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Job Description

	1. Job Details

	Job Title:
	Deputy Theatre Manager

	Responsible to:
	Operating Department Manager

	Professionally Responsible to:
	Operating Department Manager

	Grade:
	Band 7

	Unit:
	Theatres, Day Surgery

	
	


	2. Job Purpose

	The post holder will have overall responsibility for the day to day management of the Theatre Department ensuring efficient, effective and safe practice, in the absence of the Theatre Manager.
To work with the Theatre Manager

· To develop service strategies for the Directorate that are in line with the Corporate Service Strategy and Objectives and lead on Service Improvement projects related to Theatres;

· Effective business planning, scheduling and delivery of Directorate finance and quality targets;

· Produce business plans for Theatres, in conjunction with the Directorate teams;

· Produce business cases for service developments and changes, and negotiate and communicate to senior managers, staff and external agencies;

· To run audits on a regular basis, to benchmark our services against National and Trust performance targets;

· To ensure the implementation of the Trust’s Clinical Governance, Health and Safety and Risk Management policies and plans, and monitor compliance and implementation within the Directorate.
In the absence of the Manager, the post holder will have 24hour responsibility for the provision of the theatre service and staff.

This will be achieved by:-

eRoster tuned to meet the needs of the service, bearing in mind skill mix in relation to surgical speciality requirements and best utilisation of theatre resources.

Ensuring smooth running of operating lists with particular reference to prompt start times and finish times and accurate recording of reasons for delays/over-runs.
The post holder will manage the care of the environment ensuring safety for both staff and patients with correct reporting of hazards, ensuring a plan of action and a risk assessment is completed.

The post holder will take the lead in staff development of which appraisals will be an integral part.

The post holder will monitor staff sickness absence in line with the Trust policy ensuring documentation is accurately completed and records held in personnel files as appropriate.
The postholder will regularly deputise for the Theatre Manager in their absence in attendance of meetings and reviews.


	3. Dimensions

	To have an understanding of the budgetary responsibilities and assist in the maintenance of a quality service within budgetary defined financial limits.  Ensure compliance of the Trust’s Standing Financial Instructions.

The post holder will be a signatory for budgets 13001 and 12701

In conjunction with the Stores Controller and Sterile Supplies Controller, establish and maintain a supply of equipment of stock for the Department.

Evaluate new products for benefits and disadvantages 

The post holder will be in charge of the day to day running of the Department, in the absence of the Theatre Manager.
The post holder will ensure that staffing in the department meets the needs of the service.

The post holder will have leadership of approximately 150 staff. 

The department will care for approximately 13,000 patients per annum.

The department is situated over 3 sites and comprises 9 theatres, 3 recovery areas, Day Surgery ward.


	4. Organisational Chart

	Operating Department Manager

Deputy Operating Department Manager – Band 7
Registered Nurses or Operating Department Practitioners (Theatres, Day Surgery Ward– Band 6
Registered Nurses or Operating Department Practitioners (Theatres, Day Surgery Ward, Recovery - Band 5
Theatre Support Workers - Band 2/3
Secretary and Storekeeper – Band 2/3



	5. Main Tasks/Duties and Areas of Responsibility

	Leadership and professional development

· Keep accurate records in relation to personnel, workforce and pay.

· Ensure information is accurately recorded and is legible, and is stored as required and all staff understand the relevance and the confidentiality of their nature.

· Participate in meetings, both external and inter-departmental.  Advise and inform others of problems/decisions.

· Demonstrate a level of clinical practice, which reflects agreed standards of care.  Apply validated research findings to practice within the surgical speciality.  Provide a positive learning environment in the clinical area.

· Participate in audit, evaluate outcomes and implement recommendations as appropriate.

· Develop and maintain good working relationships with colleagues and other professionals.

· Be aware of, and comply with, the Nursing & Midwifery Council/Health Professions Council Code of Professional Practice.

· Be aware of and comply with AfPP guidelines and recommendations to theatre practice.
Education and training

· Ensure all new staff undertake an orientation programme to the department, which is documented and retained in their personnel file.

· Participate in identifying personnel training requirements, identifying from the Development & Review process the educational needs of the department for forward planning.  Ensure opportunity is provided for career development for all staff.

· Develop staff through feedback on performance against agreed objectives and up to date Job Descriptions.  Undertake regular performance reviews.

· Ensure staff work within current Policies and Guidelines consistent with the requirements of statutory bodies and the Trust.  Identify and minimise interpersonal conflict.

· Develop and participate in in-house programmes of education for all staff.  Promote and support clinical supervision.

· Assess and select candidates for recruitment.

· Maintain own clinical competencies. 

Risk Management

· Carry out and action Risk Assessments, both clinical and non-clinical, and review on a regular basis.

· Respond to complaints, monitor Incident Reporting and accident trends, investigate and review to effect improvement.

· Monitor procedures in relation to Health & Safety, COSHH and Infection Control.

· Maintain a high priority Action Plan for the Department recording achievement, and removing from the Surgical Directorate Risk Register as appropriate.

· Ensure all staff attend statutory training for Manual Handling, Health & Safety, Fire, COSHH and Life Support and that a record is kept of attendance.
· Ensure safe practice to minimize the risks of infection to patients and staff in accordance with national and Trust policy, in particular to be aware of their responsibilities as listed in the Infection Control Operational Policy.




	6. Communication and Working Relationships

	· Ensure the development of an effective communication system within this service and ensure with all disciplines of staff and patients.

· Respond to complaints and suggestions to effect improvements within the service.

· Hold regular Unit Meetings in an atmosphere that encourages staff to put forward information and suggestions for improvement.

· Attend and actively participate in Senior Staff Meetings, Trust Link and other meetings as requested.

· All employees must be aware of the responsibilities placed on them under the Health & Safety At Work Act (1974) to ensure that the agreed safety procedures are carried out to maintain a safe environment for employees and visitors.  Individual; employees should also refer to specific health & safety requirements within their own Job Descriptions.




This Job Outline is quite only to the duties and responsibilities attached to the post.  Similarly the main tasks are indicative only of the type of duties undertake and are not exhaustive.  The existence of a Job Outline does not inhibit flexible working.

It is anticipated that this Job outline will be reviewed and revised as necessary in discussion with the post holder to reflect the changing needs of the service.  

All employees of the Northern Devon Healthcare Trust are expected to observe the strictest confidentiality regarding information to which the have access.

Person Profile

	Job Title:
	Deputy Theatre Manager

	Grade:
	Band 7 

	Department:
	Operating Department, RDUH


	Criteria Required
	Essential

	Qualifications & Training
	Registered Nurse or Operating Department Practitioner

City & Guilds 752 Operating Department Assistants Qualification

Or National Vocational Qualification Level 3 Operating Department Practitioners Qualification

Or Diploma in Operating Practice

Educated to, or working towards Degree level.

Post-registration courses with specialist knowledge of peri-operative practice, teaching, assessing and management.

Evidence of a Masters degree/working towards or equivalent experience



	Specific Knowledge & Skills
	Specialist knowledge, underpinning theory.

Extensive knowledge of peri-operative procedures and equipment.

Sound working knowledge of Operative Department practice.

General management skills, to include human resource and budget management.

Excellent written and verbal communication skills.

Information technology competencies and skills to include theatre systems.

Risk assessment within the peri-operative area.

Sound knowledge of research and audit methodology.  Ability to design and undertake Clinical Audit.

Sound knowledge of Health & Safety/COSHH.

Current knowledge and experience in recruitment and interviewing practice.

Project Management experience


	Special Experience
	Minimum of two years recent experience as a senior member of staff in the Operating Department. 

Proven experience in general theatre management.

Proven experience in Clinical Risk Management.

Proven experience of clinical audit.

Proven experience in teaching and assessing.



	Physical Skills & Effort
	Walks/stands for most of the shift.

Frequent movement of moderate weight for short periods.

Pushing/pulling and movement of trolleys, beds etc.

Manual handling/lateral transfer of patients from trolleys to beds and positioning of patients.

Dexterity and accuracy required for handling of instrumentation during operative procedures.



	Emotional Effort
	Frequent exposure to highly distressing circumstances with adult and pediatric patients/carers in the peri-operative setting, and staff during the working day.

Dealing with distressed peri-operative patients and/or their relatives.

Ensuring the safe discharge of patients from the operating theatres.
Proven leadership and organisational skills to effect motivation and good team relationships.

Ability to make quick decisions in difficult situations to resolve peri-operative equipment problems, to ensure maintenance of patient and staff safety and pre-empt emergency situations.



	Mental Effort
	Frequent requirement for prolonged concentration with an unpredictable work pattern e.g. daily concentration on patient/staff related activities and demands.

Ability to cope with constant interruptions and demands, and unpredictable workloads.

Concentration required for checking documents, patient monitoring, and theatre equipment.

Concentration required for the monitoring of staff levels to ensure appropriate skill mix is maintained throughout the department, to ensure the safety of both staff and patients is maintained at all times.



	Requirements due to working environment
	Commitment to actively contributing to the overnight on-call service as required and to assisting in the development of the services within the peri-operative environment.

24 hour responsibility for the theatre department, in the absence of the Operating Department Manager.

Clean and tidy appearance.

Team work/leader and able to work autonomously.

Commitment.

Reliability and flexibility.

Frequent exposure to smell, noise, dust/body fluids, faeces, vomit etc on a daily basis.


	HAZARDS :

	Laboratory Specimens
Proteinacious Dusts
	x 
	Clinical contact with patients
	 X
	Performing Exposure
Prone Invasive Procedures
	 X

	Blood/Body Fluids
	 X
	Dusty Environment
	 
	VDU Use
	 X

	Radiation
	 X
	Challenging Behaviour
	 X
	Manual Handling
	 X

	Solvents
	 X
	Driving
	
	Noise
	 X

	Respiratory Sensitisers
	 x
	Food Handling
	 
	Working in Isolation
	 x

	Cytotoxic drugs
	 x
	Night working
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