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Job Title:
The job description and person specification are an outline of the tasks, responsibilities and outcomes required for the role. The post holder will carry out any other duties as may reasonably be required to fulfil the objectives of the team.


	Job Title:

	Term:

	Salary:

	Organisation:

	Reports to:

	Accountable to:   

	Responsible to:

	Location:


Outline:	
The Coventry and Rugby GP Alliance is a private company limited by shares, wholly owned by local Coventry and Rugby GP practices. As a GP led organisation, we represent 94% of GP practices in Coventry and 45% in Rugby, collectively serving nearly 450,000 patients.  We describe our work in terms of Supporting, Innovating, Developing and Educating - we are on the S.I.D.E. of general practice. Our Operational Plan describes what we are going to do to ensure that we continue to high quality, accessible and responsive services for both practices and patients. 

We have identified key areas that we will focus on to build upon and improve our existing services. These are our Strategic Priorities:
· Clinical Service Improvement & Delivery
· Clinical Innovation
· Primary Care Development – Practice and Network Support
· Training and Education
· Integrated Care
· Good Governance


Summary of Responsibilities: 



Main Duties & Responsibilities:

 






Specific Behaviours


Personal Development


Dimensions




Corporate Accountabilities - Standards of Business conduct
The post-holder will be required to comply with the Alliance’s Standing Orders and Standing Financial Instructions, and at all times deal honestly with the Alliance, with colleagues and all those who have dealings with the Alliance, including patients, relatives, and suppliers. All Alliance staff may be involved directly or indirectly with people who are receiving a health service. Therefore, the Alliance is exempt from the Rehabilitation of Offenders Act (1974) and this post may be subject to a Criminal Records Bureau disclosure. 

This job description is intended as a basic guide to the scope and responsibilities of the post and is not exhaustive. It will be subject to regular review and amendment as necessary in consultation with the post holder. 
Requirements on all employees of the CRGPA 

Risk Management
The management of risk is the responsibility of everyone within the CRGPA, and will be achieved within a progressive, positive, honest and open environment. Staff will be provided with the necessary education, training and support to enable them to meet this responsibility.
It is the responsibility of staff to make themselves familiar with the Information Governance Policy, Major Incident Policy and Fire Policy, and to ensure they are familiar with the ‘local response’ plan and their own specific role within that response.
Health & Safety
It is the responsibility of all employees to work with managers to achieve a healthy and safe environment, and to take reasonable care of themselves and others. Specific individual responsibilities for health and safety will be outlined under key responsibilities for the post.
Equality & Diversity
It is the responsibility of all employees to support CRGPA’s vision of promoting a positive approach to diversity and equality of opportunity, to eliminate discrimination and disadvantage in service delivery and employment, and to manage, support or comply through the implementation of Equality & Diversity Strategies and Policies.
Confidentiality
In the course of your employment you will have access to confidential information of a personal and/or clinical nature, including information relating to CRGPA, its clients, patients, employees and other parties. You must not use such information for your own benefit nor disclose it to other persons without the consent of CRGPA and the party concerned unless required to do so by law. This applies both during and after the termination of your employment. Any breach of confidentiality during employment may be regarded as serious misconduct and could lead to summary dismissal.
Personal Development Review
CRGPA is committed to providing a high quality service through the effective management and development of its employees. The Personal Development Review process ensures that CRGPA is able to achieve its key aims of providing and delivering cost effective, high quality and responsive healthcare, whilst enabling employees to understand how the outcome of their contribution fits within these overall aims.  All staff will be expected to participate fully in the process and comply with the Policy.  Statutory and mandatory training compliance must be reviewed during the Appraisal.
Safeguarding Children and Vulnerable Adults
This is a regulated position and the post holder will be subject to an enhanced Criminal Records Bureau disclosure upon appointment, and every three years thereafter. 
CRGPA is committed to safeguarding children, young people and vulnerable adults within its care.  As an employee you are accountable to ensure that you know how to respond when you are concerned for the safety of a child, young person or vulnerable adult. CRGPA will support you in this process by providing training, support and advice. There is a safeguarding team for children and young people and leads for vulnerable adults, who can be contacted for guidance and who provide safeguarding supervision. CRGPA works in partnership with key agencies to protect children, young people and vulnerable adults. For children you should be aware of your responsibilities detailed in the Safeguarding Children and Young People Policy and for vulnerable adults in the Safeguarding Vulnerable Adults Policy.
Infection Prevention and Control
CRGPA has designated the prevention and control of infection and the full implementation of the Code of Practice (2008) as a core component in the organisations clinical governance, managing risk and patient safety programmes. All employees are expected to follow consistently high standards in the prevention and control of infection, especially with reference to hand hygiene, adherence to dress/uniform code and for clinical staff all procedures  involving aseptic technique, be aware of and follow all Trust Infection Control guidelines and procedures relevant to their work, participate in mandatory training and annual updates. Protecting patients from infection is everyone’s responsibility.
Rehabilitation of Offenders Act 1974
This post is subject to an exception order under the provisions of the Rehabilitation of Offenders Act 1974. This stipulates that all previous convictions, including those that are ‘spent’ must be declared. Previous convictions will not necessarily preclude an individual from employment but must be declared in writing at the appropriate stage during the recruitment process.
Information Governance
All staff must complete annual information governance training. You will be allocated an NHS email account in order to complete these on-line.
Information Security
Under the provisions of the Data Protection act, it is the responsibility of each member of staff to ensure that all personal data relating to patients and members of staff, whether held in manual or electronic format, is kept secure at all times. Computer passwords must not be shared either between systems or users. The Trust may monitor e-mail messages, any files stored on the networks or on equipment and usage of the Internet, NHS.net and computer systems, irrespective of whether these relate to trust or personal use. Access and usage of CRGPA computers must be in accordance with the CRGPA Policies. Safe haven procedures are to be used for all electronic transfers of personal data. This is in order to protect CRGPA, patients and staff, and its reputation and to ensure that it complies with the law and other guidelines.
Records Management and Quality
As an employee, you are legally responsible for all records that you gather, create or use as part of you work within CRGPA and they remain the property of CRGPA. This includes patient, financial, personal and administrative records, whether paper based or on computer. All such records are considered public records and you have a legal duty of confidence to all service users. You should consult the CRGPA Records Management Policy and ask for guidance from your manager if you have and doubt about the correct management of records with which you work. All staff have a responsibility to ensure information quality standards are achieved.
Data Protection
As your employer, CRGPA needs to keep information about you for purposes connected with your employment. The sort of information we will hold includes information for payroll purposes, references, contact names and addresses and records relating to your career with CRGPA. These uses are covered by our notification with the Information Commissioners Office under the Data Protection Act 1998.
The information which we hold will be for our management and administrative use only but we may need to disclose some information we hold about you to relevant third parties (e.g. Inland Revenue).We may also transfer information about you to the NHS Executive solely for purposes connected with the management of the NHS.
Smoke-free Policy
CRGPA operates a Smoke-free policy. This means that smoking is not permitted anywhere within owned or leased premises, including within their grounds and within owned or leased vehicles. In the interests of promoting responsible healthcare all staff are to refrain from smoking when off-site in uniform or wearing an identifying NHS badge in any public place.   The policy also applies to all staff employed by CRGPA at any location they may work, whether within or external to the CRGPA’s premises.  The policy contains further details including support facilities.  Failure to comply with this policy may result in disciplinary action.


Agreed and approved
Date:
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