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	1. JOB IDENTIFICATION

	JOB TITLE:


	Sector Laboratory Manager

	Department(s)


	HAEMATOLOGY & BLOOD TRANSFUSION



	Job Reference number


	

	No. of Job Holders

	3
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2. JOB PURPOSE

· Sector Laboratory Manager for one of three geographical sectors within Haematology and Blood Transfusion Departments across GG&C.

· Major role as Lead Specialist for Blood Transfusion for one of three geographical sectors.

· Responsible for managing staff including recruitment, personal development, TURAS, CPD, discipline and equipment selection. 

· The postholder provides direct supervision and management of Senior Biomedical Scientists, Biomedical Scientists and Medical Laboratory Assistants. 
· Ensures that the resources and facilities required for efficient provision of service are maintained
· Responsible for establishment and implementation of departmental policy and service developments.

· Responsible for training and development programmes for all grades of Biomedical Scientist and support staff.

· Responsible for interpretation and application of local and national guidelines.


3. ORGANISATIONAL POSITION

4. SCOPE AND RANGE
The Laboratory Sector Manager will be responsible to the Technical Services Manager for the operation of the Haematology/Blood Transfusion Department within each of the hospital sites within the Sector.  South Sector has sites at the Queen Elizabeth UniversityHospital and Victoria ACH.  North Sector has sites at Glasgow Royal Infirmary, Stobhill ACH and Gartnavel General Hospital.  Clyde Sector has sites at Royal Alexandra Hospital, Inverclyde Royal Hospital and the Vale of Leven, which provide a mixture of comprehensive clinical diagnostic services to the primary, secondary and tertiary healthcare sectors, serving the population of NHS GG&C.  The Haematology/Blood Transfusion service covers approximately 40% of Scotland’s population.

The Haematology & Blood Transfusion department processes approx. 2msamples per annum, which generates a workload of approximately 1.6 million FBCs. The Blood Transfusion department processes approx 163,000 requests and issues over 100,000 units of matched blood and blood products, per annum.
A comprehensive “Round the Clock” laboratory service is provided with several specialised methods used in the laboratories. It is the nature of this 24-hour 365 days per year service that the work is of an urgent or emergency nature and often involves the more complex diagnostic tasks.

The Department supports point of care testing directly in wards and clinics and at local Health Centres e.g., anticoagulant and diabetes.

Each Sector has staff numbers of between 50 and 70 and in total provides services to approximately 40% of Scotland’s population.  Approximately 70% of the investigations are carried out for hospital based patients and 30% for the General Practitioners. Population screening programmes include Haemoglobinopathy screening and other investigations linked to programmes of health improvement across the country.
The service is provided by various professionals including Medical Staff, Biomedical Scientists, Administrative and clerical staff, Medical Laboratory Assistants, Nursing Staff and Phlebotomy Staff.

	5. MAIN DUTIES/RESPONSIBILITIES
Responsible for the day to day management of one of three geographical sectors within GG&C.  

Lead specialist for Blood Transfusion within the Sector for:

· the provision of a comprehensive blood transfusion laboratory service across all hospital sites within sector.

· the establishment and implementation of service policies and procedures required for the development of the service to meet the regulatory requirements of MHRA in respect of Blood Transfusion which impact across all clinical areas on each of the hospital sites.

· planning, development and implementation of strategy to achieve and maintain full compliance with MHRA Accreditation for the department as required by Blood Safety and Quality Regulations 2005.

· ensuring compliance with MHRA and UKAS 

· investigation and reporting of incidents and establishing procedures for correction, prevention and reporting to SHOT, SABRE
· full traceability of blood components required under Blood Safety and Quality Regulations 2005

.  
POLICIES AND PROCEDURES
· Responsible as lead specialist for the establishment and implementation of service policies and procedures required for the development of the service to meet the regulatory requirements of MHRA in respect of Blood Transfusion which impact across all clinical areas on each of the hospital sites.

· Adherence to policies and procedures relevant to all areas of work in accordance with Departmental, Directorate, Hospital and regulatory requirements. These would include the following:

· All Standard Operating Procedures.
· External Quality Assessment and Internal Quality Control.

· Laboratory and Hospital Health and Safety 

· Risk Management

· Adherence to NHS Greater Glasgow and Clyde policies and current data protection legislation.

· To analyse, understand and interpret professional guidelines and policies relating to staff groups, assess requirements and formulate policies and procedures to conform and ensure as far as practicable staff adherence.

MANAGEMENT DUTIES
· Responsible as lead specialist for planning, development and implementation of strategy to achieve and maintain full compliance with MHRA Accreditation for the department as required by Blood Safety and Quality Regulations 2005.

· Responsible for management of the “cold chain” across geographical sector using appropriate monitoring system such as “Blood Track”

· Assist Technical Service Manager in the establishment of scientific, technical and administrative standards, policies and procedures in accordance with Hospital and regulatory requirements.  Monitor compliance within department and take action to improve or maintain performance as required.  Advises the organisation on the above. Contributes to the development of Directorate or Hospital policies e.g. Major Incident plan.

· Day to day responsibility as line manager for between 50 and 100 members of staff across all sector sites.

· Authorised signatory for orders <£1000 / Out of Hours/Overtime expenses.

· Responsible for Blood Product Ordering for individual hospital sites amounting to >£10,000 per month on average

· Responsible for the procurement of all supplies for the department. 

· Compile and monitor statistical data relating to all analytical activity and prepare reports for benchmarking and managerial purposes.

· To maintain an inventory of equipment.

· To ensure that maintenance schedules are in place for the safe use of laboratory equipment.
· In conjunction with the Technical Services Manager and Quality Manager prepare the departmental annual management review.

· Create, approve and review workload reports, standard operating procedures and maintenance records 

· Day to day responsibility for ensuring the health & safety procedures are adhered to as required by National, Local and Clinical Laboratories Health & Safety Policies.

· Ensure the confidentiality of departmental records in line with Board data protection policy.

· Day to day responsibility for retention and storage of clinical materials and associated laboratory documentation in accordance with National and European Guidelines.

· Responsible for ensuring effective day to day communication within the department to ensure that all staff are aware of current developments.

· Liaise with users of the service to ensure that it meets their needs, by for example, organising GP User meetings and organising reviews and audits of the hospital and GP service.

· Function as liaison between the department(s) and other hospital departments, other medical institutions, reference laboratories and vendors.

· Responsible for dealing with safety action notices.

· Responsible for ensuring satisfactory arrangements for disposal of clinical waste.

· Contribute to the development of Hospital and NHS GG&C policies through involvement on multi-disciplinary committees.

· In conjunction with other staff groups plan and ensure that the Department provides an efficient cost effective service.

PERSONNEL DUTIES

· Responsible, as line manager for all technical, secretarial and ancillary laboratory staff governance including recruitment, State Registration, salary administration, counselling, sickness absence, annual leave, performance evaluation, and disciplinary issues in accordance with the established policies of NHS Greater Glasgow and Clyde within Department.

· Responsible for delivery of training programmes for orientation and induction of new and existing staff 

· Responsible for organising and providing continuing education and ensuring competence of departmental staff.

· Co-ordinate and review staff personal development plans to ensure the plans meet the needs of the service and the staff.

· Co-ordinate and arrange educational visits to the laboratory for school pupils, students, nursing staff, medical students, clinical scientists and general practitioners.

· Participates in annual staff joint review

QUALITY MANAGEMENT
· Responsible for the day to day operation of departmental quality management system.

· Responsible, as lead specialist, for ensuring compliance with MHRA, CPA and QIS standards 

· Participate in vertical examination and horizontal audits within pre-determined timescales.

· Responsible for investigation and reporting of incidents and establishing procedures for correction, prevention and reporting to SHOT, SABRE
· Participation in Quality Improvement process with associated review and feedback.

· Responsible as lead specialist to ensure that all change control and validation procedures are processed in compliance with MHRA / BSQR /UKAS standards

RESEARCH AND DEVELOPMENT
· Recommend, evaluate and implement new equipment, analytical methods, laboratory procedures and organisational changes as necessary in consultation with the Sector Lead and Technical Services Manager.

· Manage clinical trials and research and development programs for department in consultation with the Sector Lead and Technical Services Manager.

· Continually improve service provision by the development of Standard Operating Procedures or undertaking work, research projects or clinical trial work.

· Prepare reports for internal and National Audit Committees such as Better Blood Transfusion Programme. 

· Regularly participates in clinical trials 
PROFESSIONAL, SCIENTIFIC AND TECHNICAL

· Responsible as lead specialist for operational planning of service in respect of Blood Transfusion including the implementation and monitoring of red cell and blood products provision within the sector which includes highly complex planning to optimise use and minimise wastage across all clinical areas / departments and liaison with SNBTS.

· Responsible, as lead specialist for full traceability of blood components required under Blood Safety and Quality Regulations 2005

· Responsible as lead specialist for the provision of a comprehensive blood transfusion laboratory service across all hospital sites within sector.

· Close liaison with Transfusion Practitioners relating to traceability compliance, incident reporting, follow up of transfusion incident investigations etc.

· Responsible for the day to day provision of a comprehensive clinical haematology laboratory service, as an aid to effective diagnosis and treatment.

· Develop systems to ensure the efficient flow of specimens through the laboratory from requesting to reporting.

· Maintain an up to date knowledge of the scientific, technical and theoretical developments relating to the specialty.

· Will perform a variety of routine and highly complex tests.

· Interpretation of results of routine and highly complex tests.

· Instigate and recommend appropriate further tests to aid the diagnosis of a disease.

· Responsible for interpretation validation and authorisation of clinical laboratory results.

· To report critical or urgent requests directly to clinical and nursing staff with reference to Consultant Haematologists as required.
· Monitor the external and internal quality of the analytical results and procedures and take appropriate corrective action.

· Responsible for the day to day implementation of a quality control system which guarantees an accurate result on all patient samples analysed and all Blood Transfusion products issued.

· Participate in the evaluation, choice and implementation of new equipment, methods, and procedures and make recommendations for purchase.

· Liase with colleagues in other departments and hospitals to arrange specialised tests to be performed.

· Participate in monthly staff meetings.

· Participate in annual formal appraisal and personal development planning as an appraisee.

· Participate in annual formal appraisal and personal development planning as an appraiser.

· Continue to enhance technical and scientific knowledge through Continual Professional Development (CPD) in order to maintain Health and Care Professions Council registration.
HEALTH AND SAFETY

· Responsible, in conjunction with Technical Services Manager and Quality /Training /POCT Manager for the preparation and review of Standard Operating Procedures (SOPs), and Control of Substances Hazardous to Health (COSHH) assessment.

· Perform regular risk assessment, including minimising incidents and identifying clinical risk and ensuring reporting mechanisms are adhered to.

· Manage the implementation of current Health and Safety legislation and guidelines.

· Responsible for ensuring satisfactory arrangements are adhered to for the proper disposal of waste.



	6. EQUIPMENT AND MACHINERY
· Responsible for the satisfactory operation and maintenance of all equipment within the department including monitoring and review of maintenance contracts and managed service contracts, ensuring that they are appropriate for the needs of the service. 

· Responsibility for recommending to the General Manager upgrading/replacement of instruments including preparation of bids for replacement.

· In conjunction with the Technical Services Manager and Quality/Training and POCT Manager maintain and update the Document Control System (Q-Pulse), to ensure compliance with UKAS Standards and MHRA (Medicines and Healthcare products Regulatory Agency).

· Managerial responsibility to oversee the programme of maintenance undertaken by other grades of staff and engineers.  

· Responsible for the day to day operation of various I.T. systems, including, PECOS (Electronic ordering system), Telepath (Laboratory Information Management System), Trakcare (Hospital Information System), Analyser interfaces and Point of Care Remote Monitoring Systems.



	7. SYSTEMS
· Responsible for management of the “cold chain” across geographical sector using appropriate monitoring system such as “blood Track”

· Works with the Technical Services Manager and Quality / Training / POCT Manager to establish, implement and maintain the Quality Management System to ensure compliance with UKAS standards.

· Compilation and authorisation of duty sheets, permanent variations, travel claims, sickness records, non-stock ordering and workload statistics in compliance with standing instructions.

· Uses Laboratory Information Systems and proprietary software to facilitate laboratory management functions: Compiles reports based on information drawn from numerous systems e.g. workload activity analysis.

· Create and review Control of Substances Hazardous to Health (COSHH) assessments and other risk assessments.

· Ensures the integrity of the patient database within the laboratory computer system by accurate registration of patient demographics and request details.

· Queries Trakcare
· Accesses patient and request information on the laboratory computer system and authorises reports.



	8. DECISIONS AND JUDGEMENTS
· The post holder is responsible for managing staff and resources and for taking decisions and making judgements to ensure the provision of a safe, efficient, effective service of the highest possible quality within the sector. 

· The post holder works independently and as lead specialist has overall responsibility for the day to day management and delivery of the blood transfusion service within one geographical sector.

· In consultation with the Clinical Sector Lead and Technical Services Manager formulates the long-term strategy (minimum of one year) to deliver future needs of the service by interpreting policies. For example, guidance from: Scottish Executive documents, European Directives, Scottish Inter-collegiate Guidelines Network (SIGN). Advises the organisation on potential impact of these documents.

· The post holder will be required to make decisions and judgements, using their expert opinion, where expert opinions differ and full information may not be available such as deciding whether blood can be issued for patient use when full investigations have not been completed and irregularities have been discovered which may under normal circumstances would delay issue but would compromise patient safety. 

· Skill in evaluation and problem solving and implementing appropriate changes and remedial action is a requirement.

· Responsible for proposing and implementing change to departmental policy to ensure compliance with national UKAS standards and MHRA requirements

· Responsible for discipline, recruitment, training, resource management and procurement.

· The post holder will carry out option appraisals and use business modelling techniques to formulate, in conjunction with the Head of department, future strategy for the provision of the service.

· Responsible for monitoring workload activity and financial budget; ensuring staffing levels and equipment selection will fulfil the future needs of the service. 

· Highly competent in interpreting highly complex data in a variety of formats e.g. management reports, statistical data, financial trends, and national policies.

· Responsible for staff deployment.

· Responds to requests for information from Head of Department, other senior staff, clinical users, Service Managers, Finance Department and General Managers.

· Responsibility for managing and monitoring internal and external quality assurance for the department to ensure accuracy and precision of patient test results.

· Responsibility for Health and Safety for the department.

· Responsible for ensuring the validation, authorisation and issuing of reports of clinical laboratory results.

· The post holder must be able to use their own judgement and act on information received for the various aspects of their role including, strategic, professional, scientific, administrative, personnel and safety issues.

· Prepares staff rotas, organises, allocates and delegates duties to staff.

· Participate in the selection, evaluation and validation of new equipment.

· Responsible for implementation of personnel policies and procedures including absence management and staff discipline in conjunction with Human Resources.
· It is necessary to be capable of making judgements and decisions without supervision or support. These decisions or judgements may be complex and life threatening and often require to be made quickly and where information is limited or unavailable.



	9. COMMUNICATION AND RELATIONSHIPS

· Providing and receiving information, which may be highly complex and contentious to a wide range of Professional staff, eg major changes in deliver of services relating to blood transfusion such as “Blood Track” requiring changes to practices in clinical areas and impacting on nursing, portering and medical staff. 

· Responsible for formal training of large groups of staff on the introduction of new technologies and laboratory practice that impacts on clinical areas such as the introduction of bloodtrack at each hospital site.

· Close liaison with Transfusion Practitioners relating to traceability compliance, incident reporting, follow up of transfusion incident investigations etc.

· Take lead role in communicating to users major changes to service where hospital will be losing full local laboratory service will be relocated such as transfer of GP samples to major hub sites. 

· Prepare, present and receive information, which can be of a challenging nature such as shaping the future services, changes in working practice e.g. policy changes which impact on staff terms and conditions and which may result in contention and hostility.

· Consult with users of the service (Hospital and Community) to ensure that the service continues to meet their needs and requirements.

· Investigate complaints, co-ordinate and draft responses, and devise remedial actions where appropriate as part of the quality management process.

· Attends and makes presentations to large groups of staff at educational seminars at local, regional and national levels.

· Provides explanation of highly complex, sensitive laboratory information to clinicians and other users and advises on further tests to use and recommend further action where appropriate.

· To present and disseminate complex information for discussion at staff meetings involving representation from all grades of staff such information may include; 

· Managing change, which may impact on staff terms and conditions.

· Health and Safety Issues

· Motivation of staff to ensure best performance.

· Clinical pathology Accreditation.

· Agenda for Change.

· Changes to working conditions and practices.

· Changes in methodology.

· Responsible for dealing with day to day laboratory personnel issues with assistance from the Human Resources Department when required.

· Liases with senior Biomedical scientists throughout Scotland to maintain standards and to assist with problem solving.

· Communicates with educational establishments and external research staff.

· Responsible for communication with referral laboratories to arrange policies and procedures for sample analysis and compliance with national standards

· Participates in Directorate and Hospital level meetings e.g. Directorate Safety Group.

· As lead specialist, key member of Emergency Blood Management Group, Hospital Transfusion Committee and Overarching Transfusion committee and Blood Banking Sub Committee.
· Communicate with staff side representatives.

· Good interpersonal and communicational skills both written and verbal are required to enable the post holder to develop and maintain good working relationships.

· The post requires that patient information be communicated accurately to service users including clinical and nursing staff, both verbally and in written format.

· Participates in Departmental meetings and contributes to effective communication within the department.  May chair or record the meetings.

· Participate in Directorate, Divisional and Health Board level meetings.

· Participate in and organise Personal Development Plan (PDP) interviews for all staff.

· Seeks to resolve service complaints by establishing effective open communication systems for dealing with problems.

· Attends user group and Quality meetings.

· Collate and issue blood samples for forensic evidence on demand of procurator fiscal, which may involve attending court to give evidence of chain of accountability.



	10. DEMANDS OF THE JOB (Physical, Mental, Emotional)

There is a requirement for the post holder to maintain their physical skills to enable them to fully understand the laboratory process and to provide support and encouragement in times of extenuating circumstances or staff shortage.

Physical Skills

· Advanced hand to eye coordination required, manipulation of samples on slides, e.g. bone marrow. 

· Use of highly specialist equipment requiring fine adjustment, e.g. microscope, maintenance and adjustment of analysers and other equipment.

· Need to carry out detailed work with a high degree of precision, expertise, speed, accuracy and concentration such as dealing with small volumes of liquid and processing patient samples.

Physical Demands

· Sitting for long periods of time while analysing and compiling reports.

· May require multi tasking and prioritisation of work often under stressful conditions and during antisocial hours.

· Some manual handling may be undertaken.

Mental Demands

· Pressure of service delivery and maintenance of standards.

· The job frequently demands prolonged periods of concentration for in depth analysis of financial, audit and human resource data and preparation of business cases

· Pressure of responsibility when issuing blood and blood products to patients where any error can have disastrous consequences.

· Pressure of maintaining standards and quality of service.

· Pressure of personnel issues including the assessment of staff performance.

· Involved in maintaining a service in the presence of possible adverse events including equipment failure.

· Work patterns are unpredictable and require multi-tasking and prioritisation of work. There are frequent interruptions from phone calls, staff and technical enquiries, which often require changing focus to other tasks. 

· Prolonged concentration required during the entry, screening and in-depth analysis of large quantities of scientific and numeric data. 

Emotional Demands

· Deals with Human Resource issues including staff grievances and disciplinary matters.

· Is responsible for imparting unwelcome news to staff as required. 

· Deals with complaints from staff, patients, relatives and service users.

· Coping with the knowledge that scientific, technical, clerical and interpretative errors will have adverse consequences for patients.  This is especially relevant when issuing compatible blood and blood products for transfusion.

· Dealing with situations that give rise to stress to staff, where excessive demands are made with unrealistic deadlines or where the solution is beyond ones remit.

Working Conditions

· Unavoidable exposure to open samples of blood and other potentially infectious biological body fluids including category 3 pathogens e.g. HIV, Hep B and C.

· Required to work with chemicals including strong acids and alkalis.

· Manual manipulation of highly unpleasant specimens e.g. extracting bone marrow tissue from surrounding aspirate, sampling from urine specimens for anaemia diagnosis. 

· Required to work with blood, urine and samples of cerebrospinal fluid that may present an infection risk.

· Continuous risk of exposure to or spillage of reagents, chemicals, solvents, acids and alkalis during test analysis, many of which are potentially hazardous or carcinogenic.

· Required to wear protective clothing at all times in a poorly ventilated area where equipment may cause high working temperatures.

· Extensive use of visual display units.



	11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB
· Coping with the constant pressure for the Department to provide rapid, accurate results and issue Blood and Blood products within a demand led service.

· Meeting the requests of the users in a demand led service within financial resources. 

· Ensuring continuous compliance with mandatory national standards. 

· Accommodating relentless activity increases.

· Motivating staff and maintaining a vision for the service while dealing with the day-to-day requirements of the service. 

· Developing the service in line with changing health care requirements.

· Coping with the knowledge that scientific, technical, clerical and interpretative errors will have adverse consequences for patients.  This is especially relevant when issuing compatible blood and blood products for transfusion.

· Managing the service across a number of sites where equipment and procedures may be different.



	12. KNOWLEDGE, TRAINING AND/OR EXPERIENCE TO DO THE JOB

· Registration with the Health and Care Professions Council is mandatory.

· Institute of Biomedical Sciences Specialist Diploma or formal evidence of specialist knowledge of a range of discipline specific procedures to ensure competence in all areas of practice and all specialised procedures.

· Must have extensive post registration experience in a Haematology & Blood Transfusion laboratory.

· Possession of a relevant Master of Science degree or equivalent is required.

· Must possess Higher Specialist Diploma in Transfusion Science.
· Management qualification such as the Diploma in Management Studies or the Diploma in Medical Laboratory Management or demonstrable equivalent management training.

· Management experience and knowledge appropriate to the post is required.  This may be represented by the above formal management qualification.  

· Evidence of continuing professional development for example a portfolio of highly developed specialist knowledge, including management and service development. 
· Demonstrate high level of competence in problem solving and prioritising workloads.

· Provide quality leadership with good planning and organisational skills.

· Attendance at management and scientific courses, seminars and in-house training including giving presentations.

· Must have in depth knowledge of laboratory standard operating procedures and NHS GG&C Policies and Protocols including Health & Safety.

· Maintain and develop management skills including personnel and resource management.

· Effective use of time and people management skills 

· Effective written and verbal communication skills.

· Effective keyboard skills.

· Advanced knowledge of various I.T. software packages including data analysis and textual documents.




Job Description Agreement

Job Holder’s Signature
Date
Head of Department Signature
Date

STAFFING STRUCTURE 

HAEMATOLOGY/BLOOD TRANSFUSION DEPARTMENT




See appendix for complete organisation chart
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