1. Data quality, clinical administration and performance policies and procedures

	Title
	ELFT or local
	Date approved
	Review date
	Audience
	Link

	Corporate Performance reporting flow chart 
	ELFT
	January 2021
	As and when
	Manager
	
[image: image1.emf]Primary Care  Reporting process flow v0.4.xlsx




	Practice Performance meeting TOR 
	
	
	
	
	
[image: image2.emf]TOR and Agenda -  Practice Based Integrated Performance and Finance meeting .doc




	Clinical Data Quality Management Procedure
	ELFT
	Nov 2017
	March 2021
	
	Clinical Data Quality Management Procedure

	Clinical Record keeping
	ELFT
	Oct 2020
	Oct 2023
	
	Clinical Record keeping


2. Quality Assurance policies and procedures

	Title
	ELFT or local
	Date approved
	Review date
	Audience
	Link

	Primary care responsibilities with regards to complaints – the BMA
	
	
	
	
	https://www.bma.org.uk/advice-and-support/gp-practices/complaints-in-primary-care/complaints-in-primary-care

	Corporate performance sign off of KPIs
	Local
	
	
	
	Marina to insert – completed 

	Trust wide audit process 
	ELFT
	
	
	
	
[image: image3.emf]Trust Wide Audit  Process.docx

- NEEDS CLICK LINKING 

	Practice based clinical governance meeting TOR and fixed agenda 
	Local 
	21/10/20
	October 21
	ALL
	Sorted – to be inserted 

	Quality assurance and implementation plan for primary care 
	
	
	
	
	Quality assurance implementation plan for the Primary Care Services





3. Patient communication policies and procedures

	Title
	ELFT or local
	Date approved
	Review date
	Audience 
	Link

	How information displays should look within your waiting area – needs updating for PC
	
	
	
	
	send for uploading 


Information Governance (Chris and Keisha)
	Title
	ELFT or local
	Date approved
	Review date
	Audience 
	Link

	Freedom of information policy
	ELFT
	Oct 2018
	Oct 2021
	
	Freedom of information policy


4. Health and safety policies and procedures 

(need to be mindful that estates and the waste etc are usually on direct contracts so policies will need to be reflective of the practices circumstance not always the trusts)
	Title
	ELFT or local
	Date approved
	Review date
	Audience 
	Link

	Accident and incident reporting Policy and procedure
	ELFT
	Dec 2018
	Dec 2021
	
	Incident Policy v8.4

	COSHH policy and procedure 
	
	
	
	
	Control of Substances Hazardous to Health Policy



Needs updating for PC

	Calibration of equipment 
	
	
	
	
	https://www.avensysmedical.co.uk/


	Display screen equipment policy and procedure 
	ELFT
	July 2019
	May 2022
	
	DSE Policy v5.0

	Estates helpdesk policy – needs updating 
	
	
	
	
	Estates Helpdesk poster


	Fire safety policy – needs an update for pc
	ELFT
	Jan 2018
	Jan 2021
	
	Fire Safety Policy




	Food safety and Hygiene Policy
	ELFT
	Jan 2021
	Jan 2024
	
	Food safety and Hygiene Policy 3.0

	Health and Safety Policy and procedure
	ELFT
	Feb 2018
	Feb 2021
	
	Health and Safety Policy v7

	Incident policy – needs updating 
	
	
	
	
	Incident Policy

	Infection control and prevention Policy
	ELFT
	April 2019
	April 2021
	
	Infection control and prevention Policy

	Legionella Policy 
	ELFT
	May 2016
	May 2019
	
	Legionella Policy (V2 April 2016)




	Ligature Risk Reduction Policy and Procedure
	ELFT
	Oct 2020
	Oct 2023
	
	Ligature Risk Reduction Policy and Procedure

	Linen and Laundry Policy
	ELFT
	Feb 2018
	Feb 2021
	
	Linen and Laundry Policy

	Lone working Policy and procedure
	ELFT
	July 2020
	July 2023
	
	Lone Worker Policy 6.1

	Pest control 
	ELFT
	Feb 2018
	Feb 2021
	
	Pest Control Policy Feb 2018




	Procedure for cleaning equipment 
	
	
	
	
	Procedure for cleaning equipment/s




	Risk Assessment Policy and procedure
	ELFT
	Oct 2020
	Oct 2023
	
	Risk Assessment Policy and procedure

	Waste management policy – needs updating
	ELFT
	April 2018
	April 2021
	
	Waste Management Policy rev4


5. Finance, temporary staffing, fees policies and procedures

	Title
	ELFT or local
	Date approved
	Review date
	Audience 
	Link

	Agency staffing process 
	ELFT 
	
	
	
	Marina to insert

	Agency waiver form
	ELFT 
	
	
	
	Marina to insert 

	Approved agency list 
	ELFT 
	
	
	
	Marina to insert

	Bank staffing process 
	ELFT
	
	
	
	Marina to insert 

	Operating cash management policy
	ELFT
	
	
	
	Operating Cash Management Policy




	Payment of fees policy and procedure in primary care 
	Local 
	
	
	
	We need to develop one also linked to Brexit 

	Signing up to deliver contracts in primary care the ELFT process
	Local 
	
	
	
	Marina to do with Christian

	Standards of business conduct policy
	ELFT
	
	
	
	Standards of Business Conduct Policy




	Standing financial instructions 
	ELFT
	
	
	
	Standing Financial Instructions




	Standing orders
	ELFT
	
	
	
	Standing orders




	Stock control and purchasing policy and procedure
	
	
	
	
	Needs to develop 

	Trust credit card policy 
	ELFT 
	
	
	
	Need to insert 


6. National primary care Covid-19 SOPs

	Title
	Written by
	Date approved
	Review date
	Audience
	Link

	Covid-19 privacy notice policy and procedure
	
	
	
	
	

	Covid-19 vaccinations in care homes 
	NHSE
	N/A
	N/A
	ALL
	https://www.england.nhs.uk/coronavirus/publication/standard-operating-procedure-covid-19-local-vaccination-services-deployment-in-community-settings/

	Guidance and updates: Highest clinical risk patients
	NHSE
	N/A
	N/A
	ALL
	https://www.england.nhs.uk/coronavirus/wp-content/uploads/sites/52/2020/03/C0830-i-gp-update-update-clinically-extremely-vulnerable-2nov.pdf

	Guidance for COVID-19 vaccination in care homes that have cases and outbreaks
	NHSE
	N/A
	N/A
	ALL
	https://www.england.nhs.uk/coronavirus/publication/guidance-for-covid-19-vaccination-in-care-homes-that-have-cases-and-outbreaks/

	Instruction on timing of second dose of COVID-19 vaccinations
	NHSE
	N/A
	N/A
	ALL
	https://www.england.nhs.uk/coronavirus/publication/instruction-on-timing-of-second-dose-of-covid-19-vaccinations/

	Infection control for primary care during Covid-19
	NHSE
	N/A
	N/A
	ALL
	https://www.england.nhs.uk/coronavirus/primary-care/infection-control/


	Lateral flow testing and reporting in primary care 
	NHSE
	N/A
	N/A
	ALL
	https://www.england.nhs.uk/coronavirus/publication/asymptomatic-staff-testing-for-covid-19-for-primary-care-staff/


	Management of Covid-19 in primary care
	NHSE
	N/A
	N/A
	ALL
	https://www.england.nhs.uk/coronavirus/publication/managing-coronavirus-covid-19-in-general-practice-sop/

	Novel coronavirus (COVID-19) standard operating procedure: COVID Oximetry @home
	NHSE
	N/A
	N/A
	ALL
	https://www.england.nhs.uk/coronavirus/wp-content/uploads/sites/52/2020/11/C0817-sop-covid-oximetry-@home-november-2020.pdf

	Referral and management of long covid-19
	
	
	
	
	

	Standard operating procedure: Management of COVID-19 vaccination clinical incidents and enquiries
	NHSE
	N/A
	N/A
	ALL
	https://www.england.nhs.uk/coronavirus/publication/standard-operating-procedure-management-of-covid-19-vaccination-clinical-incidents-and-enquiries/


	Triage first 
	Local
	
	
	
	Needs developing – also about breathing etc the red flag flow chart
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Current system

				Primary Care Reporting Process flow 

				(07.01.2021 version 0.1)



				Days 		First working day request data						Submit day Day 2 - 5										Data Validation and Report Preparation Day 6 - 8																														Corporate team to Review and sign-off - Day 9  - 10																Exec Director sign-off Day 11						Monthly submission  Day 12

				Informatics

				Practice Manager

				Corporate



















Is the report correct?

Email Executive Director for sign-off

P1

Report sent out to commissioner

YES

NO

Review Performance Report

 Executive Director review and sign-off through email

GP Practice extract data using Front-end EMIS 

Data extract and report screen shots sent to informatics

Data validation issue? 

Finance report and commissioner commentary updated for each practice in word document

NO

YES

Check for under performance areas

YES

Email to GP Practices to provide comments for under-performing areas

NO

Request data from GP practices

Email Corporate Performance team to review the report and sign-off 

Commissioner Report submitted in Performance sign-off folder

Finance report sent out to Finance Department

Collate all practice report into new KPI template

P1

Email  Informatics to update the report

Email to GP Practices for data issues

GP Practice provides comments/narrative for underperforming areas

New KPI Template  sent to Marina 



Proposed system

				Primary Care Reporting Process flow 

				(12.01.2021 version 0.2)



				Days 		First working day request data						Submit day Day 2 - 5										Data Validation and Report Preparation Day 6 - 8																								Marina sign-off Day 9						Corporate team to Review and sign-off - Day 10																Exec Director sign-off Day 11						Monthly submission  Day 12

				Informatics

				Practice Manager / 
Marina																								 

				Corporate



















Is the report correct?

Email Executive Director for sign-off

P1

YES

NO

Review Performance Report

 Executive Director review and sign-off through email

GP Practice extract data using Front-end EMIS 

Data validation issue? 

NO

YES

Hot-spots and Under performance areas

YES

Report / data to GP Practices for exceptional reporting

NO

Request data from GP practices

Email Corporate Performance team to review the report and sign-off 

Collate all practice report into new KPI template

P1

Email  Informatics to update the report

GP Practice provides comments/narrative for underperforming areas

Finance report and commissioner commentary updated for each practice in word document

Is the report correct?

Send data to informatics

Collate narrative and commissioner reports

YES

Email informatics to correct the report

NO

Marina to review and sign-off the reports

Upload the  reports

Marina to send email confirmation to informatics

Commissioner Report submitted in Performance sign-off folder

Finance Report sent out to Finance Department

Report sent out to commissioners

New KPI template sent out to Marina



Future Proposed system

				Primary Care Reporting Process flow 

				(12.01.2021 version 0.2)



				Days 		First working day request data						Submit day Day 2 - 5										Data Validation and Report Preparation Day 6 - 8																								Marina Sign-off Day 9						Corporate team to Review and sign-off - Day 10																Exec Director sign-off Day 11						Monthly submission  Day 12

				Informatics

				Practice Manager / 
Marina																								 

				Governance Lead

				Corporate



















Is the report correct?

Email Executive Director for sign-off

P1

YES

NO

Review Performance Report

 Executive Director review and sign-off through email

GP Practice extract data using Front-end EMIS 

Data validation issue? 

NO

YES

Hot-spots and Under performance areas

YES

Report / data to GP Practices for exceptional reporting

NO

Request data from GP practices

Email Corporate Performance team to review the report and sign-off 

 Directorate governance lead to collate all practice report into new KPI template

P1

Email  Informatics to update the report

GP Practice provides comments/narrative for underperforming areas

Finance report and commissioner commentary updated for each practice in word document

Is the report correct?

Send data to informatics

Collate narrative and commissioner reports

YES

Email informatics to correct the report

NO

Marina to review and sign-off the reports

Upload the  reports

Marina to send email confirmation to informatics

Commissioner Report submitted in Performance sign-off folder

Finance Report sent out to Finance Department

New KPI template sent out to Marina

Report sent out to commissioners
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Terms of reference 


Service based Monthly Integrated Performance and Finance Meeting

1. 
Background and Purpose


1.1
To provide high quality community-orientated health care to our local communities.


1.2
We will do this in partnership with service users, their carers and families and statutory and 
voluntary organisations. The Trust’s core values are to:


· Put the service user and carer at the centre of everything we do, and strive to improve patients' and service users' experience of our services


· Ensure wider choice and promote independence


· Provide safe, effective and value for money services


· Ensure equality and value diversity


· Recognise the contribution of our staff and provide a capable workforce


· Promote social inclusion and recovery


· Support people to take responsibility for their own health

1.3 Previously there has been 2 meetings per month which each service (one for finance and one for performance). 

1.4 With the appointment of a Directorate Development Managers whose role it is lead on performance and across Directorate and development projects one of which is the introduction and circulation of an ‘integrated service report’ it makes sense to streamline 10 meetings down to 5 and cover all areas of the service including performance and finance in one place.


2. 
Responsibilities


2.1 
This meeting will report up into the DMT. It will review and assure we are providing all care to a standard and adhering to national target levels and within financial balance.

2.2 
where areas of off track the group will have responsibility for reporting by exception, generating any improvement planning needed and overseeing the integrated service report.

2.2.1
Reviewing and generating: - (all areas must include improvement plans with SMART objectives and a mechanism for updating practice systems and processes as a result).


A. QOF (all domains)

B. Vaccinations


C. Inequalities relating to covid-19 and access 

D. Learning Disabilities


E. Severe Mental Health 


F. Breast Screening

G. Cervical Screening


H. NHS Health Check


I. Capacity and demand of Appointments


J. Enhanced services 


K. Finances 

3.
Membership


3.1 
The membership of the Practice Based Clinical Governance Group will be as follows:


		Representative

		Role



		Nicola Hoad

		Directorate Development Manager (Chair)



		

		Lead GP



		

		Lead Nurse



		

		Practice Manager 



		Dr Liz Dawson 

		Medical Director Primary Care 



		Marina Muirhead

		Director of Primary Care 



		Shade Olutobi

		Business Partner 



		Tina Ellu

		Finance Lead 





3.2
Each member will appoint a named deputy in advance to act on their behalf.


3.3
Other members will be co-opted to provide the group with experience, advice and expertise as is necessary.

3.4
Admin support to the group will be provided by a Directorate Development Manager. The DDM will have responsibility for circulating the notes from the meeting and following up any actions.

4.

Frequency of meetings


4.1
This group will meet monthly with action notes, the notes will be sent to the DMT for oversight, confirm and challenge.

6.

Cycle 

1. Monthly integrated performance report produced – DDM 


2. Sent to the service by the 5th day of the following month – DDM 

3. Service to review the pack and annotated – Service Lead 

4. Pack to be shared back with the DDM and signed off as final by 7th working day of the month - DDM

5. Packs to be circulated across the Directorate and included on the DMT agenda – Marion 

6. Performance and finance meeting to take place with confirm and challenge - DDM

7. Discussion on the key areas at the DMT – DDM and Service Leads 

8. Action planning followed up - DDM

Terms of reference approved date: 28th January 2021 

Approved by: DMT 

Next review date January 2021 


Appendix – action notes template 

Notes Service Integrated Performance and Finance Meeting


		Service 

		



		Chair

		Nicola Hoad 



		Meeting date

		



		Attendance 

		



		Apologies 

		





		Performance 



		Area 

		Progress / Update 

		Actions / areas identified for improvement 



		QOF

		

		



		Cervical Screening 

		

		



		Enhanced services 

		

		



		New patient health checks 

		

		



		Inequalities 

		

		



		Flu vaccinations

		

		



		Capacity and demand 

		

		



		Working with the primary care and vulnerable person outreach service 

		If applicable 

		



		Fingertips and GP data hub 

		

		



		Finance  



		Area 

		Progress / Update 

		Actions / areas identified for improvement 



		Overview 

		

		



		Income 

		

		



		Expenditure 

		

		



		Budget corrections / inaccuracies 

		

		



		Agency 

		

		



		Bank 

		

		



		Forecast staffing and rotas  

		

		



		Vacancies and plans 
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