Kerr, Hayley

From: Trainor, Seamus
Sent: R 16 June 2022 11:44

Ce: I /<Crory. Aidan; McDonagh, Tony; [

_ Johnston, Johns;
. M cCarthy,

Conor; McGrath, James
Support Service Supervisor Job Description & Banding Review

Sabject:

| refer to tha VE andto previous correspondence; particularly the joint communication dated

19 May 2022.

fave_confirmed the short period of consultation has now been concluded.

Trade Union colle

UpdateshapEpleased to confirm all the necessary paperwork has now been

Just by way of a quic ok
nge Team in Human Resources.

duly forwarded to the Ag

Regards

Seamus Trainor
Co-Director for Patient & Client Support
Nursing & User Experience Directorate
Elliott Dynes

Royal Group of Hospitals

Telephone: I

Mobile:

Email: I elfastirust. hscni.net

DO

Working together Excellence




Kerr, Hayley

From: Trainor, Seamus
Sent: 23 May 2022 15:04

Cc: Creaney, Brenda; IS ' <Crory, Aidan; McDonagh, Tony; ||| | ]l

I /ohnston. Johns:_

I shannon, CatherineP; Reynolds, Kerry; McCarthy, Conor; McGrath, James
Support Service Supervisor Job Description & Banding Review

Support Services Supervisor - Joint Communication 19 May 2022 (Signed).pdf;
Assistant Operations Manager - Supervisor Band 3 (Review of Public Administration
16 Jan 09).pdf; Support Services Supervisor - AfC Submission - Final 19 May
2022.pdf; PCSS Structure - AfC Submission - Final 19 May 2022 pdf; Support
Services Supervisor Training Matrix - AfC Submission - Final 19 May 2022.pdf; Local
Advisor Questions (Support Service Supervisor) AfC Submission - Final 19 May 2022

Dear Colleague

Please find attached for ion and information correspondence and paperwork associated

with the above.

cting Bp e position of Support Service Supervisor the

For those staff who are current Xl
attached relates ONLY to your actimg

For those staff who are currently acting theposition of Assistant Support Service Manager

the attached related ONLY to your subs

Regards

Seamus Trainor

Co-Director for Patient & Client Support Services
Nursing & User Experience Directorate

Elliott Dynes

Royal Group of Hospitals

Telephone: I
Mobile: I

Email: R Cb clfastirust.hscni.net

Working together Excetience Compassion
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We refer to the ab h ociated Agenda for Change process and documentation requirements.
It has taken longer tha edsfor a variety of reasons, to reach the current position and we are very

confirm that the paperwork; which has been developed in

The purpose of this correspongence is

partnership by PCSS Manageme a7

advance of submission to Human Reso
which is duly attached for your inform

Assistant Operations Manager / Sup iption January 2009
Support Service Supervisor Job Description
PCSS Organisational Structure

Support Service Supervisor Training Matrix
Local Advisor Questions

N =

Yours sincerely

Seamus Trainor Conor McCarthy
Co-Director UNISON

PCSS TU Side

Enc.

cc. Human Resources



Belfast Health and
/J Social Care Trust

Assistant Operations Manager/Supervisor — Band 3

Senior Manager Patient and Client Support Services

Operations Manager

Belfast Health and Social Care Trust

Location:

Job Summary

The Assistant Operations Manager/Superv 2rations Manager in the delivery of
high quality patient services which will includ&Catering, tic, Portering, Transport, Security,

Laundry, Waste, Car Parking Services, Stores, Caretakings&ccommodation and Contracts.

The Assistant Operations Manager/Supervisor will assist in t ional management

of services in line with the strategic development of Patient ces.

The postholder will be expected to deliver high quality service outcome&sroughgthe effective and
efficient use of resources through the setting of targets and a process

Service Delivery

1. To coordinate the activities of the service(s) within postholder’s span of control as
the Operations Manager.



2.

To oversee all operational aspects of the service(s) on a day to day basis to ensure the efficient
and effective use of resources and report any deviations to the Operations Manager.

ZE5 ensure the delivery of services within the confines of the management control systems for

Service Development

he service(s) in the postholder’s span of control.

ure compliance with all relevant statutory legislation, policies and procedures
ith the postholder’s span of control.

uty rotas to ensure that a satisfactory level or cover is provided in the event

To monitor t Il equipment used throughout the postholder’s area(s) of

responsibility an adequately maintained and in good working order.

veeguipment to the Operations Manager for repair taking

To report immediately anygefecti
broken equipment ‘out o i

To duly report/record any accidents/ing edance with Trust procedures and

ensure that any identified follow up ac

10.

11.

To assist in the identification of cost improvement i ives or changes in practices which

enhance the quality of services provided and represen

of service

Implement and participate in appropriate monitoring and auditing arrangemen
service(s) managed under the direction of the Operations Manager.




SF=—-he postholder will be required to work in collaboration with all relevant stakeholders.

1= o pamticipate in the investigation of complaints as appropriate in conjunction with the
Opss=tions Manager.

Communi&tion formation Management

14. To liaise v@h W
span of contr

agers/Head of Department on all matters relating to postholder’s
any matters which required the attention of the Operations

Manager.

15. To maintain good ith all hospital staff at all times.

16. The postholder will be resp e for maintaining records/information as appropriate within

their area(s) of responsibifi.

Financial and Budgetary Management

17. The postholder will be required to contribuE=R0 the control of expenditure both pay and non

pay under the direction of the Operations Manager.

18. To check all staff timesheets to ensure that all hours a =curately recorded for

payment.

19. To supervise, control and issue consumables/materials and propriate stock

records.

Management and Development




25.

26.

General Responsibilities

Take action when necessary i
procedures.

To be responsible for the training, supervision, welfare and counselling of staff within the
stholder’s span of control.

To set and lead by example providing direction and guidance as appropriate.

pate as appropriate in the recruitment, selection and retention of staff and the
st effective staff rotas.

raisals of staff in accordance with the Trust’s Personal Contribution

eds of staff and ensure that appropriate training is provided.

Monitor sickness dBsence and t3 ropriate management action when necessary in
accordance with the Trastpoli meprocedures.

with the Trust’s disciplinary and grievance

27,

Employees of the Trust will be required to promote and=tipport the m&ion and vision of the
service for which they are responsible and:

= At all times provide a caring service and to treat those with wésm they e into contact

in a courteous and respectful manner.

* Demonstrate their commitment by their regular attendance andthe effi pletion
of all tasks allocated to them.

= Comply with the Trust’s No Smoking Policy.

= (Carry out their duties and responsibilities in compliance with health and safety pgfgy and
statutory regulations.




= Adhere to equal opportunities policy throughout the course of their employment.

Ensure the ongoing confidence of the public in service provision.

Comply with the HPSS code of conduct.

iption is subject to review in the light of changing circumstances and is not intended to
lexible but should be regarded as providing guidelines within which the Assistant
ager works. Other duties of a similar nature and appropriate to the grade may be
time to time by the Co-Director.




Employee Specification

ssistarfEDperations Manager/Supervisor — Band 3

date candidates should be in possession of:

ND
1. Demonstrate ability to co vely through all levels of the Trust and external
environment.
2. Car User or access to a means anspeeEthat meets the requirement of the post.
3. For catering posts a current Basic food ene certificatéand working knowledge of HACCP.
4, For Transport posts a current C1/D1 lic
Desirable

1. Current Intermediate Food Hygiene certificate for Cater
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JOB DESCRIPTION

Support Services Supervisor

TBC

Nursing & User Experience

Belfast Trust

Assistant Support Services Manager

Service Manager — Patient & Client Support Services

The Support Services upport and be accountable to the Assistant Support Services Manager

for the delivery and ma high quality services, which may include [1] Catering, [2] Environmental
Cleanliness (including Lau tion) and [3] Logistic Services (Portering, Transport, Security,
Waste Management, Car Parkifg Serviees, Caretaking) and maintenance/service contract as/where
appropriate. =

The Support Service Supervisor wifseres for the day-to-day operational management of service(s);
in line with team, departmental and di rate objectives, in the delivery of patient and client supporting

services across the range of service a i bove Trust wide.

The Support Services Supervisor's span ay be limited to a single site/location or in some
instances multiple sites/locations; similarly iteaay b a single service or combination of services within the
scope of the support service job family. This witFbe depefiiént upon the position and or service area in which
the post holder undertakes the duties and respons s outli@edsiow.

ing the delivery of safe high quality service
es, including the meeting of targets through a

The Support Services Supervisor will be responsi
outcomes through the effective and efficient use of
process of continuous monitoring.

Key Duties & Responsibilities

span of control.

1. To manage the day to day activities of the service(s) within th

2. To manage operational aspects of the service daily, using resources gffectivel d efficiently to ensure

a high quality service is provided and report/rectify any deviations.

3. To meet service delivery requirements in line with service user's expectations a e for a positive

experience.

sEHSC Trust
these and

4. To possess the necessary knowledge of appropriate legislation, code 3
Policies & Procedures etc., ensuring that staff under the post holder's remit are compliant
effectively manage any non-compliance as appropriate.

Reviewed May 2021



5. To maintain an efficient and effective service delivery by ensuring there is sufficient levels of staff/cover
in place; including allowance for planned absences and to adapt duty rotas in the event of unplanned
absences.

s when it is necessary in order to maintain services and to do so in a manner which is fair
, within budgetary constraints and in keeping with the Trust's Authorisation Framework for
he allocation of overtime outside of established parameters should be in consultation with

rea of responsibility to ensure that it is safe to use and in working order and to maintain
ment inventories.

8. f machinery, equipment, assets/systems etc. and that faults are reported
promptly as ired. reporting damage and faults to the fabric of Trust facilities/buildings where
appropriate

9. To complete incide orts f@eaccidents, incidents and near misses, investigating all matters, gather
statements/any ot dence, in line with Trust Policy and Procedure and proactively follow
up on any recomme i

10. To plan and undertake™au itoring processes to ensure the highest quality of service is
delivered, standards are m septable levels and regulatory specifications are met, within alll
areas of responsibility inclu tive measures/action plans ensuring positive outcomes
are achieved.

11. To have a knowledge and underst an Prevention & Control arrangements relevant to the

service area to ensure service user safgly, t staff accordingly and ensure compliance to enable
12. To have the knowledge and understanding of th&standagds reguired for each service provided and to

13. To ensure staff undertake and complete all th in a safe manner, identifying and assessing
potential risks in work activities and processes particularly where_there are variances to the work
environment e.g. increased incidents/outbreaks of Hea iated Infections (HCAIs),
Emergency Departments, Mental Health Facilities.

14. To update and amend work schedules for improved service &livery/ perform@ance as and when changes
are required in collaboration with Assistant Support Service ager as appropriate.

15. To attend and participate in meetings relevant to the post holdeZsspa control and level of

responsibility and decision making where appropriate.

Service Development

16. To identify opportunities for improvement initiatives or changes to praghiee eahance the

quality of services provided and represent efficiencies.

17. To participate and assist in the evaluation of machinery, equipment, assets/systems
as appropriate.




18. To set and agree team and individual objectives in line with departmental and directorate objectives and
ensure delivery of expected standards of service in accordance with legislative and regulatory standards
where appropriate.

Management

anagers/Heads of Departments and other stakeholders on all operational

. To liaise dall§ with
! ction where necessary, informing Assistant Support Services Manager of

matters, taki

22. To maintain good ships with all stakeholders ensuring that confidentiality is maintained
at all times.

23. To lead team meetings and alleglevant information is cascaded to staff as necessary. Ensuring
any follow up issues/querie

24. To ensure that all staff, as reqezss formed of any changes to work activities on a daily basis
25. To be responsible for maintaining ard B recgrds/information in line with “General Data Protection
Regulation” and BHSCT Policy within t de
26. To use and be familiar with varlous Tru
System (HRPTS), eProcurement Finance Prdge:
Point of Sale (EPOS) Systems, Kelsius Temper
27. Tocommunicate, as appropriate with contractors and other outsid

connected with the post holder's span of control.

28. To amend formats of communication and techniques to an
understand information and PCSS processes etc.

29. To provide information and maintain records required for monitoring al

Financial and Budgetary Management

30. To ensure that all available resources both pay and non-pay are used as efficieat ost effectively
as possible.

31. Tocomplete and check all staff time sheets to ensure that all hours are correctl recorded
for payment and to update payroll spreadsheets as required for approval by Assistant Sugport Services
Manager in keeping with the Trust's Authorisation Framework.

32. Responsible for ordering adequate supplies of goods and consumables ensufig—no overstocking of
items in accordance with the Trust’s Authorisation Framework.



33. Costing and collating bills for hospitality and forwarding for payment.

34. To ensure that all staff are trained in the Trust's Cash Handling Policy, where appropriate, ensuring that
all cash.is kept secured at all times and cash floats recorded.

nagament 3&d Development

Fesponsible for the organisation of mandatory and statutory training, to undertake and participate
site/area induction of newly appointed staff, deliver on the job training and refresher training, to

36. rt to all staff as appropriate in relation to their health and wellbeing and signpost if

To prom077e pesitive staff relationships and morale amongst those staff who report to the
post holder, isi vements and work well done and making staff feel appreciated and valued.

37.

38. To promote a whichsis.underpinned by the HSC Values.

39. To set and lead b§Eexample providing direction and guidance as appropriate and promote career
development opportEnitie ff.

40. To participate as approg#at itment, selection and retention of staff following completion of
mandatory training requiremast

41. To undertake annual apprais cordance with the Trust’'s Staff Development & Review
process.

42. To monitor sickness absence and management action when necessary in accordance
with the Trust's Attendance Managem

43. To identify areas of poor performance fesstaff

suring that due process is followed and maintaining
accurate records to support further action ifTequi —

44. To recognise and effectively manage inappro ur in accordance with Trust Policies and

Procedures.
45. To manage in accordance with Trust Policies & Procedures incid taff conflict, seeking guidance
where necessary.

46. To deal with all issues in accordance with the Trust’s Discip

47. To undertake and complete, as appropriate, all designate
Supervisor training matrix.

48. To attend all in-house training and external training events/sessions
statutory and mandatory training and refresher training as and when
annual staff development review (SDR) process.

49. To be responsible for own development and identify training needs t stant Support Services

Manager, attending training as deemed appropriate with the supervisorygeb
50. To time manage and prioritise own workload, ensuring completion of all activities.

51. The post holder will be required to be flexible and there may be occasions whernhe; be required to
work in other service areas. It is not expected to be on a frequent or regular basis and would only take
place after appropriate training and support is given where/if necessary.



52. Any other duties in line with the post requirements.

cription outlines the current main responsibilities of the post. However, the duties and
tigs. of the post may change and develop over the passage of time and therefore this job
eed amending in consultation with the post holder and other stakeholders.




General Responsibilities

Employees of the Trust are required to promote and support the mission and vision of the service for which
they onsible and:

provide a caring service and to treat those with whom they come into contact in a courteous
ctful manner.

ZPromote and support effective team working, fostering a culture of openness and transparency. The
st holder will ensure that they take all concerns raised with them seriously and act in accordance
i ust’'s Whistleblowing Policy and their professional code of conduct, where applicable.
heir commitment by their regular attendance and the efficient completion of all tasks

Maintain high sta
e Comply with the HPSS<Cod

rsonal accountability.

Information Governance

All employees of Belfast Health & So
used as part of their business within e
corporate and administrative records whet

legally responsible for all records held, created or
Health and Social Care Trust, including service user,
d or electronic and also including e-mails. All such

n Information Governance including for
example the ICT Security Policy, Data Protection Poli ecords Management Policy and to seek advice

if in doubt.

Environmental Cleaning Strategy

The Trusts Environmental Cleaning Strategy recognizes the
everyone’s responsibility, not just the cleaners” Whilst there are staffen
cleaning services, all Trust staff have a responsibility to ensure a clea
patients, clients, residents, visitors, staff and members of the general pubiE.

iple that “Cleanliness matters is
vho are responsible for
afe environment for




Infection Prevention and Control

ust is committed to reducing Healthcare associated infections (HCAIs) and all staff have a part
ng this happen. Staff must comply with all policies in relation to Infection Prevention and Control
reduction strategies. Standard Infection Prevention and Control Precautions must be used

ure the safety of patients and staff.

g and the Regional Infection Control Manual (found on intranet);

Personal Protective Equipment (PPE);
ing and dlsposal of waste (including sharps) and Iaundry,

e Ensuring compliance#ith High Impact Interventions.

Personal Public Involvement

Staff members are expected to involve
developing, planning and delivering
ongoing commitment to Personal Publi

ents, carers and the wider community were relevant, in
eaningful and effective way, as part of the Trust's

Please use the link below to access the PPR&landarss leaflet for further information.

http://www.publichealth.hscni.net/sites/default/files/ EP1 leaf!e§
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PERSONNEL SPECIFICATION

Support Services Supervisor
TBC

Nursing & User Experience

ult in you not being shortlisted. You should clearly demonstrate this for
iferia.
2. Shortlisting will be ¢ e basis of the essential criteria set out in Section 1 below, using the

information provided b

h will initially be measured at shortlisting stage
tion stage. You should therefore make it clear
ilare to do so may result in you not being
d is stated below.

on your application form whether or not you eeT
shortlisted. The stage in the process when the crite

Factor Criteria Method of Assessment
Qualifications / [1. A relevant accredited manager ificati .g. | Application Form / Interview
Registration Institute of Leadership Management Leve

equivalent/higher accredited qualification;

AND

a minimum of two years' relevant experien
employment at Band 2 (or equivalent/higher) workin
in a support or hotel services role in a comple]
organisation;

OR

Experience 2. A minimum of three years’ relevant experience in paid i / Interview
employment working at Band 2 (or equivalent') in &%
support or hotel services role in a complex
organisation;

Other 3. Category C1 or D1 driver license for Transport
positions or a commitment to successfully fulfil the
requirement within 6 months of appointment?;




4. Car User or access to a means of transport that meets

the requirements of the post where this is deemed a
necessary requirement of the post. Not all positions
require the post holder to be a car user.

Where disability prohibits driving, this criteria will be
waived if the applicant is able to identify suitable
alternative arrangements.

lowing are ESSENTIAL criteria which will be measured during the interview/ selection

bility to communicate effectively through all levels of the

tiative and as part of a team.
Ability to leag&and effeeely manage a team.

Basic IT/computer ski

Ability to remain cafm ‘ess@nal in urgent and/or

emergency situations.

On appointment post holde
and complete, as appropriate
identified in the Support Se
matrix.

to undertake
tegstraining
training

Interview

Knowledge

A working knowledge of relevant support or hotel services
within a complex organisation.

Interview




' DESIRABLE CRITERIA

hese will ONLY be used where it is necessary to introduce additional job related criteria to ensure
geable. You should therefore make it clear on your application form how you meet these criteria.
may result in you not being shortlisted

Criteria Method of Assessment

Previous experience of managing and/or supervising | Application Form/ Interview

Application Form / Interview

Skills /
Abilities

Application Form/Interview

Knowledge Health & Safety at Application Form/Interview

Control of Substances H ealth (COSHH)

Hazard Analysis and CritiGakContest Points (

HACCP)?

Band 2 £18,546 - £19,918

2Transport Positions




All staff are expected to display the HSC Values at all times

What does this mean? What does this look like in practice?

* | work with others and value everyone’s
contribution

o | treat people with respect and dignity

e |work as part of a team looking for opportunities

I to support and help people in both my own and
Working together other teams

for the best outcome for e |actively engage people on issues that affect
ort. We work across them

e |look for feedback and examples of good
practice, aiming to improve where possible.

e | put the people | care for and support at the
centre of all | do to make a difference

e | take responsibility for my decisions and actions

e | commit to best practice and sharing fearning,
while continually learning and developing

e |try to improve by asking 'could we do this
better?’

work, aiming to improve and devel
achieve positive changes. We d
quality, compassionate care

_a=t=ra open and honest in order to develop
r nships

e sk up if | have concerns
allenge inappropriate or unacceptable
behaviour and practice.

Cpenness & Honesty
We are open and honest with each other and act
with integrity and candour.

ive to the différsnt needs and
and treat people with

s |am

& feelings

kindness
Compassion s |learn from oth arefully to
We are sensitive, caring, respectful and them B
understanding towards those we care for and e |look after my o hicalthd ng 5o
support and our colleagues. We listen carefully that | can care and saopport ot

to others ta better understand and take action to
help them and ourselves,

Reviewed May 2021
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