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The Whittington Hospital NHS Trust

IM& T Directorate

Job Description

Title:

Clinical Coding Officer  (Trainee)

Grade
   
Band 2

Hours of duty:
37.5

Annual Leave: 
27 days increasing to 29 days after 5 years NHS service and 33 days after 10 years NHS service

Terms & Conditions of Service:
In line with national terms & conditions.
Department:  
Information Services

Accountable to:
Assistant Director Information Services 

Responsible to:
Clinical Data Manager 

BACKGROUND

The Whittington Hospital is continually reviewing its Clinical Coding service in light of changing needs of the Trust and the National initiatives involving the progression to Electronic Health Records.

The demands that are placed on the service will grow as will the need for continual improvement in data quality, which underpins the efficient running of the Trusts clinical services. The need for accurate patient level clinical information is essential to the Trust’s strategy to supply high level patient care. It will be vital in light of the paper  ‘Reforming NHS Financial flows-Introducing payment by results that the coders continually look to improving their skills in order that activity data is not missed or inaccurately coded which could result in severe financial penalties being levied against the Trust

The need for the Clinical Coding service to move forward to an environment where clinical information and data quality supports the changing and evolving services is fundamental to the Trust.  It will therefore be necessary to ensure that the staff are multi skilled and dedicated in meeting this enormous challenge. The post holder is part of a central team will be expected to contribute significantly to this important function.

Job Summary Clinical Coder  

The Clinical Coding department collects and collates clinical information relating to diagnosis and operative procedures for patients admitted to hospital, attending outpatient clinics and waiting list episodes. This data is used as the basis for research and increasingly within finance, clinical audit, clinical governance, public health areas and service reviews. The post holder is part of a central team who supports this function. 

Main Duties and Responsibilities

· To translate relevant diagnostic and procedural details into alpha numeric codes and enter on the PAS computer from information contained in casenotes and summaries.

· Use judgment to interpret varied terminology that is used. Interpret diagnostic and procedural information from casenotes, summaries etc to select the most appropriate coding

· To maintain and update as necessary the International Classification of Diseases (Vol 10) and OPCS version 4.1 operations manual.

· To update patient data held on PAS computer as necessary

· To print regular uncoded episode reports and action as appropriate ensuring that your workload is organised and prioritised to meet the agreed monthly/weekly deadlines.

· To work with other members of staff to look at ways that the uncoded episode reports can be reduced and implement systems/procedures to ensure that regular improvement is made and maintained.

· To demonstrate duties to new starters 

· To be aware of and implement National guidelines where appropriate

· To obtain casenotes form the central Health Records library, secretarial staff and others as required.

· To ensure that uncoded episode reports are run, distributed and actioned appropriately

· To attend both internal and National and Regional training courses, conferences as required

· To maintain an efficient departmental booking out system for casenotes.

· To respond to requests for casenotes held in the Coding department, which are required by other operational departments.

·  To assist in the cover of the Access to Health Records Officer in their absence.

· To ensure that Health and Safety guidelines are followed and appropriate action taken as necessary.

· To deputise for the Clinical Data manager in her absence where appropriate, on matters concerning the clinical coding service

· Any other duties that may reasonably be required by the Director of IM&T.  



PERSON SPECIFICATION (Trainee clinical coder entry level) 

	Requirements
	Essential
	Desirable

	Education and Qualifications
	· 8 GCSE’s including English, Biology & Maths
	

	Experience And Knowledge
	· PAS system or similar

· Microsoft Office (Word ,e-mail)

· Anatomy & Physiology

· Medical terminology
	NHS Experience

Knowledge in clinical coding systems

	Skills / Abilities
	· Ability to build working relationships

· Ability to analyse and extract relevant information

· Excellent interpersonal skills

· Oral and written communication
	Attention to detail



	Personal Qualities
	· Motivation

· Diplomacy

· Reliability

· Good timekeeping, professional manner and good work record

· Ability to inspire and enthuse others

· Innovative approach to change and modernisation


	Interest in personal and professional development


Key Result Areas:

Accuracy and Completeness

Communication

Working Relationships:                                                   

Clinical Data manager

Coding Team

Information Services

Ward Staff

Service Directors and managers

Clinicians of all grades

Clinical Audit 

Health Records

Most challenging part of the job:

Developing and maintaining good links with clinical staff to improve and maintain good quality clinical coding data 

Self Management

· Proven ability to work as part of a team or on initiative

· Proven and effective experience in workload planning and prioritising

· Proven ability to work under pressure and to tight changing deadlines

· Self motivated

Communication

· Excellent communication skills are essential, both verbally and in writing

· Ability to promote the professional image of the Clinical Coding Service

Project Management

· Ability to meet deadlines

This job profile is intended to provide an outline of the duties and responsibilities of this post and may change from time to time by agreement of the Director of Human Resources & Corporate Affairs and the postholder.

Following consultation post holders may be required to do other duties commensurate with their grade and experience for short periods of time

ADDITIONAL INFORMATION

SECURITY

It is the responsibility of all employees to work within the security policies and procedures of the Whittington Hospital NHS Trust to protect the patients, staff visitors and the property of the Trust. This duty applies to the specific work area of the individual and the Hospital in general. All staff are required to wear official identification badges

DATA PROTECTION
This post has a confidential aspect.  If you are required to obtain, process and/or use information held on a computer or word processor you should do 'It in a fair and lawful way’.  You should hold data only for the specific registered purpose and not use or disclose it in any way incompatible with such a purpose and ought to disclose data only to authorised persons or organisations as instructed.  Breaches of confidence in relation to data will result in disciplinary action which may involve dismissal.

NO SMOKING
The Hospital has promoted a No Smoking Policy as part of its responsibility for the provision of health.  You will be required to work within the framework of this policy.  Smoking is not permitted in offices.

EQUAL OPPORTUNITIES
It is the aim of the Trust to ensure that no job applicant or employee receives less than favourable treatment on grounds of sex, marital status, race, colour, creed, religion, physical disability, mental health, learning difficulty, age or sexual orientation and is not placed at a disadvantage by conditions or requirements that cannot be shown to be justifiable.  To this end the Trust has an equal opportunities policy and it is for each

employee to contribute to its success.

CONFIDENTIALITY

You are required to maintain confidentiality of any information concerning patients which you have access to or may be given in the course of your work, in accordance with current policy on confidentiality in the Whittington Hospital NHS Trust.

METHOD OF PAYMENT

Payment of salary is made into bank account/building society account by direct bank system.  Details of a bank account or building society account will be required on the first day at work.  There is no facility for any form of other payment.

CUSTOMER AWARENESS

The Whittington Hospital expects its employees to communicate with colleagues, patients and visitors in a polite and courteous manner at all times.
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Acting Director of IM&T
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Assistant Director of IM&T – Information Services





Susan Consterdine


Clinical Data Manager





Santee Bhantoo, Marjorie Burrell, Michelle Gordon, Christine McLoone, Vacancy


Clinical Coding Officers





Pauline Balafas


Health Records Manager


X 22.5 staff





Susan O’Neil


Access to Health Records





Clinical Data Assistant
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