Sent via email to:

FOI 2016/094
20th June 2016
Dear

Information Governance
Christopher Ward, West Pavilion
St Charles Centre for Health & Wellbeing
Exmoor Street
London
W10 6DZ
www.clch.nhs.uk
foi.request@clch.nhs.uk

Freedom of Information Act 2000 request:
With reference to your request for information, dated 15th June 2016, made under section 1(1) of the
Freedom of Information Act, I am writing to inform you of the outcome of your information request.
You asked the following:
1. How many incidents were reported in your Trust in the financial year 2015/16 – I am interested in all
categories of incidents, patients, staff and organisational incidents – overall number please
2. Which risk management system does your Trust use – Datix, Ulysses or another system – please state
which
3. Does your Trust have a dedicated Datix, Ulysses or other risk management system Administrator?
4. If the answer to Q3 is yes, does overall system management of the Datix/Ulysses or other system
occupy the majority of their role within your Trust? What A4C band is the post holder?
5. If the answer to Q3 is no, please explain how your system is managed and by whom
6. What modules do you use within Datix, Ulysses or another system – i.e. risk, complaints, legal etc.
7. If you have a dedicated system administrator for your Datix, Ulysses or other risk management
system, please provide a copy of their job description
8. Have you devolved some module management responsibilities to managers in the departments , i.e.
risk, complaints, legal etc.?
Our response:
1. All incidents reported, originating in Central London Community Healthcare NHS Trust (CLCH) and
elsewhere: 6326.
2. Datix.
3. The Serious Incident Coordinator manages the Serious Incident process and is the Datix administrator
for CLCH.
4. The ratio of work fluctuates depending on the needs at the time. The post is Band 7.
5. N/A
6. The modules used in Datix are: Complaints, Incidents, Inquests and Claims, PALS, Risk Register.
7. Please see attached Serious Incident Coordinators Job Description.
8. Not at present.

Providing community healthcare
in London and the Home Counties

Chairman: Angela Greatley OBE
Interim Chief Executive: Peter Coles

This completes our response to your request for information. If you are unhappy with our response,
please write to us giving your reasons and we will address them. If you remain dissatisfied you are
entitled to appeal to the Information Commissioner:
Customer Contact
Information Commissioner's Office
Wycliffe House
Water Lane
Wilmslow SK9 5AF
Tel: 0303 123 1113
http://ico.org.uk/concerns/getting/report_concern_foi
Yours sincerely,

Jonathan Walmsley
Information Governance Facilitator
Central London Community Healthcare NHS Trust

Providing community healthcare
in London and the Home Counties

Chairman: Angela Greatley OBE
Interim Chief Executive: Peter Coles
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Job Description
Job title:

Sl Coordinator

Band:

Band 7

Responsible to:

Head of Patienty Safety

Accountable to:

Deputy Chief Nurse and Director of Patient Safety

JOB PURPOSE

The post will support the Head of Patient Safety in all aspects of serious incident
management and datix administration.

MAIN DUTIES AND RESPONSIBILITIES
Lead on the development, implementation and review of various lncident Reporting and
Risk Management policies and Trust-wide procedures.
To act as the lead specialist on Root Cause Analysis investigations and to undertake Root
Cause Analysis investigations into incidents and Serious lncidents, which will involve
analysing and interpreting complex and conflicting information, identifying contributory
factors and developing action plans.

Collect and analyse data on serious incidents and prepare regular repofts for the Patient
Safety meetings and Quality Committee.

To support managers and work with Patient Safety Managers to undertake Root Cause
Analysis investigations into incidents and to compile Root Cause Analysis repons, action
plans and recommendations - these may contain sensitive information on incidents such
as suicides, self-harm and child and adult safeguarding issues.
Undertake site visits
managers

to support staff with incident reporting,

encouraging staff

ancr

Organise and deliver regular, workshops/ training sessions for staff on serious incidents
and Root Cause Analysis.
Communicate with staff, managers and patients regarding sensitive and complex issues
related to investigations and incidents

To liaise with NHS England and commissioning bodies regarding Serious lncidents and
ensure that completed investigation reports are of high quality and forwarded for closure in
a timely fashior'

t

lncident Reporting
Support the key users of the database, including the co-ordination and management of
user access and security permissidns.
Enter incidents onto the system when necessary.
Monitor daily incident reports, rate the incidents for severity and likelihood of reoccurrence,
and ensure proper reporting procedures have been followed.

Follow up incidents and ensure proper reporting
NPSA, MDA etc)

to external agencies (HSE,

RIDDOR,

Liaise with key specialists throughout CLCH, such as lnfection Control, Occupational
Health, Safeguarding Leads and Parkhill LSMS, to ensure that appropriate support is
provided to staff reporting relevant incidents.
Ensure the required information is sent to the National Patient Safety Agency (NPSA) on a
weekly basis.
Assist the key users of the database with ad hoc report generation.

Analysis of complex raw incident reporting data and use this to provide regular written
status reports as feedback to staff groups and more formal reports to various committees
and the Board.

Ensure

that Department Managers, Service Managers and Clinical Leads

have

appropriate access permissions to information with the database.

Ensure that sensitive information contained within the database

is

securely and

appropriately stored and communicated.

Organise regular workshops/ training sessions for staff in the use of CLCH's incident
reporting system for all levels of staff ensuring the information is correct for each level.
Motivate staff to increase the number and quality of incident reports received and to break
down the old deeply imbedded blame culture into an open fair blame culture.

To be responsible for the management and be rne êXpêrt user on the DATIX risk
management software system, ensuring that the system is appropriately coded and
constructed in order to be fit for purpose across CLCH.
Be the expert user on

)

datix

Provide reports as required from datix
Work closely with the Patient Safety Managers on all aspects of datix management

General
Provide administrative services which involves arranging meetings, drafting memos and
letters, minute taking, collating and preparing reports and ensuring appropriate distribution
in relation to lncident Reporting and risk management.
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Deal with telephone calls in a responsible and professional manner to ensure a positive
image of the department at all times.

Deal with enquiries from clients, staff and outside organisations in accordance with
Department Standards in a professional and efficient manner
Have a good telephone manner and be the first point of contact for the service providing
relevant information upon request.
Accurately receive, record and pass on complaints to relevant personnel.
Plans and implements projects and work groups as directed by the Head of Patient Safety.
Any other duties as required.

Personal Development

To understand the importance of professional accountability and recognise individual
responsibility for professional development.
To be aware of and act in accordance of CLCH policies and guidelines.
To be aware of grievance and disciplinary procedures.

Central London Community Healthcare NHS Trust (CLCH) is the community seruices provider in Barnet, Hamrnersmíth and Fulhant,
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ADDITIONAL INFORMATION

Trust Vision, Values and Behaviours
The Trust has a clear strategic visiån in place: to lead out-of-hospital community
Healthcare. The post-holder is expected to have a good understanding of how thið post
contributes to the achievement of the Trust vision.

The Trust expects all staff to share the values which are important to the Trust and to
behave in a way that reflects these values.
The Trust values are:

o
.
o
.

We put quality at the heart of everything we do
We value our relationships with others
We deliver services we are proud of
We make a positive difference in our communities

Our valueE and behaviours:
QUAITTY:

RËtATlO¡¡5HIF5¡

NTHVERY:

eÕMMUNtTY¡
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Professional Standards
All staff must comply with the Central London Community Healthcare (CLCH) NHS Trust
Staff Code of Conduct and demonstrate the Trust's Values and Behaviours. Senior
Managers must also comply with the NHS Code of Conduct for Managers, based on the
Nolan principles of public accountability. All staff employed in recognised professions are
required to ensure they work to the professional standards and/or Codes of Practice set
out for their professional group. ln addition staff are required to demonstrate the Customer
Care Standards of the organisation.
Equal Opportunities and Dignity at Work
It is the aim of CLCH NHS Trust to ensure that no job applicant or employee receives less
favourable treatment on the grounds of race, colour, creed, nationality, ethnic or national
origin, sex, marital status or on the grounds of disability or sexual preference, or is placed
at a disadvantage by conditions or requirements which cannot be shown to be justifiable.
Selection for training and development and promotion will be on the basis of an individual's
ability to meet the requirements of the job. To this end CLCH NHS Trust has an Equal
Oppor-tunities Policy and it is for each employee to contribute to its success. All staff
should treat other staff, patients and the public with dignity and respect.

Performance Appraisal and Development Review (PADR)
All staff will actively participate in the annual Performance Appraisal and Development
Review (PADR) process with their line manager. All staff should have SMART objectives
and a personal/professional development plan. Objectives and personal development

plans should be reviewed together on an ongoing basis.through regular one to ones and/or
supervision. ln conjunction with their manager, all staff should actively identify and pursue
agreed learning and development opportunities. All managers are required to carry out
annual Performance Appraisal and Development Reviews with their direct reports and
support their appraisee to achieve their objectives through ongoing management
supervision and one to one meetings.

Safeguarding
CLCH NHS Trust is committed to safeguarding and protecting children and vulnerable
adults. All health employees have responsibilíty for safeguarding and promoting the
welfare of children and young people in accordance with "Working Together to Safeguard
Children" HM Gov 2006. This applies to employees with both direct and indirect contact

with children and families.

Employees who do not provide specific services for children and families or vulnerable
adults require basic knowledge of their responsibilities to identify and refer concerns
appropriately. All employees must undertake training in safeguarding children and
vulnerable adults but will have different training needs to fulfil their responsibilities
depending on their degree of contact with vulnerable groups and their level of
responsibility.

Confidentiality and Data Protection
Employees will have access to confidential information and will be required to ensure that
the highest level of confidentiality is maintained at all times, adhering to all policies relating
to confidentiality.
Employees are required to obtain, process andlor use person identifiable information in a
fair and lawful way. The use of such information is governed by the Data Protection Act
1998 (DPA) and includes both manual and electronic records. Staff are expected to hold
data only for the specific registered purpose and not to use or disclose it in any way
Central London Community Healthcare NHS Trust (CLCH) is the community services provider in Barnet, Hamntersmith and Futham,
Kens¡ngton and Chelsea, and Westminster
Chairman: Pamela J. Chesters I Chief Executive: James A. Reitty
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incompatible with such purpose, and to disclose data only to authorised persons or
organisations as instructed, in accordance with the Data Proteôtion Act 19g8.
Access to Health Records .l
All staff who contribute to patients' health records are expected to be familiar with, and
adhere to CLCH's NHS Trust Records Management Policy. Staff should be aware that
patients' records throughout CLCH NHS Trust will be the subject of regular audit. ln
addition, all health professionals are advised to compile records on the assumption that
they are accessible to patients in line with the Data Protection Act 1998. All staff that have
access to patients' records have a responsibility to ensure that these are maintained and
that confidentiality is protected in line with CLCH NHS Trust policy.
Health and Safety
All staff are required to comply with the requirements of the Health and Safety at Work Act
and other relevant health and safety legislation and CLCH NHS Trust Policies and
Procedures. All staff are required to make positive efforts to promote their own personal
safety and that of others by taking reasonable care at work, by carrying out requirements
of the law or following recognised codes of practice and co-operating-with safety measures
provided or advised by CLCH NHS Trust to ensure safe working.

are responsible for implementing and monitoring any identified risk
management control measures within their designated areals and scope of responsibility.
ln situations where significant risks have been idêntified and where local control'measures
are considered to be potentially inadequate, managers are responsible for bringing these
risks to the attention of the appropriate Committee ìf resolution has not been saiisiäctorily
achieved.
Managers

All staff must ensure that waste produced within CLCH NHS Trust is disposed of in such
ways that control risk to health, or safety of staff and the public alike in accordance with
relevant legislation and procedures contained within the policy.
Fire Safety
Fire Safety in all the premises from which we operate is the concern of all those who work
within these premises. lt is of the utmost importance that all members of Staff whether
part-time, temporary, bank or permanent are fully aware of and familiar with the Fire
Safety
Policy and Procedures in the department they áre working in. All employees will receive
Fire Safety training as part of the Trust's induction anã mandatory réfresher training
programmes' ln addition, all non-clinical employees will receive Fire Warden training
aõ
part of the Trusts induction and mandatory refresher training programmes.

lnfection Control
A.ll

staff are required to follow CLCH NHS Trust infection control policies and comply with

all measures known to be effective in reducing infection risk. All staff must complete
infection control training at induction, and atl statt whose duties invoivé patient
contact

must also complete infection control refresher training

annually.

'

No Smoking Policy
There is a no smoking policy in operation in CLCH NHS Trust. ln accordance with
this
policy smoking is positively discouraged and is not permitted in any areas- -
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Engaging patients and the public
CLCH NHS Trust is committed to putting patients, their carers and the public at the hear,t
of everything we do. Engaging People is everybody's responsibility - regardless of the job
':
that you do.
Everyone is responsible for encouraging people to be engaged in decisions about their
care and treatment, through providing information and responding to concerns. All staff
should seek people's views about services, respond to feedback and actively involve
people to find solutions to meet expectations, where possible. All staff should take part
and promote Trust-wide activity, such as Patient Reported Experience Measures (PREMs)
and promoting the recruitment of new Foundation Trust members. All staff should take a
note of any feedback that you receive from patients and feed this back to your manager or
through complaints and compliments procedures.

Job Description
The above list of duties is not intended to be exhaustive and you will be required to
undertake any other duties commensurate with the grade and in line with the requirements
of the post. The duties and responsibilities may be subject to change, which will be done
in discussion with the postholder.

February 2014
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Person Specification
JOB TITLE: DATIX / Sl MANAGER

Factors
Essentíal/

Criteria

Assessmentx

Dëp¡:ia-h.le
Ed

ucation/Qualif ication

Essential

.

Desirable

.
.
.
.

Experience
Essential

.

Desirable

Educated to degree level or equivalent and a combination
of diploma and further experience in a field associated with
risk management
Relevant training in formal investigation techniques
ECDL or equivalent lT training
English GCSE

AF

IOSH Health and Safety certificate
training

AF

Significant Experience working in the areas of Risk
Management or Complaints or Governance or Health and
Safety
Experience analyzing data identifying trends or risks
Experience of carrying out complex investigations or risk
assessments
Experience in the use of Microsoft Office
To have worked as part of a team
Use of the Datix system

AF/IV

To have worked in a health care setting
Experience of developing and/or delivering training
sessions

AF/IV

o NPSA Root Cause Analysis

.
.
.
.
.
.
.

Skills and Knowledge
o Understanding the need for confidentiality
EssentÍal
o Understanding of Equal Opportunities

o

.
.
o

.

o

.
.

o

.
.

AF/IV

Ability to create and structure office systems eg filing and
stationary ordering
Understand the principles of PC file / document
management
ln depth knowledge of relational Databases, coding
procedures and conventions
Able to take accurate formal minutes
Competent in the use of Microsoft Office
Accurate copy typing
Able to communicate clearly verbally and in writing
Able to compile routine correspondence
Excellent organizational skills
Able to plan and prioritise workload to meet deadlines
Abilitv to work autonomously and unsupervised

Central London Commun¡ty Healthcare NHS Trust (CLCH) is the community seruices provider in Barnet, Hanmersnith and Fulhant.
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Desiraþle

Ability to work effectively in a team
o National NHS Risk Management Systems/Strategies
Ability to work and'adapt to a changing environmént
o Training skills
o Customer relations skills
Ability to work across team boundaries

.

AF/IV

.
Other
EssentÍal

tc

Able to carry out the duties of the post with or without
adaptations

IV

will take place with reference to the following
Application Form, IV Intervieq P Presentation, T-Test, c CeÊificate

Assessment

AF
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Terms & Gonditions of Service
Post Title:

Sl Co-ordinator'

Base:

64 Victoria Street, London, SWl E 6QP

Band:

Band

Contract Type:

lPermanent iwith 6 month probationary period.

Hours:

37.5

Salary:

þSO,S1

l/

7 - Ê46,897

l,pro rata

per annum, inclusive of higher cost area

supplement.

Pensions:

You will automatícally join the NHS Pension Scheme, but it is possibre
to opt out and make your own private pension arrangements.

Annual Leave:

27 days per year from 01 April to 31 March, increasing to 29 days after
5 years and 33 days after 10 years of service.

Sick Pay:
Continuous Employment Period
Up to 12 months
Over 1 year and up to 2 years
Over 2 years and up to 3 years
Over 3 years and up to 5 years
Over 5 years

Period of Full Pay
1 month
2 months
4 months
5 months
6 months

Period of half pay
2 months
2 months
4 months
5 months
6 months

Probation Period:
All posts in CLCH are subject to a 6 month probationary period, during which time you will
be expected to demonstrate your suitability for the post.
Nationality:
This post is open to UK nationals, EU and certain non-EU citizens. Other nationals must
be free from any restriction to reside or take up employment in the UK, in order to be
considered for this post.
Notice Period:
[tzlweeks.
Method of Payment:
Monthly direct credit transfer into bank or building society
No smoking policy:
The Trust has a no smoking policy.
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