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JOB DESCRIPTION

1.
JOB DETAILS

Job Title:       
Assistant Governance Manager

Band:                    
6
Responsible To:  

Divisional Governance Manager 
Accountable To:  
Assistant Director of Nursing
Department/Division:
Community Services Division 
2.
JOB PURPOSE
To work as an effective member of the team to ensure the provision of a high quality and effective governance framework within the Community Services Division.  Provide a high-quality professional support service to members of the Division in order to support and enable ongoing quality improvement and compliance with standards and ensure risk management and clinical governance is effective within the Division.
To deputise for the Divisional Governance Manager by representing the Division, where appropriate at Trust wide Governance meetings.
To ensure a rapid, thorough and accurate information cascade from Trust wide Governance meetings back to the Division is completed and to assign actions to key team members, monitor and ensure they are completed within agreed timescales.
To support the Divisional management team in managing governance issues, agreeing priority areas for focus, risk management, evaluation, audit and improvement.
3.
KEY WORKING RELATIONS 
· Assistant Director of Nursing
· Divisional Director 
· Associate Medical Director

· Assistant Director of Social Care
· Quality Improvement Facilitator  

· Governance Managers
· Head of Governance 

· Administrative team in Community Services
· Senior Nursing staff and other ward staff
· Professional Leads for Therapy 
· Other members of the multi-professional clinical team
· Risk Management Team

· Patient Experience Lead 
· Clinical Audit Department
· Patients and their relatives
· External NHS organisations

· External organisations/providers
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                              Denotes Line Management accountability

                              Denotes a reporting relationship



      Denotes Liaison relationship

4.
KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES:
Governance and Risk
· Develop own knowledge and practise and assist others in doing so

· Undertake training as required to maintain competency/comply with trust policies

· Work within Trust policies – including those for confidentiality, data protection, health and safety fire protection, and annual appraisal
· To actively promote and support the delivery of the Policy For the Development, Ratification and Management of Procedural Documents, by being the Division’s Lead & point of contact in terms of expert advice on the development, writing, reviewing and monitoring of Trust policies
· Undertake low/moderate risk incident investigations
· Initiate the escalation and investigation of incidents in a timely manner and support staff in the collation of information and submission of investigations within timescales as per Trust policy
· Support the development of risk assessments and escalation of concerns. 
· To ensure that staff within the Division are aware of their responsibility and have appropriate access and training to support the timely reporting of incidents.
· Provide advice and support to staff in relation to matters of patient safety, risk and policy. 
· Track review dates for all divisional patient information leaflets and clinical guidelines, liaising with authors to provide updates and seeking approval through relevant governance meetings
· Facilitate audit activity and support all departments to enable compliance with essential standards (such as NICE)
· Facilitate and co-ordinate governance group meetings and other meetings as required
· Take an active role in the triangulation of data from claims, complaints, incidents and risk assessments to identify areas of risk or escalation. 
· Review and develop the reporting arrangements for governance issues within the Division to ensure that a regular update report regarding complaints/incident management / themes and lessons learnt with recommendations is presented at Divisional governance meetings.
· Monitor and upload Datix action plans
· Interpret issues arising and implement actions accordingly (e.g. field safety notices)
· To promote and provide on-going education and awareness within the Division of the principles of the CQC regulations and inspection regime.
Administrative functions

· To support the Governance Manager with administrative duties.
· To produce and present reports for the Governance agenda within the division.

· To compile and distribute the Agendas and Appendices for Divisional Governance Meetings.

· To ensure escalated items from Cluster Governance meetings are addressed at Divisional Governance Group meetings.

· To ensure that all documentation is produced to an excellent standard. 

· To set up and maintain accurate and effective filing systems both paper based and electronic filing systems. 
· To work with the team to ensure adequate cover is in place during periods of leave

· Contribute to the NHS service improvement/modernisation agenda e.g. service redesign 

· Participate in team and divisional meetings as required

· Be able to work effectively to deadlines producing work of a high-quality standard
Communication
· Demonstrate a high level of communication skill, specifically able to present complex and sensitive information to the multidisciplinary team concerning governance, risk and audit issues.
· To communicate with staff, external organisations and colleagues in a courteous, professional and timely manner at all times and using written, email and telephone communication
· Ability to collaborate constructively with internal and external partners to create the conditions for successful partnership working
· Promote a positive culture around governance, incident investigation and management risk and audit.
· Request and work with information from the multi professional team sensitively and diplomatically e.g. potential legal case or poor clinical outcome.
· Be able to convey the impact of governance polices and strategies on practice to relevant member of the multidisciplinary team in order to optimise outcomes of care and service delivery.
· Ensure that the needs of ‘Duty of Candour’ are met and clearly documented in any incident where moderate or major harm has been reported.
Additional Responsibilities

· The post holder will be expected to carry out any other duties as required, commensurate with their pay band 
· The post holder will understand the limitations of the role and how to access support
· To take part in regular performance appraisal
· To undertake any training required in order to maintain competency including mandatory training, e.g. Information Governance, Manual Handling etc… 
· To contribute to and work within a safe working environment 
· To undertake human resources activities as requested and appropriate

· Anticipate potential issues arising from service development and taking appropriate action to mitigate them

· Ensure that appropriate risk assessments are undertaken and acted upon
THE TRUST – Vision and Values

Our vision is to provide safe, high quality seamless services delivered with courtesy and respect. To achieve our vision, we expect all our staff to uphold our Trust values. Our Trust values are:

Honesty, Openness & Integrity

Fairness,

Inclusion & Collaboration

Respect & Dignity

We recruit competent staff that we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.

We are committed to equal opportunity for all and encourage flexible working arrangements including job sharing. 

We are committed to recruiting and supporting a diverse workforce and welcome applications from all sections of the community, regardless of age, disability, gender, race, religion, sexual orientation, maternity/pregnancy, marriage/civil partnership or transgender status.  We expect all staff to behave in a way which recognises and respects this diversity, in line with the appropriate standards.

GENERAL

This is a description of the job as it is now.  We periodically examine employees' job descriptions and update them to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed.  This procedure is conducted by the Manager in consultation with the jobholder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach agreement on reasonable changes, but if agreement is not possible, we reserve the right to insist on changes to your job description after consultation with you.

The RD&E is a totally smoke-free Trust.  Smoking is not permitted anywhere on Trust property, including all buildings, grounds and car parks.  For help to quit call: 01392 207462.
PERSON SPECIFICATION
POST:
 Assistant Governance Manager
BAND:
 6
	REQUIREMENTS
	Essential / Desirable at:

	
	Recruitment
	1st PDR or (award of)  increment

	QUALIFICATIONS / TRAINING:

Educated to ‘A’ level standard or equivalent 
Management qualification or equivalent professional experience in a governance-related field
	E
D

	E

E



	KNOWLEDGE / SKILLS:

· A strong sense of personal and team accountability coupled to a clear understanding of the boundaries around delegated authority

· Excellent planning and organisational skills

· Ability to prioritise workload to respond to changing demand

· Motivation and negotiation skills
· Extracting information / listening skills 
· Ability to handle complex enquiries 

· Ability to deal with challenging behaviour 

· Comprehensive PC skills - databases, word-processing, email, Excel, risk management systems, e.g. Datix 

· Analytical skills and ability to problem solve 

· Proven strong administration skills 

· Able to work independently with minimum supervision 

· Ability to coach and mentor others

· Good decision-making skills

· Understanding of the principles of audit
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	EXPERIENCE:

· Previous experience and success in supporting and delivering the governance agenda (preferably in a health setting)

· Experience of planning over short, medium- and long-term timeframes and adjusting plans accordingly.

· Experience of co-ordinating and delivery of projects with a comprehensive knowledge of project principles

· Experience in demonstrating sound judgement and astuteness in identifying issues across diverse interest groups and common sense in knowing when to escalate
· Experience in improving services through an ability to sustain a clear performance focus on achieving demanding goals
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E

D
E
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	PERSONAL ATTRIBUTES:

· Excellent interpersonal and communication skills Inc. demonstrating empathy and sensitivity to colleagues, patients and relatives
· High level of work organisation, self-motivation, drive for performance and improvement, and flexibility in approach and attitude

· Understand teamwork and work within a team

· Can remain calm and professional in a busy environment

· Empathetic, but able to understand professional boundaries

· Welcoming friendly and approachable manner

· Commitment to continual development to Inc. relevant new systems, policies and procedures
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	Hazards within the role, used by Occupational Health for risk assessment

	Laboratory specimens
	
	Clinical contact with patients
	
	Dealing with violence & aggression of patients/relatives
	

	Blood / Body Fluids
	
	Dusty environment
	
	VDU Use 
	(

	Radiation / Lasers
	
	Challenging behaviour
	(
	Manual Handling
	

	Solvents
	
	Driving
	
	Noise / Vibration
	

	Respiratory sensitisers
	
	Food Handling
	
	Working in isolation
	

	Cytotoxic drugs
	
	Electrical work
	
	Night working
	


Head of Governance





Assistant Director of Nursing





Divisional Director





Heads of Patient Safety, Experience and Risk





Post Holder





Associate Medical Director





Governance Manager





Assistant Director of Social Care 
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