
JOB DESCRIPTION

	Job Information

	1. 
	Job Title:
	Theatre Manager

	2. 
	AfC Band:
	

	3. 
	Directorate/Service:
	Neurosurgery 

	4. 
	Accountable To: 
	Divisional Nurse Director Theatres and Critical Care

	5.
	Responsible For:
	Theatres Staff

	6.
	Base Location:
	Walton Centre

	7.
	AfC Job Code:
	1074


	Role summary

	To provide leadership and knowledge to support delivery of a comprehensive clinical service.

Responsible for the operational delivery of safe, high quality, patient focussed care and achievement of key performance indicators within the theatre department. 

Setting and delivering high standards of clinical care by challenging, innovating and developing evidence based practice. Working with the multi- professional team to develop a workforce to meet all future requirements.
Lead and manage the team ensuring that the appropriate level of support and supervision is maintained for all professionally registered and non-registered staff within the department. 

	Key responsibilities

	Leadership  and Workforce
· To ensure the development and implementation of departmental policies, procedures and guidelines that are current and in line with best practice
· To ensure adherence to the NMC and HPC code of conduct by all nurses and ODP’s within the department and appropriate revalidation/registration is maintained through liaison with professional leads

· In collaboration with theatre co-ordinators ensure that the department functions safely and to capacity on a daily basis

· Engage with staff across the organisation as necessary to support the transformation agenda

· Robustly implement and manage all aspects of non-compliance to Trust policy 

· Ensure that all performance, attendance and disciplinary matters are dealt with promptly and effectively, adhering to Trust guidance 
· Ensure that staff adhere to behavioural codes
· Ensure the team are kept up to date with local and national policy / initiatives
· Responsible as line Manager for services within the designated clinical area, providing leadership by developing and supporting a culture that encourages staff to be innovative, creative and challenging in the interest of patient care and professional practice
· Ensure staff skills and competencies are continually reviewed and developed to meet both immediate and future needs through a comprehensive education plan

· Promote effective team building strategies to ensure cohesive and supportive departments and empower staff by fostering a positive culture and involving them in the decision making

· Empower staff to develop new skills and ensure competence through reflection, supervision, development and delivery of training, education and appraisal both within the trust and with external education providers
· Complete an annual workforce plan to identify current and future workforce needs which relates to qualifications and skills  ensuring  adequate succession plan is in place

· Select, appoint, retain and promote appropriately qualified and experienced staff to existing roles or development of new roles  

· Ensure effective rostering practices and in conjunction with senior clinical leaders within the department ensure that staffing levels remain appropriate with allocation of staff with the necessary skill set to meet service requirements
Clinical Safety

The post holder will be responsible for the daily operations of the theatre department ensuring that systems and processes are in place enabling a safe environment for staff, patients and visitors including;

· Ensure compliance with the recommendations and requirements of The Department of Health, NHS England, CQC and other regulatory bodies including fundamental standards of care and National Safety Standards for Invasive procedures (NatSSIPs)  
· Lead the progression of NatSSIPs in the theatres department
· Required equipment is available and in good working order and liaise with CSSD to ensure availability of the correct equipment
· Ensure that the environment is fit for purpose, the estate is well maintained and that appropriate HTM guidance is managed effectively
· Work collaboratively with the infection control team
· To ensure strategies are in place to effectively managed emergency or adverse situations in the clinical area 
· Provide insight of the daily running of the lists, ensuring that the list start promptly and continue to flow, taking corrective action when necessary
· Ensure staff work to policies and procedures, including policies particularly pertinent to theatres eg WHO checklist  
· Ensure meetings are appropriately attended and represented by the theatre department, encouraging feedback and internal communication of outcomes. Chair and administer meetings as required.
· Responsible for the development and implementation of an audit programme ensuring regular evaluation of departmental procedures and practices to ensure they comply with agreed policies. Ensure necessary feedback and action plan are facilitated

Communication

· Act as an expert resource to staff and provide advice and support in order that they can deliver safe and effective care

· Facilitate and cascade information to staff within the team, ensuring awareness of Divisional and Trust issues, allowing for discussions and feedback.

· Demonstrate sound leadership and develop mechanisms to evaluate methods for sharing good practice, encouraging and directing innovation and ongoing developments

· Attend meetings as required as a representative of the department
· Develop relationships and network with others across both professional, organisation and care boundaries

· Ensure effective communication strategies are employed to enable excellent communication and collaborative working at all times

Performance and Financial Management

· Without compromising standards or quality of care, maximise efficiency of service delivery,  utilisation and productivity by:

· ensuring patient flow and processes are designed to meet operational best practice standards, eliminate waste & inefficiencies 

· ensuring designed pathways and processes are consistently applied in practice; and

· with staff engagement, achieve maximum productivity 
· Maintain departmental performance dashboard with relevant key performance indicators 

· Ensure that performance targets, regulatory targets and compliance against quality, risk and governance standards are met. 

· Monitor contracts with external stakeholders (eg Synergy) and collaborating to ensure key performance indicators are maintained and surpassed. 

· Lead continuous service improvement using appropriate methodologies, benchmark, and complete relevant audits utilising evidence, innovation and research to improve outcomes and service delivery.

· Responsible and accountable for departmental financial budget.

· Participate in the formulation of department budget within the Trust annual budget review process

· Responsible for submitting business cases within agreed timescales 
Clinical Governance

· Manage and respond to  patient feedback or complaints and take appropriate actions to prevent reoccurrence 

· Positively feedback and communicate all compliments

· Review all incidents relating to the department, monitor trends, use root cause analysis when appropriate to investigate and ensure corrective and preventative actions are taken.
· Develop a culture of continuous improvement within the department
· Demonstrate compassion and empathy when investigating incidents, actively participating in improvement action plans as required
· Maintain a current risk register and develop a risk management strategy for the department, escalating concerns with the necessary urgency

· Ensure implementation and compliance with all relevant standards, legislation, polices, guidelines and governance requirements maintaining and developing own knowledge base in relation to NHS requirements

	Health and Safety 

	Employees must act in accordance with the Health & Safety at Work Act 1974, and subsequent legislation, under which they must take reasonable care to avoid injury to themselves and to others who may be affected by their work activities. Employees are required to co-operate with the Trust in meeting statutory requirements. Employees must not intentionally or recklessly interfere with, or misuse anything that is provided in the interest of the health, safety and welfare of staff, patients and the general public.

	Confidentiality & Data Protection

	Employees are required to uphold the confidentiality of all records held by the Trust, whether patient records or trust information. Unauthorised disclosure of any confidential information, or that covered by the Data Protection Act may result in disciplinary action. All employees must be are aware of and comply with their data protection and confidentiality obligations under law and through Trust policy.

	Information Governance 

	All employees must undertake appropriate Information Governance mandatory training as set out in the Corporate Induction and Mandatory Training Policy.

	Infection Control

	Staff will adhere to all Trust Infection Control policies and procedures which are relevant to the post, particularly with regard to the hand hygiene policy, and undertake any appropriate mandatory training. All staff will ensure that advice is sought from the infection control team as required and appropriate action is taken to minimise cross infection during patient transfers. 

	Equality and Diversity

	It is the responsibility of every member of staff to understand the equality and diversity commitments and statutory obligations under the Equality Act 2010 and to act in ways that support equality and diversity and recognise the importance of people’s rights in accordance with legislation, policies, procedures and good practice. 

All employees must value and treat everyone with dignity and respect, giving consideration without prejudice, respecting diversity and recognising peoples expressed beliefs, preferences and choices. As such staff must recognise and report any behaviour that undermines equality under Trust policy.

	Safeguarding Children and Vulnerable Adults

	All employees are required to act in such a way that at all times safeguards the health and wellbeing of children and vulnerable adults. All employees must familiarise themselves with, and adhere to the Trusts procedures and protocols for promoting and safeguarding. All staff must be responsible and proactive in identifying and reporting safeguarding concerns, raising these with the appropriate contact where necessary.

	Quality Service

	All staff are responsible for ensuring that they are part of providing a quality service for patients that is safe, effective and personable. Staff are responsible for familiarising themselves with local and Trust documentation that relates to quality and improving the patient experience.

	Records Management

	A record is anything that contains information in any medium e.g. paper, tapes, computer information, etc. which have been created or gathered as a result of any NHS activity. All individuals within the Trust are responsible for any records they create or use.  Employees must ensure that records are retained in accordance with the Clinical Record Keeping Policy and are stored in a manner that allows them to be easily located in the event of a Freedom of Information (FOI) request.

	Data Quality

	All staff whether clinical or administrative should be aware of their Data Quality responsibilities; They must complete paper based documentation and enter computer data accurately and use it correctly; ensuring they endeavor to comply with the standards as described in the Trusts Data Quality Policy, Information Security  and any other associated documentation.

	Risk Management

	All staff are expected to take a proactive role towards the management of risk. This entails assessing potential risks, taking appropriate actions to minimise any noticed risks and reporting all incidents, near misses and hazards. Employees must ensure compliance to all Trust Risk Management, Research Governance and Infection Control Policies and Procedures and abide by the Standards for Better Health and essential standards of safety and quality.

	Training and Development

	All staff must co-operate in the Personal Development Review process and must attend all mandatory training as specified in the Corporate Induction and mandatory Training Policy.

	Professional Registration

	Where required employees must abide by their relevant Code of Professional Practice and maintain their Professional Registration; abiding also by the Trusts Professional Registration Policy.

	Senior Managers

	All senior managers must comply with the NHS Code of Conduct for Senior Managers.

	Trust Values & Behaviours

	The Trust has developed a set of values and behaviours known as The Walton Way, all employees are expected to act in line with these throughout their work and daily role.

All employees must also take responsibility for managing their own health and wellbeing.

	Change of Job Description

	This job description is intended as an outline of the main duties relating to the role.  It is not an exhaustive list.  It is likely the role and requirements of it will change over time in accordance with service needs.  This may necessitate updating the job description.  In such circumstances this will be undertaken with the involvement of the post holder.

The post-holder must comply with the explicit and implied terms of their contract of employment and attend all necessary mandatory training. They must also comply with all Trust policies and procedures and other agreement signed to handle Trust information
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PERSON SPECIFICATION

	Job Title:
	Theatre Manager

	AfC Band:
	


	
	Essential
	Desirable

	Qualifications
	· Professional knowledge acquired through degree/diploma supplemented by specialist training or equivalent experience to master’s level equivalent 
· Evidence of ongoing personal development at senior management level
· Relevant Professional/Clinical Qualification (NMC or HPC registered)

	· MSc in healthcare related subject

· Management qualification


	Knowledge & Experience


	· Previous experience as a Senior Registered Practitioner within a Theatre Environment
· Knowledge of performance and regulatory targets relating to area of practice

· Knowledge of compliance against quality, risk and governance standards

· Participation in clinical governance, quality improvement and safety initiatives

· Evidence of management of Human Resources issues

· Knowledge budget and resource management
	· Evidence of introducing  innovative practice into a clinical setting



	Skills and Abilities

	· Excellent communication skills (verbal and written)

· Ability to lead, manage, motivate and influence staff

· Problem solving and negotiation skills

· Ability to manage complex and difficult situations where there is direct conflict

· Ability to manage own workload and plan the work of others

· Effective delegation skills

· Ability to work autonomously

· Presentation skills

· Able to adjust to unexpected changes and adopt a flexible approach

· IT skills along with the ability to interrogate and interpret data

· Able to communicate unpleasant and sensitive information

· Ability to develop effective interpersonal relationships with colleagues at all levels
	

	Personal Attributes
	· Calm and objective

· Assertive

· Resilience

· Robust

· Highly motivated, enthusiastic and innovative

· Flexible and adaptable

· Visible and approachable

· Caring and compassionate
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