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PRACTICE PROFILE

HISTORY

Beauchamp House Surgery was founded before the commencement of the National Health Service, by two returning Christian Missionaries, Dr Sir Ivor Beauchamp (from China) and Dr Norman Green (from Rwanda).  They practised from the front of our present building in what had previously been a Veterinary Surgery. The practice was started in order to provide the best possible medical services, based on Christian ideals of care and compassion. General Practice in the 21st Century provides a very different context, but these principles remain unchanged.

We currently employ almost 40 staff, valuing our employees and encouraging their career progression. We are a friendly practice with loyal and long serving employees and a dedicated team who meet together regularly both formally and informally. 

We offer high quality clinical care, which recognises the importance of physical, psychological and spiritual factors for health and wellbeing.  We work in partnership with our patients to provide care which is centred on the needs of each patient, while using the resources available to us as equitably and effectively as possible.  We achieve high Quality and Outcomes Framework (QOF) results and have an excellent level of patient satisfaction. 

In recent years we have joined the Chelmsford City Health Primary Care Network, and take an active role in the work of this group.


PRACTICE SITUATION

Chelmsford is one of England’s new citieis, with a wide range of light-industrial and commercial businesses and a large commuting population. It preserves something of the atmosphere of a market town, but has several recent retail developments and a good range of leisure facilities. It is within easy reach of London, yet surrounded by some of the best of the Essex countryside. Housing is excellent and varied, with several new developments; and state and private schools are of high quality, including boys’ and girls’ grammar schools that are consistently near the top of the national league tables. Anglia Ruskin University is sited near the centre of the city. 



THE DOCTORS 

5 Partners:- 

DR IKECHUKWU K ADIUKWU   MD MRCP MRCGP

Dr KAMAYANI SINGH

DR SHRUTI RUSTGI

DR ANDLEEB ASGHAR

DR SYPRIYA MATHUR

1 Salaried GP:-

DR HANNAH J EBDON   BM MRCGP DRCOG DFSRH DCH

As a training practice we are committed to the training of future GPs.  We have two to three GP Registrars at any given time..  The practice is also involved in the teaching of medical students and nursing students from Anglia Ruskin University.


THE STAFF 

The practice has a strong team of health care professionals, including an Advance Nurse Practitioner and administration staff.

The Practice Manager is supported by two Operational Managers, a Nurse Manager, and a Finance Officer.The Operational Manager for Patient Services is employed on a full-time basis and manages the Reception and Prescription Clerk teams, and the Operational Manager for Business Support works 20 hours per week and manages the secretarial and admin teams (including the clinical workflow team).  The Nurse Team leader works 32 hours a week.  The Finance Manager works 21 hours per week..

HR and Health and Safety support is provided by Peninsula Business Solutions.  PayeDoc provide payroll and pensions support.
SERVICES PROVIDED 

The practice offers the following services in addition to surgeries and home visits:- 

Asthma and COPD (chronic obstructive pulmonary disease) care 

Diabetic Care 

Coronary Heart Disease Care 

Anticoagulation 

Minor Surgery 

Joint Injections

Cervical smears 

Family Planning (including copper coils, the Mirena Intrauterine system and contraceptive implants) 

New Patient Health Checks

NHS Health Checks 

Travel Immunisations and Advice (including a Private Travel Clinic)

Baby and Child Immunisation 

Child Health Surveillance Clinic

Ante-natal Clinics and Post-natal Checks 

PREMISES 

The original house (late 19th Century) is a Grade II listed building, located by the river in the centre of the city. The purpose-built rear extension was opened on 1st January 1970, but has had significant refurbishment and improvement right up to the present. 

The building comprises eight consulting rooms, a large waiting room, reception area, four treatment rooms and small clinic room at ground floor level; and offices, library, common room, and other accommodation on the first floor. There are separate patients’ and staff car parks.

COMPUTING AND INFORMATION TECHNOLOGY 

The practice utilises SystmOne as its clinical software. Microsoft 365 is installed on all workstations, and useful programs such as the ambulatory BP software are also networked. All staff have an email account via NHS Net.

The current systems for both clinical and administrative areas are well established, but the partners are keen to explore possibilities for further developments. The practice currently uses Xero for the accounts. 

The practice website (www.beauchamphouse.co.uk) provides information about the practice and allows on-line booking of appointments and repeat prescription requests.  Patients are encouraged to access services online, through Patient Online and the NHS App.  The practice has also recently started to use of Accurx total triage.



JOB DESCRIPTION

JOB TITLE:	PRACTICE MANAGER

REPORTS TO:	THE PARTNERS

HOURS:	37.5 hours per week, working pattern to be agreed with the Partners.


Job summary:

Responsibility for the smooth and efficient running of the practice, and maintaining a happy and committed team.

Keeping the partners informed of forthcoming changes in the NHS and giving them options for responding to change.

Responsibilities:

Personnel 

· Managing the administrative staff and non-clinical management of nursing staff.
· Recruitment and selection of staff. To identify vacancies, write job descriptions and person specifications, advertise posts, and work with responsible partner to short list and interview suitable applicants.
· Ensuring contracts of employment are provided to all staff and that all relevant employment legislation is followed. Ensuring the practice’s employment policies and procedures are comprehensive and up to date. 
· Responsibility for managing sickness absence. 
· To take lead responsibility for staff appraisal and to carry out annual appraisals for all administration staff. 
· Responsibility for the disciplinary procedures.
· To ensure that members of the existing staff team are aware of any changes that occur within the practice. 
· Identify training requirements and arrange appropriate solutions. 
· To implement pay rises and increments at the appropriate time. 
· To ensure that suitable facilities are available to enable attached staff to work within the practice (ie primary care network staff). 

Finance 

· Ensuring that all income and expenditure due to or made by the practice is received or recorded in the accounts of the practice and preparing financial reports for the partners.
· To identify opportunities for increasing income and reducing expenditure.
· Ensure staff salaries and other expenses are paid in a timely manner
· Staff NHS pension scheme arrangements.
· Liaise with the bank, practice accountant and the partners for financial matters. 
· Organise and attend meetings with the accountant and partners. 
· Ensure all insurance policies are up to date. 
· Ensure probity in all financial dealings of the practice. 





Information Technology

· Overall responsibility for the computer system including organising any maintenance and developments to the system.  
· Ensure compliance with Data Protection legislation, and annual completion of the Data Security Protection Toolkit.
· Ensure that the practice has effective IT data security, back-up, maintenance and recovery plans in place.

Administration 

· Oversee practice meetings and be responsible for preparing and circulating minutes for all professional meetings.
· Arrange and chair meetings between the practice and outside agencies as appropriate. 
· Oversee and manage all clinicians’ rotas. 

Premises and Equipment

· Overall responsibility for security, repairs, insurance and maintenance of premises, services and equipment.
· Ensuring that the practice complies with Health & Safety at Work (HASAW) legislation.
· Assist the Partners in the planning of alterations or expansion of the premises. 
· Overseeing maintenance and the general upkeep and cleaning of the surgery premises.

Patient services

· Maintaining systems to receive patient enquiries and suggestions, including oversight of the practice based complaints procedure.
· Reviewing and updating the practice information leaflet, practice publicity and health education material.
· Maintenance of practice website. 

Future planning 

· Preparing a practice business plan, annual report and practice aims and objectives as required by the partners.
· Keeping up to date with developments within the NHS that impinge on the practice and offering options for consideration by the partners.
· Participate and work with groups determining future policy, including the Integrated Card Board (ICB) and Primary Care Network (PCN). 
· To make recommendations to the partners for practice development with regard to potential sources of income.

Care Quality Commission 

· Manage the process by which the practice maintains registration under the CQC to ensure that the Essential Standards continue to be met by the practice. 
· Implement and follow up any action or improvements required by the CQC. 

Quality assurance 

· Be actively involved with clinical commissioning. 
· Be proactive in developing patient services and implementing service standards. 
· Develop practice protocols and policies and keep up to date as required. 
· Significant event recording, analysis and discussion. 
· Organisation of patient participation group meetings and implementation of any agreed actions. 

Communication:

The post-holder should recognise the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members.
· Communicate effectively with patients and carers.
· Recognise people’s needs for alternative methods of communication and respond accordingly.
· Understand the practice communication systems and develop strong communication links with the patient participation group. 
· Maintain good working relationships with the CCG, hospitals, community agencies, LMC (Local Medical Committee), other GP practices and pharmacists. 
· Represent the practice at meetings, including the local Practice Managers’ Forum
· Attend and communicate effectively with the Practice Patient Participation Group.
· Ensuring efficient external communication including that with the solicitor, accountant and other bodies.

Primary Care Network:

· Line management of the PCN management team (Management Lead, Support Manager and Extended Access Manager)
· Finance lead role for the PCN.  
· Ensure all reimbursements against PCN monies are paid to the participating practices, and accounts information is provided to PCN board
· Attend PCN Board meetings

Personal/Professional development:

The post-holder will participate in any training implemented by the practice as part of this employment, such training to include:

· Participation in an annual individual performance review in the form of an appraisal from a designated Partner, including taking responsibility for maintaining a record of own professional development. 
· Ensure own personal development through reflection and feedback from partners and colleagues.
· Taking responsibility for own development, learning and performance.

We expect all our staff to by compliant with the following:

Confidentiality:

· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.   They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.
· In the performance of the duties outlined in this job description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers.  They may also have access to information relating to the practice as a business organisation.  All such information from any source is to be regarded as strictly confidential.
· Information relating to patients, carers, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.

Health & Safety:

The post-holder will implement and lead on the full range of promotion and management of their own and others’ health, safety and security as defined in the practice Health & Safety policy, the practice Health & Safety manual, and the practice Infection Control policy and published procedures. This will include (but will not be limited to):

· Ensuring job holders across the practice adhere to their individual responsibilities for infection control and health and safety, using a system of observation, audit and check, hazard identification, questioning, reporting and risk management.
· Maintain an up to date knowledge of health and safety and infection control statutory and best practice guidelines and ensure implementation across the business.
· Using personal security systems within the workplace according to practice guidelines.
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks across the business.
· Making effective use of training to update knowledge and skills, and initiate and manage the training of others.
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards, and initiation of remedial / corrective action where needed.
· Actively identifying, reporting, and correction of health and safety hazards and infection hazards immediately when recognised.
· Keeping own work areas and general / patient areas generally clean, identifying issues and hazards / risks in relation to other work areas within the business, and assuming responsibility in the maintenance of general standards of cleanliness across the business in consultation (where appropriate) with other sector managers. 
· Undertaking periodic infection control training (minimum annually).
· Routine management of own team / team areas, and maintenance of work space standards.

Equality and Diversity:

The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation.
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues.
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

















PERSON SPECIFICATION

The successful candidate will need:-

· To be well organised, highly motivated, professional and demonstrate excellent interpersonal and IT skills. 
· To have experience of working within the NHS and be able to demonstrate an understanding of recent NHS changes and their impact on General Practice.
· To be a strategic thinker and planner with a proven ability to manage change.  
· To have had experience in business management, including HR with an ability to manage staff in a manner which is both effective and sensitive. 
· Management experience with a track record of leading and developing happy and effective teams. 
· Experience of working with members of the public. 
· Excellent communication skills with the ability to listen and empathise.
· Problem solving ability and a “solutions focused” approach.
· The ability to adapt, prioritise, cope with pressure and demonstrate good time management. 
· To be self-motivated and able to work with minimal direction.  
· To be trustworthy, honest, reliable and resourceful.


Beauchamp House Surgery is committed to safeguarding and promoting the welfare of Children, Young People and Vulnerable Adults and expects all staff to share this commitment. The post holder will be subject to a satisfactory enhanced check with the Disclosures and Barring Service.


APPLICATIONS

Please apply via email to i.adiukwu@nhs.net sending your CV and a covering letter.



 

Page 9 of 9

image1.jpeg




