FAIRFIELD INDEPENDENT HOSPITAL

JOB DESCRIPTION

	JOB TITLE:


	Director of Hospital Services


	DEPARTMENT:


	Executive



	BAND:


	SNR 1

	HOURS:


	37.5 per week

	CONTRACT:


	Permanent

	RESPONSIBLE TO:


	Chief  Executive

	ACCOUNTABLE TO:


	Chief Executive


JOB SUMMARY
To take delegated responsibility from the Chief Executive for Risk, Contingency & Emergency plans and H & S matters and to be the nominated Fire Officer for Fairfield Independent Hospital.

To manage building and infrastructure projects and as and when necessary develop tenders, business cases and project plans, to ensure the project delivers its objectives.

To take the lead for Fairfield Independent Hospital ISO 9001:2013 Quality Management Standard (QMS) and ISO 27001:2013 Information Security Management Standard.

Provide motivation to the Managers and Staff and to manage the Directorate budget, when devolved, to achieve agreed targets.

To oversee all purchasing, contracts & inventory management of maintenance, facilities and medical equipment consumables. 
To oversee the management of all areas of the estate including sales, service charges renting and refurbishment. 

To ensure that policies are implemented, controlled and reviewed as and when necessary and made available to all staff.

To be an active member of the Executive Team, providing accurate timely reports to the Team and to the Hospital Board.
To ensure that the directorate is compliant with all CQC requirements and that all other commissioner regulation/monitoring requirements are met.

To assist with regular walk-about audits as and when required as part of the hospital’s continuous improvement programme. 
ROLE & RESPONSIBILITIES
General Maintenance of the Hospital and its grounds

To negotiate contracts and manage the schedules, H & S requirements and quality of work for the individual sub-contractors with regards to:

· PPMS, PAT testing, Fixed Wire Testing, repairs and small works for heating, lighting, air handling, air conditioning plant, water supply & treatment including annual risk assessment and water treatment for Legionella.

· The management of building development projects, along with the ongoing building works and repairs, decoration and refurbishment, including annual window/door inspections. 

· Routine inspection & testing in line with legislative requirements for; the emergency generator, hydraulic & electric lifts, electronic profiling beds, hydrotherapy plant, external drains and sewage systems, lightening conductors, fire alarm system, fire fighting equipment nurse call system, operating theatre, decontamination, Endoscopy washer area etc.
· To ensure that the Hospital has effective professional advice in respect of estates issues and the estates function in order that it can meet all its statutory functions. 
 Contractors/ Contracts and Inventories

· Ensure that all contractors have appropriate insurance liability, competencies, appropriate registration and when/ where necessary DBS disclosure.

· Ensure that servicing is completed as per the agreed contract and that the contractors/contract register is reviewed and updated regularly.

· Update the inventory register regularly and use this to form the basis of the Hospital’s replacement programme/ Capital Plan. 
In-house maintenance 

· With the assistance of the Facilities Manager, manage the General Maintenance and Security team to ensure the efficient and safe running of the Hospital.  Ensuring that minor works within their competencies are completed on time and in accordance with the appropriate 
H & S legislation.
· Ensure that an appropriate programme of Planned Preventative Maintenance is in place 

Catering/Housekeeping services

· With the assistance of the Facilities Manager, take overall responsibility for the Hotel Services team, which comprises of the Catering and Housekeeping staff ensuring that their work is completed in accordance with HACCP requirements for food handling, and the appropriate H & S legislation for hospital cleanliness, COSHH & PPE.
Medical records
· Maintain the FileLive system and strong relationships with key stakeholders.

· With the assistance of the Medical records supervisor, take overall responsibility of medical records to include, storage, retention, delivery and security of records.

· To ensure the monthly invoice reflects activity and address any queries or concerns.

· To ensure records are destroyed on time and in accordance with hospital policy.

Procurement, stock control and costings
· With the assistance of the Stores Supervisor, to take overall responsibility for the procurement of equipment and consumables.  To manage the stores inventory and ensure that supplies are provided to all departments in a timely manner. 
· Ensure that the stock system is kept up to date i.e. prices are correct.
· Ensure stock is in date and “just in time” stock levels are maintained. 
· Attend meetings with the theatre team to ensure stock and equipment for future activity has been ordered and available.

· To liaise and negotiate with suppliers to achieve cost effective purchasing agreements.  
· To assist all departmental managers to carry out market testing/option appraisal as and when necessary for their respective capital investment projects. 
· To sign off the purchase orders and ensure that the cost reflects the PO/ contract price agreed.

· To maintain a strong relationship with suppliers and with the local NHS Trust.

· Maintain/ develop contingency plans when issues arise that affect the Hospitals supply chain and to ensure that the relevant staff are updated when issues arise.

· To carry out an annual stock take and more regularly as and when required.

· To assist in ensuring that the kit and consumables have been costed onto the self-pay, insured and CAB request forms, which will include liaising with sales representatives and consultants.
· To ensure that trials of new equipment and consumables are undertaken prior to purchasing and that evaluation forms have been completed in consultation with the staff and consultants.

Directorate Meetings 

· To hold regular meetings with teams within sphere of control.
· To ensure team meetings are held monthly and attend as and when required on an ad hoc basis. 

· To hold bi-monthly governance meetings. 
Business Planning & Budgetary Control for the Hospital Service Directorate

· To take the lead for the Hospital Service Business Plan, working with the Hotel Services & Administration Managers to produce their respective plans and budgets.

· To develop and monitor departmental KPIs.

· To continually review working practice and staffing levels to meet legislative changes and fluctuations in patient activity – recommending subsequent changes in the form of cost benefit analysis.
Polices 

· To maintain the policy list for Risk, Corporate and Clinical policies. Ensure that the policies are regularly reviewed by a competent person and disseminated to the relevant department to discuss at their team meetings. 
· To carry out EQIA and DPIA on all policies in line with relevant guidance. 
· Review policies associated with the directorate and cascade them to the teams. 
Risk Management

· Ensure that the Board Risk Register and Executive Risk register and associated policies are reviewed and updated in consultation with the Executive Team and the Board as and when necessary.

· Ensure that the contingency and emergency plans are in place and that they are regularly reviewed and updated.

Bungalows/ Studio/ Cottage
· To oversee the management of the bungalows with the assistance off the managing agent. To ensure that the service charges in place are regularly reviewed to ensure the best value for the residents.

· To rectify any issues raised by the residents with the management agent and gardeners. To act as a Good Neighbour.

· Attend the Annual General Meeting with the management agent and bungalow residents. 
· Assist as a good neighbour in re starting the Burns Rehabilitation service from the studio.

· Maintain the good relationship with the tenant at the cottage.
Projects

· To produce business cases, tenders, project plans to manage the projects raised as a result of the capital plan, business plans and regulatory requirements.
· Ensure that there is a process in place for obtaining competitive tenders as and when required. 

· To co-ordinate qualitative and quantitative research with key stakeholders  in relation to building/ refurbishment projects.

Routine Monthly Analysis and Reporting

· To produce reports for circulation to the Board, Managers and all staff.

· To provide ah hoc reports as and when necessary.
Fire Safety Officer

· To liaise with the Fire Inspection Authorities regarding their inspections and familiarisation visits.  

· To ensure that in-house maintenance inspections are completed in accordance with current legislation. 
·  To update the annual risk assessment in line with HTM Fire guidance and schedule the annual fire drills.

· Co-ordinate the annual fire training to all members of staff.

Health & Safety Co-ordinator

· To liaise with the HSE with regards to their inspections.  

· To chair the Hospital H&S Committee, providing legislative updates and ensure representatives have completed the necessary workplace assessments and risk assessments, and to produce necessary summary including reference to guidance for staff to read and sign. 
· To ensure that each department regularly reviews and updates their departmental risk assessments and that the information is being disseminated to their teams.

· To ensure that new and existing employees receive the mandatory H&S/Fire safety induction and training.    
· To complete the annual health and safety audit and produce the annual H&S report for ratification by Board. 
Medical Gases

· To oversee the management of medical gases. To ensure that approved contractors are in place to service and maintain the medical gases and that all checks and inspections are carried out in accordance with the appropriate legislation. Ensure that the maintenance team undertake regular certified training on medical gases.

ISO 9001/2008 & ISO27001:2013

· To be the lead Director for all aspects of ISO, which include scheduling and monitoring of internal and external audits. 

· To Chair the Steering Group/Security Forum meetings.  Reviewing and updating the QMS for both systems to ensure they reflect any changes to the Standards.  Managing the Departmental QMS with regard to the update of procedural changes.

· Carry out internal audits of all Hospital areas against compliance with the two standards and where non conformance are raised ensure appropriate action has taken place to ensure compliance with the two standards.

· Working with managers ensure all new potential services have a quality management system in place, to include costs to the patients and that all staff involved in the service are aware of them. Trialling the process and ensuring that patient and staff safety is not compromised and that risk assessments are completed and controlled.
Building/Refurbishment Projects and Environmental Control 
· To carry out the necessary pre-project option appraisals and market testing and then present the findings to the CDG/ Board for their approval.  

· To project manage all building and refurbishment works, liaising with appropriate outside agencies, ensuring projects are completed on time and within budget.   Reporting and variances to the CEO.
· Ensure that capital plans are drawn up for renewable energy.
· Monitor energy management.
· Produce Green Plan in order to reduce the carbon footprint of the Hospital.
Corporate Responsibilities

· To prepare relevant Board papers to give an update on Directorate activities, and attend the Board meetings.

· To contribute to the development of the hospital’s strategy/ business plan and corporate decision making.

· To adhere to all Information Management System Policies and Procedures.

· To participate in the Executive Management Team and relevant Board sub committees.

· To maintain confidentiality and abide by the Data Protection Act.
The above list is not exhaustive but reflects main duties of the post.  It will be reviewed annually to respond to the changing needs of the service, in consultation with the post holder.

Additional responsibilities

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.

Infection Control

All staff will adhere to infection control policies and procedures at all times.
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.
Equality & Diversity

It is the responsibility of every member of staff to understand our equality and diversity commitments and statutory obligations under current equality legislation. 
 All employees must act in ways that support equality and diversity and recognises the importance of people’s rights in accordance with legislation, policies, procedures and good practice.  All employees must read the Hospital’s Equality, Diversity and Human Rights Policy.
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 job description does not form part of the Contract of Employment.


	Name of Postholder:



	Signature of Postholder:



	Date:
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