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Job Reference Number

Job Description		                                         
	       1.   JOB IDENTIFICATION
	Job Title
	Clinical Studies Officer

	
	Department(s)/Location
	Neuroprogressive & Dementia Network

	
	Number of Job Holders
	1

	2. JOB PURPOSE

The post holder will be accountable to the Senior Clinical Studies Officer who is responsible for appraisal and performance review.

The post holder will be responsible for co-ordinating a portfolio of clinical studies in dementia and related cognitive disorders.  

The post holder will be responsible for recruiting people with dementia and related cognitive disorders and their carers on to registers including completing any clinical assessment scales not readily available from health records.  The post holder will be involved with assessing and managing the care pathways for patients and carers participating in clinical trials and other clinical studies.  The post holder will be responsible for the collection and documentation of accurate data, the co-ordination of trials and liaison with Trial management units.

The post holder will ensure the highest standard of care is delivered to research participants and their families in partnership with all members of the multidisciplinary and research team.


	
     3.     ORGANISATIONAL POSITION
 (
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) (
NDN 
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 (
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)

	4. SCOPE AND RANGE
The Neuroprogressive & Dementia Network (NDN) has been established with funding from the Scottish Government Chief Scientist Office with the aim of providing the infrastructure to support large scale, high quality research in mental health in Scotland to improve the speed, quality and integration of research, ultimately resulting in improved patient care.  The network has developed links with the Dementia and Neurodegenerative Diseases Research Network (DeNDRoN) in England, and equivalent organisations in Wales and Northern Ireland.

The post holder will work as part of the Neuroprogressive & Dementia Network (NDN) and will be based in Dumfries and Galloway, contributing to the development of the Network. The study group will include People in Care homes mainly over 65 years of age and their supporters.   


	5. MAIN DUTIES/RESPONSIBILITIES

Clinical
1. Work autonomously to manage a caseload of study participants whilst working as part of a multi-disciplinary study team (MDT).  
2. Attend MDT meetings and appropriate clinics, and to operate as a research resource to the members of the MDT.
3. Ensure that study specific investigations are undertaken as required by the study protocol, in order to establish eligibility and safety to enter the study.
4. Act as a resource and support to participants and their supporters, explaining practical aspects of clinical studies.  Work with clinical teams to map the patient pathway for each study.
5. Arrange clinical investigations required as part of the clinical study in accordance with local policy.
6. May carry out community visits as a lone worker in situations that do not contravene current health and safety policy, as far as can be reasonably ascertained from information available prior to any home visit.
7. Maintain accurate participant records and provide timely clinical report forms.
8. Monitor changes in participant’s medical condition as required by the protocol.
9. Record, report and take appropriate action for any adverse events that occur during a clinical study.
10. To provide ongoing follow up care as agreed with the participant during the clinical study.
11. Respects the individuality, values, cultural and religious diversity of participants and staff, and contribute to the provision of a service sensitive to these needs.

	Research
1. Assist in the review of study protocols and identify resource implications for the site.
2. Source and liaise with specialist input as appropriate, e.g. specialist nurse.
3. Recruit people with dementia and related cognitive disorders and their carers on to NDN approved databases/registers. 
4. Identify strategies for recruiting participants to local clinical studies.
5. Ensure adherence to local research governance framework.
6. Responsible for providing reports and data in a timely manner to Senior staff within the network.
7. Identify barriers to recruitment to local studies and implement action plans as required.
8. Attend and participate in meetings relevant to the post.
9. Ensure adherence to financial framework associated to the study, e.g. ensure participant expenses are paid in a timely fashion.

	Management and Administration
1. Contribute to the development of clinical and research policies/protocols/Standing Operating Procedures.
2. Ensure hand over during periods of leave.
3. Ensure adequate supply and maintenance of clinical equipment.
4. Responsible for safe receipt and storage of study supplies.
5. Liaise with the Senior Clinical Studies Officer re data discrepancies.
6. Maintain study site files and documentation.
7. Ensure adherence to current legislation regarding research governance issues and ethics.
8. Liaise with members of the MDT to establish procedures for the safe and smooth running of clinical studies.
9. Utilise the computer network as required.

	Education and Training
1. Act as a resource for colleagues in relation to clinical studies.
2. Ensure that all relevant health care professionals are educated and supported as required enabling them to care for clinical study participants.
3. Maintain up to date knowledge of dementia research related articles, particularly related to clinical trials.
4. Maintain awareness of current advances in dementia treatments and research practice.
5. Promote the awareness of the Network locally and nationally, e.g. presentations at conferences.

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 RELATIONSHIPS
Key staff the post holder will interact with includes clinicians within the multidisciplinary teams, management, Research and Development office, support services and staff affiliated to the NDN and other academic institutions.
A range of interpersonal and communication skills are demanded of the post holder when establishing and maintaining relationships to gain the co-operation of people affected by dementia where the complexity of their situation requires the frequent use of these skills.  
Effectively communicates and interprets changes in operational/organisational policies, procedures and guidelines within the clinical research area.
Maintain links with Clinical Studies Officers, Research Network Manager and other relevant personnel to share knowledge and provide mutual support.
Attend local and national meetings in relation to the work of the NDN.  
Be an active member of education programmes through the delivery of presentations and training to the public, professional and voluntary organisations.

	7. KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE
JOB
· Educated to degree level in a health related discipline
· Registration with a professional body, e.g. HPC
· Previous specialist experience of dementia care
· Knowledge and application of research methodologies
· Evidence of research involvement in dementia care
· Knowledge of legal aspects of mental health, e.g. Adults with Incapacity Act 
· Knowledge of research governance framework and research and development funding opportunities in the NHS
· Awareness of changing trends within health and social care
· Evidence of application of personal, professional and academic development
· Ability to work across professional boundaries, integrating with MDT staff in relation to research trials
· Self motivated, with the ability to organise and plan complex workload
· Competent in the use of web-based IT systems to support clinical research, including MS Office and Powerpoint.


	8. SYSTEMS AND EQUIPMENT

1. Proficient in the use of IT systems which includes use of web-based IT systems to support clinical research, MS Office and Powerpoint.
2. Use of video and tele-conferencing as a means of communication.
3. Be aware of health and safety aspects of the post, implementing any policies which may be required to improve the safety of the work area (community and office), including prompt recording of accidents to management, ensuring equipment, environment and working practices are safe and assessing the potential risks in carrying out community home visits.
Responsibility for Records Management
All records created in the course of the business of NHS Dumfries and Galloway are corporate records and are public records under the terms of the Public Records (Scotland) Act 1937.  This includes email messages and other electronic records.  It is your responsibility to ensure that you keep appropriate records of your work in NHS Dumfries and Galloway and manage those records in keeping with the NHS Dumfries and Galloway Records Management Policy and with any guidance produced by NHS Dumfries and Galloway specific to your employment.



	9. PHYSICAL DEMANDS OF THE JOB

Physical Effort
1. Skills required – keyboard skills
2. Occasional requirement to carry presentation equipment

Mental Effort
1. Concentration required to meet imposed deadlines, produce reports for presentation to stakeholders.
2. On a daily basis manage own competing priorities and deadlines.
3. High levels of concentration are required when working with people with dementia and their supporters due to the problems that arise from the impact of the illness for the participant in communicating their needs. 

Emotional Effort
1. Conveying information of a sensitive and emotive nature when it is contradictory to own and multi-agency stakeholders’ expectations.

Working Conditions
1. There is the possibility of situations arising which would warrant the use of de-escalation and breakaway techniques.
2. The job may involve travelling in circumstances that involve all types of weather and terrain.
3. Both of the above involve a high degree of awareness of personal safety especially as job involves lone working.



	10. DECISIONS AND JUDGEMENTS

Accountable for own professional actions within parameters agreed by Senior staff.

	Responsible for organising own workload to ensure smooth running of the network.

	Comply with local NHS policies and professional guidelines.


	11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

1. Establish and maintain robust communication links with other Clinical Studies Officers of the NDN throughout Scotland to ensure a unified approach.
2. To effectively manage and prioritise research projects and professional demands, ensuring these remain in accordance with the aims of the Network.
3. Active participation in linking research to practice and contributing to the development of the NDN.
4. Lone working.


	12. JOB DESCRIPTION AGREEMENT
A separate job description will need to be signed off by each postholder to whom the job description applies.

	Job Holder’s Signature:

	Date:

	Head of Department’s Signature:

	Date:
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	JOB TITLE/BAND:  
	Clinical Studies Officer
	

	LOCATION:
	Dumfries and Galloway       
	

	HOURS:
	4
	



	
CRITERIA
	
ESSENTIAL
	
DESIRABLE
	
METHOD OF EVALUATION

	EXPERIENCE:






	Clinical experience within a care environment 
Working with patients and public to enhance their experience using feedback. 

	
Evidence of involvement in dementia or neurological clinical research studies 
Experience of working in a research environment with experience of being involved in research studies.
Experience of working in a care home

	Interview/application

	QUALIFICATIONS:
(Training; Research; Publications)




	Educated to degree level or equivalent in a health related discipline.

Proven interpersonal and communication skills to work with research, clinical and management colleagues.

Knowledge/understanding of research ethics and  issues surrounding clinical data confidentiality and data protection
	Evidence of continuing professional development.

Registration with an HPC professional body. 

Practical knowledge/understanding of ICH GCP Guidelines, 


	Interview/application

	KNOWLEDGE & SKILLS:





	
Excellent communication skills both verbal and written.
Excellent time management and ability to meet deadlines.
Highly motivated in self-managing. Able to work autonomously.  
Able to interact confidently with people with dementia or those with a neurological disease and their carer’s.
Ability to work effectively as part of a team.
	
Understanding of national research policies and current issues.

Competent in the use of web based IT systems to support clinical research including Microsoft Office. 

Knowledge of legal aspects of mental health.

	Interview/application

	PERSONAL QUALITIES:





	Manage own competing priorities and deadlines.
Demonstrate high level of empathy when working with people with dementia or neuroprogressive disease.
Ability to communicate well with clinical teams when not directly involved in clinical care.
	Ability to convey information of a sensitive and emotive nature when it is contradictory to own and multi-agency stakeholders expectations. 

	Interview

	OTHER:
(eg travel across Tayside)

	Willing to travel to neighbouring Health Boards
	
	Interview
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