Management Structure

	AREA
	BUSINESS/PRACTICE MANAGER
	OPERATIONS MANAGER 
Site 1
	OPERATIONS MANAGER 
Site 2
	NURSING
MANAGER
	OPERATIONS MANAGER
Patient Services
	OPERATIONS MANAGER
Finance

	Practice Operation and Development
	
	
	
	
	
	

	Development Planning and Strategy
	Strategic overview of each practice, in conjunction with partners. Prepare development plan, with input from clinicians / departments.
	Oversees day to day operational functions in site
	Oversees day to day operational functions in site
	Oversees day to day operational functions in treatment rooms
	Develops Health and Safety policy to cover both sites. 
	

	Liaison with outside agencies
	Involvement in CCG /PCN developments, attending meetings as necessary.
Applying for projects and funds as necessary
	Liaising with CCG / PHSE on a day to day basis
Implement CCG developments/ changes / projects where necessary
	Liaising with CCG / PHSE on a day to day basis
Implement CCG developments/ changes / projects where necessary
	Implement CCG /PCN developments / changes / projects where necessary
	Implement H&S changes. Liaise with CCG re safety notices and ensure all aware.
	Liaising with CCG / PHSE as necessary re Finance


	Professional Development
	Ensures professional development undertaken as per plans
	
	
	
	
	

	Audit
	Co-ordinates audit, both clinical and organisational
	Undertakes organisational audit as necessary
	Undertakes organisational audit as necessary
	Undertakes organisational audit as necessary
	Undertakes H&S audit as necessary
	

	Meetings
	Co-ordinates meetings and attends as necessary, resp for minutes
	Implement decisions from meetings / PM as appropriate
Meet with PM weekly
Meet with staff monthly
	Implement decisions from meetings / PM as appropriate
Meet with PM weekly
Meet with staff monthly
	Implement decisions from meetings / PM as appropriate
Liaise with PM weekly
Meet with staff as necessary
	Implement decisions from meetings / PM as appropriate
Meet with PM weekly
	

	IM&T
	Leads strategic overview of IT necessary to support all  roles in practices, liaise with CCG


	Over sees day to day use of IT in site 
	Over sees day to day use of IT in site
	Liaises with IT Admin on day to day use of IT 
	
	

	Risk management
	
	
	
	
	
	

	Health and Safety
	Oversees policies and reviews.

	Ensures policies adhered to in site
	Ensures policies adhered to in site
	Oversees implementation of policies in TR
	Oversees implementation of policies – aids review of policies
	

	Significant Event Review
	Co-ordinates meetings for reviews. Presents reports to Exec for discussion

	Ensures reports completed for any incidents
	Ensures reports completed for any incidents
	Ensures reports completed for any incidents
	Ensures reports completed for any incidents
	

	Infection Control
	Oversees policies and
Reviews. 
	Ensures policies adhered to in site
	Ensures policies adhered to in site
	Ensures policies adhered to in TR
	Oversees implementation of policies
	

	Disaster Planning
	Policy and review
	Assists development of policy and updating as necessary

	Assists development of policy and updating as necessary
	Assists development of policy and updating as necessary
	Assists development of policy and updating as necessary
	

	Partnership Issues
	
	
	
	
	
	

	
	Oversees agreements, meetings and changes
	
	
	
	
	

	Patient and Community Services
	
	
	
	
	
	

	Reception
	Review of patient services
	Joint management of patient services
	Joint management of patient services
	Joint management of patient services
	Ensures posters / leaflets supplied and updated – responsible for displays in waiting room 
	

	Information
	Ensures dissemination of all necessary information
	Ensures information disseminated and acted on as necessary
	Ensures information disseminated and acted on as necessary
	Ensures information disseminated and acted on as necessary
	Ensures information disseminated and acted on as necessary
	

	Clinics
	Plans and reviews clinics in conjunction with clinicians
	Ensures clinics run efficiently
	Ensures clinics run efficiently
	Ensures clinics run efficiently
	Ensures all clinical rooms set up correctly
	

	Complaints
	Lead for complaints investigation / reports liaising with clinical lead / Exec
	First line for complaints, deal with difficult patient if reception cannot handle, respond to complaints
	First line for complaints, deal with difficult patient if reception cannot handle, respond to complaints
	
	
	

	Surveys
	Plan and organise satisfaction surveys and liaison with ‘Friends’ / patient participation
	Ensure surveys are carried out as necessary
	Ensure surveys are carried out as necessary
	Ensure surveys are carried out as necessary
	
	

	Liaison Community Services
	Liaise with Community re planning etc

	
	
	
	
	

	Finance
	
	
	
	
	
	

	Payroll, pensions
	Review systems, monitor staff budget
	Liaise with Finance Manager re hours/overtime etc
	Liaise with Finance Manager re hours/overtime etc
	Liaise with Finance Manager re hours/overtime etc
	
	Monthly payroll, PAYE, pensions

	Accounts, drawings, budgets / cash flow, targets
	Review of financial systems, maximising profit
Monthly/quarterly/ annual reports, monitoring budgets / cash flow. Liaison with accountant / bank manager
	
	
	Ordering of equipment and consumables with regard to budgets
	Ordering of equipment and consumables with regard to budgets
	Day to day financial business, using relevant accounts package, enabling preparation of monthly/
quarterly/ annual financial reports


	Human Resources
	
	
	
	
	
	

	Strategic management
	Reviewing staffing needs, contracts, job specifications – recruitment, interviews and selection in conjunction with relevant line manager. 
Training needs analysis, training lead

Advises re employment law.


Line manager for managers
	Recruitment for site, in conjunction with PM, administration for all recruitment advertising and arranging interviews.

Oversees induction for site and on going in house training for site

Line manager for site staff
	Recruitment for site, in conjunction with PM, administration for all recruitment advertising and arranging interviews.

Oversees induction for site and on-going in house training for site
 
Line manager for site staff
	Recruitment for TR, in conjunction with PM, administration for all recruitment advertising and arranging interviews.

Oversees induction for new staff and on-going training for TR staff

Line manager for TR staff
	Ensures all staff receive initial and on going H&S training
	

	Rotas
	
	Arrange rotas, holiday and sickness cover for site
Implement rotas for clinicians on appointment system
	Arrange rotas, holiday and sickness cover for site
Implement rotas for clinicians on appointment system
	Arrange rotas, holiday and sickness cover in department
Implement rotas for clinicians on appointment system
	
	Administration of documentation re staff holidays, sickness, pay, uniforms etc


	Disciplinary / Grievance
	Handles all disciplinary and grievance procedures, in conjunction with a partner or line manager as necessary
	
	
	
	
	

	Performance Review
	Leads nursing review / appraisals with Dr

Performance reviews for all managers

Reviews all staff performance reviews with line managers
	Performance review for site (non-clinical) staff
	Performance review for site (non-clinical) staff
	Performance review for TR staff
	
	

	Premises
	
	
	
	
	
	

	
	Overall responsibility for premises
	Ensures delegated tasks regarding premises carried out
	Ensures delegated tasks regarding premises carried out
	
	Carries out delegated tasks regarding premises supervises cleaning staff
	


 


