HEART OF ENGLAND NHS FOUNDATION TRUST)

JOB DESCRIPTION

Post



Medical Records Manager

Department


Medical Records
Grade



Band 6 

Hours of Work

37.5 per week plus On Call

Responsible to

 Service Manager
Manages


Band 1, 2, 3, 4 & 5



Indirectly manages
Medical Record Porters




Key Working Relationships

Internal


Clinical Staff, departmental and ward managers. Medical 





Record department managers

External
Off Site Storage and scanning contractors, confidential waste, Suppliers of equipment, stationery, 

medical records, GP’s, police, solicitors and 

patients, other Trust health record staff & IHRIM
Job Summary

1. The Medical Records Manager will fully support the Service Manager and Head of Medical Records in the day to day management, delivery and the future development of Medical Records services across the Heart of England Foundation Trust.

2. The post holder will be responsible for the day to day operational and efficient management of the Medical Records team working closely with clinicians and managers to ensure the delivery of a high calibre medical records service. 

3. Working closely with Clinicians, Managers and the Medical Records Management team the post holder will provide guidance, support and assistance on Health Records issues.

4. The Medical Records Manager will take a lead role in identifying improvements in overall service establishing best practice and quality processes in-line with national and Trust objectives and ensuring national guidelines are applied consistently.

5. The post holder will provide specialist and communicate advice to all disciplines of staff, utilising detailed and extensive knowledge on matters relating to health records e.g. storage, retrieval and tracking of medical records enabling comprehensive search and location of records when required. 

6. The post holder will be required to deputise for the Service Manager in his/her absence or on his/her behalf as appropriate and attend meetings on his/her behalf.

7. The post holder will be based at a nominated site within the Trust but will be required to cover in the absence and when required for Medical Managers based at other sites. 

8. The post holder will be required to participate in on call rota.

9. Whilst reporting to Service Manager the post-holder will have a considerable degree of autonomy and will manage all aspects of the day to day operational management of Medical Records services. 

10. The post-holder will manage and lead the Medical Records teams and associated activities providing a full and comprehensive Trust wide service as follows: 

Medical Record Library, archive 
Provision of Medical Records in support of Trust Out Patient clinics

Medical Records Enquiry service (24/7 365)

Provision of medical records in support of admissions to the Trust 

Provision of information requests in response to external requests e.g. BHSF, Benefit Agencies 
Duties & Responsibilities

The post holder is responsible for:

1. Supporting the Trust’s objectives in meeting all Medical Records departmental standards in delivery of patient care

2. Develop working partnerships with Medical Records colleagues collaborating to ensure a consistently high standard of service delivery  

3. Communicating affectively to ensure customers (internal and external) enquiries,  requests, and issues are dealt with professionally  seeking to clarify and assist customers in resolving issues   

4. Dealing with and ensuring complaints are fully investigated in accordance with Trust complaints procedure, that Route Cause Analysis documentation is complete and action plans detailing corrective action are implemented as necessary.

5. Providing appropriate solutions/responses to customers in a manner which will promote, enhance and develop good customer relations

6. Effective management of the Trust’s Medical records Department and associated activities i.e. Access to Health and Medical Records Enquiries 24 hour service.

7. Ensuring that the department is adequately staffed to an appropriate grade of staff, this will include the planning and authorisation of staff leave and rota management.

8. Recruitment and selection process is undertaken in line with Trust policies

9. Undertake regular staff appraisals and ensure personal development plans are agreed and training identified and addressed. Coaching and developing staff to achieve their full potential

10. Develop a KSF program to support effective staff development in Health Records 

11. Manage all personnel matters in line with Trust policies ensuring they are implemented correctly and appropriately. 

12. Maintain accurate and up to date staff records, including electronic records
13. Take a lead role in identifying improvements in overall performance of service seeking to establish best practice and quality processes 

14. Preparation, development and regular review of policies and local policies and  procedures in respect of all tasks undertaken by the respective medical records teams

15.  Participate in sub groups, and attend Departmental/Service User and Regional/National meetings as appropriate and feedback as necessary.

16. Keep up to date with national policies on Management of Health Records; clinical governance CQC; and Data Accreditation. Reporting to Head of Medical Records on issues affecting service and assisting in implementation of necessary changes 

17. Maintaining accurate documentation and producing monthly reports for Risk committee and Intranet ensuring compliance with policies to Trust/Directorate standards. 

18. Monitor staff and resource to ensure a full and comprehensive Medical Records Enquiries Service is provided, including appropriate staffing throughout 24 hours/ 365 days 

19. Review, develop and monitor targets to ensure medical records reach the clinic prior to the clinic attendance in line with service level agreements, ensuring Key Performance Indicators are achieved, working with staff to improve performance against these targets.

20. Undertake quality initiatives and audits to continually improve service provision implement changes in working practices in a fast moving, forward thinking environment ensuring effective change management.

21. Establish process to ensure staff are registered in the PA staff file prior to scheduled training and case note locations and devices are registered in the appropriate files to facilitate use of the HISS Case note tracking system and Patient Administration systems by Trust staff.

22. Review, update and participate in development of the Major Emergency procedure, ensuring systems are in place and appropriate staff trained and available to support the Trust major emergency team.

23. Developing effective relationships with manager and colleagues and presenting a positive, professional image to all service users.

24. Developing and implementing business plans to ensure continuous departmental improvements are achieved.

25. Evaluate new ideas and working practices having an innovative, flexible approach which will enhance and improve delivery of Medical Records services

26. Ensuring all financial returns and documentation is provided in line with Trust SFI’s and protocols

27. Manage budget for area of responsibility maintaining a balanced budget at year end. Liaise with CFA re Budgets for recruitment/costings and finance issues.

28. To ensure all possible cost improvement initiatives are identified and implemented

29  Ensure Sickness absence is managed in line with Trust Policy 

30  To ensure all Health and Safety monitoring is undertaken, and that corrective actions are implemented where issues present

 
T

Confidentiality

The attention of the postholder is drawn to the confidential nature of the material and information handled. Staff of the medical record department are prohibited from divulging any details relating to the treatment of patients which they may become aware of during the course of their duties and should not, either inside or outside the hospital premises indulge in any conversations likely to prejudice the interest of past, present or potential patients.

HEALTH AND SAFETY

As an employee you have a responsibility to abide by all of the safety practices and codes provided by the Trust and have an equal responsibility with management for maintaining safe working practices for the health and safety of yourself and others.

INFECTION CONTROL
 
Staff will work to minimise any risk to clients, the public and other staff from Healthcare Associated Infection including MRSA and C difficle by ensuring they are compliant with the Health Act 2006 – Code of Practice For The Prevention and Control of Healthcare Associated Infections (They Hygiene Code); and by ensuring they are familiar with the Trust’s Infection Control Polices, located on the Intranet
QUALITY ASSURANCE

As an employee of the Heart of England NHS Foundation Trust you are a member of an organisation that endeavours to provide the highest quality of service to our patients.  You are an ambassador of the organisation and, as such, are required to ensure that high standards are maintained at all times.

EQUAL OPPORTUNITIES

As an employee you have a responsibility to ensure that all people that you have contact with during the course of your employment, including patients, relatives and staff are treated equally in line with the Trust’s Equal Opportunities Policy.

RISK MANAGEMENT

You have a responsibility for the identification of all risk which have a potential adverse affect on the Trust’s ability to maintain quality of care and the safety of patients, staff and visitors, and for the taking of positive action to eliminate or reduce these.

This job description is not exhaustive and is seen as a guideline for the post of Medical Records Manager. It may be reviewed and changed in discussion with the post holder.

