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Job Title: Governance & Compliance Officer
Reports to: Managing Director
Accountable to: Medical Director & Integrated Governance Committee (IGC)

Job Summary
The Governance & Compliance Officer supports the Medical Director and Integrated Governance Committee (IGC) in the day-to-day coordination of Suffolk Primary Care's governance and compliance activity. You will provide administrative and coordination support for CQC compliance, incident reporting (Datix), policy management, and information governance processes. Crucially, you will act as the principal liaison with our Data Protection Officer (DPO) team, fostering a strong, collaborative partnership to uphold robust data protection and UK GDPR standards across the organisation. This role requires strong organisational skills, attention to detail, and the ability to work supportively across multiple teams and priorities.

Key Responsibilities

Corporate Governance
· Inspection Readiness: Support preparation for CQC inspections and external visits. Support the implementation and monitoring of any required actions following inspections or audits.
· Committee Support: Prepare the agenda, produce reports, and provide comprehensive support to the Medical Director for the monthly IGC meetings.
· Policy Management: Oversee the centralised review, update, implementation, and communication of all governance policies and procedures across SPC practices.
· Audits: Conduct regular audits and self-assessments against CQC and local Integrated Care Board (ICB) requirements.
Incident, Complaint & Risk Management
· Datix Management: Act as the system lead for the incident reporting system (Datix). Provide technical support, written guidance, and staff training to ensure high-quality, integrated incident reporting.
· Risk & Learning: Maintain the corporate risk register, ensuring robust mitigation plans are in place. Monitor Significant Event Analyses (SEAs), incidents, and complaints to identify trends, ensuring that shared learning is documented and embedded across the practices.
Information Governance (IG) & Data Protection
· DPO Liaison & Collaboration: Act as the primary conduit between SPC and the Data Protection Officer (DPO) team. Foster a proactive, collaborative relationship to seamlessly manage data incidents, support Data Protection Impact Assessments (DPIAs), and seek expert guidance on complex IG matters.
· DSPT: Lead the preparation, compliance, and successful submission of the annual NHS Data Security and Protection Toolkit (DSPT), consulting with the DPO team as required to ensure all standards are met.
· Subject Access & FOI: Support practices in processing Subject Access Requests (SARs), Freedom of Information (FOI) requests, liaising closely with the DPO team for complex or sensitive requests.
· Regulatory Responses: Coordinate collaboratively with the DPO team to manage, formulate, and submit accurate responses to enquiries from the Information Commissioner’s Office (ICO).
Continuous Improvement
· System Optimisation: Continuously review and improve internal compliance systems, processes, and governance frameworks in collaboration with the wider leadership team.
· Benchmarking: Benchmark SPC’s performance and compliance levels against local and national standards, identifying actionable opportunities for innovation and quality improvement

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, you will have access to confidential information relating to patients and their carers, staff and other healthcare workers. You may also have access to information relating to Suffolk Primary Care 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 Suffolk Primary Care may only be divulged to authorised persons in accordance with Suffolk Primary Care policies and procedures relating to confidentiality and the protection of personal and sensitive data

Health & Safety
You will assist in promoting and maintaining your own and others’ health, safety and security as defined in Suffolk Primary Care’s Health & Safety Policy, to include:
· Using personal security systems within the workplace according to Suffolk Primary Care guidelines
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks
· Making effective use of training to update knowledge and skills
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards
· Reporting potential risks identified

Equality and Diversity
You 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 Suffolk Primary Care 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.

Personal/Professional Development
You will participate in any training programme implemented by Suffolk Primary Care as part of this employment, such training to include:
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work
· Monthly training sessions as necessary

Equal Opportunities
Suffolk Primary Care is an equal opportunities employer and you will be expected to comply with all relevant policies and procedures

Right to work
All applicants must have the legal right to work in the United Kingdom at the time of application and throughout the duration of employment. This includes holding a valid visa or immigration status that permits employment in the UK, if applicable.
Suffolk Primary Care is unable to employ or continue to employ individuals who do not have, or are unable to provide evidence of, their right to work in the UK.

Code of Conduct
All staff are required to work in accordance with the code of conduct for their professional group (e.g. Nursing and Midwifery Council, Health Professions Council, General Medical Council, NHS Code of Conduct for Senior Managers).
Infection control
You are expected to familiarise yourself with and adhere to Suffolk Primary Care infection prevention and control policies relevant to your role.

Governance, Risk & Compliance
As part of Suffolk Primary Care, you are expected to:
· Support the organisation’s clinical governance framework
· Participate in quality improvement and audit activity where appropriate
· Identify and escalate risks in a timely manner
· Follow agreed policies and procedures
· Maintain continued professional development

Information Quality Assurance
As an employee of Suffolk Primary Care it is expected that you will take due diligence and care in regard to any information collected, recorded, processed or handled by you during the course of your work and that such information is collected, recorded, processed and handled in compliance with Suffolk Primary Care requirements and instructions.

Freedom of Information
You should be aware of the responsibility placed on employees under the Freedom of Information Act 2000 and you are responsible for helping to ensure that Suffolk Primary Care complies with the Act when handling or dealing with any information relating to Suffolk Primary Care activity.
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Person Specification

Qualifications
Essential
· Educated to A-Level standard or equivalent
· Evidence of ongoing professional development
Desirable
· Training in healthcare management, quality assurance, or CQC compliance and governance.
Experience
Essential
· Experience conducting audits or compliance reviews
· Knowledge of governance frameworks and risk management
Desirable
· Experience working within a GP surgery or NHS setting
· Experience preparing for CQC inspections
· Experience developing or delivering staff training
Knowledge and Skills
Essential
· Strong organisational and analytical skills
· Excellent communication (verbal and written) and interpersonal skills
· Ability to manage multiple priorities and meet deadlines
Desirable
· Understanding of NHS contractual and regulatory frameworks
· Understanding of CQC regulations and the Single Assessment Framework (SAF), including the five key categories: Safe, Effective, Caring, Responsive, and Well-led.
· Knowledge of Quality Improvement (QI) tools
· Experience using SystmOne
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