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Haverhill PCN

Job description
Job title:


Primary Care Network (PCN) Manager
Accountable to:

PCN Clinical Director

Responsible to:
PCN Clinical Director, Practice Manager/s Haverhill Family Practice and Unity Healthcare.

Reports to:
PCN Clinical Director, Practice Manager/s Haverhill Family Practice and Unity Healthcare
Place of work:

Haverhill Family Practice and Unity Healthcare

Hours:
24 hours per week over three days (to include a Wednesday and Thursday due to key meetings)

Rate of pay:


Band 6 or 7 dependent on experience
Background
Haverhill PCN comprises of two large practices in Haverhill and branches in surrounding villages in Glemsford, Long Melford and Lavenham. The role of PCN Manager is to strengthen and develop effective relationships with local system partners and a broad range of stakeholders, ensuring greater collaboration across organisational boundaries. A key focus of the role is to support the progression towards a neighbourhood model of care, working proactively to identify opportunities, align priorities, and facilitate integrated ways of working that improve outcomes for the local population.
Job Purpose
The PCN Manager will work with the PCN to translate national and local policy into meaningful changes and will support practices to achieve improved outcomes for the local population, to proactively deliver network priorities and initiatives.

Job Summary and Responsibilities
· To play a pivotal role in the smooth running of primary care within the PCN to support the PCN Clinical Director monitoring and maintaining governance and contractual requirements.
· To deliver effective projects and services for the PCN working with partner in the INT (Integrated Neighbourhood Teams of Haverhill and Sudbury localities), travelling between Network practices and meeting locations.
· To ensure the PCN is operating efficiently, and revenue streams are optimised, to maintain income and sustainability, with oversight of PCN finances and liaison between finance professionals within the practices.

· Monitor progress by excellent recording of progress, performance and delivery of quality reports for new initiatives and existing programmes including enhanced services and other activity and funding flows as per PCN annual contracts.
· Coordinating the successful achievement of all governance requirements, the PCN Manager will work with the PCN to translate national and local policy into meaningful changes, and will support practices to achieve improved outcomes for the local population including shaping the PCN for the emerging neighbourhoods programme with NHS England

· To work with key partners to position Haverhill PCN with emerging partnership and funding flow opportunities.
· The post-holder will form an integral part of the PCN leadership team working alongside the Clinical Director, Practice Managers, and PCN board members.
· Line manage and ensure supervision arrangements are in place for all PCN roles to mitigate associate risk, ensure required training and development is expedited and training records are updated and maintained.
· To attend PCN board meetings, INT Meetings, PCN Managers meetings, Clinical Directors meetings and represent the PCN alongside the Clinical Director in cross organisation meetings when required e.g. ICB / ICS meetings. And to ensure relevant information from said meetings is cascaded to all relevant individuals
Main Responsibilities:
Organisational
· Co-ordinate the delivery of enhanced services and other service submissions on behalf of the Network.

· Support recruitment, induction, training and supervision arrangements of new PCN staff.

· Collate feedback / analysis data on behalf of the Network to report to the ICB and other organisations as required.

· To manage the workflow processes in relation to the above.

· To be involved in the management and development of the PCN.

· Ensure the PCN has a Business Continuity policy that is updated and that everyone is kept fully aware of changes.

· Work with the PCN Director / Lead Practice for strategic and operational planning processes to support the PCNs objectives.

· Network with Locality and ICS wide PCN Managers.

· To remain up to date with the national and local PCN guidance

Finance and Administration
· Work in conjunction with the Finance Lead Practice to ensure that sound financial controls are in place and consistently followed.

· To work with Finance Lead Practice to ensure that PCN income is monitored, received and reconciled.

· To work with the Finance Lead Practice to ensure that PCN’s financial systems/payments are accurate and paid to all the practices within the Network.

· To work alongside Practice Managers within the PCN to set up new financial systems and processes as required by the PCN.

· To monitor and check the accuracy of the any submissions for Enhanced Services, Contractual requirements on behalf of the PCN.

· Ensure that all claims are submitted on a monthly / quarterly basis.

· Manage contractual requirements on behalf of the PCN.

· Ensure that the PCN’s physical and financial resources are managed and maintained for maximum effectiveness throughout.

· Ensuring financial risks are recognised and appropriate action taken

· Monitoring expenditure and identifying significant deviations from plan

· Planning and monitoring income and cash flow to ensure that income is maximised and that funds are available as required.

· Ensuring each practice’s allocation of resources is fair and equitable.

· To ensure all PCN payments are agreed with all PCN members prior to bank transfers. 

· Work with the Financial Lead Practice to ensure that financial plans, monitoring information and report to the PCN Board as required.

· Prepare performance report for the PCN board 

Quality and Governance
· Ensure the PCN’s compliance with the GDPR and FOI along with other relevant legislation, and professional information management standards such as GMC/BMA and LMC guidance.

· To be responsible for the production of performance and quality reports within the PCN.

· Collate feedback / analysis data on behalf of the PCN to report to the ICS

· Ensure that the PCN board and Clinical Director adhere to the governance structure as set out in the Network Agreement.

· Alert PCN members to issues of quality and risk

· Organise PCN Board Meetings and any other PCN meetings as required. This includes booking rooms, agreeing agenda, taking and circulating minutes.

· To create and maintain accurate documentation in relation to finances, standard operating procedures, contracts, contacts and decision-making, which is accessible centrally.
IT and HR
· To oversee the administration of the PCN’s information management and technology.

· Work with Practice Managers to arrange timely and safe recruitment of PCN staff.

· First point of contact for Practice Managers with for delivery of PCN projects/ schemes.

· Organise PCN events e.g. Protected Learning Time/Educational Events

· Co-ordinate training and development of clinical/administrative staff where related to PCN activities.

· Maintain an up-to-date record of training needs assessments across the PCN and ensure the provision of appropriate courses and training programmes – clinical, administrative and management

· To work as a flexible member of the PCN providing support to other team members when necessary.

· To take an active role in the development and embedding of the PCNs culture, values and reputation as providers of high quality services

· Encourage supporting staff to collaborate through sharing information and intelligence across different activities

· Build good relationships with all stakeholders involved in the PCN and liaise with other healthcare organisations for specific programmes.
Disclosure and Barring Service Check 

This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will be necessary for a submission for Disclosure to be made to the Disclosure and Barring Service (formerly known as CRB) to check for any previous criminal convictions.

Amending the job description:  It is expected that as the organisation develops and changes it may be necessary to vary the tasks and/or the responsibilities of the post holder. This will be done in consultation with the post holder and it is hoped that agreement can be reached to any reasonable changes.

Confidentiality:  The post holder must at all times maintain complete confidentiality of the material and information that they handle. Any matters of a confidential nature, or in particular, information relating to diagnoses and treatment of patients and individual staff records must not, under any circumstances, be divulged or passed on to any unauthorised person or persons. The post holder must respect patient named confidentiality in keeping with “Caldicott principles”.

Data Protection: The post holder must at all times respect the confidentiality of information in line with the requirements of the General Data Protection Regulation. This includes, if required to do so, obtaining, processing and/or using information held on a computer in a fair and lawful way, holding data only for the specified registered purposes and using or disclosing data only to authorised persons or organisations as instructed.

Policies & Procedures: The post holder will be expected to comply with all statutory legislation, the organisations governance framework and approved national and local policy. All employees are expected to comply with all of the organisations Policies and Procedures.

General: The post holder will be expected to be responsible for his/her continuing professional development and to take a proactive approach to maintaining personal and professional effectiveness in an evolving role.

The duties and responsibilities described in this Job Description are intended to be indicative but not exhaustive of the responsibilities of the post holder. As the organisation develops, the requirements of the job may change and the post holder is expected to adapt to these changes.

Health & Safety: Employees must share responsibility for abiding by health and safety policies and regulations, infection prevention and control policies and act in accordance with the Risk Management Policy.  This includes compliance with The Health Act 2006 Code of Practice for the prevention and control of healthcare associated infection.  In addition, be aware of the responsibilities placed on them by the Health & Safety at Work Act (1974) to ensure that the agreed safety procedure is carried out to maintain a safe environment for themselves, other employees and visitors. 

Infection Prevention: Employees have a personal obligation to act to reduce Healthcare Associated Infections (HCAI’s) and must attend mandatory training in infection prevention and control. You must comply with SGPF Infection Control policies as they apply to your duties, including the Hand Decontamination Policy, Dress Code and Personal Protective Equipment Policy.

Equal Opportunities Policy and Ani-Harassment: The post holder will immediately report to their line manager any breach or suspected breach of both equal opportunity and anti-harassment guidelines

Safeguarding: Everyone employed by the Organisation regardless of the work they do has a duty to safeguard and promote the welfare of vulnerable adults and children. When patients and/or their carers use our services, it is essential that all protection concerns are both recognised and acted on appropriately. You have a responsibility to ensure you are familiar with and follow relevant policies in relation to safeguarding vulnerable adults and children. To ensure you are equipped to carry out your duties effectively, you must also attend mandatory safeguarding training and updates at the competency level appropriate to the work you do
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