: . ALTNAGELVIN TRUST
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JOB DEBCRIPTION

TITLE: : BUSINESS DIRECTOR

REPORTS TQ/
ACCOUNTABILITS: CHIEF EXECUTIVE

LIAISES WITH: ' All Executive Diractors, Senior Managers ang
; Board Officers. ¥

JOB SUMMARY: |

As an exscutive Diractor and member of the Trust Board the
Business Director will share in the Corporate respongibility

for the -achievement of the Trusts strategic and business
plans, : '

He/She will have executive Tesponsibility Ffor the atrategic
planning: of the Trust including managemant of the business
planning process with tha Clinical Directoratas, Tha
Business; Director will advise the Trust Board on contracgt
performance and in assoalation with the Finance Director
will engure the integration of activity and financial
information in the preparation, negotiation, monitoring and
raview ol service agreements and business plans,

Key objectivis will be set on an annual basis through the
‘Individual Porformance Review process, However the following
principal arcas of responsibility will provide the Director of
Business Services with the framework with which his/her
objectives will be sat,

CORPORATR RESPONSIBILITIES

1. Deputise for Chief Executive as and when required.

2. Contribute to the effective operation of the Trust Board by
developing and maintaining effeotive working relationships
with the chief Executive and other Senior Managers,
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i

Parti;ipates in the development of policies, the setting and

monitoring of standards and the securing of Trust
objectives,

H
Advises on the assessment of priorities for revenue and
capital expenditure,

Supports the Chief Executive in the protection ang

projection of the Trusts image and in the developmant of
good public ralations.,

4
Joins with other Directors in the implementation orf new
servige and management initiatives,

Supports the Chief Executive in the implementation of plans
arisipg from NHS Review and other major initiatives,

Assists with the development and implementation of schemes
for Income Generation,

PROFESSIONAL RESPONSIBILITIES:

1,

2.

RF - INQ

To pﬁepare the Trusts omnibus Business Pplan and Service
Prospectus,

To establish an annual business cycle which will deliver the

Trusts service and financial objectives linked with the
Trusts overall strategic direction.

To eagage with the Chief Executive and other Executive
Directors in the negotiation of contracts with purchasers,

To assess 1in association with the Finance Director
lnvestment proposals for inclusion in the Trugt’s
oper&tional plans to ensure that selected schemes are

consjstent with Trust objectives and overall strategic
direction, :

To manage the Trust’s Information Department.

To ersure the monitoring of the Trusts hotel and support
services contracts and lead on negotiations relating to any
re-negotiated service contracts,

To engage with the Chier Executive and Finance Director in
the Trusts cCapital Planning activities, defining the Trusts
needs. in specification for capltal investment.

To take regponsibllity for the marketing of the services
provided by the Trust,
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9. To ensurs the adherence to all atandards of probity and
public acicountability in all matters within the remit of the
post apnd 'in the conduct of contracts.,

10, To underfake Project and special responsibility as required
by the Trust Beoard.

11. To manage the Public Relations Profile of the Trust.

GENERAL MANAGIMENT RESPONSIBILITIES:

1. Provides:'a high standard of personal leadership to staff for
whom he/sthe is responsible,

’ 1)

2. Regponsiole for the aeffactive and efficient mapagement of
all business services staff in the Trust including the
identification of their training needs and the
implementation of training programmes to meet the need.

3. Ensures ‘' the effective management of change within the
Business: Services Department.

4. Ensures that staff for whom he/she is responsible develop

and maintain good working relationshipe with users of
business. services,

's, Supports?staff for whom he/she is responsible in responding
effectivaly to demands arising from the management of
change.

6. Reviews individually, at least annually, the performance of

immediataly subordinate staff, provides guldance on personal
developmant requirements and advises on and initiates, where
appropriite, further training,

7. Ensures that the review of performance is performed for all
levels of staff for whom he/she has professional management
authority.

8, Maintains staff relationships and morale amongst the staff

reportirg to him/her and establishes effective aystems to
promote jood communication within the department.

9, Regularly reviews the organisation plan and establishment
level o the service for which he/she is raspangible to
ensure that each is consistent with achieving objectives and
implements change where appropriate.

10. Nomintec Executive Director with responsibility for Fire
Safety.
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1.

12.

13,

1
H
1

Delegates approprlate responsibility and authority to the
lave): of staff within his/her control consistent with
effecitive decision making whilst retaining overall
rasponsibility and acgountability for results,

Partiﬁipates, as réquired, in the selection and appointment
of staff reporting to him/her in accordance with procedures
laid ‘down.

Takes§ such action as may be necessary in disciplinary
matters, in accordance with procedures laid down and
approved by the Department of Health and Social Services.
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T

Altnagelvin Hospitals Health & Social Services Trust

2™ February 2004
MD/ClcM

Mr R, McCartney

Dear Mr McCartney

Please find enclosed two copies of your contract of employment as Director of

Business Serviies, please sign and return one copy and retain the second for
your own Infortaation.

Yours sincerely

ﬁr' Manus Doherty

Director of Personnel

Enc,

Altnagehvin Area Hospital, Glenshane Road, Londonderry BT47 6S8

Totornhana N2 7194 8171 Fav 0701 7141 1999

RF - INQ 321-004ga-005




Altnagelvin Hospitals Health & Social Services Trust

. ALTNAGELVIN HOSPITALS H & 85 TRUST

4

TERMS AND CONDITIONS OF EMPLOYMENT

Mr M R McCor‘rnf;y

{

Dear Mr McCartney
POST OF DIRE(GTOR OF BUSINESS SERVICES

i, On beha[féof the board of Altnagelvin Hospitals H & $3 Trust, hereafter
referred to as the Trust I am pleased to offer you the post of Senior Executive of
the Trust, on the following terms.

1

Continulty of Employment
2, See Schedule,
Scope of the Appointment

3 Your du’ri:fas are set out in the job description, which accompanies this
docutent. The ‘ob description will be reviewed periodically.

Continuation of Contract

4, Continuation of your appointment under this contract is subject to
satisfactory per formance. Your performance of the duties of the post and your
progress in achizving a set of objectives will be reviewed at intervals of not more
than 12 months n accordance with arrangements set down in the Senior Executive
Performance Mcnagement Scheme as determined by the Department.

Altnagelvin Area Hospital, Glenshane Road, Londonderry BT47 6SB
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Place of Employment

5. Your norrial base will be Trust Headguarters, You may, however, be called
upon Yo serve at any location within Altnagelvin Area Hospital. You may also be
required to travzl within or outside of Northern Ireland in the performance of
your duties,

Hours of Work i

6, This posf_fis full time and you will be expected to work such hours as are
hecessary for the full performance of your dutles and responsibilities, For pay
purposes the working week will be deemed to be thirty-seven hours,

Remuneration

7. The Depcriment of Health, Social Services and Public Safety has
determined a pay and grading scheme for the Trust, Chief Executives and Senior
Executives, Your post grade and salary detalls are as set out in paragraph 6 of the
Schedule, You v-}ilt enter the scale at £ G and pay progression will be linked to
performance as set outin the Senior Executive Performance Management Scheme

as determined by the Department, Your salary will be paid monthly in arrears by
bank credit trarsfer, :

8. Ifitcomas fo light that you have been pald incorrectly, then the Trust will
take action to cirrect your pay, If you have been averpaid, then the Trust will
discuss with you how to recover the overpayment.

Superannuation -

9, This appcintment is superannuable under the Health and Soclal Services
Superannuation “Scheme, Employees in the Superannuation Scheme are ‘contracted
out' of the Statn: Earnings Related Pension Scheme (SERPS). If participating in the
Superannuation 3cheme your remuneration will be subject to deductions in
accordance with the defail of the Superannuation Scheme. In addition, as a
member of the Superannuation Scheme you will pay the lower rate of National
Insurance Contributions, Further details on the Health and Seclal Services
Superannuation Scheme are contained in the enclosed leaflet, -

10.  As memb :rship of the HSS Superannuation Scheme is optianal you may

choose to make ulternative provision by participation in the State Earings Related
Pension Scheme or in a personal pension scheme, If you exercise your right to

- -007
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participate in a personal penslon scheme, the Trust as your employer will only pay
the minimum cor tribution required by law,

Retirement Agezf_
1. You are required to retire on reaching the age of 65 years.

Notice of Termwination

12, The minimum period of notice that you are required to give Is three months.
In the event that the Trust terminates the contract, other than in circumstances
covered by parcgraph 4 or in the case of summary dismissal, you are entitled to
receive three tronths notice in writing, This does not prevent either party waiving
the right to notice, or from accepting payment in lieu of notice,

Expenses

13, Any poyri\en‘rs made will be in accordance with the provision and rates as
provided for aniupdated from time to time by the General Whitley Council, or as
determined locclly by the Trust where applicable,

Sick Pay

;14 Sick pay will be in accordance with the pravisions of the General

" Manager/Senio > Manager and Administrative and Clerical Terms and Conditions of
Service Handbcoks, Yau may be required to be medically examined at any time
during your employment by a doctor appointed by the Trust,

13, Xf you ai'e absent as a result of an accident involving a third party and you
make a claim for and recelve damages you will be required to refund fo the Trust
the sick pay received, Inthe event that the damages received are less than the
sick pay receiviid, the total damages must be refunded to the Trust,

Annual Leave/fitatutory and Public Holidays

16, Your anrual leave entitlement is set out in the schedule plus 12 statutory
and public holicays., The leave year will run from 1 April to 31 March. The taking of
annual leave must be approved in advance and will be granted subject to the
exigencies of t1e Service, Five days leave may be carried forward from one leave
year o another subject to the conditions set down In Section 7 of the General
Manager/ Senior Managers' Handbook.
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Motar Vehicle F‘Erovision

17. Youmay he offered a leased car in accordance with the leased car

provisions of Part T of Section 24 of the General Terms and Conditions of Service
Handbook. '

Other Conditiors of Employment

18.  In generdl the conditions of employment are those laid down In the General
Manager/Senior; Managers' Terins and Conditions of Service Handbook, Conditions
of employment, >ther than in respect of remuneration will be those laid down by
the General and: the Administrative and Clerical Staffs Whitley Councils, both of
which may be amended from time to time.

Confldentiality

19, Confidentlality of patient information and personal information on staff
must be preserved at all times, Your appeintment will involve you in the Trust
commercial acti/ities and other business matters, During and after the
termination (howsoever arising) of your appointment with the Trust you will be
.subject to a duty of confidentiality in relation to ahy information of a confidential
hature, You will not, except in the performance of your duties with the Trust or
unless ordered te do so by a Court or Tribunal or at the request and direction of
the Minister of Health, Social Services and Public Safety, divulge to any person in
any manner whatsoever, any confidential information covering the business or
transactions of Altnagelvin Hospitals H&SS Trust and its activities and/or its
patients or staf f and you will use all reasonable endeavours to prevent disclosure of
such infortation, Breach of this confidence may result in dismissal,

20, Where you believe that you are being required to act, or you believe that
others are actiiig, in a way which i illegal, improper, unethical or which may involve
possible maladiinistration you should report the matter forthwith to the Chairmen
and the full Bocrd of the Trust and where appropriate to the Department of
Health, Social fiervices and Public Safety,

2l All copyright, works, designs, text, records, administrative and financial
material and sy items made, written or designed or ariginated by you during the
course of your :mployment with the Trust and in connection with your employment
with the Trust shall vest in Trust. For the avoidance of doubt copyright as created
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by you outside warking hours, on a private basis and not exclusively in relation fo
the Trust shall remain your own property with the agreement of the Trust.

Data Profection

22, Information about you, your appaintment and qualifications may be included
in relevant computer files and manual records within the Trugt. These files are
registered for Diata Protection purposes, Further information, if required, may be
obtained from the Trust's Personhel Department.

23, You shou d alse be aware that unauthorised disclosure of data could render
you liable to civil action for damages.

Outside Employnent and Financial Interests

24, You shou'd not engage in any outside employment or in any activity which
would in any way weaken public confidence or impalr your usefulness to the Trust
or in any accupation which might conflict with the interest of the Trust or be
inconsisfent with your position in the Trust. If you have any doubt about the
propriety of encjaging in any additional employment, or other activity, you should
seek and accept the advice of the Trust's policles and decisions,

25, You twsi declare to the Trust any financial interest or relationship you may
have which may-affect the Trust's policies and decisions,

Gifts, Hospifql-_ffy, Fees & Emoluments

26, Youmus’ not accept gifts or excessive hospitality in the course of your
employment, The guidance contained in Departimental Circular H$S (GEN 1) 1/95
ust be observzd at all times. Any fees or emoluments received by you in the

course of your :mployment under this contract shall, unless otherwise stated by
the Trust, be s irrendered to the Trust, -

Personal Effects

27, The Trust cannot accept responsibllity for articles belonging to members of
staff lost or demaged, whether by fire, burglary, theft or otherwise, unless such
articles have bezen handed over for safe custody and receipt obtained. You are
therefore advi:ied to make your own arrangements for appropriate insurance cover
with an insuran e company of your own choice, '
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Health and Sc\f:ety

28, The Trust hat a duty to ensure so far as it is reasonably practicable, the
health, safety ond welfare at work of all 1ts employees. You must co-operate with
the Trust so fai as is necessary fo enable compliance with that duty, You must also
take reasonable: care for the health and safety of yourself and the other peaple
you come into eantact with who could be affected by your work,

Disciplinary Prcicedure.s

29, In the event of misconduct or fallure o perform you will be subject to the

Trust's disciplirary procedures. For further details contact the Personne!
Department,

Redundancy

36, Inthee fent of fermination of this contract by reason of redundancy you
may be eligible for premature retirement with immediate payment of
Superannuation:benefits and compensation if you are a member of the Health and
Social Services Superannuation Scheme at the date of terimination and meet the
age and service.requirements, Sections 45 and 46 of the General Terms and
Conditions of Sarvice Handbook arrangements for Redundancy Payment and
Compensation Benefits on Premature Retirement will apply where your employment
is terminated by reason of redundancy or organisational change,

Grievance Proc:dure

31 Any grievance, which you tmay have, should be raised in accordance with the
Trust's grievan-:e procedures, For further details contact the Personnel
Department,

Criminal Convictions

32, VYouare }'equired fo immediately notify the Trust if you are charged or
convicted of any criminal of fence.

Representation

33, You have the right to Join a Trade Union,
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Equal Oppor‘runiiﬂes Policy

34, The Tr'us;r is an equal oppertunities employer and has specific statutory
duties under Section 75 of the Northern Ireland Act, You as Director of Business
Services must ensure that the Trust complies fully with its obligations in this area.

Acceptance of 'j‘erms and Conditlons of Employment

35, If youcgree fo accept the appointment on the fertns outlined in this
document please: sign the form of acceptance on both coples of the document and
return one to ma retaining the other as your persenal copy.

i
i

Yours sincerely |

CHIEF EXECUTIVE
Altnagelvin Hospitals H4SS Trust

RF - INQ 321-004ga-012




TO CHIEF EXECUTIVE
Altnagelvin Hospitals H&SS Trust

ACCEPTANCE (iJF TERMS AND CONDITIONS OF EMPLOYMENT

I accept this apointment on the basis of the terms and conditions of employmem
contained in or 1’ eferred to in this document,

SIGNED : DATE: 31.03.03
NAME IN BLOCK CAPTTALS

ADDRESS

JOB TITLE

COMMENCEMENT DATE
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SCHEDULE TO ALTNAGELVIN MOSPITALS H&SS TRUST
LETTER DATED (21" November 2003)

1, POST Director of Business Services

2, DATE OFF COMMENCEMENT ¥ April 1996

3. DUTIES | As per job description issued
to you
4. LOCATION OF POST Altnagelvin Hospitals H&SS Trust

Inifially based at: Trust Headquarters
Location: Altnageivin Hospital

5, HOURS OF DUTY Senior Executives are expected to
: work such hours as are necessary for
the full performance of their duties
and responsibilities,

6. REMUNERATION {(a)  Director of Business Services

(b)  Salary scale: {YEMMRper annum,
(¢}  Entry point

7. DATE OF The date of commencement

COMMEINCEMENT of your period of continuous
OF CONTINUOUS employment is 2" October 1979
EMPLOYMENT

8.  ANNUAL LEAVE Entitlement: 30 Annual Leave Days

(Based on a five day week)

9. PERIOD OF NOTICE 3 Months

RF - INQ 321-004ga-014




NOTE

Page 321-004ga-015 to 025 — Business Director Job Description (Duplicate) — not issued





