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JOB DESCRIPTION

	1. JOB IDENTIFICATION

	Job Title: 
Theatre Manager 
Responsible to:
Service Manager 
Department :
Planned Care Directorate
Directorate: 
Planned Care
Operating Division: 
Acute Services Division
Job Reference:

No of Job Holders: 
1
Last Updated : 
February 2019



	2.  JOB PURPOSE

	The theatre manager will have responsibility for the day to day operational management within the operating department, including continuing responsibility for all non medical staff over 3 sites.

To provide clinical leadership and management of the nursing and operating department practitioners within the Directorate. The post-holder will lead, coordinate and develop safe programmes of care within the perioperative environment   and contribute to the evaluation and development of the service.
The Theatre Manager has delegated budgetary responsibility and is responsible and accountable for monitoring the department budget and working with the Directorate Management team.
To ensure effective and efficient utilisation of resources to deliver care which supports directorate and organisational priorities.

As a member of the Directorate senior team, provide advice and support to the Head of Nursing and Service Manager, ensuring effective governance and quality improvements are in place.

To act as deputy and represent the views of the Head of Nursing and Service Managers as required.



	3. DIMENSIONS

	NHS Fife Acute Services Division has a management structure based on Clinical Directorates and provides Acute Services to a population of approximately 380,000 adults and children.
The operating department provides a service for both elective surgery, inpatient and outpatient activity as well as providing a 24 hour Emergency and Orthopaedic trauma cover to the population of Fife

There are 19 operating theatres across 3 sites, 11 on the Victoria Hospital site, 6 operating theatres and 2 ophthalmology treatment rooms on the Queen Margaret site. The post holder is also responsible for the Day surgery ward in QMH..

The post holder is currently responsible for 243.6 WTE, from Band 2 Nursing assistants to Band 7 Senior Charges Nurses as well as Operating Department Practitioners and holds a pivotal role in the fostering of multidisciplinary approach to patient care.

Both pre and post registration students are allocated to these departments.


	4.  ORGANISATIONAL POSITION

	





	5.   ROLE OF DEPARTMENT

	The role of the Planned Care Directorate is to work in a single system with acute care and Health & Social Care colleagues to deliver high quality patient services and patient experience whilst ensuring the delivery and sustainability of local and national performance indicators within allocated resources.
The role of the operating department is to;

· Provide a high quality, safe and supportive environment in order to care for parents needs in both inpatient and daycase environment
· Ensure efficient throughput of patients on scheduled lists, elective, orthopaedic trauma lists and emergency/out of hours cover to maximise theatre utilisation and meet recognised theatre metrics

· Provide high quality trauma and emergency cover Fife wide

· Respond to emergency, Trauma or complex situations as they arise.

The Planned Care Directorate is responsible for the following services:-

· General Surgery

· Breast Surgery
· Colorectal
· Vascular Surgery
· ENT
· Oral Max Fax
· Urology
· Orthopaedics (including Trauma) 
· Theatres and Anaesthetics
· Ophthalmology
· Endoscopy
· Day Surgery
· Resuscitation Officers
· Audiology
· Vascular Labs 
· Integrated Pain Service
· Orthodontics
· Orthoptics
· Bowel Screening
· Plastic Surgery



	6.  KEY RESULT AREAS

	LEADERSHIP 

Provide clinical leadership to Theatre practitioners, Senior Charge Nurses (SCN), Advanced Scrub Practitioners (ASP) and Operational department practitioners (ODP’s) within the department, ensuring nursing knowledge and skills are current and appropriate to deliver high quality care.
To promote multidisciplinary team working within the operating department and with other specialties.

To ensure an appropriate learning environment for student nurses within the theatre environment.

To provide a professional role model to staff and provide clinical expertise.

Lead, evaluate and develop staff utilising mentorship and appraisal.
Participate in assessing and monitoring standards, including the use of effective clinical audit and research techniques to foster an environment of continuous quality improvement.

Promote the safeguarding and appropriate management of confidential information in line with NHS Fife policies on confidentiality. 

To develop an effective working relationship with Consultants over three sites.

To take a lead role in clinical risk management and the implementation, monitoring and compliance with health and safety policies to ensure safety of staff, patients and visitors.
Lead the development and support the implementation of local evidenced-based policies and guidelines and to ensure they are appropriately documented and monitored.

Act as a professional role model to staff and provide clinical guidance.
In collaboration with the Head of Nursing, actively participate in the clinical risk system DATIX by reporting, investigating and taking appropriate action on clinical incidents, utilising root cause analysis tools where appropriate and support staff following clinical incidents.

Support the SCN in the local resolution of complaints and participate in the investigation of complaints within the operating department in accordance with NHS Fife’s complaints policy and undertake any follow up action as required.

Lead on the management of patient concerns, liaising directly with Patient Relations as single point of contact, achieving local resolution where appropriate. 
Ensure staff awareness and compliance with divisional and directorate policies and procedures.

To develop effective networking and political awareness both within the Division and with other organisations out with the division.

MANAGEMENT
Participate in and support the directorate team in the organisational and strategic development of the directorate and the operating division.

To have continuing responsibility for the effective management of the theatre services including the allocation, efficient and economic utilisation of the operating sessions and departmental accommodation together with the provision of the appropriate support services to these areas.

Provide appropriate reports to the service manager on a regular basis with regard to theatre activity and managerial issues.

Liaise with clinicians and other professionals as appropriate, co-ordinating, and facilitating the use of theatre sessions to provide an optimum service for theatre users.

To take a lead role in clinical risk management and implement Health and safety policies within the department with particular emphasis on nursing/operating department practitioners ensuring safe working is promoted.

To ensure that effective resource management strategies are in place including establishment control and stock management measures.

Assist with the monitoring and review of the nursing establishment and skill mix within the  theatres, and recovery areas

To support the Senior Charge Nurses in the local resolution of complaints and actively investigate all complaints in accordance with the organisational complaints policy and undertake any follow up action as required.

In collaboration with the Service Manager, help ensure waiting lists for in-patients and day case patients are managed appropriately. 
Support staff in addressing human resources (HR) issues including staff induction, performance management, sickness/absence management and disciplinary/grievance procedures. 
In partnership with HR, participate in the recruitment and selection of staff and chair the interview panel where required.

Undertake monitoring and regular review of staff establishments, skill mix and future staff rostering to ensure that the required standards of care can be maintained and delivered within the allocated resources.
Support staff in ensuring pharmacy and stores supplies are appropriate thus ensuring the economic use of resources and the safe delivery of care.
In collaboration with the Service Manager, Finance manager and budget holder, assist with budget setting, develop systems to review and manage expenditure within the operating department.
To provide clinical advice to the clinical coordinator to assist in the overall bed management for the directorate

Communicate the needs of the department, in respect of all anaesthetic and theatre equipment and liaise with the directorate team and equipment group in the formulisation off procurement plans and rolling programmes

To be responsible for ensuring safe staffing levels and for escalation of locally unresolved staffing issues.
Work in collaboration with other Health Boards/external organisations.

Deputise for the Head of Nursing//Service Manager as required.
Authorise SSTS and travel expenses.
EDUCATION
Promote a learning environment which supports innovation and encourages excellence.

Support Senior staff in the direct supervision and provision of mentorship to theatre staff.

Contribute to, and support, the provision of clinical practice for pre-registration and appropriate post-registration students to fulfil curriculum requirements and ensure that appropriate educational opportunities are provided.

Participate in continuing education as part of self development.

Ensure personal training and development records for staff are maintained, with emphasis on compliance with core and mandatory training.
In collaboration with the Head of Nursing, develop an education and training plan to ensure theatre staff are educated and competent to manage service needs.

AUDIT AND RESEARCH

Demonstrate a commitment to research based practice.
Promote a culture which enables staff to take a questioning approach to their practice.
Collaborate with others to develop research projects and audits as appropriate.
Identify opportunities for research, practice development and multi-disciplinary audits within the operating theatre, influencing change as necessary.
Undertake and facilitate audit programme.




	7a. EQUIPMENT AND MACHINERY

	To be familiar and conversant with all the specialist equipment present within the operating theatre environment.

The post holder will provide assurance that all staff have a working knowledge of  equipment used  and will take a lead role in ensuring staff compliance in cleaning, testing, servicing and maintaining in accordance with infection control policies and equipment control procedures.

Liaise with the estates department to ensure that all safety checks are done on a timely basis and that service agreements and warrantees are in place and monitored as required

Communicate the needs of the department, in respect of all anaesthetic and theatre equipment and liaise with the directorate team and equipment group in the formulisation off procurement plans and rolling programmes.



	7b.  SYSTEMS

	The post holder will be trained and required to maintain expertise in the use of the following systems: 

· NHS Fife Intranet, internet and email, Microsoft Office applications 

· Word and Excel documentation

· Intranet access for operational policies and procedures. 

· Datix Incident Management Systems

· Trakcare

· Fife Early Warning System (Patientrack)
· Theatre Workforce Tool
· SSTS

· BSMS
· TURAS

· OPERA




	8. ASSIGNMENT AND REVIEW OF WORK

	The post holder will demonstrate a high degree of initiative, freedom to act and autonomy.

The post holder is required to originate solutions to problems arising within the theatre department.

The post holder is accountable to the Service Manager and professionally accountable to the Head of Nursing.
The post holder will demonstrate a high degree of initiative, freedom to act and autonomy.
Performance review will be undertaken with the Service Manage. 

Work is generated by departmental demands.



	9.  DECISIONS AND JUDGEMENTS

	Management of theatre staff performance issues.
Accountability for own professional actions and clinical decision making.

Support the Senior Charge Nurses in the allocation of workload and deployment of staff to ensure correct skill mix and effective use of resources across all theatre departments.

Resolution of complex strategic issues.
Make clinical and professional decisions on a daily basis, including professional advice to members of the multi-disciplinary team (including medical colleagues).
Pivotal role in negotiating with external companies to effect best possible value in relation to 

purchasing stores and equipment.

Use clinical expertise and knowledge in deciding the appropriateness or otherwise of the availability

of instrumentation or specialist equipment and advise on the available alternatives.

Recruitment and selection of senior theatre staff.
Deal with nursing staff performance issues, and investigate complaints relating to nursing issues

Risk management.




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	Ensuring the safe and efficient operating theatres across the sites.

Achieving a balance between operational and development aspects of the service.

Ensuring optimum theatre utilisation.

Co-ordinating and forward planning of multidisciplinary rotas.

Dealing with conflicting demands and needs of the multidisciplinary team and theatre users on an daily basis.

Fostering teamwork and flexibility within the working environment.

Support the Senior staff to ensure safe staffing across the theatre sites. 

Leading, motivating and managing staff to achieve optimum levels of performance and effective utilisation of resources.
Ensuring effective management of resources, both staff and supplies.

Dealing with distressed patients and relatives.
Maintaining up to date clinical knowledge of the relevant clinical areas.

Facilitating change management.
Ensuring the delivery of the highest standards of care within the confines of available resources.

Communicating information to staff which is likely to be unpopular or contentious.

Prioritising between service demands and day to day workload

Dealing with conflicting and competing demands within set timescales on a daily basis

Addressing performance management issues.
Participating in the Senior Manager on call rota. 




	11.  COMMUNICATIONS AND RELATIONSHIPS

	This post has a key role in leadership and communication. 

The post holder will be expected to provide and receive complex and sensitive information and will require to utilise highly developed communication skills.

The post holder is expected to communicate effectively, formally and informally, with a broad range of individuals. For example:

· Patients and relatives

· Acute Services General Managers

· Service Managers


· Clinical Directors 

· Heads of Nursing/Midwifery
· Directorate Staff including nursing, allied health professionals, administration and clerical

· Senior Clinicians /junior Medical Staff


 

· Professional Advisors


· Other Directorate management teams


· NHS Fife Project teams  


· Human Resources  


· Finance   


· IT


· Estates
· Infection Control
The post holder will be expected to communicate and liaise with external agencies including the police, social services, ambulance control, other hospitals for advice/transfer arrangements, GP’s, clergy and voluntary agencies.


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

	PHYSICAL EFFORT

· Keyboard skills frequently.

· Occasional movement of patients using moving and handling aids, trolleys and wheelchairs.

· Driving between sites occasionally.

MENTAL EFFORT

· Concentration required when chairing or participating in meetings regularly.

· Frequent concentration required on patient related activities.

· Concentration and accuracy frequently required when writing reports/documents whilst subject to frequent interruptions.

· Frequent concentration required when dealing with the complex demands of a large compliment of staff.

· Recognising and managing staff conflict regularly.

· Maintaining a sense of self awareness and an awareness of the needs of staff.

· Highly unpredictable workload.

· Frequent requirement to problem solve.

· Balancing demand for patient care with available resources.

· Managing unexpected sickness/absence.

· Managing theatre capacity
EMOTIONAL EFFORT

· Communicating with distressed/anxious/worried patients and relatives.

· Regularly discuss sensitive issues with staff, patients, and relatives.

· Identifying and participating when required in emergency situations.

· Supporting fellow staff in the workplace and maintaining staff morale.

· Managing own wellbeing.
· Frequent requirement to address the personal and professional issues of staff, offering support and guidance where appropriate, in order to minimise the impact on patient care.

WORKING CONDITIONS

· Risk of exposure to unpleasant conditions including blood, vomit, faeces, urine.

· Risk of exposure to verbal aggression from patients or relatives.

· Area of high activity and patient turnover.




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

	NMC/HCPC Registered
Relevant clinical knowledge and experience.

Educated to Degree/Masters level or working towards Masters level,/  be able to demonstrate evidence  that they are working at equivalent level
Experience of day to day management of an acute service.

Knowledge and understanding of the efficient utilisation of available resources.

Excellent communication skills.

Further education/evidence of CPD in management.

Demonstrable interpersonal skills, including negotiation and management skills.

Leadership skills including evidence of leadership training.

Budgetary management skills.

Ability to collect and assess information and make recommendations independently and autonomously.

Excellent written and verbal communication skills.

Excellent time management skills.

Team working skills and the ability to motivators others.

Ability to use own initiative.

The ability to think strategically as well as practically.




	14.  JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each jobholder to whom the job description applies.

 Job Holder’s Signature:

 Head of Department Signature:
	Date:

Date:





Senior charge nurses/Anaesthetic Clinical Lead Practitioner











Theatre Manager (this post)








Service Manager Theatres & Orthopaedics








Head of Nursing








General Manager (Planned Care)








