JOB DESCRIPTION

JOB DETAILS

Job title:
Special Investigator (Paralegal)  - All Wales Retrospective Continuing Health Care Review Process
Grade:
 
Band 4

Hours of work:
37.5 hours per week 

Department/Ward:

NHS Wales Shared Services Partnership ( NWSSP)

Division:


NWSSP Legal & Risk Services
Base:
Unit 13 Lambourne Crescent, Llanishen, Cardiff 
ORGANISATIONAL ARRANGEMENTS

Accountable to:
Managerially   - a) Managing Solicitor


                           b) Business Manager


Reporting      - 
Paralegal Manager / Senior Solicitor
JOB PURPOSE

To participate in the operational delivery of the All Wales Retrospective Continuing Health Care ( CHC) Review Process. To assist the NHS Continuing Healthcare team and Clinical Advisers by providing written reports in respect of retrospective claims for Continuing Health Care (CHC) funding. The role will be carried out under the supervision of a senior solicitor undertaking day-to-day management of NHS Continuing Healthcare retrospective claims on behalf of Local Health Boards. To work closely with the team and the Senior Solicitors/Solicitors gaining experience within the area of Continuing Healthcare.  
DUTIES AND RESPONSIBILITIES

1. To review medical records and draft detailed chronologies of significant healthcare events throughout the patient’s care, to identify for Powys Local Health key information relevant to a patient’s eligibility for CHC. This process will involve:
· Identifying & obtaining relevant medical records

· Reviewing medical records
· Providing a detailed written report to the client detailing relevant key findings from the medical records. 
· Drafting chronologies using voice recognition software packages
· Preparing the chronologies and reports in a timely manner to enable the Project to comply with the time limits required by the Welsh Assembly Government (WAG) /Public Services Ombudsman for Wales ( PSOW).
· Liaising with Clinical Advisers 
· Drafting letters to Claimants or their family representatives to inform them of the progress of the claim.  
· Keeping up to date and receiving training on the CHC 
· Entering relevant information on the NWSSP Legal & Risk Services computerised case management system
2.
To keep accurate records of time spent in daily activities via the computerised case management system, for NHS audit and reporting purposes.
3.
To establish and maintain good relationships with clients, contacts in the All Wales Retrospective CHC Review Process team and colleagues within NWSSP Legal & Risk Services etc.
COMPETENCE

You are responsible for limiting your actions to those which you feel competent to undertake.  If you have any doubts about your competence during the course of your duties you should immediately speak to your line manager / supervisor.

PERFORMANCE APPRAISAL

The post holder will be expected to participate in a performance reviews in operation or introduced within the Department

RISK MANAGEMENT

It is a standard element of the role and responsibility of all staff of the Health Board  that they fulfil a proactive role towards the management of risk in all of their actions. This entails the risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses and hazards.

RECORDS MANAGEMENT

As an employee of the Health Board, you are legally responsible for all records that you gather, create or use as part of your work within the Health Board (including patient health, financial, personal and administrative), whether paper based or on computer. All such records are considered public records, and you have a legal duty of confidence to service users (even after an employee has left the Health Board ). You should consult your manager if you have any doubt as to the correct management of records with which you work.

HEALTH AND SAFETY REQUIREMENTS

All employees of the 
Health Board have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.  Employees are required to co-operate with management to enable the Health Board  to meet its own legal duties and to report any hazardous situations or defective equipment.

CONFIDENTIALITY

All employees of the Health Board are required to maintain the confidentiality of members of the public (patients, well women and service users etc.) and members of staff in accordance with Health Board policies.






