Operations Directorate
Proposed management arrangements for 

managers reporting to associate directors

1. Introduction
The Operations Directorate will comprise the clinical services in the PCT (community and other) and the operational functions of HR and Facilities and Estates. All operational services in the PCT will be directly accountable through this directorate or indirectly so where they are managed within other PCT directorates, for example risk management and clinical governance. 

This arrangement will support the requirement to ensure that of the provision of services from their commissioning and so that “there is no undue influence from the provider side on commissioning decisions” (NHS Operating Framework for 2006/07)

The design of the management arrangements reflect the above requirement and build on the work of the Provider Transitional Team which met during 2005/06 to develop a new management structure. The PTT produced a discussion document in July 2006 which assessed different options and proposed a management structure which took account of Manchester City Council service provision in adults and children’s services; the acute hospital patient flows and the development of practice based commissioning (PBC). 

The remit of the Operations Directorate has extended since the PTT concluded its work and so there are differences between the suggestions then and this proposal. The Operations Directorate must be able to function as a more independent part of the PCT with its own finance, development and professional leadership capability.  This was reflected in the appointment of associate directors and the next tier of management builds further upon this so that the directorate can be more ‘fit for purpose’. 

2.
Associate Directors (ADs) 

Each associate director has spent the first few weeks in post establishing themselves in their new roles and developing a clearer understanding of the services for which they are responsible (where previously unfamiliar with those services). 

Much thought and discussion about the needs of service management has been given and shared across the directorate. One of the points has been to recognise the competence and seniority of the clinical managers and to propose a system which enables the devolvement of responsibility to service/clinical managers. We have a history of service leadership and this is to be re-enforced and developed. For the future, we must create a culture of performance where there is clarity of expectation and improvement in information so that services understand their standards and levels of activity. This will require a facilitation and support from the management system, the ‘tier 4’ structure.   

3.      Attached Information and Organisational Charts
The following information contains a brief explanation of the respective areas within the Operations Directorate and the proposed management arrangements. The information contains an outline of the ‘division’ of the directorate and a bullet point summary of the key roles within the posts. 

For the HR, Facilities and Estates and the newly formed Service and Professional Development functions, a fuller picture of the service is shown as the changes affect all posts. For the larger, clinical service areas, the changes are at the management levels and therefore the services are presented as an overall picture only. The services themselves and the clinical/service managers are not affected by these changes.  

4.      Comments on the Proposals
Comments on these proposals as part of the consultation process are welcome.

John Harrop

Director of Operations

Manchester PCT Operations Directorate

JOB PROFILE
These posts are across the Operations Directorate.

Job Title:

PA/Office Manager

Grade:

Band 5

· Support the Director

· Manage the Ads’ Pas and all directorate office functions

· Co-ordinates administrative and secretarial services for the team following up action as required.

· Communicates complex, sensitive information with a range of staff internally across the organisation, liaises with external organisations, negotiating and persuasive skills required.

· Takes and transcribes formal minutes of meetings, advanced level us of IT packages, including Word, Outlook, PowerPoint, publisher to create document.

· Co-ordinates administrative and secretarial services for the team, including the preparation of agendas and minutes, taking appropriate follow up action as required.

· Plans and organises meetings, prioritises own project work/organises a range of events and conferences, manages a range of projects.

· Undertakes the management of projects and gathers information and/or undertakes enquiries.

· Knowledge of the full range of admin and organisational policies and procedures, acquired through training and relevant experience.

· Skills of keyboard use for producing reports, spreadsheets and correspondence.

· Authorised signatory for petty cash payments, agency time sheets, monitors budgets.

Manchester PCT Operations Directorate

JOB PROFILE
Job Title: 

Admin Support

Grade:

Band 2

Reports to PA/Office Manger and supports the Directorate office.

· Provide photocopying services to support team function

· Keyboard skills

· Directing people both on the telephone and face to face

· All clerical functions such as, handling mail, distributing leaflets and reports.

· Answering the telephone and office cover arrangements

· Filling both electronically and hard copy

· Arranging meetings

· Support external meetings as requested
Proposed Management Arrangements

for the Adults Services Division

1. Introduction

The adult services division consists of a diverse range of directly provided PCT services across the 3 districts in the PCT.  There are approximately 70 services.  The Associate Director for Adult Services is directly responsible to the Director of Operations for the management and leadership of these services.

2. Current Position

There are a number of services that are provided in all 3 districts, for example, District Nursing and Walk in Centres.  The current arrangements regarding how they are managed, and how they are locally responsive to our population’s health needs differ.  There are also, a significant number of smaller services that are provided by 1 or 2 staff in one particular locality, for example, stoma nursing.  The key challenge for the adult services division is to remain locally responsive to our internal and external stakeholders and population, whilst ensuring that we maximise capacity to provide reliable, high quality services.

There are also a number of directly provided services that are currently managed within public health and commissioning.

3. Proposed Management Structure

Most of the services have been placed into groups which more naturally work together as a whole system approach to care, within their specific district.

The following services that have been managed within other directorates should fall within the responsibility of the adult services division:-

· ALFA – Active Life For All

· PACE – Physical Activity Community Exercise 

· Condition Management Programme

Each district will consist of an unscheduled and a scheduled delivery pathway, with a General Manager responsible for each pathway.  The General Manager will be responsible to the Associate Director for Adult Services for the leadership, performance management and quality of the services within their remit.  They will be responsible for the staff and effective budget management for their area.  In addition, each General Manager will be responsible for ensuring consistency and business continuity for a number of services across the PCT; for example, each General Manager for unscheduled care will be responsible for ensuring that the Active Case Management service in their district is locally appropriate to the requirements of their clients.  However, in addition, one of the General Managers for unscheduled care in a District will be given the specific lead responsibility for ensuring that the Active Case Management service across all 3 districts is also more consistent and effective within the context of a citywide delivery.

The areas of specific lead responsibility are:-

General Managers for unscheduled care:-

· District Nursing/Night Nursing

· Walk in Centres/Active Case Management

· Intermediate Care.

General Managers for scheduled care:-

· Treatment Rooms

· Primary Care Mental Health

· Podiatry/Physiotherapy 

The specific lead responsibilities for General Managers are listed at the end of the organisational chart.

This approach will ensure that services are managed and developed in a way that is most appropriate for the locality, whilst also creating and maintaining sustainable and equitable services across the PCT.

There are a significant number of smaller adult services.  The following services are currently duplicated across the city:-

· Tissue Viability Nursing

· MacMillan Nursing

· Continence Service

These 3 services should continue to be provided on a district wide basis.  It makes practical sense, however, that each of them is managed by one General Manager on a citywide basis, due to the relatively small number of staff working within them.

The other smaller adult services are predominately provided in one or two districts.  A General Manager for community services would be responsible for the leadership, performance management and quality of those services, in the same way as the other General Managers.

4.
‘5th tier’ arrangements

It is anticipated that service managers will directly manage either individual local services or a number of local services.  They will be responsible to the General Manager for effective day to day service and budgetary management.

5.
Summary

The adult services division contains the largest number of services; many of which are complex in nature, and currently have varied and differing management arrangements.

The proposed structure will ensure that individual responsibilities for effective and efficient services are clear.

Comments on this proposed structure are welcome.

Joanne Royle

Associate Director Adult Services

9 February 2007

General Manager Adult Services

Bullet Point Job Description

Band B/C

· Directly responsible to the Associate Director, Adult Services

· Holds the budget for all the services within their span of responsibility, and ensure local procedures are in place for financial accountability.

· Responsible for introducing a programme of performance monitoring.

· Provide leadership and management to services, implementing service change where appropriate to ensure improvement in service standards and productivity.

· Develop effective relationships with the following internal/external stakeholders:-

· Other PCTs

· Acute Hospital Trusts

· Manchester City Council

· Primary Care Independent Contractors

· Ensure that services are locally responsive to the needs or the population and taking into account patient/user views.

· Deputise as required for the Assistant Director Adult Services.

· Develop service specifications and monitor service compliance with relevant service level agreements.

General Manager Adult Services

Priority Points for Person Specification
· Degree level or equivalent level of experience
· Significant experience of managing a range of complex services at a senior level.
· Evidence of developing stakeholder relationships.
· Evidence of having implemented performance monitoring systems within clinical services.
· Track record of service improvement at a senior level.
· Evidence of leading a service through change.

Proposed Children’s Services Managers 

1. Introduction

The principle duties and expectations of these general management positions are to deliver the fundamental changes for children’s services outlined in the National Service Framework for Children.  Arising from this and other key policy documents is a mandate for change across our city with action plans.  In partnership with all our stakeholders and children and their families these managers will be responsible for ensuring delivery of a range of new initiatives and service provision.  

General Managers Post and Responsibilities

The title General Manager is used in the attached organisational chart in all of the four posts outlined to illustrate the nature of the roles and the way they fit into the team.  The posts at general manager level will require the general management skills and abilities needed to run and develop the services, in some cases coupled with clinical or other expertise/knowledge.  

Summary of Responsibilities

They will manage teams, services and departments through a period of significant change.  Key will be the establishment of multi-agency teams and the development of services in Primary Care that support the shift in services from Secondary to Primary Care.  Challenging jobs with a need to focus on delivery, quality and accountability, at the centre of all they do will be the needs of children, young people and their families in Manchester.

General Manager North, Central and South 

· The post-holder will provide leadership to ensure the delivery of all core standards of the NSF for children, young people and maternity services in the Localities above.
· Ensure the provider services are developed in such a way as to be responsive to the diversity of local need, including needs relating to culture, disability, ethnicity, race, religion, sexuality and sexual orientation.  Ensure that any new or proposed service development is subject to meaningful consultation with all relevant stakeholders and that service user and carer involvement is central to such planning.

· The post holder will ensure there are appropriate systems in place that deliver financial accountability and delivery of services within allocated resources. 

· The post holder will contribute effectively with our key partners to ensure the delivery of Multi-agency Teams (MATs). Managing change proactively and ensuring appropriate workforce development 

· Providing day to day leadership and management of PCT teams, departments and ensuring effective performance management of all staff.  Ensure effective communication between staff, stakeholders and children and their families.  

· The post holder will ensure the collection of activity information, performance review material and develop clear lines of accountability and clinical governance in their areas of responsibility. 

General Manager Citywide

· The post-holder will provide leadership to ensure the delivery of all core standards of the NSF for children, young people and maternity services in Manchester citywide provider services.
· Ensure the provider services are developed in such a way as to be responsive to the diversity of local need, including needs relating to culture, disability, ethnicity, race, religion, sexuality and sexual orientation.  Ensure that any new or proposed service development is subject to meaningful consultation with all relevant stakeholders and that service user and carer involvement is central to such planning.

· The post holder will ensure there are appropriate systems in place that deliver financial accountability and delivery of services within allocated resources. 

· The post holder will contribute effectively with our key partners to support the delivery of Multi-agency Teams (MATs). Managing change proactively and ensuring appropriate workforce development 

· Providing day to day leadership and management of PCT teams, departments and ensuring effective performance management of all staff.  Ensure effective communication between staff, stakeholders and children and their families.  

· The post holder will ensure the collection of activity information, performance review material and develop clear lines of accountability and clinical governance in their areas of responsibility. 

Malcolm Philp

Associate Director for Children’s Services

Manchester Primary Care Trust

          Proposed Specialist Services Management 

1. Introduction

The specialist services part of the Operations Directorate comprises a range of services in the PCT which for various reasons are special and therefore do not fit comfortably under the heading of Adult or Children’s Services or with other operational functions.

There are opportunities for developing all of these services and the purpose is to design a structure to support this process within the Manchester PCT framework. It will also be necessary to continue existing integrated ways of working and with strategic partnerships with other organisations whilst also developing and building on them. 

In designing a structure it is also important to reflect the operations directorates’ requirement to develop an increasingly separate identity as a credible service provider and the knowledge, skills and expertise required to operate within an environment which is potentially competitive.

2. General Manager  posts and responsibilities

The title General Manager is used in the attached organisational chart in all of the five posts outlined to illustrate the nature of the roles and the way they fit into the team. The posts at general manager level will require the general management skills and abilities needed to run and develop the services, in some cases coupled with clinical or other expertise/knowledge.

The key areas of responsibility are shown on the chart and are expanded upon in the job purpose statements.

There are five posts described and although the title General Manager is used in all of them, three are not expected to change significantly because they are already established for managing their services city-wide:

Head of Learning Disability/General Manager

Head Of Public Health Development/General Manager

Clinical Director of Community Dental Service/General Manager.

However the other two General Manager posts are new and it is expected to be the main focus for consultation although comments are welcome on the whole of this proposed structure.

The existing or anticipated banding for all give posts is 8b/c

3.  Summary of responsibilities

a) Head of Service General/Manager Public Health Development Service

To provide leadership and professional management to a large, multi-disciplinary team that provides strategic and operation delivery of a number of public health programmes across the City of Manchester on behalf of Manchester PCT.

To contribute to the strategic agenda for public health in Manchester in conjunction with the DPH and the Director of the Manchester Joint Health Unit

To manage a complex and disparate workload, including a number of project areas 

b) Head of Service/General Manager Learning and Disability Partnership

The head of service will provide strategic direction and overall management of the partnership which comprises of the specialist learning disability services of the adult social care department of the city council and that of the PCT.  He/she will lead the senior management team which is responsible for community learning disability teams, supported accommodation networks, short term support services, domiciliary care services, adult placement and the quality research and development team.  The post holder is accountable to the Assistant Director in Adult Social Care of Manchester City Council and will also report to the Associate Director Provider Services within Manchester PCT.  The main contacts are service managers within the service, the joint commissioning team, learning disabled people and their families, other services within the City Council and the National Health Service, outside agencies, elected members and the PCT Board members and ward representatives.

c) Clinical Director/General Manager Community Dental Services 

The Clinical Director will determine the strategic direction and development of the PCT Dental Service and lead the clinical teams to ensure that accessible high quality dental services are managed and delivered effectively and efficiently in Manchester according to Trust. Policy and national guidance 

d) General Manager 

The purpose of this post is to provide general management for the Prison Health and the Sickle Cell Services in support of managers and clinicians involved in their provision.    The post holder will be responsible for delivering service change for the safe, efficient & effective provision of services. Where necessary, the post holder will provide additional General Management across the Specialist Services part of the Operations Directorate.

e) General Manager

The purpose of this post is to provide general management for Withington Community Hospital and the Contraception and Sexual Health Service in support of managers and clinicians involved in their provision.  The post holder will be responsible for delivering service change for the safe, efficient & effective provision of services.

Where necessary, the post holder will provide additional General Management across the Specialist Service part of the Operations Directorate.

Manchester Primary Care NHS Trust

Operations Directorate

Facilities Structure – 4th Tier Posts

Rationale

The structure incorporates four posts at 4th tier level reporting directly to the Associate Director of Facilities. These posts provide a focus for clearly defined and key areas of service provision.

Estate Development

Estate Capital Development will continue to operate independently of Facilities providing a clear distinction between the operational maintenance of the Estate and its development.

This will be led by a Capital Development Manager supported by a team of two Estate Officers.

This team will provide support to the PCT helping managers develop capital bids and providing professional and technical input as required. 

The team will manage the Estate portfolio which will include its title, backlog maintenance and records. The team will also manage all aspects of specification, tendering and contract management providing a project management lead as required. 

Facilities

The post of General Manager Facilities will draw together the Engineering Services, Facilities Services, and Support Services teams developing the synergies which exist between the three departments. The GM Facilities will be responsible for the delivery of services through either directly managed staff or outsourced contracts on a city wide basis. 

The post will be responsible for developing policy and compliance with new legislation and existing statutory and mandatory requirements.

Services will be led on a city wide basis but will be managed with a local focus with a dedicated engineer and a facilities manager working within each of the North, Central and South districts.

The Facilities Manager will lead the team responsible for the management and monitoring of contracted services delivered on a city wide basis. These services will include Cleaning, Transport, Pest control, Waste Management and Portering services. The post holder will also lead Environmental Management and Travel Planning.

The Head of Support Services will lead the existing support services teams on a city wide basis but will develop a focus on localised operational management within buildings.

The post holder will take responsibility for Security and Firecode compliance and through the team will actively manage and monitor services delivered to each locale.

The department will be responsible for space utilisation, environmental management, green travel plan coordination and waste management. This will provide the tool for developing a site based focus on the management of policy and contracted services and as a result develop and drive efficiencies.

Strategic Estate Development

The role of Strategic Estate Development Manager will support the Associate Director of Facilities to act as the informed client within the organisation and lead the Strategic Development of the Estate supporting both the Provider and Commissioning arm of the PCT.

This role will assist in strengthening and developing engagement with the local authority regeneration and planning teams. It will also provide support to Practice development for GP’s and GDP’s assisting with business case development, benchmarking and ensuring probity in the selection of third party developers.

The post will provide a key role in the development of the Trust Estate Strategy.

Security

In December 2003, the Secretary of State for Health launched a new strategy for security management work in the NHS, developed by the NHS Security Management Service (NHS SMS). A key part of this strategy is the introduction of the LSMS in each NHS health body – to provide professional skills and expertise to tackle security management issues across a range of proactive and reactive action.

The LSMS will ensure high quality local delivery of this work, within a national legal framework for tackling violence and security management work, and according to training, standards, advice and guidance provided by the NHS SMS.

The overall objective of the LSMS will be to work on behalf of the Trust to deliver an environment that is safe and secure so that the highest standards of clinical care can be made available to patients.

This objective will be achieved by working in close partnership with stakeholders within the NHS (in the LSMS’s own organisation and in other NHS organisations), the NHS SMS and external organisations such as the police, professional representative bodies and trade unions.

The LSMS will aim to provide a comprehensive, inclusive and professional security management service for the Trust and work towards the creation of a pro-security culture within the NHS. 

Tier 4 posts - Key Responsibilities

General Manager Facilities Grade 8b

The General Manager Facilities is professionally accountable for all aspects of Facilities Management within the PCT.

The Department is comprised of Mechanical and Electrical Engineering Services, Building Maintenance, Cleaning, Waste Management, Transport, Portering, Linen Services Environmental Management, Green Travel Planning and Pest Control.

The role is responsible for ensuring that a safe and supportive environment for staff and patients is maintained in accordance with any statutory or mandatory requirements.

Reports to the Associate Director Facilities

Specific Responsibilities include:

· Responsibility for all Health & Safety and Risk Management issues related to the provision of building, engineering, construction and facilities services.

· Responsible for the appointment and retention of suitably qualified competent persons as defined by the Health and Safety Executive.

· Responsible Person for all building and engineering related elements including, Decontamination, Asbestos Management, Legionella Management, Lifting equipment, Structural Condition and Waste Management. Ensuring appropriately qualified staff are appointed as authorised and competent person as defined in the associated HTM or regulatory framework

· To act as Competent Person, and be responsible for, all issues related to the provision of Fire Safety Management as defined in NHS Firecode.

· Responsible for the appointment and retention of a suitably qualified Fire Safety Advisor.

· Responsible for the management of Environmental and Waste Management services. 

· Overall responsibility for the management of all estate building and engineering maintenance and facilities management services personnel and contracted staff
· Responsible for the development and implementation of medium and long term operational policy and strategy in accordance with current and future proposed statutory, regulatory and NHS guidance.

· Specify, control and manage Facilities and Estate Maintenance related operations to the building environment, fabric, engineering service, plant and equipment.

· Responsible for the management of all Facilities and Estates maintenance service level agreements.

· Responsible for the management of all Facilities and Estates Services staff including senior management and contracted staff. 

· Responsible for Policy, Procedure and contracts relating to the management of hazardous waste.

· Coordination and provision of a Trust Green Travel Plan.

· Responsible for Policy and operational approach to Environmental Management.

· Service provision for:

· Pest Control

· Linen Services

· Window Cleaning

· Transport

· Portering

· Postal Services

Capital Development Manager 8a

The Capital Development Manager is professionally accountable for all aspects of the development and management of the Estate.

This encompasses the capital procurement of all building and engineering assets together with its related project management.

The Department provides professional technical and support for the specification, design and procurement of accommodation and acts as an informed client when this provision is outsourced.

The Department monitors, manages and maintains the condition of the Estate.

The Department manages all legal, local authority and land registry issues relating to the Estate.

Reports to the Associate Director Facilities

Specific responsibilities include:

· Overall responsibility for the management of all capital development staff together with associated contracted personnel.

· Responsible for the development and production of tender specifications and the management of the associated tendering exercise in relation to the procurement of estate capital building, engineering and construction service requirements, including production of detailed specifications and contract documentation.

· Responsible for the conditional appraisal of all Trust property.

· Responsible for the upkeep and maintenance of the Trust’s intranet base property register.

· Responsible for the management of all property related legal issues including leases and licences, land registry documents, planning permissions and building regulation compliance.

· Responsibility for all Health & Safety and Risk Management issues related to the provision of building, engineering and construction services.

· Responsible for the management of Asbestos materials present in the Trusts property portfolio.

· Responsible for the identification and risk based assessment of all backlog maintenance

· Responsible for the management and control of contractors.

· Responsible for the management of contract projects.

Strategic Estate Development Manager 7

The Strategic Estate Development Manager is responsible for providing managerial support to the Associate Director of Facilities for all aspects of the strategic development of the Trusts Estate.

This includes:

· The development of the Trust Estate Strategy
· The establishment of links and to strategically engage with the local authority, regeneration teams and the Joint Health Unit on Estate related issues.
· The provision of support for the production of business cases relating to the development of General Practice and General Dental Practice premises.
· To ensure that the Trust is assured that all proposed developments represent value for money and are subject to benchmark comparisons through the District Valuer and other sources of benchmark data.
· To ensure and support a formal tendering process for third party developers.
· To develop Lift business cases.
· To provide a project management lead for estate related business cases.
· To maintain strong links with the Mast Lift core development team ensuring that support and specialist services are delivered as appropriate.
· To act as the informed client for the PCT on Estate related issues.
Local Security Management Specialist (7)

To undertake the duties of an LSMS in accordance with Secretary of State Directions to health bodies on measures to tackle violence and general security management measures, and any subsequent advice or guidance issued by the NHS SMS. 

• To undergo and successfully complete propriety checking and the professional and accredited training in security management provided by the NHS SMS, and to co-operate with any further training provided by the NHS SMS and with the NHS SMS programme of quality assurance. 

• To ensure that all NHS security management work is carried out within a professional and ethical framework developed and provided by the NHS SMS. 

• To ensure that an inclusive approach to security management work is taken, involving both internal and external NHS stakeholders where appropriate and necessary. 

• To report to the health body’s Security Management Director on security management work locally. 

• To ensure strong links are built with the NHS SMS – in particular, with the Area Security Management Specialists (ASMSs). 

• To lead on day-to-day work in their health body to tackle violence against staff and professionals in accordance with the NHS SMS national framework and guidance. 

• To ensure, within the PCT and, where applicable, within those organisations contracted to provide services for the PCT, that: 

- they attend the health body’s risk management, health and safety and audit committee meetings and ensure appropriate links are made with the health body’s risk assessment process, including the health body’s health and safety representatives, so that security-related issues are an integral part of that process 

- appropriate steps are taken to create a pro-security culture within the health body and amongst contractors so that staff and patients accept responsibility for this issue and ensure that any security incidents or breaches that occur are detected and reported 

- they participate in the health body’s induction programme for new staff and develop and deliver security awareness sessions for stakeholders 

- appropriate security incidents and breaches are publicised in accordance with guidelines issued by the NHS SMS so that a deterrent effect is created 

- lessons learnt from security incidents and breaches can be fed into risk analysis, both locally and nationally, so that appropriate preventative measures can be developed 

- security incidents are reported using the NHS SMS reporting system, ensuring that investigations take place where appropriate, risks are assessed and preventative measures are developed (this will include participation in local and national risk identification projects) 

- security incidents and breaches are investigated in a fair, objective and professional manner so that the appropriate sanctions are applied and measures put in place to prevent recurrence 

- consideration is given to cases not progressed by the police or CPS and, where appropriate, work is undertaken with the NHS SMS Legal Protection Unit and the health body, and redress is sought where appropriate. 

Manchester Primary Care Trust

Human Resources department – proposed structure and management arrangements

1
Introduction

HR is a key business partner to the success of all the PCT’s directorates and functions and this paper sets out the proposed management arrangements within HR to enable the organisation to achieve its operational and corporate objectives. An effective HR department is integral to ensuring that the PCT develops into a fit for purpose organisation. Central to this is ensuring that the organisation has a workforce with the right skills, experience and competence to deliver high quality services which improve patient care. 

The HR department will be a centralised function sitting within the Operations Directorate providing HR, workforce and learning and development support to the whole PCT.  Strategic and operational HR leadership will be provided by the Associate Director of HR. This post also provides corporate, board level, professional HR advice and support to the PCT. 

2
Key Functions

Operational HR support.

This function incorporates all aspect of HR advice and support including transformational and transactional HR support. This includes providing input into strategic direction in order to shape the culture and the service redesign both from the commissioning and provider perspective. A key element of this function is supporting all aspect of change management including service and workforce redesign in making the organisation fit for purpose. In order to provide the most effective support to the organisation, it is proposed that operational HR support will be organised in a divisional way aligning with the operations management structure of Adults, Children’s, Specialist Services, Commissioning/Corporate directorates. (Commissioning/Corporate also encompasses the following directorates – Public Health, Finance, Performance and Medical)

Workforce Information and development

This function will play a key role in supporting effective workforce planning and development. Working closely with senior managers across the organisation, this function will ensure that managers are fully informed of relevant workforce information to enable them to best identify, manage and plan their workforce requirements to deliver appropriate services. This function includes the development, management and maintenance of key workforce information systems to support effective workforce management and planning. Also central to this function is developing an effective process to support key workforce development strategies. This includes partnership development with the Strategic Health Authority strategic workforce leads in order to anticipate and respond to local and national workforce initiatives. 

In order to provide more effective workforce information and to support the implementation of the new Electronic Staff Record system (ESR), this function has been strengthened by the development of two support roles - workforce information and workforce development officers.

Learning and Development

This function will cover all aspects of education and learning including strategy and policy development.  This includes the development and delivery of education and learning programmes in order to ensure that the PCT has a safe and appropriately skilled workforce capable of delivering high quality services and patient care. The function will work across the PCT in a matrix management approach specifically with Corporate Affairs for Organisational Development interventions, Service and Professional Development department in terms of clinical and professional development matters and link with the Medical directorate in relation to post-graduate medical education and training. Key areas within this function include full implementation of an effective performance development and review system incorporating all aspect of the Knowledge and Skills Framework (KSF).

3
Recommendation

The proposed structure assumes that below the fifth tier of posts i.e. managers posts, that there will be minimal substantial changes to roles and responsibilities. The intention is to slot people into posts below fifth tier level wherever appropriate.  Although the Recruitment Manager’s post is shown as a fifth tier post, it is not anticipated that there will be any substantial change to this role as the recruitment function remains a city wide service. Therefore there is no anticipated immediate change to this function overall. 

4
Roles and Responsibilities:

The following roles show indicative bandings pending consideration by way of the Agenda for Change banding process.

Operational Human Resources

Deputy Associate Director of Human Resources (Band 8c)

· Strategic HR development including translating national HR policies and initiatives into local operational frameworks.

· Development of effective processes to support achievement of key HR performance indicators including development of the HR balanced scorecard.

· Management of Operational HR function including providing professional and personal development to this team. 

· Advice on complex issues relating to terms and conditions of service

· Development and management of systems to identify and address capability and performance issues

· Management of the occupational health contract

· workforce redesign including ensuring appropriate methods for consultation and negotiation

· employment law including employment tribunal case management

· recruitment, selection and retention strategies including management responsibility for the recruitment function.

· HR policy development

· employee relations strategy ensuring that effective mechanisms exist for staff involvement at all levels.
· Management of payroll contract
· Budget management responsibility for HR operations function

Senior HR Manager, Operations (Band 8a)

· Divisional responsibility for operational HR advice for provider services including, Adult, Children’s, Specialist services, Estates and Medical Staffing

· Direct line management responsibilities and professional development of Senior HR Advisers within the Operations directorate

· Responsibility for the provision of HR advice and support on complex cases including capability, performance, disciplinary and grievance, equal pay claims etc.

· Provision of expert HR advice and support in service redesign issues within provider services

· Lead on the work programme for the policies and procedure group.

· Project management of staff attitude survey and Agenda for Change

· Development of partnership arrangements with staff side representatives, including lead arrangements for formal consultation and negotiation machinery (JCNC)

Senior HR Manager Commissioning and Corporate (Band 8a)

· Divisional responsibility for operational HR advice for Commissioning/Corporate services including, Commissioning, Corporate Affairs, Finance, Performance, Public Health and Medical Directorates.

· Direct line management responsibilities and professional development of Senior HR Advisers within the Commissioning/corporate directorate

· Responsibility for the provision of HR advice and support on complex cases including capability, performance, disciplinary and grievance, equal pay claims etc within these directorates.

· Provision of expert HR advice and support in service redesign issues within these directorates

· Lead on the work programme relating to Improving Working Lives and Model Employer.

· Project management for Key HR performance standards including the performance accelerator system

· Development of partnership arrangements with staff side representatives.

Recruitment Manager (Band 6)

· Line management responsibility for the recruitment office staff

· development of pro-active recruitment and retention plans

· Ensure that comprehensive and thorough recruitment systems and processes are in place including full utilisation of electronic systems to support monitoring, analysis and evaluation.

· Development of key relationships with recruiting managers to ensure clarity and understanding of roles and processes.

· Ensure consistent high quality recruitment service is provided both internally and externally.

· Develop links with external organisations, including educational establishments, job centres, community organisations, recruitment and advertising agencies to ensure a pro-active approach to marketing the PCT as an employer of choice and maximising employment opportunities for local people.

· Maximise opportunities for the PCT to participate in appropriate recruitment events including job fairs, career and other promotional opportunities.

· Monitor and report on recruitment and retention activity

· Participate in recruitment and selection training for recruiting managers

· Responsible for the operation of the pre-employment screening process including CRB checks, work permits, references and occupational health screening.

HR Assistant (Band 4)

· Provide advice and support to staff and managers on routine terms and conditions enquiries such as annual leave, maternity leave and pay, attendance recording, travel expenses etc

· To support the Senior HRAs in their day-to-day administration

· Support the Senior HRAs in the collation and preparation of employment tribunal bundles of documentation

· maintain and monitor the Agenda for Change job evaluation information system, including administration of the CAJE computer system

· Support the Senior HRAs with grading of new posts and re-grading applications

·  Support the Senior HRAs in the management of HR projects

· To take responsibility for the management of policy folders, ensuring dissemination of up-to date policies, maintenance of a register of policy folder holders and maintenance of HR section of PCT website.

· To organise, attend and produce minutes at meetings such as JCNC, policies and procedures group, disciplinary and grievance meetings and hearings, team meetings etc

Learning and Development

Head of Learning and Development (Band 8b)

· Development of a comprehensive learning and development strategy and plan for the PCT
· Development and management of a robust education, learning and development function for the PCT
· Development of a robust training needs analysis process for the PCT
· Development of a programme of education and learning interventions which supports the concept of the skills escalator, life-long learning and development of new roles

· Develop and lead the implementation of the organisational development (OD) strategy for the PCT and deliver OD interventions in-house where appropriate

· Provision of specialist educational and developmental input to emerging organisational development and modernisation agenda.

· To lead and sustain the successful implementation of KSF within the organisation

· Lead on the development and implementation of effective leadership and management development strategies

· Line management responsibility for the learning and development function

· To ensure the development and management of effective learning management systems including evaluation and monitoring of training outcomes

· Production of comprehensive learning and development management reports.

· Production of an organisation-wide education and learning prospectus

· Lead on partnership working with SHA, Higher Education Institutes and other educational providers to maximise opportunities for progressing the learning and development agenda in Manchester PCT

· To oversee management of the PCT’s protected learning time scheme

· To oversee development and review of the PCT’s corporate induction programme

· Budget management responsibility for the learning and development function

· Development of learning and development policies and procedures

Learning and Development Manager (Band 8a)

· Management and development of the staff within the learning and development team

· Lead on the production of a management development/qualification framework

· Development of the skills escalator competency framework

· Development and delivery of the Key skills for Line Managers programme

· Development and delivery of Performance Development and Review and KSF training

· Development of a framework to support an annual corporate training and development plan

· Development of a Trust wide Learning and development forum

· To manage the PCT’s protected learning time scheme

· To manage the PCT’s corporate induction programme

· Review of mandatory training programme

· Provision of feedback to managers from learning and development database.

· Manage delegated budgets as appropriate

Workforce

Workforce Manager (Band 8a)

Lead responsibility for the development of workforce productivity and the development of an efficiency framework.  This will include leading on:

· Line management and development of staff within the workforce team

· Development of the balanced score card

· Responsible for the initiation, development and implementation of effective workforce planning in line with local and national policies and priorities.

· Produce Workforce and Human Resource knowledge management / intelligence hub to underpin workforce capacity, capability, efficiency, development and sustainability.

· Ensure that systems and processes are in place to provide information to support the  Local Delivery Plan process, Performance Monitoring – Annual Health check Assessments, Board Reports and National and SHA Returns



· Development of integrated workforce planning ensuring resources and skill mix are utilised effectively.

· Ensure core performance indicators within the Trust address the requirements of Creating a Patient-led NHS, and delivering the NHS Improvement Plan

· Management of the Electronic Staff Record system (ESR) including ensuring that all training requirements are met.

· Work in partnership with education and training / access and inclusion departments in producing a simplified framework covering equality and diversity 

· Produce a simplified framework for workforce development that considers the cause, effect and impact across the national, regional and local strategic and operational drivers.

· To take a lead role in enabling performance / quality management of the workforce, advising on use of appropriate tools such as ESR self service and E-KSF which influence employee management and development.

Workforce Development Officer (Band 5)

Key Areas of responsibility:

Support the Workforce Manager in the implementation of a robust Workforce Strategy ensuring supply and demand of the services are met.

· Responsible for ensuring provision of data to inform the Local Delivery Plan so that the workforce meets the needs of the services within organisation

· Up to date information is provided  for maintenance of the Performance Accelerator system including the Annual Health check

· Understand Workforce issues within the organisation and play a supporting role in ensuring the Trust secures and retains the staff of the right calibre and skills.

· Understand Workforce Information relating to the services and how it benchmarks against other Trust wide indicators.

· Work alongside Managers and actively address issues highlighted through benchmarking information i.e. high levels of sickness / absence and turnover to help create service profiles.

· Effectively utilising and contributing to the development of all available information and technological tools eg. Electronic Staff Records system to promote access to all workforce data to inform decision making.

Workforce Information Officer (Band 4)
Key Areas of responsibility:

Support the Workforce Manager in designing and maintaining appropriate bespoke information systems to ensure workforce data is efficiently processed and analysed to support workforce performance management and strategy development.

· Produce regular and complex analysis on workforce information sources including workforce census, return to practice and other demographics.

· Advise Workforce Manager on web based technology possible uses and solutions.

· Ensure data held on ESR is in the limits of data protection legislation.

· Provide support and training on the Electronic Staff Records and SMART solution systems.

· Produce quarterly information for the HR Performance reports

· Maintain and Develop the Work structures environment on ESR ensuring organisation / positions and assignments are updated and accurate.

ESR Administrators (Band 3) 

Key Areas of responsibility:

Support the Workforce Information Officer ensuring all employee data is accurately recorded and maintained on the Electronic Staff Records system, in accordance with Data Protection legislation.

· Create and complete processed variation orders relating to payroll issues for spot salaries / pay scale or additional one off payments.

· Enter and Maintain employee records held on ESR.

· Produce regular reports on starters and leavers, promotions and maternity

· Produce new Contracts of Employment and issue to Managers and Employee with Personal files.

· Liaise with clerks as the emergency contact for the SMART solutions time and attendance module.

· Maintain the work structures environment uploading positions / assignments / terms and conditions.
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