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Complete this Position Description template after reading the SWSLHD Guide to Writing a Position Description. Use the Guide for assistance on each section and examples of writing styles.

	Role Details

	Organisation
	NSW Health

	Local Health District/Agency
	South Western Sydney Local Health District

	Position Classification
	Health Service Manager Level 4


	State Award
	Health Managers (State) Award

	Category
	HM4

	Role Title
	Clinical Incident & Information Manager

	Is this a Multi-Disciplinary Role?
	Yes




	Stafflink Position Number (Please ensure that the Position Number is Active)
(**Maximum Character Limit 3400 including spaces**)
	244697

	Cost Centre Number
	485027

	Does this role manage or supervise others?
	Yes



Primary Purpose of Role (**Maximum Character Limit 3400 including spaces**)

	The incumbent will work collaboratively with the Clinical Governance Team to identify areas of organizational vulnerability with quality care or patient care and directs development of strategies to enhance compliance. This includes incident surveillance, clinical audit and projects relating to patient safety and quality care. Undertaking all aspects of project development, planning, implementation, monitoring and evaluation at the district level.

Leading, implementing and managing the District-wide incident management process and involvement in the investigation of incidents; the coordination, facilitation and development of related patient safety strategies; establishment and monitoring of the Local Health District’s (LHD) clinical audit schedule; ensuring effective clinical governance communication systems are in place across the District; and lead special projects related to clinical governance within the Local Health District.

Transforming Your Experience is SWSLHD's key strategy to positively transform how our patients, consumers, staff and communities experience our organisation and services. Our vision is that our care is always safe, high quality and personalised and all our staff are supported and empowered to achieve their full potential. This strategy provides us with a clear direction for working together to deliver safe and high quality health services and build the health of our communities – now and into the future.




	Essential Requirements (**Information (where relevant) about essential role requirements, such as: whether the role is identified, qualifications requirements, employment screening checks, licence requirements etc** **Maximum 3800 characters including spaces**)

	WHS Responsibilities: (For managerial positions ONLY)
As a leader you are expected to support the organisation achieve the aims of the safety management system, to establish and maintain a positive health and safety culture in the workplace and to consult with workers and others when making decisions that may impact upon the health, safety and welfare of those in the workplace.
WHS Responsibilities: 
You must take all reasonable care for yourself and others and comply with any reasonable instruction, policies and procedures relating to work health safety and wellbeing.
NPC:
National Police Check (This check will be conducted by the Health Service for Recommended Candidates only).
Staff Health:
Compliance with the SWSLHD and NSW Health, Staff Immunisation Policy (Only for Category A Positions).
Driver’s Licence:
[bookmark: _GoBack]Current unrestricted Australian drivers licence (P2 Licence Acceptable) subject to obtaining NSW drivers licence within 3 months of appointment.






	Key Accountabilities ( **Maximum of 12 Accountabilities **Maximum  3800 characters including spaces**)

	1. Key Performance Areas and Principle Duties:
Clinical Risk
· Lead the planning, monitoring, evaluation and implementation of the Incident Information Monitoring
· System, ensuring quality measures, key performance targets and early identification of issues or conflicts are identified.
· Establish a clinical risk management strategy and Clinical Governance Framework in collaboration with the Director of Clinical Governance and the Clinical Governance Team.
· Review and monitor clinical risk management at the District with relation to patient safety.
· Surveillance of reported clinical incidents, analyses for trends providing coordination, monitoring and regular reporting across the Local Health District.
· Identification and reporting of system and practice issues related to clinical risk and patient safety. In collaboration with the Director of Clinical Governance and the Clinical Governance team, development and implementation of strategies and policies to address issues identified through the surveillance and analysis of serious incidents.
· Ensure integration of clinical risk management and clinical audit across the District through the establishment and maintenance of a strong clinical audit schedule.
· Develop, organise and facilitate training sessions on clinical governance, human factors, Quality Improvement, information governance, IIMS and clinical risk management.
· Undertake investigations of clinical incidents in collaboration with other members of the Clinical Governance Team.
· Ensure and facilitate the timely submission and notification of Reportable Incident Briefs (RIB) to the Ministry of Health (MoH) and Clinical Excellence Commission.
· Coordinate, review and interrogate the District Mortality Review process, including system and policy support within the Organisation.
· In accordance with SWSLHD policy and procedures, work cooperatively with the Director of Clinical Governance to determine appropriate improvement and risk management actions.

2. Information Management
· Ensures systems are in place for the effective communication of knowledge and expertise in relation to quality and safety to management and clinical groups across the Local Health District including through development of and involvement in relevant education and training programs and monitoring and reporting of incidents.
· Lead the development of timely, accessible and appropriate data analytics on patients safety, quality and patient experience.  
· Leads of a range of communication strategies throughout the District, ensuring that key information relating to clinical risk control is communicated through various channels including newsletters, brochures or the intranet to mitigate risk to patients and maximise learning.
· Lead and coordinate the delivery of the District’s annual Patient Safety Seminar and associated activities including the coordination of the Patient Safety Champion Award.
· Lead and coordinate strategies and actions in relation to the application of information management methodologies to advance patient safety across the District and provide technical expertise in relation to the functionality of information technology (IT) applications relating to clinical governance to all levels of users
· Lead and manage special projects in relation to quality and safety on behalf of the clinical governance unit and in collaboration with the Director of Clinical Governance. This includes the development, implementation, analysis, evaluation and monitoring of relevant safety project outcomes in line with organisational goals, project deadlines and milestones.
· Establish, review and facilitate (where required) Clinical Risk, quality Improvement, Patient Safety and Incident Management related education across the District.
· Provide advice, reports and feedback to SWSLHD Executive and facility management in the form of written or verbal reports/presentations as required regarding: special projects, RIBs, incidents, investigation trends and clinical risk data.
· Represent SWSLHD and liaise and collaborate with key internal and external stakeholders including agencies such as the CEC, ACI and other local health districts across the State in relation to relevant clinical information projects relating to quality and safety.

3. Professional development
· Participate in professional development as identified in annual performance appraisal.
· Promote the professional development of staff by disseminating professional and educational information.
· Promote the development of research activities and outcome measures for the service.
4. Line management 
Direct line management of data manager. 






	Key Challenges (**Minimum of 1 maximum of 3** Maximum 1000 characters per challenge) 

	1. Collaborate with facilities/services to analyse serious safety incidents to ensure the correct triaging and allocation of a Severity Assessment Code (SAC) to incidents.
2. Engaging a variety of stakeholders across all clinical groups and professional subculture boundaries across the Local Health District; Maintaining enthusiasm for project outcomes with staff across the SWSLHD.
3. Completing the work required in the period allocated, requiring close attention to project timetables and milestones and the capacity to organise work and meet deadlines in a time pressured work environment.



	Selection Criteria  
**Maximum of 8 Selection Criteria** **Maximum of 3800 characters including spaces for all criteria**

	1. Extensive experience in health,  clinical governance and/or tertiary qualifications 
2. Experience in data collection and demonstrated ability to assimilate, interpret and communicate complex data and information and provide expert advice as required.
3. Extensive knowledge and experience of: the Incident Information Management System; Serious Adverse event reviews, quality improvement, human factors, incident investigation principles and demonstrated experience investigating and analysing incidents.
4. Advanced skills in benchmarking, common cause variation, interpretation of data and how it relates to quality improvement 
5. Able to apply knowledge to how conditions influence reliable service delivery to achieve safe high quality care. 
6. Understand the principles of Human design centred care 
7. Excellent interpersonal and communication skills including being able to have challenging conversations.
8. Advanced skills regarding information technology and systems, including advanced capability in Microsoft Office systems (such as Word and Excel).



	Key Relationships  (**Who-Max 200 characters Why-Max 500 Characters**)

	Who

	                                                  Why?

	Internal Relationships (**Minimum of 1 maximum of 3**) 

	1
	Director Clinical Governance and team 
	Work in partnership 

	2
	Data Manager 
	Direct line manager 

	3
	LHD facilities 
	Provide support 

	Does this role routinely interact with external Stakeholders? (**Minimum of 1 maximum of 2**)

	1
	Clinical Excellence Commission 
	 Education 

	2
	Ministry of Health
	Submission of reports 
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	Job Demands Checklist  
Job Demands Frequency Key:
I = Infrequent (intermittent activity exists for a short time on a very infrequent basis) 
O = Occasional (activity exists up to 1/3 of the time when performing the job)    
F = Frequent   (activity exists between 1/3 and 2/3 of the time when performing the job)  
C = Constant   (activity exists for more than 2/3 or the time when performing the job)    
R = Repetitive (activity involved repetitive movements)             
N = Not Applicable (activity is not required to perform the job)    





	Physical Demands

	Sitting - remaining in a seated position to perform tasks
	C

	Standing - remaining standing without moving about to perform tasks
	R

	Walking - Floor type: even / uneven / slippery, indoors / outdoors, slopes
	R

	Running - Floor type: even / uneven / slippery, indoors / outdoors, slopes
	NA

	Bend/Lean Forward from Waist - Forward bending from the waist to perform tasks
	R

	Trunk Twisting - Turning from the waist while sitting or standing to perform tasks
	R

	Kneeling - remaining in a kneeling posture to perform tasks
	NA

	Squatting / Crouching - Adopting a squatting or crouching posture to perform tasks
	NA

	Leg / Foot Movement - Use of leg and / or foot to operate machinery
	NA

	Climbing (stairs/ladders) - Ascend / descend stairs, ladders, steps
	O

	Lifting / Carrying - Light lifting & carrying: 0 - 9 kg
	O

	Lifting / Carrying - Moderate lifting & carrying: 10 - 15 kg
	O

	Lifting / Carrying - Heavy lifting & carrying: 16kg & above
	NA

	Reaching - Arms fully extended forward or raised above shoulder
	O

	Pushing / Pulling / Restraining - Using force to hold / restrain or move objects toward or away from the body
	O

	Head / Neck Postures - Holding head in a position other than neutral (facing forward)
	O

	Hand & Arm Movements - Repetitive movements of hands and arms
	C

	Grasping / Fine Manipulation - Gripping, holding, clasping with fingers or hands
	R





	Job Demands Checklist (Continued)

	Work At Heights - Using ladders, footstools, scaffolding, or other objects to perform work
	NA

	Driving - Operating any motor powered vehicle
	O

	Sensory Demands

	Sight - Use of sight is an integral part of work performance e.g. Viewing of X-Rays, computer screens
	C

	Hearing - Use of hearing is an integral part of work performance e.g. Telephone enquiries
	C

	Smell - Use of smell is an integral part of work performance e.g. Working with chemicals
	NA

	Taste - Use of taste is an integral part of work performance e.g. Food preparation
	NA

	Touch - Use of touch is an integral part of work performance
	NA

	Psychosocial Demands

	Distressed People - e.g. Emergency or grief situations
	O

	Aggressive & Uncooperative People - e.g. drug / alcohol, dementia, mental illness
	O

	Unpredictable People - e.g. Dementia, mental illness, head injuries
	O

	Restraining - involvement in physical containment of patients / clients
	NA

	Exposure to Distressing Situations - e.g. Child abuse, viewing dead / mutilated bodies
	R

	Environmental Demands

	Dust - Exposure to atmospheric dust
	O

	Gases - Working with explosive or flammable gases requiring precautionary measures
	NA

	Fumes - Exposure to noxious or toxic fumes
	NA

	Liquids - Working with corrosive, toxic or poisonous liquids or chemicals requiring PPE
	NA

	Hazardous substances - e.g. Dry chemicals, glues
	NA

	Noise - Environmental / background noise necessitates people raise their voice to be heard
	O

	Inadequate Lighting - Risk of trips, falls or eyestrain
	NA

	Sunlight - Risk of sunburn exists from spending more than 10 minutes per day in sunlight
	NA






	Job Demands Checklist (Continued)

	Environmental Demands (Continued)

	Extreme Temperatures - Environmental temperatures are less than 15C or more than 35C
	O

	Confined Spaces - areas where only one egress (escape route) exists
	NA

	Slippery or Uneven Surfaces - Greasy or wet floor surfaces, ramps, uneven ground
	O

	Inadequate Housekeeping - Obstructions to walkways and work areas cause trips and falls
	O

	Biological Hazards - e.g. exposure to body fluids, bacteria, infectious diseases
	O
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