage to senior members of the project team.

Working as part of the project team they will be the first point of contact for many
staff and will be required to provide support, training and guidance to other
project staff, contributing to the development of policies and procedures for their
own work area. The post holder will also ensure that standard project
management methodologies are applied to progress and successfully deliver
projects.

The post holder is expected to have a good level of interpersonal skills to

communicate effectively and work independently to prioritise a multitude of
conflicting tasks effectively.
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DUTIES AND RESPONSIBILITIES

Strategic

Provides administrative support to assist with the planning or delivery of a
project to deliver strategic objectives.

Monitors metrics, milestones providing feedback to managers, updates,
SharePoint with project information.

Project Support
To provide all administrative support required to scope, plan and deliver a project
or work stream, e.g. to:-

Develop and maintain an effective and efficient knowledge management
system to contain all the raw data capture, relevant project paperwork,
training materials, benefits realisation, lessons learnt reporting,
evaluations to create intelligence to support the project and service
improvement across the Health Board

Ensure version control for project documentation e.g. business cases,
specifications and project plans.

Complete essential project administration tasks ensuring all project
documentation templates are up to date.

Assist in the development and preparation of a project plan or work stream
with more senior programme staff

Capture and monitor project risks and issues, bringing them to the
attention of more senior programme staff as appropriate

Escalate or where known recommend the optimum solution to project
issues where there may be more than one course of action.

Report deviations to plans or to quality criteria to senior programme staff
and follow their direction to ensure that projects are delivered to schedule
and to specification.

Work with divisional project teams and project managers to document any
exceptions to project plans and targets as appropriate

Co-ordinate project teams / work steam teams and ensure that all
personnel involved with project activities understand their roles and carry
them out effectively, taking corrective action where appropriate.

Provide direction and support to Project Secretary who are engaged in the
planning and delivery of projects which make up the programme

Work with more senior programme staff to ensure that all Project
Management processes/tools including business cases, specifications,
project plans, benefits analysis, and risk and issue logs are completed,
and contemporaneous by completing/contributing to them or ensuring that
project team members contribute to them.

Produce a variety of live high quality reports required for the successful
management of projects.
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To ensure that all areas of work are carried out in an economic and
efficient way thereby contributing to the control of limited resources
Arrange workshops and events liaising with key internal and external
stakeholders. Post-holder will also raise project orders on the Oracle
system as required

Training

The post holder will be required to supplement divisional training as
identified
Contribute to the production of training materials

Communication

Provide clear and regular project updates through identifying and
organising the gathering of key information to support the programme e.g.
produces updates and notices for corporate brief and project team
communications

Proactively and positively engages with divisional project teams in the
delivery of key tasks associated with the implementation of Project Plans
Ensure the momentum of the project is sustained through continuous
engagement and communication, following up of tasks, and prompt
escalation of issues, risks and progress through the appropriate channels.
Maintain a range of communication methods to ensure Health Board staff
have access to up to date information about the project.

Deal with telephone and email enquiries in a timely and proficient manner.
Enquiries may be within the Health Board on project related information or
from External Suppliers.

Accurately provide and receive complex information either written or
verbal this may involve queries from divisional project teams.

Quality Improvement/Change Management

To analyse work streams process issues and highlight a range of solutions
to address problems where there are specific gaps.

Monitor the progress of a range of work streams, quantifying gaps in
resources, identifying risks to delivery and determining the options
available for recommendation to the lead that would secure timely action
and delivery of the piece of work

Produce requests for change

Undertake process mapping and produce the associated documentation
required

The post holder will be required to use spread-sheets and data collection
systems to collect, store and present data and visual charts.

Human Resources

To share existing knowledge and training with other colleagues and be
responsible for training and supervising lower administrative grade staff

Continuing Professional Development
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e Develop a personal development plan as part of the Individual
Performance Review process.

e Keep skills up to date and relevant in order to carry out duties.

e Ensure continuation of personal development including leadership skills,
through appropriate formal and informal training as and when necessary.

e Keep up to date with legislation in relation to data protection, Caldicott
principles, and confidentiality, Human Rights Act, Freedom of Information
Act etc. and the latest policies.

e To be aware of, and act in accordance with, Health Board policies and
procedures
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GENERAL REQUIREMENTS

Competence

At no time should the postholder work outside their defined level of competence.
If there are concerns regarding this, the postholder should immediately discuss
them with their manager/supervisor. Employees have a responsibility to inform
their supervisor/manager if they doubt their own competence to perform a duty.

Registered Health Professional

All employees of the LHB who are required to register with a professional body,
to enable them to practice within their profession, are required to comply with
their code of conduct and requirements of their professional registration.

Supervision

Where the appropriate professional organisation details a requirement in relation
to supervision, it is the responsibility of the post holder to ensure compliance with
this requirement. If employees are in any doubt about the existence of such a
requirement they should speak to their Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the LHB that
they fulfil a proactive role towards the management of risk in all of their actions.
This entails the risk assessment of all situations, the taking of appropriate actions
and reporting of all incidents, near misses and hazards.

Records Management

As an employee of the LHB, the postholder is legally responsible for all records
that they gather, create or use as part of their work within the LHB (including
patient health, financial, personal and administrative), whether paper based or on
computer. All such records are considered public records, and the postholder has
a legal duty of confidence to service users (even after an employee has left the
LHB). The Postholder should consult their manager if they have any doubt as to
the correct management of records with which they work.

Health and Safety Requirements

All employees of the LHB have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The
postholder is required to co-operate with management to enable the LHB to meet
its own legal duties and to report any hazardous situations or defective
equipment. The postholder must adhere to the LHB’s risk management, health
and safety and associated policies.

Flexibility Statement
The duties of the post are outlined in this job description and person specification
and may be changed by mutual agreement from time to time.

Confidentiality

The Postholder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties.
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This will in many cases include access to personal information relating to service
users. The postholder must treat all information whether corporate, staff or
patient information in a discreet and confidential manner in accordance with the
provisions of the data protection act 1998 and organisational policy.

Promoting Diversity and Dignity at Work

The LHB is committed to promoting diversity in employment and dignity at work.
It recognises that discrimination and harassment is unacceptable and that it is in
the best interests of the LHB and the population it serves to utilise the skills of the
total workforce. The postholder must comply with and adhere to the equal
opportunities and dignity at work policies.
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PERSON SPECIFICATION

Job Title: Information Governance Project Support Officer Band: Indicative 4
ESSENTIAL CRITERIA DESIRABLE METHOD OF
CRITERIA ASSESSMENT
T ¢ HND in relevant subject (i.e. e PRINCEI Certificates
= O Administration, Projects) or equivalent foundation Application Form
< F qualification or experience e RSAIII Interview
8 ZE) e [ECDL or equivalent
¢ Significant experience of working within e Experience of Application Form
a demanding/high intensity proactively Interview
EJ) administrative setting challenging staff | References
Z e Experience of raising issues and risks and influencing
— e Able to use own initiative and them to change
% judgement to analyse and resolve e Exposure to
& complex problems projects and
L e Ability to deliver deadlines on a wide project
range of administrative/project management
processes
) e Able to produce reports that convey Application Form
0 4 . . .
n 23 complex issues in everyday language Interview
j =4 e Excellent communication skills References
[E—— .. .
VA=K e Statistical Analysis
o § 4 e To be able to work independently and
= on own initiative
> L ¢ Knowledge and understanding of Application Form
o) Q project methodology Interview
§ a e Knowledge of the NHS References
-
Z m e Enthusiastic and motivated individual
8 o e Work as part of team and on own Applic_ation Form
x < ! initiative Interview
a <] References
x ¢ Ability to travel
L Application Form
E Interview
@) Document Check
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Betsi Cadwaladr University Health Board
EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS
Post Title: Information Governance Project Support Officer
Department / Ward:

Division/ Directorate / Department:  Information Governance, Corporate
Services

This document should be completed for each job description and submitted together with the
agreed job description and person specification. Having studied the information relating to effort
factors, give an accurate description of what effort is required in the job role under each of the
headings. Please indicate frequency of exposure as follows:

D =Daily W =Weekly M = Monthly A = Oncel/twice a year

Physical Effort:-Examples to be given if lifting, standing or sitting for long
periods; manual handling; making repetitive movements; manipulating
objects

Nature & Frequency

(M) The postholder may transport and carry equipment as required eg
multimedia, boxes of presentation material/handouts etc

(D) Frequent VDU is required for this post for periods of up to 3 to 4 hours at a
time in order to assist in the production of project reports and conduct analysis to
support decision making.

Mental Effort such as preparing detailed reports; checking documents and /
or calculations; carrying out clinical diagnosis or interventions; analysing
statistics; undertaking formal student / trainee assessments.

Nature & Frequency:

(D) Concentration will be required on a wide variety of issues throughout the day.
The postholder will frequently have to adapt to changing priorities and re-focus
work on new priority areas that require urgent action as a result of requests from

other Programme/Project staff.

(M) The postholder will take notes of meetings which can be a couple of hours
long.
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Emotional Effort such as processing news of highly distressing events;
dealing with the terminally ill or with people with challenging behaviour;
dealing with difficult situations

Nature & Frequency:

(D) Able to demonstrate autonomy, assessing and managing competing
priorities.

(M) Expected to deal positively and promptly with staff concerns and personal
problems, challenge staff on any inappropriate behaviour as appropriate.

(D) Role will require negotiation with staff at a range of levels in order to address

project issues to ensure the delivery of project objectives in a timely manner.

Working conditions such as exposure to excessive temperatures;
unpleasant odours; bodily fluids; using a computer more or less
continuously; driving or being driven

Nature & Frequency:

Exposure to unpleasant working conditions or hazards is rare.

(D) There is a requirement to use computer equipment frequently each day.

(W) The post holder may be required to attend meetings across BCU, they are
likely to attend these with a more senior member of the programme team
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WALES

JOB DETAILS:

Job Title Health Records Administrative Support
Pay Band Band 2

Hours of Work and Nature of To be completed on recruitment
Contract

Division/Directorate Informatics

Department Health Records

Base To be completed on recruitment

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Health Records Site Manager

Reports to: Name Line Manager Health Records Assistant Site Manager

Professionally Responsible to:

Job Summary/Job Purpose:

The post holder will be responsible for providing an essential support service in the continuing care of
patients, ensuring that the notes are at the right place at the right time.

To actively promote the vision for the Health Records Service working towards a digital records future and
support the delivery of modernisation plans for Health Records. This will require the post holder to support
with the delivery of the Health Records Operational Plan by supporting the Health Records Site Manager.

The post holder is responsible for providing high quality, efficient and effective administrative support for the
Health Records Department, this will include the booking of staff training, recording on the Electronic Staff
Record (ESR) the compliance of Personal Appraisal and Development Reviews (PADR) and sickness absence. In
addition to the monitoring of stock levels and ordering and receipting of goods on ORACLE when required.

The post holder will ensure policies and procedures are followed in compliance with Information Governance
(IG) and the Health Records Management Procedure, meeting set objectives to provide a high quality,
efficient and effective service. Following organisational core values and behaviours, departmental policies and
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objectives to provide a high quality, efficient and effective service adhering to minimum standards and KSF
outlines.

DUTIES/RESPONSIBILITIES:

e To respond effectively and professionally to all telephone and in-person enquiries using tact,
discretion and sensitivity as appropriate to the situation, ensuring patient confidentiality is
maintained. Where necessary referring calls to the Health Record Supervisor or appropriate person.

e A working knowledge of good practice and the legal requirements for retention and destruction of
corporate records i.e. goods delivery notices, personnel file documentation etc.

e Open and distribute incoming mail to the department. Ensuring that all post is dealt with daily,
making the relevant manager aware of any urgent action that is required.

e Ensuring appropriate rooms are booked for meetings and training sessions as and when required. This
will include booking of in-house training, Good Record Keeping, Certificate of Technical Competence
(CTC) and IFIT training, ensuring documentation is ready in a timely manner and sessions advertised
appropriately.

e Typing of general correspondence as and when required. Occasionally the post holder will be required
to record accurate minutes and following the meeting ensure an accurate and timely distribution of
the agenda and minutes with any actions arising.

e Maintain structure and security of documentation filed in personnel files. Filing documentation in
timely manner, ensuring discretion and confidentiality is maintained.

e Record completed PADR’s on ESR, once notified, to ensure compliance with Health Board appraisal
targets.

e Book staff on training and notifying staff of the training arrangements.

e Recording of staff sickness absence on ESR and local department database in timely manner, ensuring
discretion and confidentiality is maintained.

e Book orientation for new starters, ensuring a departmental induction pack, personnel file and
electronic file is created in preparation for start date.

e Review iFIT service point calls on a daily basis to ensure that requests for training and queries are
dealt with as soon as possible, escalating any IFIT calls as necessary to the Idox Service Desk or BCU
ICT Service Desk as appropriate.

e Ordering and receipting of goods ordered on ORACLE, raising requisitions upon request from the
management team.

e Monitoring stock levels of case note folders and stationery and ordering in a timely manner to
maintain acceptable levels.

e Monitoring of departments answer phone (if applicable) ensuring appropriate distribution of requests
or messages.

e Maintaining equipment i.e. oiling shredder, replenishing photocopier, contacting suppliers when
required for assistance or maintenance.

e Using the local source system, to provide information for DSS, CICB and Private Patient forms.

e Attend and contribute to meetings as required in order to improve service delivery and raise the
profile/ encourage strong working relationships across BCU.

e Develop good communication with staff at all levels within the organisation.

e All Health Record staff should attend annual training on the major incident procedure to enable
understanding of their role and to take part in the event of a major incident.

e Assist in the training of new members of staff during induction and during the ‘on the job’ training
period.
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e Ensure compliance with own mandatory training, including undertaking annual Manual Handling
training in order to minimise risks which may be present when lifting and transporting goods i.e.
stationery.

e To actively maintain a safe working environment for yourself and your colleague who may be affected
by your acts or omissions. Raising all concerns about risk appropriately, informing line manager and
reporting via Datix.

Within East Area

e Cover of the Hospital Enquiry Desk Receptionist in the event of leave and sickness absence.
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PERSON SPECIFICATION

The knowledge to be measured in the minimum needed to carry out the full duties of the job to the required
standards. Qualifications should be used to provide an indicator of the level of knowledge required. Training
and experience is also a means of acquiring the knowledge required for a job such as on-the-job training,
short courses and experience to an equivalent level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is potentially discriminatory and these will be
returned. It is essential that managers concentrate on the sorts of skills and qualities needed to fulfil the
duties of the post.

ATTRIBUTES ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
Qualifications | ¢ Good standard of education or e NVQ or equivalent Application
and/or equivalent experience. qualification/experience form and pre-
Knowledge e Ability to organise and prioritise e Typing qualifications employment
own workload e Knowledge of NHS Records checks
e Knowledge of MS Windows and Management legislation.
Word.
e Knowledge of confidentiality
Experience e Experience of working with o NHS experience. Application
Microsoft packages. e Previous administrative and form and
customer service experience interview
Aptitude and | e Ability to sustain accuracy of work e Welsh speaker. Interview
Abilities and achieve a consistently high
standard.
e Organisational and time
management skills
e Good verbal and written skills both
face to face and on the telephone
e Attention to detail
e Keyboard skills
e Good literacy and numeracy skills.
Values e Self-motivated, hardworking, Application
enthusiastic. Form
e Present self as courteous, respectful Interview
and helpful References
e Good interpersonal skills
e Ability to work autonomously
e Commitment to providing patient
centred care
e Discreet and confident
Other Application
form and
interview

GENERAL REQUIREMENTS

Include those relevant to the post requirements
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» Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and to
embed the principles into the culture of the organisation.

> Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of conduct and
requirements of their professional registration.

> Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution to
the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed within
NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure their
conduct does not fall below the standards detailed in the Code and that no act or omission on their part
harms the safety and wellbeing of service users and the public, whilst in their care.

» Competence: At no time should the post holder work outside their defined level of competence. If there
are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty.

> Learning and Development: All staff must undertake induction/orientation programmes at Corporate and
Departmental level and must ensure that any statutory/mandatory training requirements are current and
up to date. Where considered appropriate, staff are required to demonstrate evidence of continuing
professional development.

> Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

> Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

> Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the risk
assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses
and hazards.

> Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organisation’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

> Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many cases
include access to personal information relating to service users.

> Data Protection Act 1998: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the Data
Protection Act 1998 and Organisational Policy. Any breach of such confidentiality is considered a serious
disciplinary offence, which is liable to dismissal and / or prosecution under current statutory legislation
(Data Protection Act) and the HB Disciplinary Policy.
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» Records Management: As an employee of this organisation, the post holder is legally responsible for all
records that they gather, create or use as part of their work within the organisation (including patient
health, staff health or injury, financial, personal and administrative), whether paper based or on computer.
All such records are considered public records and the post holder has a legal duty of confidence to service
users (even after an employee has left the organisation). The post holder should consult their manager if
they have any doubt as to the correct management of records with which they work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the HB to
promote equality for people with protected characteristics, both as an employer and as a provider of
public services. There are nine protected characteristics: age; disability; gender reassignment; marriage
and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual orientation. The HB
is committed to ensuring that no job applicant or employee receives less favour-able treatment of any of
the above grounds. To this end, the organisation has an Equality Policy and it is for each employee to
contribute to its success.

> Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively seeking
to promote a workplace where employees are treated fairly and with dignity and respect. All staff are
requested to report and form of bullying and harassment to their Line Manager or to any Director of the
organisation. Any inappropriate behaviour inside the workplace will not be tolerated and will be treated
as a serious matter under the HB/Trust Disciplinary Policy.

> DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply for
a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the Trust’s pre-employment
check procedure. *Delete as appropriate.
The post holder does not require a DBS Disclosure Check. *Delete as appropriate.

» Safeguarding Children and Vulnerable Adults: The organisation is committed to safeguarding children and
vulnerable adults. All staff must therefore attend Safeguarding Children training and be aware of their
responsibility under the Adult Protection Policy.

> Infection Control: The organisation is committed to meet its obligations to minimise infections.
All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware of
the content of and consistently observing Health Board Infection Prevention & Control Policies and
Procedures.

» No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board sites,
including buildings and grounds, are smoke free.

> Flexibility Statement: The duties of the post are outlined in this Job Description and Person Specification
and may be changed by mutual agreement from time to time.
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Job Title: Health Records Administrative Support

Organisational Chart

APPENDIX 1

The Organisational Chart must highlight the post to which this job description applies showing relationship to positions on the same level and, if appropriate, two levels above

and below. Complete, add or delete as appropriate the text boxes below showing the organisational relationships.

Assistant Director of Informatics

Head of Digital Records

Health Records Operational

WEST
Site Manager

Assistant Site Manager

Health Records Co-
Ordinator
Indicative Band 4 (2 WTE)

Health Records Supervisor
Indicative Band 3 (2 WTE)

CENTRAL
Site Manager

I

Assistant Site Manager

I

Health Records Co-
Ordinator
Indicative Band 4 (2 WTE)

Health Records Supervisor
Indicative Band 3 (2 WTE)

Indicative
Band 2 (1 WTE)

ATHR Administrator
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Health Records Clerk
Indicative Band 2 (40.46
WTE)

Administrative Support
Indicative Band 2
(0.50 WTE)

ATHR Administrator
Indicative
Band 2 (1.73 WTE)

[

Health Records Clerk
Indicative Band 2 (37.74
WTE)

Administrative Support
Indicative Band 2
(0.5 WTE)

EAST
Site Manager

Assistant Site Manager

Operational &
Development Support

Health Records Co-
Ordinator
Indicative 4 (2 WTE)

Health Records Supervisor
Indicative Band 3 (3 WTE)

Health Records Clerk
Indicative Band 2 (51.8 WTE)

Hospital Enquiry Desk
Receptionist
Indicative Band 2
(1.62 WTE)

Administrative Support
Indicative Band 2
(1.34 WTE)

ATHR Administrator
Indicative
Band 2 (1.81 WTE)






APPENDIX 2

Job Title: Health Records Administrative Support

Supplementary Job Description Information

Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching process.
Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required for the
job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc. are
detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights; manipulating
objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily job - N.B. Walking /driving
to work is not included’

How often per day

Examples of Typical effort(s) / week / month

For how long? Additional Comments

Sitting for long periods of time Daily
Use of VDU for extended periods on time Daily
Bending, crouching, twisting, stretching, kneeling, use of kick Weekly

stools Pushing trolleys
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Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to
unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during a shift /
working day, e.g. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at meetings;
operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-clinical fault finding;
responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

How often per day /

week / month? For how long? Additional Comments

Examples of Typical effort(s)

Requirement for concentration for reviewing information with Daily
occasional interruption of phone calls

Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that are
generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of situations they
are required to deal with.

For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff; caring for the

terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff; communicating life changing
events; dealing with people with challenging behaviour; arriving at the scene of an accident.” N.B. Fear of Violence is measured under Working Conditions
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How often per week

Examples of Typical effort(s) / month?

For how long? Additional Comments

Dealing with emotional patient issues Weekly

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as inclement
weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety controls), such as
road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how often and for
how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids, faeces,
vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations - *Driving to and
from work is not included

H f k
Examples of Typical Conditions Ow often per wee For how long? Additional Comments
/ month?
Normal office working conditions Daily
Regular use of a computer Daily
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CAJE REF: NWT/2018/0115r

JOB DETAILS:

Job Title Head of Information Governance
Pay Band 8b

Hours of Work and Nature of | 37.5

Contract

Division/Directorate

Office of the Board Secretary

Department

Information Governance

Base

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable
to:

Assistant Director of Information
Governance & Assurance

Reports to: Name Line
Manager

Professionally Responsible
to:

Data Protection Officer
Senior Information Risk Owner (SIRO)
Caldicott Guardian

Responsible for:

Information Governance Team
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Job Summary/Job Purpose:

To lead the development, implementation, establishment and ownership of the
areas of Information Governance so that it strategically and operationally
supports the clinical and business objectives of the Health Board. These areas
include developing, implementing and monitoring of systems, policies and
processes for:

e Data Protection legislation

e Caldicott

e Code of Confidentiality
Freedom of Information
Records Management
Information Security
Information Sharing

To implement UK and European legislation (including the General Data
Protection Regulations 2018 and Freedom of Information Act 2000) as well as
NHS and Welsh Government guidelines and standards and the Information
Commissioners Office Codes of Practice. To monitor and ensure compliance in
these areas and providing assurance to the Board on the effectiveness of the
Information Governance Framework and the progress of the Information
Governance Strategy.

To provide professional support and advice to the Health Board’s Caldicott
Guardian, Senior Information Risk Owner (SIRO) and Data Protection Officer.

The post holder will deputise for the Health Board’s Data Protection Officer in
relation to the General Data Protection Regulations 2018 (GDPR) as
appropriate, with delegated authority to act for them.

DUTIES/RESPONSIBILITIES:

Information Governance

Strategically oversee, and operationally design, develop, implement, scrutinise and
review appropriate strategies, policies and procedures that support all Information
Governance areas.

Lead the improvement of the Health Board’s Information Governance agenda to
achieve high standards of compliance.

Ensure the Health Board complies with, and conforms to, legal requirements
including the General Data Protection Regulations & Freedom of Information Acts
through the enforcement of suitable policies/procedures, providing advice, drive,
assistance and guidance, as appropriate.

Demonstrate clear understanding of the local and national Freedom of Information
& Governance agenda to lead Health Board’s developments, in line with the
strategic direction, interpreting changes and advising the Board through its
Committees and Board reports.
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Lead, plan and organise the timely delivery of obligatory documentation e.g.
Freedom of Information responses, Data Protection Subject Access Request
responses, using flexible methods of negotiation and persuasion as necessary, to
strengthen the Health Board’s position through fulfilment of statutory targets and
audit requirements.

Utilising their specialist knowledge, advise on highly complex legal and regulatory
issues, often involving difficult judgments in controversial areas such as the
Freedom of Information Act, General Data Protection Regulations, and other
national legislation.

Provide a single focal point of expertise to represent the Health Boards ‘Freedom
of Information face’ participating autonomously internally and externally including
with patients and public, to create, then consolidate, a sound knowledge base
within the organisation.

Provide overall responsibility for decisions made regarding refusing requests for
Information and exempting information released in line with the Freedom of
Information and Data Protection Acts.

Lead on the investigations into complaints and reviews about breaches of the
Freedom of Information and Data Protection Acts and appeals against such
refusals, undertaking reporting/remedial action as required, and maintaining
accurate records. This would include meeting with staff and complainants to
advise and resolve complex and continuous issues.

Lead on the Health Boards records management responsibilities as per legislative
requirements by the identification of the Health Boards information and systems
assets with the development, implementation and review of its Information Asset
and System Asset Register, ensuring they are risk assessed to ensure compliance
against the General Data Protection Regulations and Freedom of Information Act.

Lead on the development, implementation and mandatory use of Data Protection
Impact Assessments to ensure that all service development, resign, system
procurement and projects can comply with our requirements under the General
Data Protection Act.

Lead on the development of a local strategy for the investigation of serious
information governance incidents, such a data security breaches ensuring the
serious incident review process is followed and work with partners when there are
cross organisational issues.

Lead and promote a high quality information sharing framework and provide
support to staff to ensure they can comply with the requirements within the Wales
Accord for Sharing Personal Information (WASPI).

Lead on the annual self-assessment against the Caldicott C-PIP standards and
present the report and improvement plan to Finance & Performance Committee to
provide assurance to the Board against these standards.
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Lead on the implementation of a system for the monitoring and escalation of
notifications generated from the National Intelligent Auditing Solution, ensuring
awareness with staff and engagement with Workforce, Managers and Executives
on the management processes.

Lead on the local implementation of the Welsh Information Governance Toolkit that
will provide a more robust information governance assurance framework. Lead on
the implementation of the requirements ensuring requirements leads have the
necessary support advice. Provide coordination of submissions and provide an
annual submission to the Board Committee on the levels achieved.

Produce an Information Governance Annual Report to be presented to the Board
Committee.

Leadership and Communication Skills

Instigate, develop and maintain strong communication links throughout the Health
Board and with partnership agencies, third parties, independent contractors and
the general public, overcoming barriers of understanding or resistance and giving
reassurance on sensitive and/or contentious issues.

Lead, advise and support Clinical and Corporate Departments so they are inspired
and motivated through the provision of expert knowledge on information
governance standards and related legislation.

Write and present reports, including those based on research and analysis, to the
Board Committees, contributing to the decision-making process by evaluating
outcomes and identifying any issues/weaknesses to raise awareness and
potentially reduce risk.

Maintain a strong corporate presence, providing leadership, expert Information
Governance advice, education and supervision to colleagues within and external to
the Directorate and across the organisation.

Take ownership of unresolved problems/queries that are escalated and ensure
they are resolved within agreed timescales.

Maintain a high level of awareness of relevant research, issues, trends and
national strategies for Information Governance ensuring that national and
regulatory standards are correctly interpreted and communicated to colleagues
across the Health Board as appropriate and adapt plans where necessary to
deliver a consistent high quality corporate support service.

Represent the Health Board on local and national committee/groups in connection
with Information Governance.

Advise, support and work closely with the Informatics Departments such as ICT,
Health Records, Information and Programmes.

Maintain the specialist knowledge required by ensuring an up to date knowledge of
legislation relevant to the post, for example Freedom of Information Act 2000 and
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General Data Protection Regulations.
Monitoring, Audit and Evaluation

Lead on the identification of methodologies for the promotion, implementation and
audit of relevant information governance issues across the Health Board.

Lead on the development, implementation, audit and evaluation of information
governance key performance indicators, to support the implementation of the
Information Governance Framework.

Budgetary Responsibilities

The post holder will be the budget holder and manage human resources
within financial budgets associated with the post holder’s area of
responsibility.

Be responsible for the effective use, monitoring and management of
operational budgets within areas of responsibility.

Human Resources and training

Lead on the development of the Information Governance Training Strategy,
ensuring implementation of the mandatory Information Governance awareness and
competency based training programmes, including induction. Ensure production of
further training materials to enable continuity of training and continued awareness
raising to maintain compliance against the mandatory requirement for all Health
Board staff.

Take line management responsibility for the Information Governance Team
ensuring the team deliver its service objectives.

Develop a team of informed and knowledgeable specialist staff who have the
necessary skills by providing appropriate opportunities for development and
training.

Lead in the overall organisation of the recruitment and selection of new staff
for the corporate team under their management responsibility.

Manage performance and oversee personal development plans for staff under
their management.

Effectively lead and motivate staff by contributing to the identification of
personal and professional development needs through appraisal.

Provide support as appropriate in the relevant levels of the Health Boards
grievance and disciplinary procedure

Ensure that staff groups within their team are working to competencies, which
are regularly assessed and appropriate to the service in line with the
Knowledge and Skills Framework.
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Other duties

Deputise for the Assistant Director of Information Governance & Assurance as
appropriate, with delegated authority of conduct.

The Head of Information Governance will be asked to undertake other duties as
considered appropriate by the Assistant Director of Information Governance &
Assurance.
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PERSON SPECIFICATION

The knowledge to be measured in the minimum needed to carry out the full
duties of the job to the required standards. Qualifications should be used to
provide an indicator of the level of knowledge required. Training and
experience is also a means of acquiring the knowledge required for a job
such as on-the-job training, short courses and experience to an equivalent

level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is

potentially discriminatory and these will be returned. It is essential that

managers concentrate on the sorts of skills and qualities needed to fulfil the
duties of the post.

ATTRIBUTES ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT

Qualifications Educated to Masters Leadership Application form and

and/or Knowledge | Degree level (or working programme pre employment checks

towards) or equivalent
level of experience

Specialist qualification in
Data Protection legislation
such as GDPR Practitioner

Expert knowledge of
Information Governance
and its associated
legislation, standards and
codes of practice

Specialist knowledge in
several disciplines
including information
security, risk management
and incident management

Evidence of leadership
skills being applied
successfully with clear
outcomes

Root cause analysis
(RCA) training and
investigation skills

Project management
methodology and its
application in information
governance management

Professional or
specialist
qualification in
Information
Governance

Project
management
gualification

Legislation and
standards that
apply to Health
Records and
Information
Security
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Evidence of commitment
to on-going continual
professional development

Experience

Significant experience of
working within the Health
Service and experience of
working at a senior level
within the Information
Governance environment

Proven track record of
leading change or taking a
key role in risk
management, incident
management and project
management around
information governance

Experience of leading /
managing services and
teams

Trained and experienced
in investigation techniques
to deal with alleged
breaches of confidentiality
concerns and data
security breaches using a
range of complementary
tools

Evidence of successful
multi-disciplinary team
working to include internal
and external stakeholders

Experience of setting and /
or monitoring standards
and outcome measures as
part of an assurance
framework

Experience of managing /
handling difficult,
contentious or sensitive
issues

Facilitation / mediation
experience

Legal experience

Application form and
interview
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Financial and budget
management

Aptitude and
Abilities

Proven leadership,
coaching and
management skills

Excellent written and
verbal communication
skills; ability to
communicate highly
complex, contentious and /
or sensitive issues or
information to senior
managers, external
agencies for example
following a serious
information governance
incident

Analytical skills, ability to
make judgements about
highly complex facts or
situations

Effective interpersonal
influencing and negotiating
skills

Advanced problem solving
and decision making skills

Resilient and flexible

Ability to deal with diverse
demands and
expectations

Good time management
skills and ability to
prioritise workload to tight
deadlines — workload is
both predicable and
unpredictable with a
frequent requirement for
concentration

Proven achievement
record

Ability to speak
Welsh

Interview
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Ability to learn from
experience and adapt to
changes and new
challenges

Committed to the
continuation development
and health and wellbeing
of staff and self

Values

Self-motivated, proactive
and ability to maintain
team motivation

Ability to act with tact and
diplomacy

Confident, resilient team
player

Approaches challenges
with a ‘can do’ attitude

Application Form
Interview
References

Other

Ability to travel within the
North Wales area, across
Wales and England

Application form and
interview
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GENERAL REQUIREMENTS

Include those relevant to the post requirements

>

Values: All employees of the Health Board are required to demonstrate and embed the
Values and Behaviour Statements in order for them to become an integral part of the
post holder’s working life and to embed the principles into the culture of the
organisation.

Registered Health Professional: All employees who are required to register with a
professional body, to enable them to practice within their profession, are required to
comply with their code

of conduct and requirements of their professional registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and
important contribution to the delivery of high quality healthcare. The national Code of
Conduct for NHS Wales describes the standards of conduct, behaviour and attitude
required of all Healthcare Support Workers employed within NHS Wales. Health Care
Support Workers are responsible, and have a duty of care, to ensure their conduct does
not fall below the standards detailed in the Code and that no act or omission on their
part harms the safety and wellbeing of service users and the public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of
competence. If there are concerns regarding this, the post holder should immediately
discuss them with their Manager/Supervisor. Employees have a responsibility to inform
their Manager/Supervisor if they doubt their own competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation
programmes at Corporate and Departmental level and must ensure that any
statutory/mandatory training requirements are current and up to date. Where
considered appropriate, staff are required to demonstrate evidence of continuing
professional development.

Performance Appraisal: We are committed to developing our staff and you are
responsible for participating in an Annual Performance Development Review of the post.

Health & Safety: All employees of the organisation have a statutory duty of care for
their own personal safety and that of others who may be affected by their acts or
omissions. The post holder is required to co-operate with management to enable the
organisation to meet its own legal duties and to report any hazardous situations or
defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

Risk Management: Itis a standard element of the role and responsibility of all staff of
the organisation that they fulfil a proactive role towards the management of risk in all of
their actions. This entails the risk assessment of all situations, the taking of appropriate
actions and reporting of all incidents, near misses and hazards.

Welsh Language: All employees must perform their duties in strict compliance with the
requirements of their organisation’s Welsh Language Scheme and take every
opportunity to promote the Welsh language in their dealings with the public.
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>

Information Governance: The post holder must at all times be aware of the
importance of maintaining confidentiality and security of information gained during the
course of their duties. This will in many cases include access to personal information
relating to service users.

Data Protection Act 1998: The post holder must treat all information, whether
corporate, staff or patient information, in a discreet and confidential manner in
accordance with the provisions of the Data Protection Act 1998 and Organisational
Policy. Any breach of such confidentiality is considered a serious disciplinary offence,
which is liable to dismissal and / or prosecution under current statutory legislation (Data
Protection Act) and the HB Disciplinary Policy.

Records Management: As an employee of this organisation, the post holder is legally
responsible for all records that they gather, create or use as part of their work within the
organisation (including patient health, staff health or injury, financial, personal and
administrative), whether paper based or on computer. All such records are considered
public records and the post holder has a legal duty of confidence to service users (even
after an employee has left the organisation). The post holder should consult their
manager if they have any doubt as to the correct management of records with which
they work.

Equality and Human Rights: The Public Sector Equality Duty in Wales places a
positive duty on the HB to promote equality for people with protected characteristics,
both as an employer and as a provider of public services. There are nine protected
characteristics: age; disability; gender reassignment; marriage and civil partnership;
pregnancy and maternity; race; religion or belief; sex and sexual orientation. The HB is
committed to ensuring that no job applicant or employee receives less favour-able
treatment of any of the above grounds. To this end, the organisation has an Equality
Policy and it is for each employee to contribute to its success.

Dignity at Work: The organisation condemns all forms of bullying and harassment and
is actively seeking to promote a workplace where employees are treated fairly and with
dignity and respect. All staff are requested to report and form of bullying and
harassment to their Line Manager or to any Director of the organisation. Any
inappropriate behaviour inside the workplace will not be tolerated and will be treated as
a serious matter under the HB/Trust Disciplinary Policy.

DBS Disclosure Check: In this role you will have * direct / indirect contact with*
patients/service users/ children/vulnerable adults in the course of your normal duties.
You will therefore be required to apply for a Criminal Record Bureau *Standard /
Enhance Disclosure Check as part of the Trust’s pre-employment check procedure.
*Delete as appropriate.

The post holder does not require a DBS Disclosure Check. *Delete as appropriate.

Safeguarding Children and Vulnerable Adults: The organisation is committed to
safeguarding children and vulnerable adults. All staff must therefore attend
Safeguarding Children training and be aware of their responsibility under the Adult
Protection Policy.

Infection Control: The organisation is committed to meet its obligations to minimise
infections.
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All staff are responsible for protecting and safeguarding patients, service users, visitors
and employees against the risk of acquiring healthcare associated infections. This
responsibility includes being aware of the content of and consistently observing Health
Board Infection Prevention & Control Policies and Procedures.

> No Smoking: To give all patients, visitors and staff the best chance to be healthy, all
Health Board sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and
Person Specification and may be changed by mutual agreement from time to time.
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APPENDIX 1

Job Title: Head of Information Governance

Organisational Chart

The Organisational Chart must highlight the post to which this job description applies
showing relationship to positions on the same level and, if appropriate, two levels above

and below.

Deputy Chief Executive
Officer

Assistant Director of
Information Governance
and Risk
{DPOY

Head of Information
Governance

Infarmation
Governance
Managers x 3

Senior Infarmation
Governance Officer

Information
Governance Officers
3

Infarmation
Governance
Co-ardinator

Infarmation
Governance
Administrator
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APPENDIX 2

Job Title: Head of Information Governance
Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive
effort) required for the job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting
heavy weights etc. are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights;
manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as
part of daily job - N.B. Walking /driving to work is not included’

. How often per -
9
Examples of Typical effort(s) day / week / For how long~ Additional Comments
Regular requirement to travel between NHS and Weekly 2 hours
other sites often within tight timescales
Frequent VDU use for long periods upto 3-4 Daily 3 -4 hours
hours at a time
Long periods of attending meetings / workshops Daily 3 -4 hours
Travel distances may be significant with Bi Monthly
attendance required at All Wales meetings/events
often in South Wales necessitating early starts
and/or overnight stays.
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Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration,
responding to unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to
concentrate during a shift / working day, e.g. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed
minutes at meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex
calculations; carrying out non-clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing
patients/clients.

How often per

Examples of Typical effort(s) day / week / For how long? Additional Comments
month?
Frequent requirement to use high levels of Daily 3 -4 hours

concentration while producing complex reports
and carrying out serious investigations

Dealing with frequent interruptions and the need to Daily
instantly re-prioritise work and manage demands
regarding legislative timescales

Intermittent levels of exceptional concentration Weekly
required to ensure accurate reporting and analysis
of highly complex data and information to
Committee
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Frequent requirement to adapt quickly to changing Daily
priorities and refocus the work of self and others
on new priority areas that my need urgent action

Use of problem solving and creative thinking to Daily
deal with operational and strategic challenges

Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non
clinical duties that are generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the
type of situations they are required to deal with.

For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to
patients/clients/carers/staff; caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide
emotional support to front line staff, communicating life changing events; dealing with people with challenging behaviour; arriving at
the scene of an accident.” N.B. Fear of Violence is measured under Working Conditions

How often per

Examples of Typical effort(s) week / month? For how long? Additional Comments
Dealing with and communicating with all levels of Daily
staff and the public by both telephone and face to
face
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Frequent contact with sensitive and distressing Daily
situations. Providing advice and support to staff

regarding these issues.

Meeting legislative deadlines and dealing with Daily

complaints from staff, members of the public and
the Information Commissioners Office

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental
conditions (such as inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even
with the strictest health and safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of

patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and

establish how often and for how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen;
body fluids, faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or
emergency situations - *Driving to and from work is not included

Examples of Typical Conditions

How often per
week / month?

For how long?

Additional Comments

Frequent VDU with long periods of concentration
each day

Daily

3 -4 hours
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Requirement for frequent travel between sites for Daily
meetings
Requirement for travel to other Organisations in Monthly

Wales and England

Some degree of physical effort is required in
setting up venues for meetings / workshops

Submission of documents for job evaluation

Please sign and retain an original copy for manager and employee.

Send an electronic version of the documents to BCU.JobEvaluation@wales.nhs.uk
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Betsi Cadwaladr

/ University Health Board
WALES

JOB DETAILS:

Job Title Access to Health Records Support Officer
Pay Band Band 2

Hours of Work and Nature of To be completed on recruitment
Contract

Division/Directorate Informatics

Department Patient Records & Digital Integration
Base

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Business Development Manager

Reports to: Name Line Manager Access to Health Records Coordinator

Professionally Responsible to:

Organisational statement on values and behaviours
To improve health and deliver excellent care. Put patients first, work together, value and respect each other,
learn and innovate, communicate openly and honestly.

Job Summary/Job Purpose:
To work closely with our Health Records Service in meeting set objectives to ensure policies and procedures

are followed in compliance with; General Data Protection Regulation (GDPR) 2018, Data Protection Act 2018,
Access to Health Records Act 1990, and BCUHB Health Records Management Procedure

The Trainee Access to Health Records Officer will be responsible for providing an essential support service
processing subject access requests that are received within the Central Access to Health Records (ATHR)
Service ensuring that legislative requirements are adhered to as per the ATHR procedures.

To actively promote the vision for the Health Records service working towards a digital records future and
support the delivery of modernisation plans for Health Records. This will require the post holder to support
with the delivery of the Health Records Operational Plan by supporting the Access to Health Records Co-
ordinator.
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The post holder will ensure that best practice is adhered to and actively monitor the quality of products and
services that are provided. Releasing information upon request from external agencies or patients following
appropriate consent to release, within the guidance of the legislation, ensuring that any delays are escalated
accordingly and in line with agreed procedure.

The post holder will ensure policies and procedures are followed in compliance with Information Governance
(IG), Data Protection, Access to Health Records Act and Health Records Management Procedure, meeting set
objectives to provide a high quality, efficient and effective service. Following organisational core values and
behaviours, departmental policies and objectives to provide a high quality, efficient and effective service
adhering to minimum standards and KSF outlines.

DUTIES/RESPONSIBILITIES:

To have a good understanding of the General Data Protection Regulation (GDPR) 2018, Data Protection Act
1998, Access to Health Records Act 1990, Information Commissioner’s Officer in relation to the job role, the
requirements and responsibilities.

A working knowledge of good practice and the legal requirements for retention and destruction of
Records.

Provide professional advice on the responsibilities of the Organisation with regards to ensuring
compliance and signposting to the relevant legislation, policies and procedures, and reporting through
any issues of concern relative to the service provision and job role.

To accurately record and track all requests from receipt to completion on Datix software in line with
legislatory targets and Organisational policies and procedures, ensuring these are proactively monitored
and chased in a timely manner.

Using the information within Datix to run reports identifying potential breaches.

Collate and analyse the information from the request, with varying degree of complexity in order to respond
appropriately.

Responsible for ensuring mechanisms are in place to ‘retrieve’ records in both paper and electronic
formats, and liaising with multi — disciplinary clinical and non-clinical leads where the need arises
regarding disclosure

Seeking appropriate permissions from the relevant clinicians prior to the copying and release of patient
records, contacting secretaries to chase up consents where necessary to avoid breaches.

The post holder is expected to use their judgement in a range of situations to identify barriers including
potential breaches, escalate in line with the procedure to Access to Health Records Co-ordinator.

To respond effectively and professionally to all telephone, written and in-person enquiries using tact,
discretion and sensitivity as appropriate to the situation, ensuring patient confidentiality is maintained.
Where necessary referring calls to the Access to Health Record Coordinator or more appropriate person
i.e. Concerns or Information Governance.

Scanning all information in relation to patient requests promptly and accurately ensuring all information is
legible and relevant to the request within legislative timescales. Ensure compliance in relation to
Information Governance and data quality checks and processes are strictly followed in relation to
checking information is correct, up to date and accurate prior to dispatch/ disclosure.

Preparation and scanning of documents in line with department procedures ensuring any Patient
Identifiable Information (PIl) is encrypted in line with Information Governance Policy prior to release.
Dispatch all copied/scanned notes/x-rays securely in accordance with procedure ensuring they are
enveloped correctly and sent by recorded delivery or sent via the Secure File Shareing Portal.

Investigate and respond to both written and telephone enquiries promptly and courteously. Issuing
application forms and information sheets in response to requests.

Required to liaise and communicate with a range of people (Health Board employees, Solicitors, patients,
relatives and external organisations) on complex or sensitive information and dealing with enquiries in
relation to Access to Health Records within the boundaries of confidentiality.

Attend and contribute to meetings as required in order to improve service delivery and raise the profile/
encourage strong working relationships across BCU.

CAJE Reference/Date:





e To ensure compliance with the delivery of key performance indicators and relevant audits e.g. 28 calendar
day compliance and accuracy of documentation within casenotes.

e All Health Record staff should attend annual training on the major incident procedure to enable the post
holder to understand their role and to take part in the event of a major incident.

e Ensure compliance with own mandatory training, and ensure compliance with any role related training in
order to maintain quality standards and knowledge of changing legislation. To use all provided equipment
where and when necessary to minimise risks and report all broken or faulty equipment.

e To actively maintain a safe working environment for yourself and your colleagues who may be affected by
your acts or omissions. Raising all concerns about risk appropriately, informing line manager and
reporting via Datix.

PERSON SPECIFICATION

The knowledge to be measured in the minimum needed to carry out the full duties of the job to the required
standards. Qualifications should be used to provide an indicator of the level of knowledge required. Training
and experience is also a means of acquiring the knowledge required for a job such as on-the-job training,
short courses and experience to an equivalent level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is potentially discriminatory and these will be
returned. It is essential that managers concentrate on the sorts of skills and qualities needed to fulfil the
duties of the post.

ATTRIBUTES ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
Qualifications | ¢ Good standard of education or ¢ NVQ or equivalent Application
and/or equivalent experience. qualification/experience form and pre-
Knowledge e Ability to concentrate and make e Typing qualifications employment
decisions on a variety of tasks and e Evidence of continual checks
changing priorities professional development
e Knowledge and understanding of e Knowledge of record
principles of confidentiality retention and destruction
. periods
e A general understanding of General
Data Protection Regulation (GDPR)
2018, Data Protection Act 2018, and
Access to Health Records Act 1990
Experience o Experience of working with e NHS experience. Application
Microsoft packages. e Previous administrative and form and
customer service experience. | interview
e Experience of working with
the Data Protection Act and
Freedom of Information
Aptitude and | e Ability to sustain accuracy of work e Welsh speaker Interview
Abilities and achieve a consistently high
standard.
e Ability to manage time and make
decisions on a variety of tasks and
changing priorities Good written and
verbal skills both face to face and on
the telephone
e Attention to detail
e Methodical approach
e Tactful and motivational
e Good literacy and numeracy skills
Values e Self-motivated, hardworking and Application
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enthusiastic Form

e Present self as courteous, respectful Interview
and helpful. References

e Good interpersonal skills and ability
to empathise.

e Ability to relate and converse with
patients, public, staff & external
organisations.

e Commitment to providing patient
centred care

o Ability to work autonomously

e Discreet and confident

Other e Remain calm under pressure with Application
the established expectations of the form and
role. interview

o Flexibility to work the hours
required by the post.

o Ability to exert light/moderate
physical effort when handling
casenotes and trolleys

GENERAL REQUIREMENTS
Include those relevant to the post requirements

» Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and to
embed the principles into the culture of the organisation.

> Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of conduct and
requirements of their professional registration.

> Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution to
the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed within
NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure their
conduct does not fall below the standards detailed in the Code and that no act or omission on their part
harms the safety and wellbeing of service users and the public, whilst in their care.

» Competence: At no time should the post holder work outside their defined level of competence. If there
are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty.

> Learning and Development: All staff must undertake induction/orientation programmes at Corporate and
Departmental level and must ensure that any statutory/mandatory training requirements are current and
up to date. Where considered appropriate, staff are required to demonstrate evidence of continuing
professional development.

> Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

> Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
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co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

> Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the risk
assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses
and hazards.

> Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organisation’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

> Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many cases
include access to personal information relating to service users.

> Data Protection Act 1998: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the Data
Protection Act 1998 and Organisational Policy. Any breach of such confidentiality is considered a serious
disciplinary offence, which is liable to dismissal and / or prosecution under current statutory legislation
(Data Protection Act) and the HB Disciplinary Policy.

» Records Management: As an employee of this organisation, the post holder is legally responsible for all
records that they gather, create or use as part of their work within the organisation (including patient
health, staff health or injury, financial, personal and administrative), whether paper based or on computer.
All such records are considered public records and the post holder has a legal duty of confidence to service
users (even after an employee has left the organisation). The post holder should consult their manager if
they have any doubt as to the correct management of records with which they work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the HB to
promote equality for people with protected characteristics, both as an employer and as a provider of
public services. There are nine protected characteristics: age; disability; gender reassignment; marriage
and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual orientation. The HB
is committed to ensuring that no job applicant or employee receives less favour-able treatment of any of
the above grounds. To this end, the organisation has an Equality Policy and it is for each employee to
contribute to its success.

> Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively seeking
to promote a workplace where employees are treated fairly and with dignity and respect. All staff are
requested to report and form of bullying and harassment to their Line Manager or to any Director of the
organisation. Any inappropriate behaviour inside the workplace will not be tolerated and will be treated
as a serious matter under the HB/Trust Disciplinary Policy.

> DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply for
a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the Trust’s pre-employment
check procedure. *Delete as appropriate.
The post holder does not require a DBS Disclosure Check. *Delete as appropriate.

» Safeguarding Children and Vulnerable Adults: The organisation is committed to safeguarding children and

vulnerable adults. All staff must therefore attend Safeguarding Children training and be aware of their
responsibility under the Adult Protection Policy.
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» Infection Control: The organisation is committed to meet its obligations to minimise infections.
All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware of
the content of and consistently observing Health Board Infection Prevention & Control Policies and
Procedures.

» No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board sites,
including buildings and grounds, are smoke free.

> Flexibility Statement: The duties of the post are outlined in this Job Description and Person Specification
and may be changed by mutual agreement from time to time.
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Job Title: Access to Health Records Administrator (ATHR)
Organisational Chart

APPENDIX 1

The Organisational Chart must highlight the post to which this job description applies showing relationship to positions on the same level and, if appropriate, two levels above

and below. Complete, add or delete as appropriate the text boxes below showing the organisational relationships.

Assistant Director of Informatics

Head of Digital Records

Health Records Operational

WEST
Site Manager

Assistant Site Manager

Health Records Co-
Ordinator
Indicative Band 4 (2 WTE)

Health Records Supervisor
Indicative Band 3 (2 WTE)

CENTRAL
Site Manager

I

Assistant Site Manager

I

Health Records Co-
Ordinator
Indicative Band 4 (2 WTE)

Health Records Supervisor
Indicative Band 3 (2 WTE)

Indicative
Band 2 (1 WTE)

ATHR Administrator
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Health Records Clerk
Indicative Band 2 (40.46
WTE)

Administrative Support
Indicative Band 2
(0.50 WTE)

ATHR Administrator
Indicative
Band 2 (1.73 WTE)

[

Health Records Clerk
Indicative Band 2 (37.74
WTE)

Administrative Support
Indicative Band 2
(0.5 WTE)

EAST
Site Manager

Assistant Site Manager

Operational &
Development Support

Health Records Co-
Ordinator
Indicative 4 (2 WTE)

Health Records Supervisor
Indicative Band 3 (3 WTE)

Health Records Clerk
Indicative Band 2 (51.8 WTE)

Hospital Enquiry Desk
Receptionist
Indicative Band 2
(1.62 WTE)

Administrative Support
Indicative Band 2
(1.34 WTE)

ATHR Administrator
Indicative
Band 2 (1.81 WTE)






APPENDIX 2

Job Title: Access to Health Records Administrator (ATHR)

Supplementary Job Description Information

Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching process.

Physical Effort
This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required for the
job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc. are
detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights; manipulating

objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily job - N.B. Walking /driving
to work is not included’

How often per day

Examples of Typical effort(s) / week / month

For how long? Additional Comments

Sitting for long periods of time Weekly
Use of VDU for extended periods on time Daily
Bending, crouching, twisting, stretching, kneeling, use of kick Monthly

stools Pushing trolleys

CAIJE Reference/Date:





Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to
unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during a shift /
working day, e.g. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at meetings;
operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-clinical fault finding;
responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

How often per day /

week / month? For how long? Additional Comments

Examples of Typical effort(s)

Requirement for concentration for reviewing information with Daily
occasional interruption of phone calls

Emotional Effort
This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that are
generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of situations they
are required to deal with.

For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff; caring for the

terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff; communicating life changing
events; dealing with people with challenging behaviour; arriving at the scene of an accident.” N.B. Fear of Violence is measured under Working Conditions
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How often per week

Examples of Typical effort(s) / month?

For how long? Additional Comments

Dealing with emotional patient issues Monthly

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as inclement
weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety controls), such as
road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how often and for
how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids, faeces,
vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations - *Driving to and
from work is not included

H f k
Examples of Typical Conditions Ow often per wee For how long? Additional Comments
/ month?
Normal office working conditions Daily
Regular use of a computer Daily

CAIJE Reference/Date:
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JOB DETAILS:

Job Title

Patient Records Assurance Coordinator

Pay Band 4

Hours of Work and Nature of Contract | To be completed on recruitment

Division/Directorate Informatics
Department Patient Records & Digital Integration (PR&DI)
Base To be completed on recruitment

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Deputy Head of Patient Records & Digital Integration

Reports to: Name Line Manager Deputy Head of Patient Records & Digital Integration

Professionally Responsible to:

Add organisational statement on values and behaviours
To improve health and deliver excellent care. Put patients first. Work together. Value and respect each other.
Learn to innovate. Communicate openly and honestly.

Job Summary/Job Purpose:

To support the function of the Deputy Head of Patient Records & Digital Integration within Service Improvement
and Business Support. Responsible for the secretarial and administrative duties relating to the day to day
functions of the PR&DI objectives and the administration and effective maintenance of the Baseline Assessment

Project.

DUTIES/RESPONSIBILITIES:

Secretarial:

Responsible for the arrangement of the Patient Records Group (PRG’s) quarterly meetings, liaising with
Chair to schedule convenient dates . Sending subsequent invites for remainder of the group members.
Required to re-schedule PRG’s as required arrange pre meet with Chair and Duty Head of Patient Records
& Digital Integration to agree agenda items.

Responsible for the arrangement of suitable venues to support the PRG’s which are quite often from
multiple locations and require suitable VC equipment or Teams.

Provide agenda and minute taking for PRG.

Schedule and arrange meetings including the compilation of draft agenda and minutes for approval
including Health Records SMT.

Manage the diary of Duty Head of PR & DI, including the scheduling and rescheduling of appointments.
Electronically file and manage reports and correspondence.

Provide IT administrative and secretarial support, using Microsoft Office packages, which includes
compilation of spreadsheets, compilation of summary reports and compilation of outlook e-mails.

Deal with confidential and sensitive documents/issues, maintaining the strictest confidentiality and
discretion at all times.

Develop and control administrative systems to assist with the workload and responsibilities providing a
wide range of support.






Communicate directly with a range of individuals which can often be very senior/executive managers
within and outside of the organisation. The nature of these discussions will often require tact, diplomacy
and sensitivity.

Required to work on own initiative referring and seeking advice when required.

Monitor and review items pending further action, chasing outstanding information and responses.
Maintain the Health Records Intranet Web Site, ensuring it is up to date.

Arrange travel and accommodation bookings for the PMO to attend internal and external meetings and
conferences.

Undertake such other duties as may be required which are commensurate with the title of the post.

Act on own initiative to prioritise workload.

Administration

Monitor progress against agreed plans in particular the Health Records Operational Plan and BCUHB
Patient Records Group action plan, providing regular reports on progress and performance and escalating
deviations as required.

Analyse and benchmark information, interpret data, highlight trends; preparing reports to senior teams,
groups and committees.

To co-ordinate the work of leads and ensure that all personnel involved with the delivery of plans
understand their roles and carry them out effectively, highlighting any concerns as necessary.

To work with leads to identify and take corrective action where appropriate to ensure the delivery of
plans e.g. undertake negotiations where required and work with others to remove barriers to progress
Point of contact for any Baseline Assessment queries relating to the action plan, resolving within scope
and escalating where not possible.

Responsible for communicating/escalating issues to the Patient Records Compliance & Assurance
Manager which could include escalation to the PRG.

Support Record Custodians with the local development of their SOP’s and guidance to implement and
monitor.

Responsible for the establishment of processes to support the Health Records Service.

Liaising with Records Managers to request standard information resolving issues as appropriate.

Continuing Professional Development

Develop a personal development plan as part of the Individual Performance Review process.

Keep skills up to date and relevant in order to carry out duties and continually review practice and apply
lessons learnt to work.

Ensure continuation of personal development through appropriate formal and informal training as and
when necessary.

PERSON SPECIFICATION

The person specification should set out the qualifications, experience, skills, knowledge, personal attributes,
other requirements that a post holder requires to perform the job to a satisfactory level.

Job Title: Secretary Band: 4
ESSENTIAL DESIRABLE METHOD OF
The qualities without which a post Extra qualities which can be ASSESSMENT
holder could not be appointed. used to choose between

candidates who meet all the
essential criteria

QUALIFICATIONS e RSA Il / NVQ 3 Qualification e Advanced ECDL Certificates
or equivalent Certificate. Application
e Diploma in Office e Project Management Form






administration or experience Certificate Interview
to diploma level.

e ECDL Qualification or
equivalent.

EXPERIENCE e Experience of providing a e Previous experience of Application
comprehensive working within the NHS Form
administrative/secretarial e Previous experience of Interview
service. working within a

e Experience of being involved secretarial network
in maintaining a bespoke IT e Experience of
software system communicating with
e Experience of setting up and senior managers
using filing/IT systems. e Experience of providing
e  Familiar with office training/guidance to
procedures & deadlines individuals or small groups
SKILLS e Excellent communication e Confident in all aspects of Application
skills office practice Form
e Ability to work unsupervised e Experience of producing Interview
e Organisation skills and interpreting reports,
e Being able to prioritise work excel data, graphs and
at short notice statistics
e Being able to work to
deadlines
e Evidence of word processing,
spreadsheet and
presentation package skills
e Numeracy and Literacy skills
e Excellent customer care skills
e Ability to take minutes

KNOWLEDGE e Knowledge and e Knowledge of NHS Application
understanding of secretarial Organisations Form
procedures e NHS Finance Processes Interview

e NHS Planning Processes
PERSONAL e Friendly, professional Interview
QUALITIES approach
(Demonstrable) e Confident manner
e Reliable
e Adaptable
e Honest

Smart personal presentation
Self-motivated and
enthusiastic

Ability to work under
pressure

Ability to work as part of a
team

Ability to answer telephone
and greet visitors bilingually
Ability to maintain
confidentiality

A flexible approach towards
the demands of the
workplace

Requirements to travel to

e  Welsh speaking






other sites within BCU as
requested

GENERAL REQUIREMENTS
Include those relevant to the post requirements

» Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and to
embed the principles into the culture of the organisation.

> Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of conduct and
requirements of their professional registration.

> Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution to
the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed within
NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure their
conduct does not fall below the standards detailed in the Code and that no act or omission on their part
harms the safety and wellbeing of service users and the public, whilst in their care.

> Competence: At no time should the post holder work outside their defined level of competence. If there
are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty.

> Learning and Development: All staff must undertake induction/orientation programmes at Corporate and
Departmental level and must ensure that any statutory/mandatory training requirements are current and
up to date. Where considered appropriate, staff are required to demonstrate evidence of continuing
professional development.

> Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

> Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

> Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the risk
assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses
and hazards.

> Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organisation’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

> Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many cases
include access to personal information relating to service users.

> Data Protection: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the Data
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Protection Act 1998 and Organisational Policy. Any breach of such confidentiality is considered a serious
disciplinary offence, which is liable to dismissal and / or prosecution under current statutory legislation
(Data Protection Act) and the HB Disciplinary Policy.

» Records Management: As an employee of this organisation, the post holder is legally responsible for all
records that they gather, create or use as part of their work within the organisation (including patient
health, staff health or injury, financial, personal and administrative), whether paper based or on computer.
All such records are considered public records and the post holder has a legal duty of confidence to service
users (even after an employee has left the organisation). The post holder should consult their manager if
they have any doubt as to the correct management of records with which they work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the HB to
promote equality for people with protected characteristics, both as an employer and as a provider of
public services. There are nine protected characteristics: age; disability; gender reassignment; marriage
and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual orientation. The HB
is committed to ensuring that no job applicant or employee receives less favour-able treatment of any of
the above grounds. To this end, the organisation has an Equality Policy and it is for each employee to
contribute to its success.

> Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively seeking
to promote a workplace where employees are treated fairly and with dignity and respect. All staff are
requested to report and form of bullying and harassment to their Line Manager or to any Director of the
organisation. Any inappropriate behaviour inside the workplace will not be tolerated and will be treated
as a serious matter under the HB/Trust Disciplinary Policy.

> DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply for
a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the Trust’s pre-employment
check procedure. *Delete as appropriate.
The post holder does not require a DBS Disclosure Check. *Delete as appropriate.

» Safeguarding Children and Vulnerable Adults: The organisation is committed to safeguarding children and
vulnerable adults. All staff must therefore attend Safeguarding Children training and be aware of their
responsibility under the Adult Protection Policy.

> Infection Control: The organisation is committed to meet its obligations to minimise infections.
All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware of
the content of and consistently observing Health Board Infection Prevention & Control Policies and
Procedures.

» No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board sites,
including buildings and grounds, are smoke free.

> Flexibility Statement: The duties of the post are outlined in this Job Description and Person Specification
and may be changed by mutual agreement from time to time.





SECRETARY

EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS

This document should be complete for each job description and submitted together with the agreed job
description and person specification. Having studied the information related to effort factors, give an
accurate description of what effort is required in the job role under each of the headings. Please indicate
frequency of exposure as follows.

D = Daily W = Weekly M = Monthly A= Once/twice a year

Physical Effort

Frequency:

D: Long periods of working on the computer. Word processing and inputting.
B: Touch typing

Mental Effort

Frequency:

D: Concentration required for use of bespoke software

D: Concentration require for other IT work requiring accuracy
B: Frequent interruptions from telephones and visitors

W: Required to take and transcribe minutes at meetings

Emotional Effort

Frequency:

W: Receives and deals with demanding phone calls from senior management
M: Works under fluctuating pressures of the job according to the requirements of the PMO from the Exec
Board, Senior Mgmt and WG.

Working Conditions

Frequency:

D: Long periods working on computer
M: May be exposed to verbal demands/aggression
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JOB DETAILS:

CAJE REF: NWT/2016/0377

Job Title Health Records Co-ordinator
Pay Band Band 4

Hours of Work and Nature of To be completed on recruitment
Contract

Division/Directorate Informatics

Department Health Records

Base To be completed on recruitment

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Health Records Site Manager
Reports to: Name Line Manager Assistant Health Records Site Manager
Professionally Responsible to: This post will be responsible for the management and supervision of

days service period.

Health Records personnel working within Health Records libraries (on
and off site), Clinic preparation, Outpatient receptions and Access to
Health. This may include personnel who work within a 24 hour/365

Job Summary/Job Purpose:

The Health Records Co-ordinator will have delegated operational management of the Acute Health Records

Services and will be responsible for providing an essential support service in the continuing care of patients,

ensuring that the casenotes are at the right place at the right time.

To actively promote the vision for the Health Records Service working towards a digital records future and

support the delivery of modernisation plans for Health Records. This will require the post holder to support

with the delivery of the Health Records Operational Plan by supporting the Assistant Health Records Site

Manager.
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The Health Records Co-ordinator will assist in the strategic development of the Health Records Service
through efficient supervision of the staff, they will support the Assistant Health Records Site Manager with
the day to day operations of the service at their site so that they provide a high quality, efficient and
effective service that supports patient care. Ensuing the Health Records service is delivered and sustained,
meeting the needs of the users and service standards. They will be required to ensure departmental
operational objectives are met, improving the availability, quality and security of casenotes in accordance
with the Health Records Management Procedure and relevant legislation. The post holder will be expected
to work flexible hours on a planned basis, to ensure that support is provided for staff working out of core
hours.

The post holder will ensure that best practice is adhered to and actively monitor the quality of products and
services that are provided e.g. by undertaking audits on the quality of case notes, clinic preparation,
including the monitoring of ATHR 40 day compliance. Ensuring that any adverse findings are escalated in a
timely manner. Following organisational core values and behaviours, departmental policies and objectives
to provide a high quality, efficient and effective service adhering to agreed minimum standards.

The post holder will ensure policies and procedures are followed in compliance with Information
Governance (IG) and the Health Records Management Procedure, meeting set objectives to provide a high
quality, efficient and effective service. Following organisational core values and behaviours, departmental
policies and objectives to provide a high quality, efficient and effective service adhering to minimum
standards and KSF outlines.

DUTIES/RESPONSIBILITIES:

Operational Management

e To be responsible for the daily running and supervision of the Health Records Service and its staff.

e To manage the workflow ensuring the smooth running of day to day operations of the Health Records
Service. Ensuring that all tasks relating to service delivery in line with agreed standards are completed
within timescales, and address any potential issues, implementing a solution.

e To identify barriers to service with possible solution for resolution escalating to Assistant Health Records
Site Manager when required.

e To monitor and ensure work plans are in place within the departments ensuring appropriate staffing levels
and equitable allocation of work.

e Escalation point for missing casenotes to Divisions as appropriate and responsible for the approval and
creation of temporary casenotes.

e Ensure compliance with Records Management Procedures e.g. the management of “pruning” of records
including decased records.

e To have a full understanding of the Data Protection Act 1998, Access to Health Records Act 1990, Caldicott
and Information Commissioner’s Officer, requirements and responsibilities, ensuring staff adherence to
legislation.

e A working knowledge of good practice and the legal requirements for retention and destruction of
Records.

e Provide advice and guidance to staff and patients on the disclosure of information in accordance with
current legislation.

e Assist in the training and communication to all staff within Health Records of the Business Continuity,
Disaster Recovery and Major Incident process.
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Service & Quality Improvements

To assist with the implementation and delivery of modernisation plans for Health Records. This will require
the post holder to assist with the delivery of the Health Records Operational Plan by leading on small
elements of it or assisting others to deliver their lead areas of work.

To assist with the delivery of projects that will affect any element of the health records service and
improve patient care e.g., digital and electronic record, document repository, patient kiosks, rapid filing
and source system implementation and upgrades.

Ensuring that staff adhere to Standard Operating Procedures in relation to Data Quality e.g. registration of
patients to prevent duplicate and inaccurate recording of information. Identifying any training issues,
addressing and documenting accordingly.

To deliver training/education where required in relation to non-compliance of data quality and records
management principles.

To investigate and address concerns or incidents on behalf of the Assistant Health Records Site
Manager/Health Records Site Manager providing a detailed response and working with others to prevent a
reoccurrence in line with policy and procedure.

Monitoring staff compliance to the agreed minimum standards of work and core organisational values and
behaviours, escalating any areas of concern.

To ensure key performance compliance data is inputted on to the balance scorecard, identifying any trends
and compliance against benchmarked standards for casenote availability.

To support the Assistant Health Records Site Manager with the monitoring of the standards and quality of
work within the department and the collection of statistics. Undertake audits of key performance
indicators and provide reports.

Ensure audits are undertaken and monitored in line with agreed minimum standards of work within the
department. Providing reports which identify solutions to any adverse findings.

Support the ATHR staff ensuring they follow and escalate any anticipated breach in line with the 40 days
Data Protection compliance. Identifying solutions to any adverse findings.

Promote and assist with change and the development of new ways of working.

Communication and Analysis

Attend, hold and contribute to meetings as required in order to improve communication, service delivery
and raise the profile/ encouraging strong working relationships across BCU.

Ensure that all staff communicate in a professional manner, using tact, discretion and sensitivity as
appropriate to the situation, where there may be barriers to understanding, ensuring confidentiality is
maintained. Developing good communication with key stakeholders, i.e. patients, relatives, BCU
colleagues etc.

Provide assistance to the Assistant Health Records Site Manager in the delivery of Health Records training,
primarily within site but across BCU as required.

Represent the Health Records department at designated site meetings providing feedback to the rest of
the Health Records Management Team.

Responsible for holding regular team meetings with staff, cascading information as required.

Human Resources

Ensure staff compliance with mandatory training, appraisals and development to fulfil roles, maintaining
an up to date record on SharePoint.

Schedule and undertake staff annual appraisals in line with KSF outlines, setting objectives and
development plans. Providing coaching, mentoring and arrangement of training where appropriate.
Ensuring the accurate recording of appraisals on ESR.
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Undertake the induction of new starters, ensuring regular review meetings take place to assess their
progress and compliance with training. Arranging any further induction training where appropriate.

Ensure accurate completion of employment forms for all new starters and changes forms for current staff
in a timely manner.

Agree staff annual leave requests ensuring service provision is maintained.

Leadership of all Health Records staff and the direct line management of Health Records supervisors, with
the ability to support, influence and motivate.

Ensure that BCU polices for staff management are adhered to e.g. sickness absence, capability appraisal,
grievance, disciplinary, recruitment and selection.

Ensure staff sickness is recorded on ESR in a timely manner, ensuring the BCU Sickness Absence Policy is
adhered to i.e. referring staff to CARE, completing Return to Works, undertaking sickness counselling and
taking appropriate action.

Health and Safety/Risk Management

To actively maintain a safe working environment for yourself, colleagues and staff who may be affected by
your acts or omissions. Raising all concerns about risk appropriately, informing line manager and reporting
via Datix.

To actively promote safe environments ensuring risk assessments on Health Records environments are
undertaken and managing risks appropriately, putting systems in place to ensure that all Health Records
staff complete relevant training e.g. Load handling and ensure all areas are kept clean, safe and tidy.

To use all provided equipment where and when necessary to minimise risks and report all broken or
faulty equipment.

Continuing Professional Development

Ensure continuation of personal development including leadership skills, through appropriate formal and
informal training as and when necessary.

Keep up to date with legislation in relation to Data Protection, Caldicott principles, and confidentiality,
Human Rights Act, Freedom of Information.

To be aware of, and act in accordance with Health Board policies and procedures

Keep skills up to date and relevant in order to carry out duties.

Within East Area

Ensure the cancellation/reduction of follow up clinics less than six weeks are approved by the Division
due to short notice and delivery of national targets in line with RTT.

Undertake clinic template changes on the source system once appropriate approval has been sought
from the Division and Health Records Site Manager.
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PERSON SPECIFICATION

The knowledge to be measured in the minimum needed to carry out the full duties of the job to the required
standards. Qualifications should be used to provide an indicator of the level of knowledge required. Training
and experience is also a means of acquiring the knowledge required for a job such as on-the-job training,
short courses and experience to an equivalent level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is potentially discriminatory and these will be
returned. It is essential that managers concentrate on the sorts of skills and qualities needed to fulfil the
duties of the post.

ATTRIBUTES ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
Qualifications | ¢ High standard of education or | ¢ PRINCE2 Foundation, similar Application form
and/or equivalent experience gualification or equivalent and pre-
Knowledge e NVQ Level 4 or equivalent level of work experience and employment
experience / level of work knowledge checks
experience and knowledge. e Evidence of Continual
e Willingness to complete within Professional Development
2 years if not held. e Knowledge of NHS Records
e |LM Level 2 Management Management legislation.
Qualification or equivalent e Health Records Management
experience / level of work Policies and Procedures
experience and knowledge. e Understanding of current
Willingness to complete within priorities for the Health
2 years if not held. Records Service Human
e Knowledge and understanding Resources & Finance.

of principles of confidentiality.
e Knowledge and understanding

of the role of

supporting/supervising a team

of staff.

Experience e Experience of leading, e Experience of assisting with the | Application form
influencing and negotiating a management of an operational | and interview
team within an operational service.
service. e Supervisory experience or

e Experience of experience working within the
managing/directing staff Health Records Department
e Experience of assisting with
improvement
Aptitude and | e Ability to sustain ¢ Spoken or written Welsh Interview
Abilities accuracy/attention to detail of language.

work and achieve a consistently | e Leadership/motivational
high standard with a demanding supervisory skills.

work load. e Conflict resolution skills

e Excellent written, numeracy and | e Strong commitment to making
verbal skills, both face to face service performance
and on the telephone. improvements

e Methodical approach e Change management and

e Tactful and motivational service improvement skills

¢ Ability to develop and maintain
effective team working and
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working relationships.

¢ Ability to concentrate and make
decisions on a variety of tasks
and changing priorities

e Ability to use own initiative,
time management, organise
own and others workloads and
delegate duties

e Leadership and coaching skills.

e Ability to influence and
motivate individuals and teams
of staff.

« Demonstrate staff development
skills.

Values

e Ability to relate to staff of all
disciplines and seniority.

e Good interpersonal skills, ability
to empathise.

e Able to communicate effectively
with a wide range of people and
build creditability with a range
of professionals.

e Self-motivated, hardworking
and enthusiastic professional.

e Innovative thinker, with proven
problem solving skills.

e Presents self as courteous,
respectful and helpful.

e Commitment to providing
patient centred care

e Ability to work autonomously

e Discreet and confident

Ability to problem solve and take

decisions within remit of job role

and to know when to seek advice

o Ability to reflect on own
personal development

Application Form
Interview
References

Other

e Remain calm under pressure
with the established
expectations of the role.

o Flexibility to work the hours
required by the post

e General fitness is required as it
is necessary to lift, file and
transfer casenotes from one
location to another, to sort and
reorganise appropriately.

e Ability to exert light/moderate
physical effort when handling
equipment i.e. trolleys and
mobile racking

e Willingness to travel between
sites.

Application form
and interview

GENERAL REQUIREMENTS

Include those relevant to the post requirements
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> Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and to
embed the principles into the culture of the organisation.

> Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of conduct and
requirements of their professional registration.

> Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution to
the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed within
NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure their
conduct does not fall below the standards detailed in the Code and that no act or omission on their part
harms the safety and wellbeing of service users and the public, whilst in their care.

> Competence: At no time should the post holder work outside their defined level of competence. If there
are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty.

> Learning and Development: All staff must undertake induction/orientation programmes at Corporate and
Departmental level and must ensure that any statutory/mandatory training requirements are current and
up to date. Where considered appropriate, staff are required to demonstrate evidence of continuing
professional development.

> Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

> Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

> Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the risk
assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses
and hazards.

> Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organisation’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

» Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many cases
include access to personal information relating to service users.

> Data Protection Act 1998: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the Data
Protection Act 1998 and Organisational Policy. Any breach of such confidentiality is considered a serious
disciplinary offence, which is liable to dismissal and / or prosecution under current statutory legislation
(Data Protection Act) and the HB Disciplinary Policy.
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» Records Management: As an employee of this organisation, the post holder is legally responsible for all
records that they gather, create or use as part of their work within the organisation (including patient
health, staff health or injury, financial, personal and administrative), whether paper based or on computer.
All such records are considered public records and the post holder has a legal duty of confidence to service
users (even after an employee has left the organisation). The post holder should consult their manager if
they have any doubt as to the correct management of records with which they work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the HB to
promote equality for people with protected characteristics, both as an employer and as a provider of
public services. There are nine protected characteristics: age; disability; gender reassignment; marriage
and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual orientation. The HB
is committed to ensuring that no job applicant or employee receives less favour-able treatment of any of
the above grounds. To this end, the organisation has an Equality Policy and it is for each employee to
contribute to its success.

> Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively seeking
to promote a workplace where employees are treated fairly and with dignity and respect. All staff are
requested to report and form of bullying and harassment to their Line Manager or to any Director of the
organisation. Any inappropriate behaviour inside the workplace will not be tolerated and will be treated
as a serious matter under the HB/Trust Disciplinary Policy.

> DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply for
a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the Trust’s pre-employment
check procedure. *Delete as appropriate.
The post holder does not require a DBS Disclosure Check. *Delete as appropriate.

» Safeguarding Children and Vulnerable Adults: The organisation is committed to safeguarding children and
vulnerable adults. All staff must therefore attend Safeguarding Children training and be aware of their
responsibility under the Adult Protection Policy.

> Infection Control: The organisation is committed to meet its obligations to minimise infections.
All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware of
the content of and consistently observing Health Board Infection Prevention & Control Policies and
Procedures.

» No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board sites,
including buildings and grounds, are smoke free.

> Flexibility Statement: The duties of the post are outlined in this Job Description and Person Specification
and may be changed by mutual agreement from time to time.
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Job Title: Health Records Co-Ordinator

Organisational Chart

APPENDIX 1

The Organisational Chart must highlight the post to which this job description applies showing relationship to positions on the same level and, if appropriate, two levels above

and below. Complete, add or delete as appropriate the text boxes below showing the organisational relationships.

Assistant Director of Informatics

Head of Digital Records

Health Records Operational

WEST
Site Manager

Assistant Site Manager

Health Records Co-
Ordinator
Indicative Band 4 (2 WTE)

Health Records Supervisor
Indicative Band 3 (2 WTE)

CENTRAL
Site Manager

I

Assistant Site Manager

I

Health Records Co-
Ordinator
Indicative Band 4 (2 WTE)

Health Records Supervisor
Indicative Band 3 (2 WTE)

Indicative
Band 2 (1 WTE)

ATHR Administrator
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Health Records Clerk
Indicative Band 2 (40.46
WTE)

Administrative Support
Indicative Band 2
(0.50 WTE)

ATHR Administrator
Indicative
Band 2 (1.73 WTE)

[

Health Records Clerk
Indicative Band 2 (37.74
WTE)

Administrative Support
Indicative Band 2
(0.5 WTE)

EAST
Site Manager

Assistant Site Manager

Operational &
Development Support

Health Records Co-
Ordinator
Indicative 4 (2 WTE)

Health Records Supervisor
Indicative Band 3 (3 WTE)

Health Records Clerk
Indicative Band 2 (51.8 WTE)

Hospital Enquiry Desk
Receptionist
Indicative Band 2
(1.62 WTE)

Administrative Support
Indicative Band 2
(1.34 WTE)

ATHR Administrator
Indicative
Band 2 (1.81 WTE)






Job Title: Health Records Co-Ordinator

Supplementary Job Description Information

Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching process.

Physical Effort

APPENDIX 2

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required for the

job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc. are

detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights; manipulating
objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily job - N.B. Walking /driving

to work is not included’

Examples of Typical effort(s)

How often per day
/ week / month

For how long?

Additional Comments

Ability to travel effectively across BCU to meet the needs of the Daily
service

Attending meetings, sitting for long periods of time Daily
Use of VDU for extended periods on time e.g. to produce and Daily
update plans and documents

Light physical effort when facilitating workshops or delivering Weekly

presentations etc.
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Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to
unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during a shift /
working day, e.g. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at meetings;
operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-clinical fault finding;
responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

How often per day /

week / month? For how long? Additional Comments

Examples of Typical effort(s)

Requirement for concentration for checking reports, undertaking Daily
audits and reviewing staffing data etc., with interruptions from

staff.

They will need to ensure that their own and the resource of Daily

others is appropriately allocated to achieve all key outcomes.

A lateral thinker with strong problem solving skills. Weekly
Ability to generating and encouraging team working to gain Weekly
innovation.

Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that are
generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of situations they
are required to deal with.
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For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff; caring for the
terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff; communicating life changing
events; dealing with people with challenging behaviour; arriving at the scene of an accident.” N.B. Fear of Violence is measured under Working Conditions

Examples of Typical effort(s) How c;f:ne:nz:;week For how long? Additional Comments
Requirement to challenge staff, for example when targets are Weekly
not met.
Reporting /escalating issues as required Weekly
Dealing with staffing issues Daily

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as inclement
weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety controls), such as
road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how often and for
how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids, faeces,
vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations - *Driving to and
from work is not included

Examples of Typical Conditions How often per week For how long? Additional Comments
/ month?
Normal office working conditions Daily
Frequent requirement to travel across BCU Daily
Regular use of a computer Daily
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JOB DETAILS:

Job Title Health Records Supervisor

Pay Band Band 3

Hours of Work and Nature of Contract To be completed on recruitment

Division/Directorate Informatics
Department Health Records
Base To be completed on recruitment

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Health Records Site Manager

Reports to: Name Line Manager Health Records Co-ordinator.

Professionally Responsible to:

Job Summary/Job Purpose:

The Health Records Supervisor will be responsible for providing an essential support service in the continuing
care of patients, ensuring that the casenotes are at the right place at the right time.

To actively promote the vision for the Health Records Service working towards a digital records future and
support the delivery of modernisation plans for Health Records. This will require the post holder to support
with the delivery of the Health Records Operational Plan by supporting the Health Records Co-ordinator.

The post holder will support the Health Records Co-ordinator to organise the day to day operations of the
service and staff at their site so that they provide a high quality, efficient and effective service that supports
patient care. Ensuing the Health Records service is delivered and sustained, meeting the needs of the users
and service standards. They will be required to adhere to the processes in place for the day to day
supervision of staff and equitable allocation of workloads across teams and in all areas within their site. The
post holder will be expected to work flexible hours on a planned basis, to ensure that support is provided for
staff working out of core hours.
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The post holder will ensure policies and procedures are followed in compliance with Information Governance
(IG) and the Health Records Management Procedure, meeting set objectives to provide a high quality,
efficient and effective service. Following organisational core values and behaviours, departmental policies and
objectives to provide a high quality, efficient and effective service adhering to minimum standards and KSF
outlines.

DUTIES/RESPONSIBILITIES:

Operational Management

e To supervise the workflow and assist with the smooth running of day to day operations of the Health
Records Service. Ensuring that all tasks relating to service delivery in line with agreed standards are
completed within timescales, and escalate any potential issues to their Health Records Co-ordinator.

e To identify barriers to service and escalate them to Health Records Co-ordinator in a timely manner along
with possible solution for resolution.

e Provide support to all Health Records staff including those based away from the main site and who work
out of core hours.

e Ensure staff assigned the task of initiating missing casenote searches are trained and supported
effectively.

e Organising cover arrangements as and when necessary to ensure continued delivery of service.

e Assist with the implementation of “pruning” of records to ensure records are managed in line with the
Health Records Management Procedure including deceased records.

e Ordering and receipting of goods ordered on Oracle, raising requisitions upon request from the Health
Records Co-Ordinator.

e Monitoring stock levels of case note folders and stationery and ordering in a timely manner to maintain
acceptable levels.

Service & Quality Improvements

e To ensure compliance with the delivery of key performance indicators e.g. case note availability against
benchmarked standards.

e Auditing and monitoring of the quality and agreed minimum standards of work within the department and
the collection of any statistics. Provide reports which identify any adverse findings escalating in a timely
manner to the Health Records Co-ordinator.

e Deal with on the spot concerns as and when they arise, meeting with patients, relatives and staff to
establish issues and attempt to resolve reporting all incidences and outcomes to the Health Records Co-
ordinator.

e Ensuring that staff adhere to Standard Operating Procedures in relation to registration of patients to prevent
duplicate and inaccurate recording of information. Identifying any training issues, addressing and
documenting accordingly.

e To ensure reports of possible duplicate registrations are available and deal with email and telephone
reported duplicates. Confirm definite duplicates using appropriate systems and amalgamate paper and
electronic records as appropriate.

e To ensure an up to date record of all missing casenotes is maintained, reviewing long term missings on a
regular basis. Merging temporary casenotes on the source system once original paper casenotes have been
located and merged together.

e Ensure the outcome of patient attendances are actioned correctly and in a timely manner by staff on the
source system by the end of each working day.

Communication and Analysis

e Attend, hold and contribute to meetings as required in order to improve service delivery and raise the
profile of the service, encouraging strong working relationships across BCU.
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Ensure that all staff communicate in a professional manner, using tact, discretion and sensitivity as
appropriate to the situation, where there may be barriers to understanding, ensuring confidentiality is
maintained. Developing good communication with key stakeholders, i.e. patients, relatives, BCU colleagues
etc.

Human Resources

Schedule and undertake staff annual appraisals in line with KSF outlines, providing coaching, mentoring and
arrangement of training where appropriate. Ensuring the accurate recording of appraisals on ESR.

Make suitable arrangements to ensure staff are released and have access to appropriate equipment to
complete their mandatory training in line with BCU Policy.

Schedule Induction for new starters, ensuring a departmental induction pack, personnel file and
electronic file is created in preparation for start date.

Assist with ensuring that BCU policies and procedures for management of staff are adhered to in area of
responsibility e.g. sickness absence, capability, appraisal, recruitment and selection.

Ensure staff sickness is recorded on ESR in a timely manner, ensuring the BCU Sickness Absence Policy is
adhered to i.e. referring staff to CARE, completing Return to Works and initiating sickness counselling etc.

Health and Safety/Risk Management

To actively maintain a safe working environment for yourself, colleagues and staff who may be affected
by your acts or omissions. Raising all concerns about risk appropriately, informing line manager and
reporting via Datix.

Undertaking of departmental risk assessments, ensuring they are electronically recorded and uploaded on
staff SharePoint. Reporting to relevant department to be resolved e.g. Estates and identifying any risks
which require to be escalated on to the risk register.

To use all provided equipment where and when necessary to minimise risks and report all broken or faulty
equipment.

Continuing Professional Development

Ensure compliance of objectives set in annual personal development plan. Remain up to date with
mandatory training compliance.

Ensure continuation of personal development through appropriate formal and informal training as and
when necessary.

All Health Record staff should attend annual training on the major incident procedure to enable
understanding of their role and to take part in the event of a major incident.

Within East Area

Ensure the cancellation/reduction of follow up clinics are actioned in a timely manner by staff on the
source system. This may include cancellation of clinics at short notice and will require patients to be
contacted by telephone.

PERSON SPECIFICATION

The knowledge to be measured in the minimum needed to carry out the full duties of the job to the required
standards. Qualifications should be used to provide an indicator of the level of knowledge required. Training
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and experience is also a means of acquiring the knowledge required for a job such as on-the-job training,
short courses and experience to an equivalent level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is potentially discriminatory and these will be

returned. It is essential that managers concentrate on the sorts of skills and qualities needed to fulfil the
duties of the post.

ATTRIBUTES ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
Qualifications | e High standard of education or e Evidence of continual Application form
and/or equivalent experience professional development and pre-
Knowledge ¢ NVQ Level 3 or equivalent employment
qualification/experience * Knowledge of NHS Records checks
e Ability to influence and motivate Management legislation.
individuals
e Ability to use own initiative,
organise workloads and delegate
duties
e Knowledge of principles of
confidentiality
Experience e Experience of working with o NHS experience. Application form
Microsoft packages. e Previous administrative and and interview
e Experience of leading and customer service experience.
negotiating a team. e Leadership, coaching and
supervisory experience.
e Understanding of current
priorities for the Health
Records Service.
Aptitude and | e Ability to sustain accuracy of e Service improvement skills Interview
Abilities

work and achieve a consistently
high standard.

e Physical stamina to sustain
demanding work load that
involves physical agility for long
periods.

e Good written and verbal skills
both face to face and on the
telephone

e Attention to detail

e Methodical approach

e Tactful and motivational

e Good literacy and numeracy
skills.

e Organisational, time
management and delegation.

e Influencing and negotiation skills

¢ Ability to develop and maintain

and ability to assist with
implement of change

e Welsh speaker

e Investigative skills
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effective team working and
working relationships.

¢ Ability to concentrate and make
decisions on a variety of tasks and
changing priorities

Values e Self-motivated, hardworking and Application Form
enthusiastic professional. Interview
e Ability to relate to staff of all References
disciplines and seniority, building
creditability with a range of
professionals.
e Presents self as courteous,
respectful and helpful.
e Good interpersonal skills, ability
to empathise.
e Commitment to providing patient
centred care
o Ability to work autonomously
¢ Discreet and confident
e Able to communicate effectively
with a wide range of people face
to face, by electronic means and
by telephone
« Ability to problem solve and take
decisions within remit of job role
and to know when to seek advice.
Other e Professional in all aspects of

presentation and behavior.

e Remain calm under pressure with
the established expectations of
the role.

o Flexibility to work the hours
required by the post

e General fitness is required as it is
necessary to lift, file and transfer
casenotes from one location to
another, to sort and reorganise
appropriately.

e Ability to exert light/moderate
physical effort when handling
equipment i.e. trolleys and
mobile racking

Application form
and interview

GENERAL REQUIREMENTS

Include those relevant to the post requirements
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» Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and to
embed the principles into the culture of the organisation.

> Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of conduct and
requirements of their professional registration.

> Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution to
the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed within
NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure their
conduct does not fall below the standards detailed in the Code and that no act or omission on their part
harms the safety and wellbeing of service users and the public, whilst in their care.

» Competence: At no time should the post holder work outside their defined level of competence. If there
are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty.

> Learning and Development: All staff must undertake induction/orientation programmes at Corporate and
Departmental level and must ensure that any statutory/mandatory training requirements are current and
up to date. Where considered appropriate, staff are required to demonstrate evidence of continuing
professional development.

> Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

> Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

> Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the risk
assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses
and hazards.

> Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organisation’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

> Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many cases
include access to personal information relating to service users.

> Data Protection Act 1998: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the Data
Protection Act 1998 and Organisational Policy. Any breach of such confidentiality is considered a serious
disciplinary offence, which is liable to dismissal and / or prosecution under current statutory legislation
(Data Protection Act) and the HB Disciplinary Policy.
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» Records Management: As an employee of this organisation, the post holder is legally responsible for all
records that they gather, create or use as part of their work within the organisation (including patient
health, staff health or injury, financial, personal and administrative), whether paper based or on computer.
All such records are considered public records and the post holder has a legal duty of confidence to service
users (even after an employee has left the organisation). The post holder should consult their manager if
they have any doubt as to the correct management of records with which they work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the HB to
promote equality for people with protected characteristics, both as an employer and as a provider of
public services. There are nine protected characteristics: age; disability; gender reassignment; marriage
and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual orientation. The HB
is committed to ensuring that no job applicant or employee receives less favour-able treatment of any of
the above grounds. To this end, the organisation has an Equality Policy and it is for each employee to
contribute to its success.

> Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively seeking
to promote a workplace where employees are treated fairly and with dignity and respect. All staff are
requested to report and form of bullying and harassment to their Line Manager or to any Director of the
organisation. Any inappropriate behaviour inside the workplace will not be tolerated and will be treated
as a serious matter under the HB/Trust Disciplinary Policy.

> DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply for
a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the Trust’s pre-employment
check procedure. *Delete as appropriate.
The post holder does not require a DBS Disclosure Check. *Delete as appropriate.

» Safeguarding Children and Vulnerable Adults: The organisation is committed to safeguarding children and
vulnerable adults. All staff must therefore attend Safeguarding Children training and be aware of their
responsibility under the Adult Protection Policy.

> Infection Control: The organisation is committed to meet its obligations to minimise infections.
All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware of
the content of and consistently observing Health Board Infection Prevention & Control Policies and
Procedures.

» No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board sites,
including buildings and grounds, are smoke free.

> Flexibility Statement: The duties of the post are outlined in this Job Description and Person Specification
and may be changed by mutual agreement from time to time.

CAJE Reference/Date:





Job Title: Health Records Supervisor

Organisational Chart

APPENDIX 1

The Organisational Chart must highlight the post to which this job description applies showing relationship to positions on the same level and, if appropriate, two levels above

and below. Complete, add or delete as appropriate the text boxes below showing the organisational relationships.

Assistant Director of Informatics

Head of Digital Records

Health Records Operational

WEST
Site Manager

Assistant Site Manager

Health Records Co-
Ordinator
Indicative Band 4 (2 WTE)

Health Records Supervisor
Indicative Band 3 (2 WTE)

CENTRAL
Site Manager

I

Assistant Site Manager

I

Health Records Co-
Ordinator
Indicative Band 4 (2 WTE)

Health Records Supervisor
Indicative Band 3 (2 WTE)

Indicative
Band 2 (1 WTE)

ATHR Administrator
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Health Records Clerk
Indicative Band 2 (40.46
WTE)

Administrative Support
Indicative Band 2
(0.50 WTE)

ATHR Administrator
Indicative
Band 2 (1.73 WTE)

[

Health Records Clerk
Indicative Band 2 (37.74
WTE)

Administrative Support
Indicative Band 2
(0.5 WTE)

EAST
Site Manager

Assistant Site Manager

Operational &
Development Support

Health Records Co-
Ordinator
Indicative 4 (2 WTE)

Health Records Supervisor
Indicative Band 3 (3 WTE)

Health Records Clerk
Indicative Band 2 (51.8 WTE)

Hospital Enquiry Desk
Receptionist
Indicative Band 2
(1.62 WTE)

Administrative Support
Indicative Band 2
(1.34 WTE)

ATHR Administrator
Indicative
Band 2 (1.81 WTE)






APPENDIX 2

Job Title: Health Records Supervisor

Supplementary Job Description Information

Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching process.
Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required for the
job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc. are
detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights; manipulating

objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily job - N.B. Walking /driving
to work is not included’

How often per day

Examples of Typical effort(s) / week / month

For how long? Additional Comments

Sitting for long periods of time Weekly
Use of VDU for extended periods on time e.g. to produce and Daily
update documents

Bending, crouching, twisting, stretching, kneeling, use of kick Daily

stools Pushing trolleys
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Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to
unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during a shift /
working day, e.g. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at meetings;
operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-clinical fault finding;
responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

How often per day /

week / month? For how long? Additional Comments

Examples of Typical effort(s)

Requirement for concentration for undertaking audits and Daily
reviewing data etc., with interruptions from staff.

They will need to ensure that their own and the resource of Daily
others is appropriately allocated to achieve all key outcomes.

A lateral thinker with strong problem solving skills. Weekly
Ability to generating and encouraging team working to gain Weekly
innovation.

Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that are
generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of situations they
are required to deal with.
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For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff; caring for the
terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff; communicating life changing
events; dealing with people with challenging behaviour; arriving at the scene of an accident.” N.B. Fear of Violence is measured under Working Conditions

Examples of Typical effort(s) How c;f:ne:nz:;week For how long? Additional Comments
Requirement to challenge staff, for example when targets are Weekly
not met.
Reporting /escalating issues as required Weekly
Dealing with staffing issues Daily

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as inclement
weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety controls), such as
road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how often and for
how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids, faeces,
vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations - *Driving to and
from work is not included

Examples of Typical Conditions How often per week For how long? Additional Comments
/ month?
Normal office working conditions Daily
Frequent requirement to travel across BCU Daily
Regular use of a computer Daily
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JOB DETAILS:

Job Title Access to Health Records Coordinator
Pay Band Band 4

Hours of Work and Nature of To be completed on recruitment
Contract

Division/Directorate Informatics

Department Health Records

Base To be completed on recruitment

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Business Development Manager

Reports to: Name Line Manager Business Development Manager

Professionally Responsible to:

Organisational statement on values and behaviours

To improve health and deliver excellent care. Put patients first, work together, value and
respect each other, learn and innovate, communicate openly and honestly.

Job Summary/Job Purpose:

To define, establish and support the Health Records Service on the delivery of set objectives to
ensure policies and procedures are developed and followed in compliance with; General Data
Protection Regulation (GDPR) 2018, Data Protection Act 2018, Access to Health Records Act
1990, and BCUHB Health Records Management Procedure.

To manage the centralised Access to Health Records service to deliver high quality and apply
best practice, with regards to the speciality subject matter providing expert advice and
guidance.

As a member of key local groups, the post holder will actively engage in and support the
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development of new technologies and systems that will enable the provision of electronic
information in line with Data Protection legislation, contributing to a digital records future that
enables the delivery of modernisation plans for patient records.

The post-holder is required to work with minimal supervision and autonomy, demonstrating
strong management qualities and be open, transparent and trustworthy. As a BCU employee,
the post holder will act with integrity and uphold the values and beliefs of the Organisation.

DUTIES/RESPONSIBILITIES:

e Support on the development and implementation of the Health Board’s arrangements for
compliance in responding to Subject Access Requests for patient records, including the
development and updating of appropriate policies and procedures.

e To provide professional advice to all staff within the organisation with regards to their
responsibilities when presented with a subject access request for patient records, providing
expert advice with regards to the relevant legislation, policies and procedures.

e Actively engage in and support the development of new technologies and systems that will
support the delivery of a cohesive record of electronic patient information to the requester
across multiple source systems and legacy paper records.

e Develop and support efficient and effective arrangements for processing requests where
information is available within National patient records systems (e.g. WCRS; WRRS), advising
senior managers and Information Governance on local impacts

e Ensure the accurate recording of all requests onto the Health Board’s DATIX system in a timely
manner, creating and producing reports from the system in relation to performance
management, audit and service demand.

e Manage the Clinical Waiver register ensuring a process is in place to review on an annual basis.

e Monitoring trends and as appropriate make improvements/recommendations for
improvements to address performance and non-compliance, escalating to and engaging with
clinical teams/divisions where the need arises.

e Ensure the timely notification of breaches to the BCUHB Information Governance team and
support in assessing and managing the impact of breaches

e Develop, maintain and monitor the effectiveness of internal procedures to retrieve and
appropriately provide patient records; taking account of specific arrangements for when it is
appropriate or not to provide safeguarding and 3" party information.

e Guide and support the team to provide and receive sensitive and complex information and
ensure all enquires are dealt with in an efficient and confidential manner.

o Develop and maintain effective back-up systems to support the processes in the absence of
electronic data capture.

o Keep up to date with legislative changes, new developments and service changes on a local
and National level that impact on Service provision.

e Support and be involved with service planning, service improvement and implementation
under the direction of the Health Records Management team.

e Manage the quality assurance process to ensure that all responses provided are compliant
with legislation, e.g. comingling, redaction, third party, application of exemptions.

e Undertake the processing of requests with the team to meet service demands.

e To ensure that all BCUHB electronic systems and paper records are corrected/updated in the
event a request is received for rectification e.g. transgender, adoption.

e Develop an expert understanding of and keep abreast of changes to the General Data Protection
Regulation (GDPR) 2016, Data Protection Act 2018, Access to Health Records Act 1990, and
BCUHB Health Records Management Procedure ensuring they are effectively applied to the job
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role, requirements and responsibilities.

Have a good working knowledge of good practice in relation to patient records management,
including the legal requirements for retention and destruction of records, and the rights to
rectification and erasure.

Develop an expert knowledge of all systems used within the Health Board that hold patient
information, and establish methods on how to access and extract the information to respond
to a request.

Have a good understanding of local systems and cloud based solutions used to securely collate
and provide an electric response from multiple sources.

Develop a good working knowledge of Organisational policies and procedures including the
Staff Code of Conduct and to ensure there is a clear awareness of how reporting procedures
are managed and implemented within their own area of work / responsibility

Participate in and assist the Business Development Manager with service redesign, role
redesign and change management within the service with particular attention to
standardisation and equity.

Work with the Business Development Manager to develop the annual plan for the Access to
Health Records Service, and monitor and support the effective delivery of that plan within the
team, plan and monitor workloads, reflecting service targets within individual’s PADR targets.
Participate where appropriate with the Health Records Management Team in the
implementation and delivery of modernisation plans for the Acute Patient Records.

Provide specialist advice at stages within Informatics projects to ensure new innovations
consider the data subjects individual rights to access, rectification, erasure and portability
compliance in their design.

Assist the BCUHB Complaints Team with investigations into complaints resulting from a breach of
the legislation; planning and undertake reporting/remedial action as required. These complaints
may involve complex circumstances that require in-depth investigations.

Support with communications to improve knowledge across all BCU employees of their
responsibilities in ensuring legislative compliance with regards to subject access requests.
Liaise, attend and contribute to other meetings as required in order to improve service
delivery and raise the profile, encourage strong working relationships across divisions and
service areas.

Liaise and communicate professionally and effectively with a range of professionals and
service users (Health Board employees, Solicitors, patients, relatives, police, courts and
external organisations) on complex, highly sensitive and potentially distressing enquiries in
relation to Access to Health Records within the boundaries of confidentiality.

Work closely with colleagues within the team, across the organisation and across Health
Boards to ensure priorities are met and targets achieved.

To be responsible for holding and administering regular Team Meetings.

Direct line management to staff within area of responsibility this will include coaching,
objective setting, mentoring and annual leave.

To be responsible for ensuring that all staff within area of responsibility have received regular
appraisals, appropriate training (including mandatory) and development to fulfil roles.

To be responsible for ensuring that BCU polices for staff management are adhered to in area
of responsibility including sickness absence, capability, recruitment and selection, grievance,
and disciplinary.

Support the on-going knowledge and development of BCU staff by assisting with the creation,
delivery and development of programmes relating to Access to Health Records.

Ensure monthly flexi sheets are checked for accuracy

Assist in the training of new members of staff during induction and during the ‘on the job’
training period.

Ensure compliance with own mandatory training and ensure compliance with any role related
training in order to maintain quality standards. Monitor compliance of mandatory training
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within the team.

Take individual responsibility for managing risks within own working environment, complying
with BCU regulations around reporting and managing risk reduction strategies.

Comply with all Health and Safety issues taking a proactive role by managing the Health and
safety of themselves and others at all times where practicably possible.

To be responsible for ensuring a safe working environment, highlighting Health and Safety
risks to the Business Development Manager for consideration/inclusion on the risk register.

To be responsible for the undertaking and review of risk assessments ensuring that safe
systems of work are developed and adhered to ensuring all staff take part in mandatory Fire
training and drill, load handling.

To be involved in managing related risk assessments and effectively taking care to include
others that may be affected by their actions.
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PERSON SPECIFICATION

ATTRIBUTES

ESSENTIAL

DESIRABLE

METHOD OF
ASSESSMENT

Qualifications
and/or

e NVQ Level 4, or equivalent
qualification / work experience

e GDPR Practitioner Level
e |[LM Level 2

Application form and
pre employment

Knowledge e A good understanding of e Evidence of continual checks
General Data Protection professional
Regulation (GDPR) 2018, Data development
Protection Act 2018, and Access | e Knowledge of current
to Health Records Act 1990 and emerging cloud
e Good knowledge and based solutions for
understanding of principles of secure transfer of data
confidentiality * Good knowledge of
record keeping -
retention and
destruction periods
Experience e Experience of working with e NHS experience. Application form and
Microsoft Office application to | e Experience of working | interview
a high level. with the legislative
e High level of IT & analytical requirements within
skills the Data Protection Act
e Experience of assisting with the | e Experience and
management of an operational understanding of
service. current priorities for
e Experience of processing the Health Board and
subject access requests in line the Health Records
with the Data Protection Act. Service.
e Ability to handle sensitive and e Use of datix, risk
complex sets of information management software
and situations. Experience in
dealing with a variety of senior
people and above.
Aptitude and e Leadership & coaching skills. ¢ Innovative thinker, Interview
Abilities e Strong commitment to setting with proven problem

and delivering service
performance improvements
and targets

¢ Influencing and negotiation
skills across a range of
professionals and service users

e Ability to sustain accuracy of
work and achieve a consistently
high standards under pressure

e Report writing and
presentation skills

e Able to provide succinct advice
and guidance, making clear and
achievable recommendations

e Ability to manage time through

solving skills and the
ability to support the
implementation of
change

e Spoken or written
Welsh language (highly
desirable)
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effective delegation and make
decisions on a variety of tasks
establishing priority within
competing demands

Values

e Commitment to placing the Application Form
patient at the heart of what we Interview
do References

¢ Self-motivated, hardworking
and enthusiastic

e Present self in a professional
manner, being courteous,
respectful and helpful.

e Good interpersonal skills and
ability to empathise.
To respect confidentiality and

the rights of the patient

Other

e Ability to exert light/moderate Application form and
physical effort when handling interview
casenotes and trolleys

e Ability to travel between sites

GENERAL REQUIREMENTS

Include those relevant to the post requirements

>

>

Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and
to embed the principles into the culture of the organisation.

Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of conduct and
requirements of their professional registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution
to the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed
within NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure
their conduct does not fall below the standards detailed in the Code and that no act or omission on their
part harms the safety and wellbeing of service users and the public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of competence. If
there are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation programmes at Corporate
and Departmental level and must ensure that any statutory/mandatory training requirements are
current and up to date. Where considered appropriate, staff are required to demonstrate evidence of
continuing professional development.

Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.
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> Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

> Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near
misses and hazards.

> Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organization’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

> Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many
cases include access to personal information relating to service users.

> Data Protection: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the General Data
Protection Legislation and Organisational Policy. Any breach of such confidentiality is considered a
serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory
legislation and the HB or Trust Disciplinary Policy.

> Records Management: As an employee of this organisation, the post holder is legally responsible for
all records that they gather, create or use as part of their work within the organisation (including
patient health, staff health or injury, financial, personal and administrative), whether paper based or
on computer. All such records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The post holder should
consult their manager if they have any doubt as to the correct management of records with which they
work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the
HB/Trust to promote equality for people with protected characteristics, both as an employer and as a
provider of public services. There are nine protected characteristics: age; disability; gender
reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and
sexual orientation. The HB/Trust is committed to ensuring that no job applicant or employee receives
less favour-able treatment of any of the above grounds. To this end, the organisation has an Equality
Policy and it is for each employee to contribute to its success.

> Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively
seeking to promote a workplace where employees are treated fairly and with dignity and respect. All
staff are requested to report any form of bullying and harassment to their Line Manager or to any
Director of the organisation. Any inappropriate behaviour inside the workplace will not be tolerated
and will be treated as a serious matter under the HB/Trust Disciplinary Policy.

> DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply
for a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the HB/Trust’s pre-
employment check procedure. *Delete as appropriate.
If the post holder does not require a DBS Disclosure Check, delete as appropriate.
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> Safeguarding Children and Adults at Risk: The organisation is committed to safeguarding children
and adults at risk. All staff must therefore attend Safeguarding Children & Adult training and be
aware of their responsibilities under the All Wales Procedures.

> Infection Control: The organisation is committed to meet its obligations to minimise infections.
All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware
of the content of and consistently observing Health Board/Trust Infection Prevention & Control Policies
and Procedures.

> No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board/Trust
sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and Person
Specification and may be changed by mutual agreement from time to time.
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Job Title: Access to Health Records Coordinator
Organisational Chart

Chief Information Officer Informatics

APPENDIX 1

Head of Digital Records

Health Records Operational Manager

WEST
Site Manager

Assistant
Site Manager

Health Records
Co-Ordinator

Health Records
Supervisor

Health Records
Clerk (B2)
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Health Records
Clerk (B2)

Administrator (B2)

EAST
Site Manager

Assistant
Site Manager

Health Records
Co-Ordinator

Health Records
Supervisor

Health Records
Clerk (B2)

Administrator (B2)

Business Development

Manager
Indicative 6

Administrator (B2)

ATHR Co-ordinator
Indicative 4

ATHR Officers
Indicative Band 3

Hospital Enquiry
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APPENDIX 2

Job Title: Access to Health Records Coordinator

Supplementary Job Description Information

Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching
process.

Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required
for the job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights
etc. are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights;
manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily
job - N.B. Walking /driving to work is not included’

: How often per day 5 .
Examples of Typical effort(s) / week / month For how long* Additional Comments
Sitting for long periods of time Weekly
Use of VDU for extended periods on time Daily
Bending, crouching, twisting, stretching, kneeling, use of kick Monthly
stools Pushing trolleys
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Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to
unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during
a shift / working day, e.qg. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at
meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-
clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

How often per day

/ week / month? For how long? Additional Comments

Examples of Typical effort(s)

Requirement for concentration for reviewing information with Daily
occasional interruption of phone calls

Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties
that are generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of
situations they are required to deal with.

For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff;
caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff;
communicating life changing events; dealing with people with challenging behaviour; arriving at the scene of an accident.’ N.B. Fear of
Violence is measured under Working Conditions
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How often per

Examples of Typical effort(s) week / month?

For how long? Additional Comments

Dealing with emotional patient issues Monthly

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as
inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and
safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how
often and for how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids,
faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations -
*Driving to and from work is not included

How often per

. - " -
Examples of Typical Conditions week / month? For how long* Additional Comments

Normal office working conditions Daily

Regular use of a computer Daily
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JOB DESCRIPTION TEMPLATE

JOB DETAILS:

Job Title Business Development Manager
Pay Band Band 6

Hours of Work and Nature of To be completed on recruitment
Contract

Division/Directorate Informatics

Department Health Records

Base To be completed on recruitment

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to: Head of Digital Records

Reports to: Name Line Manager Head of Digital Records

Professionally Responsible to:

Organisational statement on values and behaviours

To improve health and deliver excellent care. Put patients first, work together, value and
respect each other, learn and innovate, communicate openly and honestly.

Job Summary/Job Purpose:

Establish, lead and manage a small centralised Access to Health Records Service that ensures

the organisation meets its responsibilities for responding to all written and verbal Subject

Access Requests in relation to patient records, complying with General Data Protection
Regulation (GDPR) 2018, Data Protection Act 2018, Access to Health Records Act 1990, and

BCUHB Health Records Management Procedure.

Be the subject matter specialist providing expert advice and guidance with regards to subject

access rights to the organisation, patients, their representatives and third parties.
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To lead and manage the business and performance function within the Health Records Service;
ensuring best practice, monitoring and escalating compliance in relation to performance
management, risk management and the Health Records Annual Operational Plan.

Be required to analyse and benchmark information, interpret data, highlight trends; preparing
formal reports to senior teams, groups and committees.

Be required to work with minimal supervision and autonomy, demonstrating strong leadership
qualities and be open, transparent and trustworthy.

DUTIES/RESPONSIBILITIES:

Establish, lead and manage a small centralised Access to Health Records Service that ensures the

organisation meets its responsibilities for responding to all written and verbal Subject Access

Requests in relation to patient records, complying with General Data Protection Regulation (GDPR)
2018, Data Protection Act 2018, Access to Health Records Act 1990, and BCUHB Health Records
Management Procedure.

Be the subject matter specialist providing expert advice and guidance with regards to subject
access rights to the organisation, patients, their representatives and third parties.

Develop and update appropriate policies and procedures with regard to legislation and national
all Wales collaborative approaches and standards

Actively engage in and support the development of new technologies and systems that will
enable the organisation to process subject access requests, across legacy paper records and
multiple local and national source systems.

Ensure the timely notification of breaches to the BCUHB Information Governance team and
support in assessing and managing the impact of breaches

To be responsible for ensuring robust quality assurance processes and monitoring arrangements
are in place which will actively review and audit; accuracy and completeness of the request,
application of exemptions and the clinical waiver process, timeliness of responses and
complaints

Guide and support the team to provide and receive sensitive and complex information and
ensure all enquires are dealt with in an efficient and confidential manner

To lead and manage the business and performance function within the Health Records Service;

ensuring best practice, monitoring and escalating compliance in relation to performance

management, risk management and the Health Records Annual Operational Plan.

To support the Head of Digital Records in the development of key operational and improvement
plans within the Service

Be required to analyse and benchmark complex information and interpret data from a range of
sources; highlight trends and preparing formal reports for senior teams, groups and committees.
To co-ordinate the work of leads and ensure that all personnel involved with the delivery of
plans understand their roles and carry them out effectively, highlighting any concerns as
necessary.

To work with leads to identify and take corrective action where appropriate to ensure the
delivery of plans e.g. undertake negotiations where required and work with others to remove
barriers to progress

Where known, to recommend the optimum solution to issues where there may be more than
one course of action

To be responsible for the delivery of delegated elements of the Operational Plan, a service
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improvement or a Project, taking appropriate actions to ensure delivery to agreed time quality
and cost criteria.

Assist with the development of service or improvement plans, capturing own ideas and co-
ordinating responses received.

Develop an expert understanding of and keep abreast of changes to the General Data Protection
Regulation (GDPR) 2018, Data Protection Act 2018, Access to Health Records Act 1990, and
BCUHB Health Records Management Procedure that can be applied to the job role, the
requirements and responsibilities.

Have a working knowledge of local and national good practice in relation to patient records
management, including the legal requirements for retention and destruction of records, and
the individual rights to rectification and erasure.

Have a good understanding of technology and cloud based solutions used to securely collate
and process subject access requests, across legacy paper records and multiple local and national
source systems

Have a good working knowledge of BCUHB Informatics Department risk management and
planning procedures

Develop a good working knowledge of Organisational policies and procedures including the
Staff Code of Conduct and to ensure there is a clear awareness of how reporting procedures
are managed and implemented within their own area of responsibility.

Monitor progress against agreed plans in particular the Health Records Operational Plan and
BCUHB Patient Records Group action plan, providing regular reports on progress and
performance and escalating deviations as required

Develop the annual plan for the Access to Health Records Service, and monitor and support the
effective delivery of that plan within the team, plan and monitor workloads, reflecting service
targets within individual’s PADR targets.

Provide specialist advice at stages within Informatics projects to ensure new innovations
consider the data subjects individual rights to access, rectification, erasure and portability
compliance in their design.

Assist the BCUHB Complaints Team with investigations into complaints resulting from a breach of
the data protection legislation; planning and undertake reporting/remedial action as required.
These complaints may involve complex circumstances that require in-depth investigations.
Service and attend and advise the BCUHB Health Records Management Meeting and Patient
Records Group on matters relating to performance, improvement, risks/issues; preparing
informal and formal reports as required.

Professionally liaise and communicate with a range of professionals and service users (Health
Board employees, Solicitors, patients, relatives, police, courts and external organisations) on
complex, highly sensitive and potentially distressing enquiries in relation to Access to Health
Records within the boundaries of confidentiality.

Liaise, attend and contribute to other meetings as required in order to support the Head of
Digital Records in ensuring an organisation wide compliance to processing written and verbal
subject access requests

Ensure that effective communications are maintained updating all stakeholders on relevant
procedures and issues using a range of communication methods, maintaining the Health Records
web pages

To be responsible for holding and administering regular Team Meetings.

Provision of Leadership and Line Management to staff within area of responsibility, this will
include coaching, objective setting, mentoring, authorising travel expenses, and annual leave.
To be responsible for ensuring that all staff within area of responsibility have received regular
appraisals, appropriate training (including mandatory) and development to fulfil roles.

To be responsible for ensuring that BCU polices for staff management are adhered to in area
of responsibility including sickness absence, capability, recruitment and selection, grievance,
and disciplinary.
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Manage the on-going knowledge and development of BCU staff by ensuring the creation,
delivery and development of programmes relating to Access to Health Records.

Ensure compliance with own mandatory training and ensure compliance with any role related
training in order to maintain quality standards. Monitor compliance of mandatory training
within the team.

Take individual responsibility for managing risks within own working environment and staff
area complying with BCU regulations around reporting and managing risk reduction strategies.
Comply with all Health and Safety issues taking a proactive role by managing the Health and
safety of themselves and others at all times where practicably possible.

To be responsible for the undertaking and review of risk assessments ensuring that safe
systems of work are developed and adhered to ensuring all staff take part in mandatory Fire
training and load handling.

To be involved in managing related risk assessments and effectively taking care to include
others that may be affected by their actions.

CAIJE Reference/Date: 2019.0038






PERSON SPECIFICATION

The knowledge to be measured is the minimum needed to carry out the full duties of the job to the required
standards. Qualifications should be used to provide an indicator of the level of knowledge required. Training
and experience is also a means of acquiring the knowledge required for a job such as on-the-job training,
short courses and experience to an equivalent level of knowledge which should be specified.

NOTE: Please do not use the number of years experience as this is potentially discriminatory and these will
be returned. It is essential that managers concentrate on the sorts of skills and qualities needed to fulfil the

duties of the post. Essential criteria must not state “or willing to work towards” any qualification.

ATTRIBUTES

ESSENTIAL

DESIRABLE

METHOD OF
ASSESSMENT

Qualifications

e Educated to degree level, or

e GDPR Practitioner

Application form and pre

and/or equivalent qualification/ work level employment checks
Knowledge experience e PRINCE2 Practitioner
¢ ILM Management level 3, or e Good knowledge of
equivalent qualification/ work current and
experience emerging cloud
e Evidence of Continual based solutions for
Professional Development secure transfer of
e PRINCE2 Foundation, or data
equivalent qualification/ work e Working knowledge
experience of how to manage
e A good understanding of multiple document
General Data Protection types
Regulation (GDPR) 2018, Data
Protection Act 2018, and Access
to Health Records Act 1990
e Good knowledge and
understanding of principles of
confidentiality
e Good knowledge of record
retention and destruction
periods
Experience e Experience of working with e NHS experience. Application form and

Microsoft Office application to
an advanced level.

e Demonstrable

experience of

e Advanced IT & analytical skills delivering
e Experience of leading or objectives/
assisting with the management project/changes

of an operational service.
Experience of interpreting
legislations and guidelines to
ensure compliance and support
good practice

Experience of handling
sensitive and complex sets of
information and situations
Experience at a senior
management level within an

within timescales &
budget.

e Experience and

understanding of
NHS Wales policy
and strategy

interview
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operational environment.

e Experience of managing a
budget and demonstrable
success with delivering a
balanced budget

e Experience of personally
leading change & improvement
programmes with a range of
staff

e Experience & understanding of
strategic health records issues
within a healthcare
environment

e Experience and understanding
of current priorities for the
Health Board and the Health
Records Service.

e Experience of working with the
Data Protection Act and
Freedom of Information

Aptitude and e Leadership, coaching &

Abilities management skills.

e Strong commitment to setting
and delivering service
performance improvements
and targets

e High level of influencing and
negotiation skills across a range
of professionals and service
users

e Ability to sustain accuracy of
work and achieve a consistently
high standard under pressure

e Excellent level of report writing
and presentation skills

e Able to provide succinct advice
and guidance, making clear and
achievable recommendations

e Ability to manage time through
effective delegation and make
decisions on a variety of tasks
establishing priority within
competing demands

e |nnovative thinker, with proven
problem solving skills and the
ability to lead and implement
change

e Demonstrate staff
development skills.

o Ability to develop & maintain
effective team working &
working relationships.

e Project management skills &

Ability to speak Welsh

Interview
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experience.

e Ability to relate to staff of all
disciplines & seniority & build
creditability with a range of
professionals.

e Ability to relate to staff of all
disciplines & seniority & build
creditability with a range of
professionals.

Values

e Commitment to placing the Application Form
patient at the heart of what we Interview
do References

¢ Self-motivated, hardworking
and enthusiastic

e Present self in a professional
manner, being courteous,
respectful and helpful.

e Good interpersonal skills and
ability to empathise.

e To respect confidentiality and
the rights of the patient

Other

e Ability to exert light/moderate Application form and
physical effort when handling interview
casenotes and trolleys

e Ability to travel between sites.

GENERAL REQUIREMENTS

Include those relevant to the post requirements

>

Values: All employees of the Health Board are required to demonstrate and embed the Values and
Behaviour Statements in order for them to become an integral part of the post holder’s working life and
to embed the principles into the culture of the organisation.

Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of conduct and
requirements of their professional registration.

Healthcare Support Workers: Healthcare Support Workers make a valuable and important contribution
to the delivery of high quality healthcare. The national Code of Conduct for NHS Wales describes the
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed
within NHS Wales. Health Care Support Workers are responsible, and have a duty of care, to ensure
their conduct does not fall below the standards detailed in the Code and that no act or omission on their
part harms the safety and wellbeing of service users and the public, whilst in their care.

Competence: At no time should the post holder work outside their defined level of competence. If
there are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty.

Learning and Development: All staff must undertake induction/orientation programmes at Corporate
and Departmental level and must ensure that any statutory/mandatory training requirements are
current and up to date. Where considered appropriate, staff are required to demonstrate evidence of
continuing professional development.
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> Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

> Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to
co-operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

> Risk Management: It is a standard element of the role and responsibility of all staff of the organisation
that they fulfil a proactive role towards the management of risk in all of their actions. This entails the
risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near
misses and hazards.

> Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organization’s Welsh Language Scheme and take every opportunity to promote the Welsh language
in their dealings with the public.

> Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many
cases include access to personal information relating to service users.

> Data Protection: The post holder must treat all information, whether corporate, staff or patient
information, in a discreet and confidential manner in accordance with the provisions of the General Data
Protection Legislation and Organisational Policy. Any breach of such confidentiality is considered a
serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory
legislation and the HB or Trust Disciplinary Policy.

> Records Management: As an employee of this organisation, the post holder is legally responsible for
all records that they gather, create or use as part of their work within the organisation (including
patient health, staff health or injury, financial, personal and administrative), whether paper based or
on computer. All such records are considered public records and the post holder has a legal duty of
confidence to service users (even after an employee has left the organisation). The post holder should
consult their manager if they have any doubt as to the correct management of records with which they
work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on the
HB/Trust to promote equality for people with protected characteristics, both as an employer and as a
provider of public services. There are nine protected characteristics: age; disability; gender
reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and
sexual orientation. The HB/Trust is committed to ensuring that no job applicant or employee receives
less favour-able treatment of any of the above grounds. To this end, the organisation has an Equality
Policy and it is for each employee to contribute to its success.

> Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively
seeking to promote a workplace where employees are treated fairly and with dignity and respect. All
staff are requested to report any form of bullying and harassment to their Line Manager or to any
Director of the organisation. Any inappropriate behaviour inside the workplace will not be tolerated
and will be treated as a serious matter under the HB/Trust Disciplinary Policy.

> DBS Disclosure Check: In this role you will have * direct / indirect contact with* patients/service users/
children/vulnerable adults in the course of your normal duties. You will therefore be required to apply
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for a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the HB/Trust’s pre-
employment check procedure. *Delete as appropriate.

If the post holder does not require a DBS Disclosure Check, delete as appropriate.

> Safeguarding Children and Adults at Risk: The organisation is committed to safeguarding children
and adults at risk. All staff must therefore attend Safeguarding Children & Adult training and be
aware of their responsibilities under the All Wales Procedures.

> Infection Control: The organisation is committed to meet its obligations to minimise infections.
All staff are responsible for protecting and safeguarding patients, service users, visitors and employees
against the risk of acquiring healthcare associated infections. This responsibility includes being aware

of the content of and consistently observing Health Board/Trust Infection Prevention & Control Policies
and Procedures.

> No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board/Trust
sites, including buildings and grounds, are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and Person
Specification and may be changed by mutual agreement from time to time.
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Job Title: Business Development Manager

Chief Information Officer Informatics

Head of Digital Records

Health Records Operational Manager

WEST
Site Manager

Assistant
Site Manager

Health Records
Co-Ordinator

Health Records
Supervisor

CENTRAL
Site Manager

Assistant
Site Manager

Health Records
Co-Ordinator

Health Records
Supervisor

Health Records Administrator
Clerk Clerk
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Health Records

Administrator

EAST
Site Manager

Assistant
Site Manager

Health Records
Co-Ordinator

Health Records
Supervisor

Health Records Administrator

Clerk

Hospital Enquiry
Desk Receptionists

Business Development

Indicative 6 (1 WTE)

APPENDIX 1

Administrator (B2)

ATHR Co-ordinator
Indicative 4 (2 WTE)

ATHR Officers
Indicative Band 3 (3 WTE)





APPENDIX 2

Job Title: Business Development Manager

Supplementary Job Description Information

Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching
process.

Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required
for the job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights
etc. are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights;
manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily
job - N.B. Walking /driving to work is not included’

: How often per day 5 .
Examples of Typical effort(s) / week / month For how long* Additional Comments
Sitting for long periods of time Weekly
Use of VDU for extended periods on time Daily
Bending, crouching, twisting, stretching, kneeling, use of kick Monthly
stools Pushing trolleys
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Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to
unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during
a shift / working day, e.qg. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at
meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-
clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

How often per day

/ week / month? For how long? Additional Comments

Examples of Typical effort(s)

Requirement for concentration for reviewing information with Daily
occasional interruption of phone calls

Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties
that are generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of
situations they are required to deal with.

For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff;
caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff;
communicating life changing events; dealing with people with challenging behaviour; arriving at the scene of an accident.” N.B. Fear of
Violence is measured under Working Conditions
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How often per

Examples of Typical effort(s) week / month?

For how long? Additional Comments

Dealing with emotional patient issues Monthly

Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as
inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and
safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how
often and for how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids,
faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations -
*Driving to and from work is not included

How often per

. - " -
Examples of Typical Conditions week / month? For how long* Additional Comments

Normal office working conditions Daily

Regular use of a computer Daily
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JOB DESCRIPTION

JOB DETAILS

Job Title: Assistant Health Records Site Manager
Band: Band 5

Salary Scale:

Hours of Work: 37.5

Department/CPG: Informatics/Corporate

Base: BCUHB

ORGANISATIONAL ARRANGEMENTS

Accountable to: Heath Records Site Manager

Responsible for: The delegated operational management of the Acute Health
Records Services within the East, West or Central area. These include 24 hour
services as required.

Areas include Health Records Library’s, Off-site storage of records, clinic
preparation, outpatient and reception services and Access to Health Records.

JOB PURPOSE

The Assistant Site Manager will support the Site Manager to manage the day to day
operations of the service at their site so that they provide a high quality, efficient and
effective service that supports patient care. They will be required to ensure that
processes are in place for the day to day supervision of staff and equitable allocation
of work across teams and in all areas within their site.

The post holder will ensure that best practice is adhered to and actively monitor the
quality of products and services that are provided e.g. by undertaking audits on the
guality of case notes, clinic preparation etc. and ensuring that any adverse findings
are actioned in a timely manner.

The Assistant Site Manager will be required to deputise for their Site Manager,
calling on the support of other Site Managers as required. As part of the Health
Records Management team they will be required to assist with the delivery of the
Health Records Operational Plan by leading on small elements of it or assisting
others to deliver their lead areas of work.
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DUTIES AND RESPONSIBILITIES

Operational Management

e To assist in the management and—ensure the smooth running of day to day
operations of the Health Records Service.

e To resolve barriers to service or escalate them to their site manager in a timely
manner along with the optimum solution for resolution.

e To plan and monitor workloads within the departments ensuring appropriate
staffing levels and equitable allocation of work.

e To ensure that all tasks relating to service delivery are completed to deadlines.and
escalate any potential issues to the Site Manager with optimum solution

e To be responsible through team leaders/supervisors for the daily supervision of the
Health Records Service and its staff.

e To actively promote safe environments e.g. undertaking /updating risk
assessments on Health Records environments and managing risks appropriately,
putting systems in place to ensure that all Health Records areas are kept tidy.

e To assist the Site Manager with identifying and delivering cost improvements within
their site e.g. to ensure the destruction of case notes in outside stores

e Responsible for the recurring management and implementation of “culling”/
“‘weeding’/”’pruning” of records to ensure records are managed in line with the
management of records policy.

e Ensure that systems are in place to maintain and update information in relation to
training, competencies, attendance and development.

e To ensure that all stationary stocks are maintained to acceptable levels e.g. Case
notes are available as required

e Responsible for ensuring Patient Administration systems are validated and
updated in relation to patient information ensuring accuracy and procedures are
followed.

e Assist in ensuring adherence to appropriate legislation regarding access to health
records e.g. Data Protection Act, Access to Health Records Act.

e To assist with the delivery against national targets in line with Waiting list
management, RTT and Good Practice.

e Assist the Site Manager in the implementation and the testing of the Business
Continuity, disaster recovery process ensuring it is cascaded down and
communicated to all staff within Health Records.

e To assist the Site Manager with the implementation of Major incident
documentation team for Health Records.

e The post holder is required to deputise for the Site Manager and Assistant site
managers across BCU as and when required to ensure continuity of service.

Service & Quality Improvements

e To assist with the development, implementation and delivery of modernisation
plans for Records. This will require the post holder to assist with the delivery of
the Health Records Operational Plan by leading on small elements of it or
assisting others to deliver their lead areas of work.
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e To assist the Site Manager and other key stakeholders to deliver projects that will
affect any element of the health records service and improve patient care e.g.,
document repository, patient kiosks, rapid filing.

e To investigate and address concerns or incidents on behalf of the site manager
providing a detailed response and working with others to prevent a reoccurrence in
line with policy and procedure.

e To ensure compliance with the delivery of key performance indicators e.g. case
note availability.

e Promote and assist with change and the development of new ways of working,

e Participate and assist the Site Manager with service redesign, role redesign and
change management within the service with particular attention to standardisation
and equity.

Planning and Delivery

e To actively promote the vision for the Health Records service e.g. Digital Records

e To work with the Health Records Management Team to ensure the resourcing and
delivery of projects that will affect area of responsibility e.g. Document Repository,
Patient Kiosks, replacement PAS etc. Escalating issues to more senior staff as
required.

Communication and Analysis

e Liaise, attend and contribute to meetings as required in order to improve service
delivery and raise the profile/ encourage strong working relationships across
CPG’s/ BCU.

e Ensure that staff are responsible for the effective communication both face to face
and over the telephone with key stakeholders, i.e., patients, relatives, Clinicians
etc.

e Responsible for providing assistance to the Site Manager in the delivery of Health
Records training, primarily within site but across BCU as required.

e Responsible for holding regular team meetings with staff.

Human Resources

e Provision of Leadership and Line Management to Supervisors and other Health
Records Staff. this will include coaching, objective setting, mentoring, authorising
travel expenses, annual leave etc.

e To be responsible for ensuring that all staff within area of responsibility have
received regular appraisals, appropriate training (including mandatory) and
development to fulfil roles

e Responsible for ensuring that BCU polices for staff management are adhered to in
area of responsibility e.g. appraisal, sickness absence, capability, recruitment and
selection, grievance, and disciplinary.

e To manage the on-going knowledge and development of BCU staff by ensuring the
creation, delivery and development of programmes relating to Health Records.

e To ensure monthly timesheets are checked for accuracy and returns are submitted
electronically in a timely manner.

Health and Safety/Risk Management
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e Responsible for ensuring a safe working environment, highlighting Health and
Safety risks to the Site Manager for consideration/inclusion on the risk register.
e Responsible for the undertaking and review of risk assessments ensuring that safe
systems of work are developed and adhered to ensuring all staff take part in
mandatory Fire training and drill, load handling etc.

GENERAL REQUIREMENTS

Competence

At no time should the post holder work outside their defined level of competence. If
there are concerns regarding this, the post holder should immediately discuss them
with their manager/supervisor. Employees have a responsibility to inform their
supervisor/manager if they doubt their own competence to perform a duty.

Registered Health Professional

All employees of the LHB who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code
of conduct and requirements of their professional registration.

Supervision

Where the appropriate professional organisation details a requirement in relation to
supervision, it is the responsibility of the post holder to ensure compliance with this
requirement. If employees are in any doubt about the existence of such a
requirement they should speak to their Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the LHB that they
fulfil a proactive role towards the management of risk in all of their actions. This
entails the risk assessment of all situations, the taking of appropriate actions and
reporting of all incidents, near misses and hazards.

Records Management

As an employee of the LHB, the post holder has a legal responsibility for all records
that they gather, create or use as part of their work within the LHB (including patient
health, financial, personal and administrative), whether paper based or on computer.
All such records are considered public records, and the post holder has a legal duty
of confidence to service users (even after an employee has left the LHB). The Post
holder should consult their manager if they have any doubt as to the correct
management of records with which they work.

Health and Safety Requirements

All employees of the LHB have a statutory duty of care for their own personal safety
and that of others who may be affected by their acts or omissions. The post holder is
required to co-operate with management to enable the LHB to meet its own legal
duties and to report any hazardous situations or defective equipment. The post
holder must adhere to the LHB’s risk management, health and safety and associated
policies.
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Flexibility Statement
The duties of the post are outlined in this job description and person specification
and may be changed by mutual agreement from time to time.

Confidentiality

The Post holder must at all times is aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties.
This will in many cases include access to personal information relating to service
users. The post holder must treat all information whether corporate, staff or patient
information in a discreet and confidential manner in accordance

With the provisions of the data protection act 1998 and organisational policy.

Promoting Diversity and Dignity at Work

The LHB is committed to promoting diversity in employment and dignity at work. It
recognises that discrimination and harassment is unacceptable and that it is in the
best interests of the LHB and the population it serves to utilise the skills of the total
workforce. The post holder must comply with and adhere to the equal opportunities
and dignity at work policies.

Freedom of Information

As an employee of the Health Board you should be aware of the Health Board’s
obligations and responsibilities under the Freedom of Information Act 2000, and are
expected to provide, on receipt of a request from the Information Governance team,
access to recorded information held by the Health Board.

ORGANISATIONAL CHART

Y

Health Records Si
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BCU HB
PERSON SPECIFICATION
JOB TITLE:  Health Records Assistant Site Manager Band 5
ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
e Educated to degree level / e PRINCEZ2 Foundation, Application
QUALIFICATIONS equivalent level of work similar qualification or Certificate
experience and knowledge equivalent level of work Presentation
¢ ILM Management level 3, or experience and knowledge
equivalent qualification/ level
of work experience and
knowledge. Willingness to
complete within 2 years if not
held.
e ECDL or equivalent
¢ Evidence of Continual
Professional Development
EXPERIENCE e Experience of assisting with | e Experience at a senior Application
the management of an management level within an | Presentation
operational service. operational environment. Interview
o Experience of assisting with | e Experience of managing a
or leading change & budget and demonstrable
improvement programmes success with delivering a
with a range of staff balanced budget
¢ Experience and e Experience & understanding
understanding of current of strategic health records
priorities for the Health Board issues within a healthcare
and the Health Records environment
Service.
SKILLS ¢ Organisational, time e Project management skills

management and delegation.
¢ Leadership, coaching &
management skills.

e Strong commitment to
making service performance
improvements

¢ Change management and
service improvement skills
and ability to lead and
implement change

¢ Excellent verbal, written &
presentation skills

e High level influencing and
negotiation skills

& experience Advanced IT
& analytical skills
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e Demonstrate staff
development skills.

¢ Ability to develop & maintain
effective team working &
working relationships.

KNOWLEDGE

¢ Health Records Management
Policies and Procedures

e Ability to lead, influence and
motivate  individuals and
teams of staff.

¢ Ability to use own initiative,
organise  workloads and
delegate duties

¢ Knowledge over a range of
disciplines e.g. Health
Records service, Human
Resources & Finance.

Application
Interview

PERSONAL
QUALITIES
(Demonstrable)

¢ Ability to relate to staff of all
disciplines & seniority & build
creditability with a range of
professionals.

¢ Self-motivated, hardworking
& enthusiastic professional.

¢ Innovative thinker, with
proven problem solving skills.

e Be able to prioritise workload
& effectively manage
competing demands

Interview

OTHER
RELEVANT
REQUIREMENTS
(Please Specify)

Prepared By:
Reviewed By:
Agreed By: Manager
Date Agreed:
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Betsi Cadwaladr University Health Board
EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS
Post Title: Health Records Assistant Site Manager
Department / Ward: Informatics/Health Records

Division/ Directorate / Department: Informatics/Health Records

This document should be completed for each job description and submitted together with the
agreed job description and person specification. Having studied the information relating to
effort factors, give an accurate description of what effort is required in the job role under
each of the headings. Please indicate frequency of exposure as follows:

D =Daily W =Weekly M = Monthly A = Oncel/twice a year

Physical Effort:-Examples to be given if lifting, standing or sitting for long
periods; manual handling; making repetitive movements; manipulating objects

Nature & Frequency:

(D) Ability to travel effectively across BCU to meet the needs of the service

(D) Attending meetings, sitting for long periods of time

(D) Use of VDU for extended periods on time e.g. to produce and update plans and
documents

(W) Light physical effort when facilitating workshops or delivering presentations etc.

Mental Effort such as preparing detailed reports; checking documents and / or
calculations; carrying out clinical diagnosis or interventions; analysing
statistics; undertaking formal student / trainee assessments.

Nature & Frequency:

(D) Requirement for concentration for checking reports, undertaking audits and reviewing
staffing data etc., with interruptions from staff.

(D) They will need to ensure that their own and the resource of others is appropriately
allocated to achieve all key outcomes.

(W) A lateral thinker with strong problem solving skills.

(W) Ability to generating and encouraging team working to gain innovation.

Emotional Effort such as processing news of highly distressing events;
dealing with the terminally ill or with people with challenging behaviour;
dealing with difficult situations

Nature & Frequency:

(W) Requirement to challenge staff, for example when targets are not met.
(W) Reporting /escalating issues as required

(D) Dealing with staffing issues
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Working conditions such as exposure to excessive temperatures; unpleasant

odours; bodily fluids; using a computer more or less continuously; driving or
being driven

Nature & Frequency:

(D) Normal office working conditions

(D) Frequent requirement to travel across BCU
(D) Regular use of a computer
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JOB DESCRIPTION

JOB DETAILS
Job Title: Health Records Site Manager
Band: Band 6

Salary Scale:

Hours of Work: 375
Department/CPG: Informatics/Corporate
Base: East/West/Central

ORGANISATIONAL ARRANGEMENTS
Accountable to:  Health Records Operational Manager

Responsible for: The operational management of the Acute Health Records
Services within the East, West or Central area. These include 24 hour services as
required.

Operational areas include Health Records Library’s, Off-site storage of records, clinic
preparation, outpatient and reception services and Access to Health Records.

The post holder will also be responsible for supporting the digital transformation,
which includes supporting the implementation of new and innovative technologies
e.g. iFIT.

JOB PURPOSE

The Health Records Site Manager will be responsible for the operational
management of the Health Records service within one area. They will oversee the
day to day operations of the service at their site and will be responsible for providing
a high quality, efficient and effective service that supports patient care and service
needs.

They will ensure the creation and application of consistent Health Records Policies
across the organisation and provide leadership, support and expert advice on Health
Records matters as required.

Working as part of the Health Records Management Team, the post holder will lead
on areas of work defined within the Health Records Operational Plan, or work with
others to deliver operational plan requirements.

Acting as the Senior Supplier in projects that will deliver a digital record, the post
holder will collaborate with key stakeholders to identify, investigate, implement and
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deliver improvements in order to continually modernise and improve service
provision.

They will investigate complaints and concerns relating to their site and ensure that
lessons are shared as appropriate.

All Site Managers will be required to represent the Health Records Service as a
whole, to ensure that best use is made of resource at all times. Site managers will
also be required to provide cover for other site managers to ensure continuity of
service as required.

DUTIES AND RESPONSIBILITIES

Strategic

e Contribute to the review of the 5 year plan for Health Records, ensuring that
current and future site and service needs are met.

e Acting as the Senior Supplier in projects that impact on the transformation of the
acute patient record.

Operational and Financial Management

e Contribute to the delivery of the operational plan by leading on elements of the
plan. This will require the post holder to plan, co-ordinate and monitor activities,
highlighting exceptions to plans and ensuring that corrective measures are taken to
enable delivery to agreed time, quality or cost criteria.

e Contribute to the delivery of the operational plan by supporting more senior staff or
other site managers as required.

e To ensure the provision of a safe, high quality, efficient and effective operational
service (at site of responsibility) that supports patient care and service needs.

e To be responsible for the management of Health Records staff, Health Records
accommodation and Health Records products/equipment in area of responsibility.

e To ensure that best use is made of available resource within area of responsibility
and that safe staffing levels are maintained. This will include review of skill levels
and redesign of vacancies to meet operational needs or agreed future
requirements of the service.

e To contribute to the creation and implementation of Health Board wide Records
Management Policies and Procedures reflecting legislative requirements,
standards or best practice guidance.

e To be responsible for ensuring compliance to Records Management Policies and
procedures within area of responsibility e.g. Retention and Destruction of case
notes, Access to Health Records, etc.

e Responsible for testing the agreed Business Continuity and disaster recovery
process within area of responsibility annually. Presenting findings as required and
agreeing and documenting amendments to plans.

e To review and lead the Major incident response for the Health Records
Department in area of responsibility as required.
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To be a named budget holder e.g. accountable and responsible for the financial
management of the site budget. This will require the post holder to monitor the site
budget, authorising any expenditure, both pay and non pay and ensuring that the
services stay within budget.

To assist with identifying and delivering cost improvements within Health Records
to support the overall Informatics Cost improvement Programme (CIP).

Service Improvement

To continually improve service delivery by actively monitoring, reviewing and
acting upon findings/feedback from service users. This will require the post
holder to improve processes and remove barriers to service delivery or work with
others to remove them.

Supporting the implementation of new and innovative technologies that drive the
digital transformation to an Electronic Patient Record

To contribute to service wide review through the timely provision of data for key
performance indicators and through the setting and monitoring of additional
performance indicators which will identify areas for review.

To ensure that any adverse trends to key performance indicators on site of
responsibility are highlighted and investigated and any problems are reviewed and
resolved in a timely manner.

To be responsible for the delivery of service to a variety of performance targets
including availability of case notes, access to Health Records etc.

To highlight trends which may affect service provision within site or across sites to
the Operational Site Manager (as appropriate) along with the optimum solution to
be used to resolve the issue.

Responsible for dealing with all complaints relating to area of responsibility, both
formal and informal. Communicating directly with patients and relatives or internal
customers, ensuring that thorough investigations are carried and where
appropriate, action is taken to improve service provision.

To investigate incidents on Datix undertaking root cause analysis and providing
detailed response and taking action as required To communicate with Patients and
their relatives and other service users in regard to their concerns this may require
the management of challenging, difficult or emotive situations, in accordance with
“putting things right “.

To work with the Informatics Performance and Improvement team to develop,
deliver and monitor performance and delivery against targets.

Promote change and develop new ways of working, identify areas of improvement
and ensure improvement plans are adhered to (e.g. Healthcare Standards).

The post holder will identify, prepare and contribute to business cases to ensure
effective plans are developed and maintained in order to manage organisational
objectives and goals.

Deploy suitable techniques to bring about and support service/organisational
change, ensuring that the case for change is robust and that the suggested way
forward is owned.

BCU wide professional accountability for the management of Patient acute records
both paper and electronic (excluding mental health).
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Planning and Delivery

e To actively promote the vision for the Health Records service i.e. Digital Records
and work with a variety of stakeholders to achieve that vision. This may require
active consultation, working as a team lead for the Project Team to safely transition
the service into a digital service etc.

e To Liaise with CPG’s and external partners to determine, quantify and deliver
future service needs. Escalation with optimum solution to the Operational
Manager as required.

e To work closely with key stakeholders to ensure the planning, resourcing and
delivery of projects that will affect area of responsibility e.g. Document Repository,
Patient Kiosks, replacement PAS etc.

e To contribute to workforce redesign plans by advising the Operational Site
Manager of service needs and constraints. To ensure that that any plans which
are developed for the service are appropriately communicated and implemented.

e To work with key stakeholders to assist with the delivery against national targets in
line with Waiting list management, Referral to Treatment (RTT) and Guide to Good
Practice (GGP).

Communication and Analysis

e Responsible for the delivery of Health Records training primarily within area of
responsibility but to include other area of BCU if required.

e The post holder will be required to ensure the creation of, or create, a variety of
management reports to ensure Health Records related issues are reported within
the organisation in a concise and clear manner e.g. those required for the Health
Records, Health Records Managers Meetings etc.

e Required to attend, contribute and represent Health Records at meetings BCU
wide.

e Use interpersonal skill to advise managers of the importance of Health Records
related issues using persuasive and motivational skill to overcome any barriers to
achieve the desired course of action.

e The Post holder will analyse complex issues, information and situations and
takes any necessary corrective action.

Human Resources

e Provision of Leadership and Line Management to Assistant Site Managers etc. this
will include coaching, objective setting, mentoring, authorising travel expenses,
annual leave etc.

e To be responsible for ensuring that all staff within area of responsibility have
received regular appraisals, appropriate training (including mandatory) and
development to fulfil roles

¢ Responsible for ensuring that BCU polices for staff management are adhered to in
area of responsibility e.g. appraisal, sickness absence, capability, recruitment and
selection, grievance, and disciplinary.
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e To manage the on-going knowledge and development of BCU staff by ensuring the
creation, delivery and development of programmes relating to Health Records.

Health and Safety/Risk Management

e Responsible for ensuring a safe working environment, highlighting any Health and
Safety risks to Management team for consideration/inclusion on the risk register.

e Responsible for the undertaking and review of risk assessments ensuring that safe
systems of work are developed and adhered to.

e Responsible for ensuring all Health and Safety policies and procedures are
cascaded and followed including accountability for ensuring all staff take part in
mandatory Fire training and drill, load handling, etc.

GENERAL REQUIREMENTS

Competence

At no time should the post holder work outside their defined level of competence. If
there are concerns regarding this, the post holder should immediately discuss them
with their manager/supervisor. Employees have a responsibility to inform their
supervisor/manager if they doubt their own competence to perform a duty.

Registered Health Professional

All employees of the LHB who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code
of conduct and requirements of their professional registration.

Supervision

Where the appropriate professional organisation details a requirement in relation to
supervision, it is the responsibility of the post holder to ensure compliance with this
requirement. If employees are in any doubt about the existence of such a
requirement they should speak to their Manager.

Risk Management

It is a standard element of the role and responsibility of all staff of the LHB that they
fulfil a proactive role towards the management of risk in all of their actions. This
entails the risk assessment of all situations, the taking of appropriate actions and
reporting of all incidents, near misses and hazards.

Records Management

As an employee of the LHB, the post holder has a legal responsibility for all records
that they gather, create or use as part of their work within the LHB (including patient
health, financial, personal and administrative), whether paper based or on computer.
All such records are considered public records, and the post holder has a legal duty
of confidence to service users (even after an employee has left the LHB). The Post
holder should consult their manager if they have any doubt as to the correct
management of records with which they work.

Health and Safety Requirements

LP/TW/Nov 13





\ G IG Bwrdd lechyd Prifysgol
CYMRU

R Betsi Cadwaladr

\b/ H University Health Board
WALES

CAJE 2017/0201

All employees of the LHB have a statutory duty of care for their own personal safety
and that of others who may be affected by their acts or omissions. The post holder is
required to co-operate with management to enable the LHB to meet its own legal
duties and to report any hazardous situations or defective equipment. The post
holder must adhere to the LHB’s risk management, health and safety and associated
policies.

Flexibility Statement
The duties of the post are outlined in this job description and person specification
and may be changed by mutual agreement from time to time.

Confidentiality

The Post holder must at all times is aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties.
This will in many cases include access to personal information relating to service
users. The post holder must treat all information whether corporate, staff or patient
information in a discreet and confidential manner in accordance

With the provisions of the data protection act 1998 and organisational policy.

Promoting Diversity and Dignity at Work

The LHB is committed to promoting diversity in employment and dignity at work. It
recognises that discrimination and harassment is unacceptable and that it is in the
best interests of the LHB and the population it serves to utilise the skills of the total
workforce. The post holder must comply with and adhere to the equal opportunities
and dignity at work policies.

Freedom of Information

As an employee of the Health Board you should be aware of the Health Board’s
obligations and responsibilities under the Freedom of Information Act 2000, and are
expected to provide, on receipt of a request from the Information Governance team,
access to recorded information held by the Health Board.

ORGANISATIONAL CHART

| Assistant Director of Informatics |

| Head of Digital Records |

[
| Health Records Operational Manager |

EAST WEST CENTRAL
Site Manager Site Manager Site Manager

[ I |

Assistant Site Manager | Assistant Site Manager |

Assistant Site Manager

i 1 & D
Support Officer
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PERSON SPECIFICATION
JOB TITLE:  Health Records Site Manager Band Indicative 6
ESSENTIAL DESIRABLE METHOD OF
ASSESSMENT
e Educated to degree level / equivalent ¢ PRINCE2 Application

QUALIFICATIONS

level of work experience and knowledge
¢ |ILM Management level 3, or equivalent
qualification/ level of work experience
and knowledge. Willingness to complete
within 2 years if not held.
¢ Evidence of Continual Professional
Development

Foundation, similar
gualification or
equivalent level of
work experience
and knowledge

Certificate
Presentation

EXPERIENCE e Experience at a senior management ¢ Demonstrable Application
level within an operational environment. experience of Presentation
e Experience of managing a budget and delivering Interview
demonstrable success with delivering a objectives/
balanced budget project/changes
« Experience of personally leading change | within timescales &
& improvement programmes with a budget.
range of staff ¢ Experience of
» Experience & understanding of strategic | managing a Health
health records issues within a healthcare | Records Service
environment ¢ Experience and
e Experience and understanding of current | understanding of
priorities for the Health Board and the NHS Wales policy
Health Records Service. and strategy
SKILLS ¢ Organisational, time management and Application,
delegation. Interview &

e Leadership, coaching & management
skills.

e Strong commitment to making service
performance improvements

e Change management and service
improvement skills and ability to lead
and implement change

o Excellent verbal, written & presentation
skills

¢ High level influencing and negotiation
skills

e Track record of delivering high quality
work in demanding timescales.

e Demonstrate staff development skills.

¢ Ability to develop & maintain effective
team working & working relationships.

¢ Project management skills & experience
Advanced IT & analytical skills

Presentation
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KNOWLEDGE ¢ Health Records Management Policies e Extensive Application
and Procedures knowledge of Interview
e Knowledge over a range of disciplines Health Records
e.g. Health Records service, Human Standards,
Resources & Finance. systems and
e Ability to lead, influence and motivate | technology
individuals and teams of staff. ¢ Knowledge of
e Ability to use own initiative, organise other Informatics
workloads and delegate duties services.
PERSONAL ¢ Ability to relate to staff of all disciplines & Interview
QUALITIES seniority & build creditability with a range

(Demonstrable)

of professionals.

o Self-motivated, hardworking &
enthusiastic professional.

¢ Innovative thinker, with proven problem
solving skills.

¢ Be able to prioritise workload &
effectively manage competing demands.

OTHER
RELEVANT
REQUIREMENTS
(Please Specify)

Ability to work between various sites to
ensure effective management.

Prepared By:
Reviewed By:

Agreed By: Manager

Date Agreed:
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Betsi Cadwaladr University Health Board
EFFORT FACTOR INFORMATION TO SUPPORT JOB DESCRIPTIONS
Post Title: Health Records Site Manager
Department / Ward: Informatics/Health Records

Division/ Directorate / Department: Informatics/Health Records

This document should be completed for each job description and submitted together with the
agreed job description and person specification. Having studied the information relating to
effort factors, give an accurate description of what effort is required in the job role under
each of the headings. Please indicate frequency of exposure as follows:

D =Daily W =Weekly M = Monthly A = Oncel/twice a year

Physical Effort:-Examples to be given if lifting, standing or sitting for long
periods; manual handling; making repetitive movements; manipulating objects

Nature & Frequency:

(D) Ability to travel effectively across BCU to meet the needs of the service

(D) Attending meetings, sitting for long periods of time

(D) Use of VDU for extended periods on time e.g. to produce and update plans and
documents

(W) Light physical effort when leading/facilitating workshops or delivering presentations etc.

Mental Effort such as preparing detailed reports; checking documents and / or
calculations; carrying out clinical diagnosis or interventions; analysing
statistics; undertaking formal student / trainee assessments.

Nature & Frequency:

(D) Requirement for concentration for checking reports and plans, with interruptions from
staff, senior managers and stakeholders.

(D) They will need to ensure that their own and the resource of others is appropriately
allocated to achieve all key outcomes.

(D) The post-holder will apply management skills to ensure that operational service is safe
and deliverable.

(W) A lateral thinker with strong problem solving skills.

(W) Ability to generating and encouraging team working to gain innovation.

Emotional Effort such as processing news of highly distressing events;
dealing with the terminally ill or with people with challenging behaviour;
dealing with difficult situations

Nature & Frequency:

(W) Requirement to challenge stakeholders and Health Records Managers etc. for example
when targets are not met.

(M) Reporting issues/resolving issues as required
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(M) Dealing with staffing issues

Working conditions such as exposure to excessive temperatures; unpleasant
odours; bodily fluids; using a computer more or less continuously; driving or
being driven

Nature & Frequency:

(D) Normal office working conditions

(D) Frequent requirement to travel across BCU
(D) Regular use of a computer
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