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NHS GREATER GLASGOW & CLYDE 

JOB DESCRIPTION 

	1.
 POST DETAIL

               Title:
Supervisor
 


Accountable to:
Site Health Records Manager  


Department(s):
Health Records 


Directorate: 
e-Health



 

	2.  
JOB PURPOSE

To coordinate an efficient Health Records Service to Patients, General Practitioners, Medical Staff and Nursing Staff ensuring that workload is prioritised on a daily basis in order to meet critical timescales. The workload of the department encompasses Inpatient, Outpatient and Day cases and the collection and collation of statistical data which reflects the activity of the Board in accordance with National definitions. 

	3. 
DIMENSIONS
NHS Greater Glasgow & Clyde (NHSGGC) is the largest and most complex healthcare service in Scotland and one of the largest in the UK.
· NHSGGC delivers services in 25 major hospitals, 10 specialist units, 60 health centres and 242 GP Practices.

· NHSGGC covers a core population of approx 1.2million and provides specialist services to more than half of the country’s population.

· We have a budget of around £2.6 billion to deliver local, regional and national services, included in which are a number of world-class specialists services. A significant portion of our income is from other NHS areas for providing services to non-residents.

· NHSGGC employ 44,000 staff and Contracted Service workers

· NHSGGC have invested more than £1billion to build four new hospitals

· NHSGGC works in close partnership with other NHS organisations, local authorities and other agencies to ensure that social work, education, housing, employment and environmental services unite effectively and efficiently with NHSGGC in tackling inequalities and underlying health problems in local communities.

· There are a number of significant issues that fundamentally make NHSGGC  extremely complex to support and deliver e-Health systems and services to:

i. The coming together of eight e-Health organisations into one requires the Development of a common strategic approach, a prioritised plan of consolidation and rationalisation whilst still maintain continuity of services across a diverse set of existing applications and services.
ii. The highly complex model of Community Health and the Health and Social Care Partnerships requires e-Health to currently work with a wide range of priorities coming from 10 separate management structures whilst continuing to take e-Health forward in a common strategic direction.  This involves working with a wide range of partner organisations across different local authority areas.  The Development of the new Health and Social Care Partnerships is a key strategic direction which is under formation between the Health board and Local Authority partners.

iii. The £750 million programme to modernise and reconfigure acute hospitals so that there are purpose-designed to deliver the most advanced, integrated and plan that support existing systems and new systems and services running in parallel through this complex modernisation programme.

· The healthcare challenge within NHSGGC is considerable: Many of the most deprived communities in Scotland (and in the UK as a whole) exist within the Board’s boundaries.  People in the area suffer higher than average rates of coronary heart disease, lung cancer, respiratory illnesses and premature deaths amongst males, although real headway is being made in tackling these.  Ongoing lifestyle issues such as the prevalence of smoking, poor diet and lack of exercise, are key factors, as is the steadily ‘ageing’ profile of the population.

· Clinical services are supported by non-clinical support services and a corporate/headquarters service which includes Planning, Finance, HR, Public Health, Communications and e-Health.  

	4. 
ORGANISATION CHART 


	5.
ROLE OF THE DEPARTMENT
The overall aim of the e-Health Directorate is to deliver and maintain a comprehensive integrated information technology and health information strategy in order to ensure that the right information is provided in the right place at the right time, to support highest possible levels of diagnosis, treatment and care of patients and clients, to support continuous improvement of the health of the populations we serve and to achieve more effective integration between Health and the care services of our Local Authority partners.

This includes patients’ case notes and other information for clinicians working in the community and primary care, in outpatient clinics, on the point of admission for inpatients/day cases and for review after discharge:  it includes developing and supporting electronic information systems for clinical and management use: and it includes collection and analysis of data required by the Scottish Executive Health Department, for local monitoring of activity or performance, and for surveillance and protection of the health of our populations

The e-Health Directorate has approximately 1,400 staff, a revenue budget of approximately £41m, annual capital budget of approximately £3-5m and non-recurring e-Health budget of approximately £16m. The e-Health Directorate comprises the following departments:

· Operations – responsible for the overall IT service delivery to NHSGGC including the delivery of the underpinning technical infrastructure and applications to support the health and corporate directorates across NHSGGC to agreed KPI’s and SLA’s. 
· Strategy and Programmes - responsible for the development of the medium to long term e-Health Strategy and the delivery of a large number of highly complex programmes and projects including significant service reconfiguration.
· Information Management – responsible for the collection and analysis of information, information governance and delivery of knowledge management services. This service comprises Knowledge Services, Information Governance and Business Intelligence Acute, Partnerships and Public Health.

· Health Records – delivery of Health Records services across NHSGGC, including outpatient reception, emergency departments, admissions, scanning hubs, referral management centres and medical legal requests
· Business and Resource Management – responsible for financial management, procurement & contract management, audit & FOI co-ordination and aspects of HR, Health & Safety, General Governance and facilities management activities.  

	6.           MAIN TASKS, DUTIES AND RESPONSIBILITIES
· To maintain patient confidentiality at all times in line with the requirements of the Data Protection Act and Caldicott. 

· Be responsible for the day to day supervision of the records function within the department, prioritising workloads and maintaining workflow to ensure targets and deadlines are met as agreed with Deputy Health Records Manager. 

· Day to day supervision of staff within a section. 

· Have a full working knowledge of complex computerised systems used within the department in order to implement changes and developments to those systems. This will also involve training staff and familiarising them with the changes. 

· Ensure all procedures, both computerised and manual, are carried out in accordance with Health Records Policy and Procedures. 

· Train staff on all aspects of the Health Records function; this does not only relate to staff working within Health Records but also staff whose role entails the use of patient records either within departments, wards or in the community. 

· Responsible for granting annual leave ensuring adequate cover is provided at all times and maintaining staff records to ensure accurate payroll information is timeously recorded. 

· Be responsible for the day to day collection of activity statistics in order to monitor effectiveness and throughput of work ensuring quality standards and deadlines are met. This is carried out in accordance with National guidelines. 

· Answer queries in the absence of the Deputy Health Records Manager and give information to patients regarding access to their Health Records in compliance with Data Protection Act, 1998. 

· Ensure that Health & Safety standards are met within the Department. 

· To be involved at first level where there are issues in relation to grievance or disciplinary procedures. 

· Assist in the implementation of the major incident procedure within the Health Records remit. 

· The above list is not exhaustive and merely serves as an indication as to the nature of this post. 

	7. 
ASSIGNMENT & REVIEW OF WORK
The post holder uses his/her initiative to reorganise workloads to ensure that priority areas are covered during times of staff leave.  Assessing staff in section against established performance criteria and advising Deputy Health Records Manager where there may be a problem. 

The post holder is expected to respond to difficult situations involving patients or their relatives and may play a leading role in seeking a solution and only escalating the problem to a more senior level where necessary 

	8. 
COMMUNICATIONS AND WORKING RELATIONSHIPS
· Patients – Appointments, dealing with general enquiries.
· General Practitioners & their  Staff - Referral letters, demographic details, requests for admissions
· Consultants - Clinics/theatre lists/admissions 

· Allied Health Professionals  - Appointments/Reception 

· Nursing Staff  - Patient information 
· Health records staff/Nursing staff other areas – Transportation of case records, appointments
· Secretaries and other staff Groups - Patient information/clinics/admissions 

· Senior Departmental Staff - Work related or personal 
· Ancillary and Ambulance staff - Transportation of case records and patients

· Patients’ relatives & carers, Police, Clergy, Government  bodies, Solicitors, Courts,  Procurator Fiscal, Social Work Dept. - Patient information


	9. 
MOST CHALLENGING PART OF THE JOB
· Prioritising workload. 

· Determining action to facilitate the smooth running of the Health Records Department.

· Reacting to and implementing service changes within tight timescales. 


	10. 
QUALIFICATIONS AND/OR EXPERIENCE SPECIFIED FOR THE POST BY THE EMPLOYING AUTHORITY/SKILLS
Training and/or qualification(s) required: 

Institute of Health Records and Information Management Supervisory Accreditation Certificate or Institute of Health Records and Information Management Certificate and/or minimum 3 years Health Records experience essential. Effective communication skills, Computer literacy, Internet skills,   Ability to use initiative.
Level of experience/knowledge required: 

Length of experience: 

How specialised experience needs to be:

Health Records experience
PMS experience
3 years
3 years
Within Health Records office environment 


	11.
PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

Physical skills: 

Keyboard skills and good knowledge of Information Technology Packages. Ability to input information accurately. Manual Handling Skills, good communication and listening skills. Dealing with patient enquires both face to face and over the telephone. Testing equipment regularly to ensure in good working order e.g.special ladders for access to high shelving/ trolleys/printers.
Physical Effort: 

Working at high and low levels in filing areas and lifting heavy loads. Sitting at Personal Computer and inputting data for prolonged periods. 

Mental Demands: 

Intense concentration to ensure accuracy of work, particularly in relation to use of the PMS system or preparing case notes and dealing with constant interruptions and competing demands from staff or work related queries from clinicians and other non Health Records staff.
Emotional Demands: 

Dealing with demanding clinical staff. Dealing with distressed or anxious patients and relatives both in person and on the telephone. 

Working Conditions: 

Poor ventilation, dusty conditions, poor lighting and insufficient space to work in and an overheated environment. 
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