
NHS TAYSIDE – AGENDA FOR CHANGE
JOB DESCRIPTION
Job Reference – Sco6-5524n

	1.  JOB IDENTIFICATION
	Job Title
	Cancer Team Manager 

	
	Department(s)/Location
	Business Unit

	
	Number of Job Holders
	1

	
In excess of 5,000 new cancers are diagnosed in NHS Tayside and North East Fife each year.

To ensure the implementation of sustainable methods of cancer audit, the collection of complete datasets, on complex and sensitive data is crucial.

The Cancer Information and Audit Team provides MDT, Waiting Times (CWT), Quality Performance Indicators (QPI) and Audit services and expertise to tumour-specific groups, NHS Boards, Hospitals, Clinicians and NHS Managers.

With good quality data the NHS Tayside Board, Hospitals, Clinicians and Managers can review cancer services, and their practices, against guidelines, and standards, and make changes where necessary.  It allows for monitoring of core clinical indicators and outcomes. It provides data on waiting times, can identify bottlenecks, support service redesign and development. It also provides data for assessing capacity and demand, and enable planning for future requirements; this may be staffing, equipment, additional clinics etc.


	
JOB PURPOSE
The Cancer Team Manager will work with the Team Manager (Cancer, Complaints & Legal Claims), Cancer clinicians, Managers and other NHS staff in the Tayside and North East Fife Region to support the improvement of quality of patient care by providing specialist knowledge, advice and guidance for NHS Tayside cancer services on cancer audit, MDT and waiting times. 

The postholder will also have the following key roles:

MDT:
· Directly line-manage the Cancer MDT Co-ordinators
· Co-ordinate the effective running of the weekly local and regional Cancer Multi-Disciplinary Team (MDT) meetings ensureinig that MDT admin support is available for every meeting.
· Ensure availability of data at the MDT meetings in order to support the effective and timely management of patients by the provision of patients case notes, details of patients to be discussed and dissemination of outcomes.
· Develop, implement and sustain timely mechanisms to support the local and regional MDT meetings.
· Develop and implement processes to ensure the efficay of the data collected at MDT.
· Develop a process to track all newly diagnosed cases of cancer through the MDTs.

DCE and QPI:
· Directly line-manage the Cancer Audit Facilitators
· Manage the collection, reporting and submission of all Detect Cancer Early (DCE) data
· Manage the collection reporting and submission of all Quality Performance Indicators (QPI) data.
· Ensure cancer data is made available for local and national purposes and taking full responsibility for the accuracy of the data provided e.g. Quality Assurance by Public Health Scotland (PHS), national reporting of cancer audit data, Freedom of Information (FOI) requests, external peer review visits (e.g. NHS HIS, Audit Scotland), to support service redesign, to inform North Cancer Alliance (NCA)

Leadership:
· Liaise with, and provide professional support to, the Cancer Waiting Times Trackers to ensure Cancer Waiting Times data are collected, validated and reported accurately and timely
· Undertake Sickness and Performance reviews for the Cancer Information and Audit Team
· Provide professional advice to colleagues within the Cancer Information and Audit Team and wider Business Unit
· Provide professional advice and support to all staff within the Cancer Information and Audit Team
· Interview for new staff
· Lead on local and organisational changes within the Cancer Information and Audit Team

Deputise:
· Act as Cancer Lead during absences,  attending meetings, conferences etc. 

Other:
· Attend meetings across NCA and Scotland.
· Provide expertise, on the sensitive and complex data and data sets, to clinical and administration staff within NHS Tayside, NCA and Scotland using the results of reports to improve patient care and outcomes
· Undertake any other appropriate tasks as designated by the Team Manager (Cancer, Complaints & Legal Claims) 
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4. SCOPE AND RANGE

The Cancer Team Manager will manage the remit of the Cancer Information and Audit Team with regards to Staff Management, MDT,  Waiting Times, DCE and QPI / Audit.
· Manage the group of MDT support staff
· Manage the cancer audit facilitators
· Manage the cancer waiting times data lead

Detailed knowledge and understanding of the complete patient pathway for Cancers is essential for this role, including:

· The complex and variable pathways of referral, medicine, surgery, oncology, pathology etc.; 
· Data fields for all Quality Performance Indicator measured Cancers,  including patient details, clinical investigations and diagnoses, treatments, including surgery, pathology, radiotherapy and chemotherapy and recurrence information.
· Detailed national definitions for each individual data field require knowledgeable non clinical interpretation in order to understand the data and advise the Cancer Information Team and NHS Tayside clinicians and managers 
· Complex data routinely required for weekly Multi Disciplinary Team meetings to ensure timely patient management
· The databases and IT systems used within the organisation, to ensure they are used efficiently and accuratly by all staff capturing data



	
5.  MAIN DUTIES/RESPONSIBILITIES

The Tayside Cancer Information and Audit Team combines provision of :
· MDT support 
· Cancer Waiting Times data entry, tracking, monitoring and reporting
· Direct cancer audit support, through the QPIs; the co-ordination, collection, collation validation and reporting of these complex and sensitive data across Tayside. 
· They provide audit support, and expertise, to tumour-specific groups, managers and Tayside NHS Board, to ensure the implementation of sustainable methods of cancer audit, cancer waiting times and the analysis of routine and ad hoc reports.

The main duties of the post will be to contribute to the aims of NHS Tayside; by managing the availability of complete, accurate and timely data on the care of cancer patients on an ongoing basis.  

Responsible for 
· The organisation and support of MDT meetings across NHS Tayside and NCA
· Accurate and timely data collection from MDT and throughout the patient journey
· Monitoring accuracy and completeness of DCE data; liaising with the Cancer Information Team staff responsible for the data entry
· Monitoring accuracy and completeness of QPI data; liaising with the Cancer Information Team staff responsible for the data entry, reporting and submission
· Monitoring accuracy and completeness of CWT data; liaising with the Cancer Information Team staff responsible for the data entry, validation, reporting ans submission
· Managing the validation of all data collected in order for submissions to be made accoriding to the NCA schedule 

Supporting Improvement in Patient Care through the Management of the Cancer Information and Audit Team functions (MDT, QPI, CWT and DCE)
a) Provide expertise to services who use the results of audit to decide on steps to be taken, to improve patient care and outcomes. 
b) To work with clinicians in researching/investigating variation in practice and performance between different parts of the cancer network. To contribute to analysis of patterns of care for purposes of redesigning services
c) Have specialist knowledge of all aspects of Clinical Audit/Effectiveness and aspects of Clinical Governance and Information Management and actively apply this knowledge
d) Validate, analyse and present complex data to clinical teams within NHS Tayside, NCA and Scotland-wide, which includes making judgements involving interpretation and comparison of data
e) Take responsibility for the work produced by the Cancer Information and Audit team which includes data analysis and report writing by providing support and assistance throughout and scrutinising all reports before they are finalised and distributed
f) Ensure reports are completed professionally ensuring clear aims and objectives and that reports are easily understood and unambiguous in the reporting of findings
g) Ensure compliance with the QPI Governance Framework and regular review and amendment of this framework as required
h) Provide professional advice to colleagues with regard to Quality Performance Indicators (QPI), Detect Cancer Early (DCE), Cancer Waiting Times (CWT) and all other relevant Cancer Information Team responsibilites.
i) Establish and maintain good relationships with lead cancer clinicians and other clinical and non-clinical NHS staff, at all levels across the Tayside region, to encourage clinicians and other NHS staff to participate in, and have confidence in, ongoing collection, analysis and reporting of high quality data in accordance with nationally agreed datasets
j) Responsible for developing, implementing and sustaining data capture processes, aiming to integrate these into routine clinical practice
k) Responsible for ensuring data collected across Tayside and North East Fife is complete and accurate in line with nationally agreed data definitions
l) Develop detailed knowledge and understanding of all the Cancer patient pathways, as well as national datasets and field definitions to be able to provide advice and expertise to the Cancer Information staff, clinical and non-clinical staff on national datasets and definitions to ensure recording of good quality data
m) Use high standards of care in ensuring that data is handled at all times within the legal requirements of data protection and confidentiality
n) Ensure a detailed record of patients discussed and treatment options agreed is collated and disseminated within the clinical team
o) Ensure MDT decisions are communicated effectively as appropriate
p) Act as a central contact point in communication between MDT members and external partners.
q) Continually look at ways of improving Multi Disciplinary Team working and improving on the organisation and running of the MDT 
r) Work with the Cancer Waiting Times Data Lead to monitor compliance against the Cancer Waiting Times targets.
s) Liaise with database programmers.

Team Leadership and Staff Supervision & Management
a) Responsible for leading, motivating and encouraging the cancer audit team with regard to progression of work and in particular meeting tight deadlines
b) Responsible for the appraisal of team members including objective setting and identification of professional development and training in line with departmental and NHS Tayside procedures
c) Supervise and be accountable for the work and training of the Cancer Information and Audit team staff members
d) Actively involved in decision making regarding workload prioritisation, and allocation within the department in line with available department staffing and resources
e) Contribute to policy/procedure development within the department – including implementing new ideas and their monitoring & evaluation
f) Be involved in the recruitment and selection of staff through the development of job descriptions, the short listing of applicants and the interview process
g) Make the correct use of staff and other resources to ensure that the department operates within budget
h) Deputise for manager as required
Education & Training 
a) Attend training sessions on new applications in order to support the appropriate members of the team
b) Ensure all team members are trained on all new applications and electronic systems
c) Design induction plans for new members of staff to ensure they are trained and informed.
d) Organise training for new members of staff and refresher training for existing members of staff on databases used within the team
e) Ensure skills and knowledge transference is carried out within the team.
f) Provide advice and guidance to cancer services regarding cancer audit issues
g) Represent NHS Tayside where appropriate at local and national waiting times and audit meetings

Induction Standards & Code of Conduct
Your performance must comply with the national “Mandatory Induction Standards for Healthcare Support Workers 2009” and with the Code of Conduct for Healthcare Support Workers.

	
6.  COMMUNICATIONS AND RELATIONISHIPS

The Cancer Team Manager works collaboratively across the Tayside region, and Nationally to support and progress Cancer Audit. It is crucial to communicate and work with a wide range of clinical, non-clinical and managerial staff at all levels across the Tayside region, and in other agencies

Communication may relate to choices in methods of data capture, validating and monitoring the quality of the data. Expectations are high and clinical and other staff may feel that data capture is an unwelcome burden. The Cancer Information and Audit Manager must establish good relationships and engagements without compromising the demands of accurate and complete data capture and analysis

The postholder is in regular communication with clinical and non-clinical colleagues in order to ensure data capture, quality and validity.  Participation is required at local, regional and national meetings where MDT and/or cancer audit data is discussed. The postholder must acknowledge the sensitive and confidential nature of the topics discussed and the skills of tact, diplomacy and persuasion. 

The postholder must have the ability to utilise project management skills to motivate and negotiate with all members of the team to ensure timely progression of workload and to communicate on a regular basis either face-to-face, by telephone, email, or through use of video conferencing equipment.  Effective presentation skills are required to feedback findings to multi-disciplinary teams and professional report writing skills are required when producing written reports.  Expert analytical skills are crucial to ensure the accurate interpretation of data

Internal
· Lead cancer clinicians 
· General Managers and Clinical Service Managers
· Site specific focus groups, especially Clinical Leads in relation to data capture and validity
· Clinical staff and nursing staff 
· Clinical group/team managers and associated A&C staff 
· Medical records staff 
· Information departments 
· eHealth
· Finance and HR colleagues
· NHS Staff at all levels

External
· Members of the NCA Audit Team or the wider Cancer Audit group nationally
· Colleagues in other Boards, particularly NHS Fife, in respect of waiting times and audit
· Personnel within Public Health Scotland and Scottish Government Health Department
· Networking at national conferences to share and promote work of department
· Sharing of information with other staff across Scotland e.g. NHSHIS, Audit Scotland





	7.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

Qualifications
· Degree-level qualification or evidence of extensive equivalent experience
· HND or evidence of extensive equivalent experience or ability

Experience/Skills
· Clinical experience or previous  experience of working in an NHS Organisation
· Previous managerial/supervisory experience
· Excellent communication skills, both written and oral
· Excellent computer skills (experience in use of databases for collection, analysis and                                                          reporting of data)
· Excellent interpersonal skills
· Analytical skills – to be able to interpret, prodcue and explain complex data
· Ability to make informed decisions, forward plan, encourage and develop team working
· Previous experience of carrying out staff appraisals, including the avbility to draw up personal development plans and set objectives
· Demonstrate ability to lead, motivate and gain commitment from staff to deliver shared goals
· Experience of Data Protection and confidentiality issues
· Knowledge of Medical Terminology
· Experience of health/research clinical audit/health information

Personal Qualities
· Leadership and Innovation
· Tact and diplomacy
· Adaptable and flexible
· Able to work within a complex changing environment
· Ability to lead and work as a team member
· Confident and Assertive
· Motivated and determined
· Able to work across organisational and professional boundaries
· Able to negotiate and persuade clinical staff
· Able to work to tight deadlines and timescales 
· Able to travel within Scotland


	8.  SYSTEMS AND EQUIPMENT

Excellent computer skills are essential for this post, especially demonstrated experience in use of databases for collection, analysis and reporting of data

Understanding of a variety of clinical systems would be advantageous but training will be given

Microsoft Packages: Word, Excel and PowerPoint
ECASE – Database that contains all patient information 
SSRS - Quality Performance Indicator reporting system
SWIFT – Scottish Cancer Waiting Times System
Clinical Systems – Clinical Portal, ICE, OPERA, Chemocare, Casper, TOPAS, Wisdom, CRIS, Electronic Referral System, Unisoft, TrakCare, Electronic Management system, etc
Internet and NHS Intranet  
NHSNet (Email)
Tele and Video conferencing Equipment – Multi-site, regional and national meetings 
SCI Store
SCI Gateway
      iFit







Responsibility for Records Management
All records created in the course of the business of NHS Tayside are corporate records and are public records under the terms of the Public Records (Scotland) Act 2011.  This includes email messages and other electronic records.  It is your responsibility to ensure that you keep appropriate records of your work in NHS Tayside and manage those records in keeping with the NHS Tayside Records Management Policy and with any guidance produced by NHS Tayside specific to your employment.






	
9.  PHYSICAL DEMANDS OF THE JOB

Physical: 
Advanced keyboard skills are essential prolonged period using mouse and VDU
Requirement to move and work between departments in the hospital
Travel to attend meetings locally, regionally and nationally.

Mental:
Long periods of intense concentration e.g. checking data against definitions, checking data quality, analysis of data against agreed measures, preparing reports
Problem-solving to ensure smooth-running of data co-ordination and Multi Disciplinary Team meetings
Highly intellectual content – requires knowledge and expertise combined with intelligence to manipulate and analyse data
Heavy workload – highly deadline driven, need to balance conflicting demands. 
Requirement to balance output against ensuring quality of data and data analysis
Results may be unwelcome and challenged by senior clinical staff

Emotional:
Difficult subject matter – exposure to sometimes distressing information.
Resilience for dealing with challenges from senior staff, eg consultants, or senior managers, disputing data being presented and need to be confident and assured of own figures.


	
10.  DECISIONS AND JUDGEMENTS

The work is defined by the timetable of DCE and QPI National and Regional audit submissions

Support can be sought from the Scottish Government, PHS, the Team Manager (Cancer, Complaints & Legal Claims), and other members of the national cancer audit network.

The Cancer Team Manager must prioritise their own and their teams workload to meet local and national deadlines, and to adjust priorities dependent on demand.

The postholder will demonstrate a high degree of initiative 

They need to lead on the development and maintenance of data capture and show considerable self-motivation in ensuring the quality and integrity of the data held, in managing the workflow, and in providing expertise in use of the data to improve services.

Responsible for ensuring cancer data definitions are understood and adhered to and for making decisions regarding the interpretation of these definitions

Responsible for making the decision regarding the analysis and presentation of data to all grades of staff within NHS Tayside, NCA & Scotland-wide



	11. MOST CHALLENGING /DIFFICULT PARTS OF THE JOB

a) Development of effective working relationships with a wide range of clinicians and other staff is of prime importance in implementing successful audit processes. Skills in persuasion, negotiation, and motivation will all be required to ensure participation of key personnel. This will be coupled with a willingness on occasion to stand your ground when challenged by senior staff.
b) A high level of understanding of the Data and Defintions of Quality Performance Indicators for approximately 20 tumour types.
c)  A highly organised and responsible approach is required to ensure that capture of data becomes a sustainable process, integrated into clinical practice, so that data is complete, accurate, and up-to-date despite the large numbers of patients to be recorded.
d) Accurate and meaningful analysis within tight deadlines requires a highly intelligent approach to manipulation of conplex and sensitive data
e) Reporting of data requires expertise in presenting data in a variety of formats, as well as an excellent command of English.
f) High standards of care are required to ensure that data is handled and reported in ways which meet legal requirements for data protection and confidentiality. 
g) Expectations for availability of data at national, regional, health board, and service level are high and pressures in terms of quality and timeliness of work are substantial.
h) Able to stay calm and work effectively under pressure
i) Meeting short timescales  
j) Prioritising conflicting tasks in often time limited periods
k) Working with limited resources and staff


	
12.  JOB DESCRIPTION AGREEMENT
The job description will need to be signed off using the attached sheet by each postholder to whom the job description applies.


Job Holder’s Signature:							Date:



Head of Department Signature:						Date:
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