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1. Introduction 

This report has been prepared by Incomes Data Research (IDR) and, as requested, it provides 

market salary data for the following role(s):  

 

• Head of operations 

 

 

2. Market salary data 

This section presents the market salary data. We aim to provide a minimum of three sources 

of information for each job to enable ‘triangulation’ of the results, and thereby provide the 

widest possible assessment of the market for this role.  

 

2.1. Market data 

The tables in the following sections provide the aggregate market salary for a full-time head 

of operations. 

 

2.1.1. NHS data 

In this section we provide information on the salary range for the pay band likely to cover 

comparator jobs in the NHS. The NHS, with 1.2m staff, is the largest employer in the UK and as 

such plays a key role in influencing the market for many non-medical roles, particularly in 

education, given the links between parts of higher education and the NHS. 

 

Operations managers in the NHS are typically employed on Band 8a and the current salary 

range is between £45,753 and £51,668 a year outside of London and high-cost areas in the 

South East/South. 

 

Roles based in high-cost areas qualify for the following supplements: 

• Inner London – 20% of basic salary, subject to a minimum payment of £4,474 and a 

maximum payment of £6,892; 



 
 

 

• Outer London – 15% of basic salary, subject to a minimum payment of £3,786 and a 

maximum payment of £4,824; 

• Fringe – 5% of basic salary, subject to a minimum payment of £1,037 and a maximum 

payment of £1,793. 

 

2.1.2. IDR data 

The following tables contain data from IDR Pay Benchmarker, our online database of salary 

information. This data has been collected by IDR directly from employers through surveys and 

bespoke data collection for the IDR Pay Benchmarker service. 1 

 

Operations manager, whole economy, job level 83 

Job level Company 

count 

Lower 

quartile 

Median Upper 

quartile 

Average 

Level 8, all regions 15 £48,826 £51,913 £54,447 £60,618 

Level 8, Scotland 7 £50,052 £51,913 £53,168 £53,460 

Source: IDR Pay Benchmarker. 

 

  

 
1 Refers to the IDR Job Level. These typically cover the following types of roles: 1 and 2, admin, 

support and manual roles; 3 and 4, secretarial and craft roles; 5 and 6, vocational and supervisory; 7 

and 8, professional and managerial; 9, senior management; 10a and 10b, directors; 11, senior 

directors/chief executives. 



 
 

 

 

2.1.3. Other sources 

The following table displays data from an external professional and managerial survey. Each 

line of data shows an individual filter as opposed to each filter layering on top of the last. For 

example, you are seeing all the data in Scotland for operations managers, regardless of sector, 

and you can see all the not-for-profit data regardless of region. 

 

Operations manager 

 Lower 

decile 

Lower 

quartile 

Median Upper 

quartile 

Upper 

decile 

National range 42,720 47,779 56,211 66,329 78,133 

Public 

administration 41,866 46,824 55,087 65,002 76,571 

Not-for-profit 37,066 41,568 48,903 57,706 67,976 

Scotland 44,429 49,690 58,459 68,982 81,259 

Source: professional and managerial survey 

 

 

 

 

 

  



1. Job advertisements

This section details current comparable vacancies from our database of advertised positions. 

1.1. Data and summary 

Head of operations – sport – advertised positions summary 

Minimum Maximum 

Average £46,407.50 £49,893 

Head of operations - sport - job advertisements 

Organisation Job title Min Max 

Gig Cymru NHS Wales Lead site manager speciality £45,753 £51,668 

Capability Scotland Operations manager £48,643 £48,643 

University of Stirling Operations Manager £41,526 £49,553 

British Geological Survey ESO operations manager UKRI £49,708 £49,708 

1.2. Job advertisements 

The following pages present the job advertisements for the above vacancies. 



 
 

 
 
             

  
                 JOB DESCRIPTION  

  
 

JOB DETAILS: 
Job Title 
 

Lead Site Manager Speciality 

Pay Band 
 

8a 

Hours of Work and Nature of 
Contract 
 

To be completed on recruitment 

Division/Directorate 
 

 

Department 
 

Surgical & Anaesthetics CPG’s 

Base To be completed on recruitment 

 
 
 
ORGANISATIONAL ARRANGEMENTS: 
 
Managerially Accountable to: 
 

Associate Chief’s of Staff [Operations] 

Reports to: Name Line Manager 
 

 

Professionally Responsible to: 
 

Associate Chief’s of Staff [Operations] 

 
Add organisational statement on values and behaviours 
 
 
 
 

 
Job Summary/Job Purpose: 
The Lead Site Manager is a key member of the senior management team of the Clinical 
Programme Groups (CPGs). S/he derives their authority and responsibility directly from the 
Lead Manager Operational Delivery.  This is a role within the CPG that carries significant 
leadership and management responsibility within an organisation that is clinically and 
managerially led from the front. 
 
The Lead Site Manager brings considerable expertise, experience and leadership to the 
relevant CPG specified Area acting on behalf of the Lead Manager Operational Delivery for staff 
development, promoting quality, health and safety, and financial control of professional, 
administrative and ancillary functions provided within the specified Areas within the Clinical 

CAJE REF: 40881 

Add organisational statement on values and behaviours 
To improve health and deliver excellent care. Put patients first, Work together, Value 
and respect each other, Learn and innovate, Communicate openly and honestly. 



Programme Groups.  S/he will be a strong leader demonstrating the ability to deliver against 
performance targets. 
 
 
Reporting directly to the Lead Manager Operational Delivery s/he has responsibility to ensure 
the delivery of safe, effective and high quality clinical services within available resources, 
ensuring the delivery of the Annual Quality Framework (AQF).  As a key member of the Clinical 
Programme Group, s/he will contribute to the management of its safety and quality 
performance and the pan CPG development and delivery of designated clinical service 
portfolios.  S/he will ensure that the Clinical Programme Group 5-year Strategic Plan and 
objectives, operational policies and strategic intentions are implemented or incorporated into 
the plans for the specified Area of responsibility. 
 
The Lead Site Manager promotes positive and constructive working relationships between all 
staff groups. 
 
The Lead Site Manager ensures that the local area involves social, voluntary and other agencies 
as appropriate in the delivery and development of services, ensuring the involvement of the 
public and patients.  
   
The postholder is responsible for the delivery of effective services within the specified Area 
localities. 
 
The Lead Site Managers will deputise for the Lead Manager Operational Delivery and senior 
officers of the Clinical Programme Group, representing the CPG’s at key meetings.   
   
In carrying out their duties, the Lead Site Manger has a high workload capability and 
perseverance coupled with a flexible approach and an ability to maintain intense concentration 
during the working day whilst multi-tasking a diverse range of unrelated, challenging projects 
and tasks.     
 
The Lead Site Manager is required to maintain, through ongoing Continuous Professional 
Development, up-to-date knowledge of health policy and management/leadership issues and 
have extensive experience across a diverse range of managerial areas, including: finance; 
estates; business and capital planning; human resources management; governance; and 
information management. 
 
The Lead Site Manager participates in the managerial operational (Bronze) on call rota. 
 

 
DUTIES/RESPONSIBILITIES: 

 
General Management 
The post holder is accountable for the delivery of multiple clinical, professional and other services, 
and is the general management link to the Clinical Programme Groups Management Teams for the 
specified area. 
 
The post holder is an effective leader motivating staff and applies modern principles of leadership, 
contributing to CPG agendas.   
 
The post holder is responsible for all day-to-day operational and general management matters 
within the specified Area, promoting a culture of open communication underpinned by multi-
disciplinary team working, ensuring timely and appropriate decisions to deliver quality patient 
care within the resources available.  
 
The post holder ensures that timely and appropriate decisions are made to deliver quality patient 



care within the resources available, escalating matters to the Lead Manager Operational Delivery 
as appropriate. 
 
The post holder, in conjunction with the site Clinical Directors provides operational direction and 
planning for all services with the overall objectives of the CPG and Health Board, working closely 
with the lead professional managers and consultant medical staff in ensuring that their individual 
operational plans are consistent with corporate objectives and priorities.   
 
The post holder is responsible for developing and maintaining performance management systems 
to ensure the effective and efficient use of all resources in order to achieve CPG and corporate 
targets/objectives. 
 
 
The post holder will contribute to  the delivery of major organisational and service delivery 
changes across operational, professional and/or organisational boundaries. 
 
 
The post holder is required to impart complex information, both to individual staff members, well 
as to groups of staff, using a range of communication tools to achieve this. 
 
The post holder will support the delivery of the public health agenda within the activities of the 
CPG’s making sure that prevention and treatment are of equal value 
 
The post holder will support the CPG’s deliver mechanisms and systems that secure the 
confidence of staff and patients regarding public health protection 
 
The post holder will be required to support a portfolio of clinical specialities across the CPG 
supporting the Speciality Leads to encourage dialogue amongst clinicians to determine needs and 
priorities.  
 
Contribute to the 5-year service strategy on behalf of the CPG’s that reflects demographic 
changes, economic realities, advancement in medicine, workforce redesign and value for money. 
 
Take on other duties as required by the Lead Manager Operational Delivery that will promote, 
secure and develop the CPG’s and the services they provide. 
 
 
Financial Management 
The post holder has delegated responsibility for the management of a complex multi-million 
pound budget and associated capital assets, with due regard to complying with the Standing 
Financial Instructions of the Health Board and with European tendering legislation. 
 
The post holder, in partnership with the Lead Manager Operational Delivery and Clinical Director 
agrees the annual budget for the area, taking account of forecasting of known cost pressures and 
anticipated service developments/rationalisations. 
 
The post holder identifies, takes the lead on and monitors cost improvement programmes and 
efficiency measures in accordance with the financial strategy of the CPG, reporting any deviations 
from the financial plan, and identifying appropriate solutions. 
 
The post holder in conjunction with the Lead Manager Operational Delivery develops and 
maintains robust systems of financial control, including the regular review and monitoring of the 
financial performance of delegated budget holders, ensuring that corrective actions are taken to 
deliver the CPG’s financial targets. 
 
The post holder will support the introduction of Service Line Reporting, ensuring application 
consistently within all relevant departments. 



 
The post holder continuously examines and appraises the value for money obtained by the use 
and deployment of resources and identifies areas for improvement. 
 
The post holder (and Clinical Director) is an authorised signatory for all pay and non pay budgets 
within the specified Departments, and (together with the Clinical Director) is also the signatory for 
all Trust Funds held. 
 
 
Performance Management, Planning, Policy and Service Development 
The post holder is responsible for the implementation of the strategic direction of the CPG 
activities within the 5 year plan, as these relate to the relevant area / localities, and through this, 
for supporting and influencing a positive commitment to the modernisation agenda and 
continuous improvement across all staff groups. 
 
The post holder is responsible for identifying local factors influencing the implementation of 
national policies.   
 
The post holder in conjunction with Lead Manager Operational Delivery is responsible for ensuring 
that the operational plan is produced which details how national and local policies and priorities 
will be delivered by the area to meet national and local standards/targets and to provide modern 
‘designed’ patient care responsive to the needs of service users.  
 
In an atmosphere of constant change due to political, economic, social and technological factors, 
the post holder is responsible for altering and amending Operational Plans, ensuring the delivery 
of both CPG and corporate objectives. 
 
The post holder in conjunction with the Lead Manager Operational Delivery is responsible for 
advising the CPG in its negotiations with commissioners about the achievement of service 
standards, this includes work to repatriate activity from English providers.  
 
The post holder is responsible for ensuring the use and development of a range of performance 
management monitoring tools to ensure that systems are in place to continually assess and review 
throughout the year achievement of AOF / AQF and other national targets. 
 
The post holder is responsible for researching, prioritising and developing business cases for 
capital and revenue funding in line with Health Board internal policies and with Capital Investment 
Manual procedures. 
 
The post holder is responsible for benchmarking the full range of services to inform service 
changes and to identify areas of best practice. 
 
The post holder is responsible for acting as the Project Manager, using the principles of Prince 2 
methodology, for significant and complex capital projects, ensuring that sound project 
management arrangements are in place to ensure that major schemes are delivered on time and 
within budget, and lead to improved and more efficient service provision. 
 
The post holder is a member of key corporate level groups, including the Hospital Management 
Team. 
 
Responsible for the specified Area 5-year rolling capital planning process, ensuring that capital 
assets are managed effectively. 
 
 In conjunction with lead Manager Operational Delivery, devise and implement objectives for each 
clinical area, sub speciality and provide performance management support to monitor 
achievement and respond to the annual Performance Review. 
 



Responsibility for the delivery of all targets relevant to the CPG in meeting its performance 
targets. At the same time, ensure an effective balance between activity and the quality and service 
improvement agenda. 
 
Responsible for the provision, management and development of appropriate IM&T systems and 
training, with appropriate assistance from the IM&T Dept, in order to support clinical, professional 
and other practice, governance and management.  
 
Ensure record keeping systems meet, Welsh Risk Pool, governance and statutory requirements. 
 
 
Health and Safety, Corporate and Governance 
Fully contribute to the management of critical incidents, reporting systems, risk assessment and 
risk management. 
 
The post holder is responsible for the Health and Safety structure and framework that 
encompasses all areas and all staff groups in the specified area. 
 
The post holder is responsible for ensuring that an annual Health and Safety action plan is 
produced, identifying key action areas for improvement  
 
The post holder is responsible for ensuring that a robust system exists for the recording and 
investigating all IRI incidents, accidents and untoward occurrences as well as for ensuring that 
appropriate follow up action is taken  
 
The post holder is responsible for ensuring that a Health and Safety risk register is produced, 
reviewed and updated annually and that this contributes to the CPG risk register. 
 
The post holder is responsible for ensuring the identification and management of all health and 
safety issues in accordance with the HB / CPG Risk Strategy, Health and Safety legislation, 
professional codes of conduct, and with local policies and guidelines.   
 
The post holder is responsible for ensuring that the requirements of the Welsh Risk Management 
standards and for actively contributing to corporate standards as required. 
 
Through other professional heads of service, the post holder is responsible for ensuring that all 
professional staff groups deliver their obligation as laid down by their respective professional 
bodies and codes of conduct. 
 
 
The post holder is responsible for reviewing and implementing recommendations from external 
statutory and professional inspections, including Healthcare Inspectorate Wales; Royal College 
inspections; the Health & Safety Executive; and, the Audit Commission. 
 
 
Human Resources Management 
The post holder is responsible for developing the management skills of the professional managers, 
with areas for development identified at each manager’s annual performance development 
review. 
 
The post holder in conjunction with the Lead Manager Operational Delivery is responsible for 
developing a healthy climate of employee relations, ensuring the implementation of all HB / CPG 
policies for the effective management of issues relating to discipline, poor performance, 
grievance, equality and diversity, health and safety at work, sickness management and all other 
agreed OD policies. 
 
The post holder is responsible for establishing and developing, with the involvement of staff side 



representatives to promote positive working relations across the specified Area / Localities. 
 
The post holder acts as an Investigating Officer for matters relating to staff suspension from duties 
to due to performance, disciplinary or grievance related matters. 
 
The post holder acts as a mediator for complex and difficult to resolve staffing matters. 
 
The post holder is responsible for ensuring that annual workforce plans are prepared 
encompassing all staff groups to meet service needs in line with national and local developments. 
 
The post holder is responsible for ensuring that systems are in place for staff to have an annual 
performance development review to identify staff training and development needs and for 
ensuring that a record of individual training and development is maintained. The post holder is 
also responsible for ensuring through this that staff are working to agreed objectives and have a 
clear understanding of the HB / CPG goals and their contribution in achieving these goals.    
 
The post holder is responsible for ensuring that mandatory training is accessible for staff. 
 
The post holder is responsible for conducting at least one annual job plan review with each 
Consultant and SAS doctor, recognising and planning for any service capacity implications that 
may result from changes to job plans in conjunction with the CD and lead Manager Operational 
Delivery 
 
The post holder is responsible for ensuring that all junior medical staff in the specified Area / 
Localities are working rotas that are New Deal compliant. 
 
  The Lead site Manager must ensure that there is appropriate involvement from the Medical, 
Nursing or Allied Health Professional Clinical Lead in the management of professional performance 
issues. 
 
 
Information Management 
The post holder is responsible for liaising with the Information Department to ensure the 
development, provision, management and implementation of appropriate Information 
Management and Technology systems to collect and analyse data to support the clinical, 
professional, governance and managerial activities  
 
The post holder in conjunction with Lead Manager Operational Delivery is responsible for 
identifying the information requirements to support the corporate management, ensuring that all 
relevant statistical data is disseminated and used to inform discussions about services with the 
CPG. 
 
The post holder, through the use of well developed analytical skills, is responsible for the 
interpretation of complex activity data and for using this to inform service planning and decision 
making.  This involves the capacity to identify key trends/changes from complex data and to 
summarise these in a meaningful and succinct manner. 
 
The post holder is responsible for developing and producing regular statistical reports for the local 
and CPG management team, clinical staff to inform service planning and decision making, ensuring 
that this information is accurate, timely, relevant and user friendly. 
 
The post holder is responsible for the provision of ad hoc statistical reports to inform service 
planning and decision making, using a range of presentation formats and data analysis tools to 
summarise salient points for a wide and diverse range of individuals and agencies 
 
The post holder is responsible for liaising with the IM&T to ensure that accurate and timely 
information is available to monitor key targets, thereby contributing to the achievement of 



corporate targets. 
 
The post holder is responsible for ensuring that data is collected to inform the implementation of 
modernisation initiatives, National Service Frameworks, the National Cancer Plan and 
improvements in unscheduled care. 
 
The post holder uses advanced Microsoft office, word processing, excel spreadsheets, power point 
presentations and other software applications for the purposes of producing reports, analysing 
complex data and for undertaking presentations to staff 
 
The post holder is responsible for ensuring the safety and confidentiality of information held both 
manually and electronically, encompassing both patient and staff held records. 
 
 
Research and Development 
The post holder in conjunction with Lead Manager Operational Delivery is responsible for co-
ordinating and overseeing the development of innovations and changes in service delivery in the 
areas of clinical governance and managerial quality standards setting, and for developing a CPG’s 
evidence base in line with CPG’s and Health Board priorities. 
 
In conjunction with the Clinical Director, the post holder is responsible for ensuring that a 
specified Area  programme of Research/Audit projects is developed, including the identification of 
the resources required to support this programme. 
 
The post holder is responsible for ensuring that research/clinical governance/audit data is 
disseminated across the specified Area and within the CPG. 
 
The post holder contributes to the development of evidence based managerial and leadership 
practices. 
 
 
Freedom to Act 
On behalf of the Lead Manager Operational Delivery the post holder has the freedom to act 
autonomously to ensure that the specified Area achieves its objectives  
 
The post holder works independently, informed by his/her annual individual performance 
development review undertaken jointly by the Clinical Director and  Lead Manager Operational 
Delivery. 
 
 
Knowledge and Skills 
The post holder is responsible for keeping up to date and well informed about evidence based 
clinical and managerial practice through relevant reading, attendance at in-service and external 
training programmes, undertaking visits to other Health Boards, and undertaking database 
searches.  The post holder maintains a record of their CPD development. 
 
As a qualified member of the Institute of Healthcare Managers, the post holder is responsible for 
maintaining their CPD to ensure continued recognition by the Institute for practice. 
 
The post holder is responsible for identifying their professional development needs during their 
annual performance review to ensure that they have and maintain excellent leadership and 
management skills. 
 
The post holder engages in reflective practice about their leadership and management practice 
with peers  
 
The post holder has highly developed emotional intelligence skills both of themselves and to 



manage a widely diverse range of individual and staff groups. 
 
The post holder demonstrates negotiation skills in the management of conflict and disagreement 
across a range of situations, including the resolution of patient complaints and staff concerns. 
Which may involve diffusion of hostility and aggression.  
 
The post holder recognises potential relationship breakdown and conflict when it occurs between 
individuals and groups of staff and generates a range of solutions to resolve these situations, 
including mediation. 
 
The post holder has excellent presentation skills to promote multi-disciplinary and interagency 
liaison to a broad range of audiences 
 
The post holder uses advanced Microsoft office, word processing, excel spreadsheets, power point 
presentations and other software applications for the purposes of producing reports, analysing 
complex data and for undertaking presentations to staff, CPG Board members and external 
agencies. 
 
The post holder has excellent keyboard skills and uses a word processor/VUD for more than 25% 
of the working day. 
 
The post holder is responsible for managing and prioritising their own workloads, and for advising 
and guiding all line managers and professional heads of service on the management and 
prioritisation of their workloads, ensuring that core and corporate objectives are met, and that 
working hours are European Working Time Directive compliant. 
 
 
 
 
Effort and Environment 
The post holder has due regard for their own personal safety and ensures that all line managers 
and professional heads of service observe the same, with particular regard to moving and handling 
regulations and other health and safety regulations. 
 
The post holder is required to maintain intense concentration during the working day whilst multi-
tasking on a daily basis on a diverse, challenging and heavy workload.  This includes the 
preparation and submission of reports and business cases, often at short notice, all the time 
ensuring that decision making is based on sound and well reasoned arguments. 
 
The post holder is required to analyse data and compile reports in the context of frequent daily 
interruptions. 
 
The post holder is expected to be flexible  to meet the demands of the environment including 
unpredictable work patterns, deadlines and frequent interruptions. 
 
The post holder uses a word processor/VDU for at least 25% of their working day. 
 
The post holder provides pastoral support to staff that may be experiencing personal difficulties 
which impinge upon their work. 
 
The post holder uses appropriate strategies to manage aggressive behaviour within the workplace. 
 
The post holder is required to drive/travel during the course of carrying out their duties. 
 
 
Managerial On Call Duties 
The post holder participates in the managerial operational on call rota (Bronze), acting as the first 



line source of senior management advice/support outside of normal working hours.   
 
The post holder is available for duty for a continuous period of 4 and 3 day periods when on call. 
The rota is greater than 1 in 20 in frequency. 
 
The post holder acts as the managerial lead for a Major Incident procedure when on call for the 
specified acute hospital site. 
 
In conjunction with Consultant staff on call and the Clinical Site Manager, and in liaison with the 
Ambulance Service, other HB acute hospital sites and the GP out-of-hours service, the post holder 
ensures that the acute site remains open to emergency admissions outside normal working hours 
during periods of intense bed pressures. 
 
The post holder provides a full range of managerial and administrative support across multiple 
hospital sites out of hours, including providing advice on legislative matters, such as the Mental 
Health Act; location of case notes required in an emergency; and, the provision of advice/ support 
on a wide range of human resource management issues, including arranging locum medical staff 
and suspending staff from duty where necessary. 
 
The above is intended to give a broad indication of the range and responsibilities to be carried out 
by the Lead site Manager to support the appointment to this post.  It will develop over time and 
the job description will be revised and updated accordingly in conjunction with the post holder. 
  
 

 
 
 
GENERAL REQUIREMENTS  
 
Include those relevant to the post requirements 

 
 Values:  All employees of the Health Board are required to demonstrate and embed the Values and 

Behaviour Statements in order for them to become an integral part of the post holder’s working life and 
to embed the principles into the culture of the organisation. 

 
 Registered Health Professional:  All employees who are required to register with a professional body, to 

enable them to practice within their profession, are required to comply with their code of conduct and 
requirements of their professional registration.  

 
 Healthcare Support Workers:  Healthcare Support Workers make a valuable and important contribution 

to the delivery of high quality healthcare.  The national Code of Conduct for NHS Wales describes the 
standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed 
within NHS Wales.  Health Care Support Workers are responsible, and have a duty of care, to ensure 
their conduct does not fall below the standards detailed in the Code and that no act or omission on their 
part harms the safety and wellbeing of service users and the public, whilst in their care. 
 

 Competence:  At no time should the post holder work outside their defined level of competence.  If 
there are concerns regarding this, the post holder should immediately discuss them with their 
Manager/Supervisor.  Employees have a responsibility to inform their Manager/Supervisor if they doubt 
their own competence to perform a duty. 
 

  Learning and Development: All staff must undertake induction/orientation programmes at Corporate 
and Departmental level and must ensure that any statutory/mandatory training requirements are 
current and up to date.  Where considered appropriate, staff are required to demonstrate evidence of 
continuing professional development.  
 

 Performance Appraisal: We are committed to developing our staff and you are responsible for 



participating in an Annual Performance Development Review of the post.   
 

 Health & Safety:  All employees of the organisation have a statutory duty of care for their own personal 
safety and that of others who may be affected by their acts or omissions.  The post holder is required to 
co-operate with management to enable the organisation to meet its own legal duties and to report any 
hazardous situations or defective equipment.  The post holder must adhere to the organisation’s Risk 
Management, Health and Safety and associate policies. 
 

 Risk Management:  It is a standard element of the role and responsibility of all staff of the organisation 
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. 
 

 Welsh Language:  All employees must perform their duties in strict compliance with the requirements of 
their organization’s Welsh Language Scheme and take every opportunity to promote the Welsh language 
in their dealings with the public. 
 

 Information Governance:  The post holder must at all times be aware of the importance of maintaining 
confidentiality and security of information gained during the course of their duties.  This will in many 
cases include access to personal information relating to service users.   
 
 

 Data Protection:  The post holder must treat all information, whether corporate, staff or patient 
information, in a discreet and confidential manner in accordance with the provisions of the General Data 
Protection Legislation and Organisational Policy.  Any breach of such confidentiality is considered a 
serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory 
legislation and the HB or Trust Disciplinary Policy. 
 

 Records Management:  As an employee of this organisation, the post holder is legally responsible for 
all records that they gather, create or use as part of their work within the organisation (including 
patient health, staff health or injury, financial, personal and administrative), whether paper based or 
on computer.  All such records are considered public records and the post holder has a legal duty of 
confidence to service users (even after an employee has left the organisation).  The post holder should 
consult their manager if they have any doubt as to the correct management of records with which they 
work. 
 

 Equality and Human Rights:  The Public Sector Equality Duty in Wales places a positive duty on the 
HB/Trust to promote equality for people with protected characteristics, both as an employer and as a 
provider of public services.  There are nine protected characteristics: age; disability; gender 
reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and 
sexual orientation.  The HB/Trust is committed to ensuring that no job applicant or employee receives 
less favour-able treatment of any of the above grounds.  To this end, the organisation has an Equality 
Policy and it is for each employee to contribute to its success. 
 

 Dignity at Work:  The organisation condemns all forms of bullying and harassment and is actively 
seeking to promote a workplace where employees are treated fairly and with dignity and respect.  All 
staff are requested to report any form of bullying and harassment to their Line Manager or to any 
Director of the organisation.  Any inappropriate behaviour inside the workplace will not be tolerated 
and will be treated as a serious matter under the HB/Trust Disciplinary Policy. 

 
 DBS Disclosure Check:  In this role you will have * direct / indirect contact with* patients/service users/ 

children/vulnerable adults in the course of your normal duties.  You will therefore be required to apply 
for a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the HB/Trust’s pre-
employment check procedure.  *Delete as appropriate. 
If the post holder does not require a DBS Disclosure Check, delete as appropriate.  
 

 Safeguarding Children and Adults at Risk:  The organisation is committed to safeguarding children and 



adults at risk.  All staff must therefore attend Safeguarding Children & Adult training and be aware of 
their responsibilities under the All Wales Procedures. 
 

 Infection Control:  The organisation is committed to meet its obligations to minimise infections. 
All staff are responsible for protecting and safeguarding patients, service users, visitors and employees 
against the risk of acquiring healthcare associated infections.  This responsibility includes being aware 
of the content of and consistently observing Health Board/Trust Infection Prevention & Control Policies 
and Procedures. 
 

 No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board/Trust 
sites, including buildings and grounds, are smoke free. 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
























