FAIRFIELD INDEPENDENT HOSPITAL 

JOB DESCRIPTION

	JOB TITLE
	Medical Records Supervisor



	DEPARTMENT


	Hospital Services 

	PAY GRADE
	C


	HOURS 
	37.5 per week


	CONTRACT


	Permanent

	RESPONSIBLE TO
	Director of Hospital Services


	ACCOUNTABLE TO 


	Director of Hospital Services 


Job Summary

The post holder is responsible for the day-to-day supervision of the records team and ensuring that all medical records are transferred within appropriate timescales.  The post holder is also responsible for processing all requests for access to medical records and ensuring that requests are dealt with in accordance with the Data Protection Act 2018, Access to Health Records Act 1990 & GDPR May 2018.

Role & Responsibilities

· Main Areas of Authority

-  Supervise and review the work of the Medical Records team
-  Allocation and monitoring of work and covering at meetings
-  Specialist lead on Access to Medical Records.
-  Scanning clinical information onto FileLive.


· Carry out audits.
 
· Implement policies for own work area and propose changes to working   practices or procedures for own work area. 
     
The post holder will be expected to work without supervision although advice from the Director of Hospital Services and/or Executive PA will be available when required.


· Key Relationships

Patients
Consultants
Staff
Solicitors and Insurance Companies
Police Officers
Other hospitals

· Key Result Areas

Supervise the day-to-day workload of the Medical Records team and ensure that work is allocated and monitored to achieve the required standards and deadlines. 
 
Organise rotas and team meetings to establish effective working processes.

Partake in regular Department meetings to agree work programmes, propose changes to administrative polices and identify any areas of concern.

Undertake training of staff in medical records work and assist in the induction programme of new starters to the team.

Report staff sickness to the Director of Hospital Services to assist in managing staff absence.

Consider and approve requests for annual and flexi-time leave ensuring that the work of the team is covered appropriately.

Ensure that housekeeping tasks are performed at the appropriate time to facilitate the smooth running of the Department.  This includes the boxing up of all filing and sending to the DataSpace in accordance with the Hospital’s policy.


· Access to Medical Records

Update the Medical Records tracking database to ensure other staff can deal with enquiries, provide information for performance monitoring purposes and account for instances where deadlines have not been met.

Deal with enquiries from patients, consultants, GPs and other organisations providing non-clinical advice and information.  This will involve dealing with enquiries of a sensitive nature and occasional distressing or emotional circumstances.  The post holder may also have to deal with occasional instances of verbal aggression for which training is provided.   There is a frequent requirement for concentration where the work pattern is unpredictable.

· Medical Records

Ensure all medical records are up-to-date and complete.  

Produce and send outstanding medical records reports on a regular basis to 
ensure that medical records are forwarded and received within standard time
periods.  Investigate any areas of concern and take remedial action where
appropriate to ensure appropriate transfer of medical records.

Ensure all records are available for clinics as and when required.

Action all requests for medical records to ensure they are forwarded within the legal timescale.  Ensure that any urgent requests for medical records are followed up appropriately and within the required timescales.

Deal with enquiries with regards to missing notes from medical records.  This will involve tracing the patient’s history and contacting any previous medical record holders to try to obtain previous medical record. 

Ensure the Hospital’s tracking system is up-to-date and accurate.

To enter details of any deceased patients onto the Dataspace and iSOFT computer systems.

Communication

The post holder will be required to adhere to the organisation’s standards of customer care and uphold the Hospital values acting with integrity and putting patients first at all times.  

Committed to working and engaging constructively with internal and external stakeholders on a range of business sensitive issues.

Nurture key relationships and maintain networks internally and externally, including national networks.

Consult with managers and members of other functions, to address inter-dependencies and ensure alignment.
Policy and Service Development

Propose changes to own function making recommendations for other service delivery.


Maintain good knowledge of emerging policies from government departments and external bodies, which may impact the service.


Contribute to strategic and contingency planning for the service, which may have an impact on other areas.

Other Role-Specific Duties

Carry out any other reasonable duties commensurate with the role and delegated or requested by the manager, as the needs of the service require.


The job description and person specification may be reviewed on an ongoing basis in accordance with the changing needs of the Department and the Hospital.

Health & Safety

It is the responsibility of all employees to work with managers to achieve a healthy and safe environment, and to take reasonable care of themselves and others.  Specific individual responsibilities for Health & Safety will be outlined under key responsibilities for the post.

Equality & Diversity

It is the responsibility of all employees to support the Hospital’s vision of promoting a positive approach to diversity and equality of opportunity, to eliminate discrimination and disadvantage in service delivery and employment, and to manage, support or comply through the implementation of the Hospital’s Equality & Diversity Strategies and Policies.



Information Governance

As an employee you will have access to information that is sensitive to either an individual or to the organisation and you are reminded that in accordance with the requirements of Information Governance, NHS Code of Confidentiality, Data Protection Act 1998 and also the terms and conditions in your contract of employment, you have a duty to process this information judiciously and lawfully;  failure to do so may result in disciplinary action.

Rehabilitation of Offenders Act 1974

This post is subject to an exception order under the provisions of the Rehabilitation of Offenders Act 1974.  This stipulates that all previous convictions, including those that are ‘spent’ must be declared.  Previous convictions will not necessarily preclude an individual from employment within the Hospital but must be declared in writing at the appropriate stage during the recruitment process.

Smoke-free Policy

This Hospital operates a Smoke-free policy.  This means that smoking is not permitted anywhere within owned or leased premises, including within their grounds and within owned or leased vehicles.

The above list is not exhaustive but reflects main duties of the post.  
The job description does not form part of the Contract of Employment.
	Name of Postholder:



	Signature of Postholder:



	Date Signed:
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