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Mia Evans
Professional Summary
Experienced Project Manager adept at planning, directing, and maintaining continuous operations in various departments. I have over 20 years’ experience in a variety of roles which include 8 years direct project management experience in the Police service, Macmillan Cancer support and at Hywel Dda University Health Board. During my roles in the retail, public and third sector I have managed and been involved in numerous projects concurrently. Examples include implementing Body worn cameras and developing and distributing Smart handheld devices in the Police; planning campaigns and managing staff at a busy city centre store in HMV; developing new roles with Health boards, implementing new projects, and rolling out training across Wales for a holistic needs assessment at Macmillan. Contact
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Applying creative and analytical approach to operations for continuous process improvement. Examples include Developing a Matrix tool to enable the Head of Wales in Macmillan to view the work each service was undertaking to contribute to the company objectives and developing the Regeneration Framework at Hywel Dda to view current staff and projected workforce numbers across a 10-year timeframe. 
Skilled at identifying or anticipating problems and providing solutions. Excels through mentoring, training and empowering team to excel in performance. Approachable, encouraging, and informative leader adapts to different situations and environments. I was Supervisor at HMV when we the store won Top of the Shops, an all-UK competition to find the best performing store. Coached and developed staff in Dyfed-Powys Police by helping them with applications and interview training. Created a dashboard in Macmillan to aid teams to view each other’s work to help understand how their work effected the whole team to aid in the improvement of communication, awareness, and performance.Skills
· Analytical problem
solving
· Project planning and development
· Fluent in Welsh
· Project Management
· Strategic and Risk mitigation planning
· Succession planning
· Excel proficiency
· Data analysis


Work History
January 2021 – Present: Workforce Planning Project Manager, Hywel Dda University Health Board Leading on building capacity and capability for a range of projects as part of the delivery of the Workforce Planning Group.  Developing capability and capacity in workforce planning across the Health Board. I am part of the first Workforce planning team across Wales. Hywel Dda are trailblazers in looking at innovative ways to improve their workforce and as such have invested in me and my colleagues to help inform our current workforce picture to enable us to plan what is needed for the future.
· Creation of an All-Wales Workforce Planning projection tool to enable future strategic workforce modelling I created a projection tool to allow us to predict what workforce numbers we may have in 10 years’ time to help plan for the new Acute hospital. As a result of this work being shown by my Director at an All-Wales workforce meeting, the directors decided to use the tool to view the nursing workforce across the whole of Wales. I am part of the project team now developing the tool for an All-Wales version along with future options to look at other workforce groups.  

· Consolidated and adapted the Workforce Plan for the Mass Vaccination Centres in response to the Covid19 Pandemic Worked with the Mass Vaccination Centre lead to create a workforce plan for the team based on the population figures requiring vaccinating. Due to shortage in registered nurses aided in remodelling the workforce based on the skills required and planning the related training for the staff based on the JCVI (Joint Committee on Vaccination and Immunisation) guidance, adapting the plan as additional population groups were added.
· Developed close working links with Workforce colleagues and Service leads to support and influence workforce planning across the Health Board. Over the last 4 years I have met and worked with hundreds of individuals across the Health Board to improve my knowledge of Hywel Dda and Health in Wales along with working closely with many individuals on several projects to understand and develop our workforce needs for the future.

May 2019 – December 2020: Services Project Manager Wales, Macmillan Cancer Support Deployed flexibly across Macmillan’s strategic priorities in Wales, leading defined projects of work with a range of internal and external partners and stakeholders.
· Created and delivered Training packages in Wales to help roll out and implement the electronic Holistic Needs Assessment across Health Boards. I created a training package for the electronic Holistic Needs Assessment and helped develop the tool for Wales. I undertook face to face training sessions with clinical and administrative staff across 4 of the 7 Health Boards in Wales and was point of contact for all staff across Wales who had any issues with the tool.
· Created a Dashboard for Wales to allow interoperability of services which was adopted by Heads of Service across the UK. I developed the dashboard to allow the Head of Macmillan in Wales to view the whole team aligned to strategic priorities. He showed the tool to his colleagues across the UK and as a result a Nationwide dashboard was developed to allow the Heads of each region to view their services which fed into the Chief Executive of Macmillan to allow her to have a snapshot of work ongoing across the UK.
· Managed designated projects, ensuring appropriate governance was in place and milestones are delivered to time and budget. Including the Improving the Cancer Journey in Powys and the Right By You pilot projects in South West and South East Wales. As the services project manager I collated and shared Macmillan Project management tools with staff undertaking the projects across the various health boards, advising and instructing them on the financial implications, stakeholder management and risks and benefits of the schemes to communicate the information to the UK services lead.


April 2018 – May 2019: Equality, Diversity & Welsh Language Manager, Dyfed-Powys Police Acting as the strategic lead in relation to all equality diversity and Welsh language matters for Dyfed-Powys Police. Overseeing the Force’s compliance with the Equality Act 2010, Public Sector Equality Duty and Welsh language (Wales) Measure 2011. As Manager I was the point of contact for any Equality, Diversity and Welsh Language matters for Dyfed-Powys Police. I reported on our Public Sector Equality duty creating an annual report to Welsh Government. I also reported on our Welsh Language Standards compliance on a yearly basis and was the point of contact to respond to and investigate any complaints received.
· Implemented Autism Awareness training in conjunction with ASDinfo Wales to become an Autism friendly Force. Worked with ASDinfo Wales to undertake train the trainer sessions with our internal training team and helped develop a rolling training programme to ensure all officers and staff received the necessary training.
· Ensured compliance with Welsh Language Standards and addressed any complaints from the Commissioner.
· Developed close working links with Staff Support Networks, Independent Advisory Groups, other Forces, Health boards & third sector organizations to support and influence the interests of minority groups. Helped develop the internal Female, BAME and LGBTQ+ staff support networks, providing a safe space to discuss issues and help promote and support the groups through attendance at Pride, Black Police Association, and International Women’s Day events. Worked with local religious and disabled groups to come and talk at officer and staff training to improve understanding and awareness. Helped develop the Trans awareness policy and booklet for all staff.

Aug 2016 – April 2018:  ICT Project Officer, Dyfed-Powys Police To be instrumental in supporting the delivery of the Force Digital Programme, changing the way both frontline and back-office functions carry out their day-to-day duties. To attend, deputise and actively participate in Sprint Planning meetings, Project Implementation and Programme Boards.  Part of a team of 4 who developed the change from Police officers completing paper copies of all encounters with the public from asking advice to investigating crimes from road traffic tickets to murder. I helped review each form and working with Vodafone (the supplier) to transfer the information to Smart phone technology. This consisted of multiple user testing groups and setting up of champions to help change a culture for police officers and help them embrace a digital future.


· Achieved a successful Body Camera trial with 30 officers leading to the purchase of 1000 cameras for the force. In addition to introducing Smart phone technology I along with an Inspector on the team piloted the introduction of Body Worn Cameras with 30 officers across the Dyfed-Powys Police footprint. This was a test of my negotiating skills along with clear communication to both staff, officers, and the Chief Officer team to ensure the technology was being embraced and outcomes of improving guilty pleas were being achieved. Within the first week of the trial, due to footage captured, an attack on an officer was caught resulting in a guilty plea along with a confession of domestic abuse and drink driving. The success of the pilot led to the force investing in 1000 body worn cameras.
· Implemented necessary changes to the iTrent (HR/Finance) system using Agile methodology.
· Achieved improvements to the Workstream Tracker system to enable full audit capability of all ICT work streams.

Dec 2013 – Nov 2014: Project Manager, Dyfed-Powys Police – Responsible for the delivery of HR, Finance and IT Projects (over £1M) for the whole of Dyfed-Powys Police. Developed the delivery strategy and ensured on time, on budget and quality delivery. Provided risk management. Developed and presented business cases. Reported status at Board level. Managed stakeholders. Provided benefit reviews for internal Chief Officer Team, stakeholders and the public.
· Delivered HR/Finance (iTrent) software upgrade using Prince 2 methodology.
· Delivered the implementation and training of a new workforce management system (Orgplus). Part of the business case team to procure the system and project managed the implementation of the system working with the Orgplus team. Received training on the system and its implementation and created and cascaded training to HR staff who would initially use the system. This encompassed group and one to one training, follow up guidance and coaching on using the system as it was a cultural change for the team.
· Created and delivered plans for the Public First whole structure reorganization of Dyfed-Powys Police using Orgplus software. As the lead in implementing the Orgplus software and the administrator for the system at the time I was asked to create the plans for the restructure of the Police staff teams. This involved being part of meetings with highly sensitive information and processing information that led to several redundancies across the service.

Feb 2009 – July 2016: Researcher/Analyst, Dyfed-Powys Police – Designed and undertook surveys and other forms of consultation both qualitative and quantitative. Presented findings on research and reviews in written, statistical, and graphical format, making recommendations for improvement. Collected data for internal reviews as to the effectiveness of new process delivery, identifying issues and recommending improvements in the process. As part of this role I audited crimes to ensure they met the national crime standards producing reports monthly and identifying issues with the recording of crimes. I produced statistical and analytical reports on the Policing priorities, setting out recommendations for improvement. I also managed the victim satisfaction survey process for Dyfed-Powys Police managing staff who undertook the surveys with victims of crime and creating feedback and recommendations for improvement in cases.

· Completed Prince 2 training.
· Completed Continuous Improvement & Learning Programme run by the College of Policing and Academy Wales.
· Promoted to Project Manager to cover a period of maternity leave.
· Delivered Victim Satisfaction consultation in collaboration with Victim Support, managing 2 staff members.
· Created a Missing & Vulnerable Young Adult Matrix to enable external bodies (Social Services, Nurses) to alert the Police for referral.

Mar 2008 – Feb 2009: Ceredigion Citizens Panel Officer, Dyfed-Powys Police – Managed the Citizens’ Panel. Created and disseminated surveys to members. Met with panel partners on a regular basis. Analysed results and created reports and newsletters. Managed the budget for all 4 panel partners: Dyfed-Powys Police, Hywel Dda Health Board, Countryside Council for Wales & Ceredigion County Council. This post gave me my first sole project management experience in setting up a citizens panel. It gave me an insight into integrated working as I had to manage the partnership between the Police, Local Authority, Health board and third sector partners. I developed my analytical skills through the creation and analysis of surveys and built on my people skills through meeting members of the community and encouraging them to join the panel. I was also responsible for the budget for the panel and therefore aided in my financial management skills for projects.
· Successfully set up the Ceredigion Citizens Panel in 2008.
· Recruited new members and increased the diversity of panel members to be reflective of Ceredigion’s residents.
· Created surveys using SNAP software and produced more streamlined and individual analysis for different partners.  

Feb 2007 – Aug 2007: Account Support Officer, SNP Security, Sydney – Operational and administrative support for the guarding section. Assisted in the preparation of quotes and service agreements. Ensured the maintenance of databases. I worked at SNP Security for 6 months whilst living in Sydney as part of my year of travelling. This was my first office job and as such came with a lot to learn, particularly using computers and Microsoft packages. I credit their willingness to teach me with my success in using Excel and other packages today. I was offered a 2-year sponsorship to stay with the company but decided to complete my travels and return to Wales.

· Assisted in the successful bid for University Campus Security across Sydney.
· Assisted in the delivery of a record number of licensed security officers for the 2007 APEC Leaders Summit in Sydney.
· Delivered Service Level Agreements for £1M contracts.

June 2002 – Nov 2006: Supervisor, HMV – Managed up to 40 staff. Recruited and trained new starters. Collated sales data and set targets. Dealt with customers face to face and over the telephone. Liaised with management and staff to ensure consistent customer service. Resolved customer complaints. General day to day running of the store. I joined HMV in 1998 and worked part time while I undertook my university education. On completing the course I took a full-time position as a supervisor. Here I learned customer service skills, people management, conflict management and developed my coaching by giving members of staff additional duties to enhance their confidence to enable them to improve their own careers.
· Achieved HMV ‘Top of the Shops’ Award for the whole of the UK.
· Retained 100% staff.
· Achieved promotion of 2 staff members through development and coaching.
Education & Courses

· Master’s in Professional Practice, University of Wales Trinity St. Davids, currently studying
Studying for my master’s is giving me the time to reflect on my career and the achievements I have made. Although it has been difficult at times, I have learnt a lot about myself, my learning styles and my future direction and ambition.
· HEIW Masterclass Series, 2025
Over the last few months I have attended several HEIW’s Leadership masterclasses - Enabling Change, Data Storytelling, Living Well for Longer and putting Strategy into Action. I feel these short classes have helped give me some additional tools to aid me in my current and future leadership roles. 
· HEIW Workforce Planning Train the Trainer, 2023
This series of training days helped further develop my own knowledge of workforce planning but also gave me additional tools to be able to train others in workforce planning. Giving me tips, support and a network of colleagues from different health boards to call upon when creating and delivering in person or virtual training. 

· Skills for Health Six Steps Workforce Planning Methodology & Competency Based Planning, 2021
These training courses gave me the foundation in the Six Steps methodology to aid in my development as a workforce planner.
· Lead and Manage Change in Health & Social Care, Open University, 2020
This short course provided a level of understanding I didn’t have about the health sector. I undertook this and many others from the Open University to aid me in learning about the health sector before applying for posts in Hywel Dda University Health Board
· Diploma in Microsoft Excel, Shaw Academy, 2020
This course gave me additional tips and tools to on the application of Excel to enhance my knowledge. I undertook this course during Covid lockdown, and it helped provide me with additional confidence in my Excel abilities and feel ready to apply for different roles.
· The Science of Wellbeing, Yale University/Coursera, 2020
This was a course based on mindfulness practice along with reflection. I undertook this course during lockdown in the first 6 months of the Covid pandemic. It helped ground me and to understand the span of control I had which aided my mental health along with that of my family.
· Stakeholder Engagement, Macmillan Cancer Support PMO, 2019
· L3 in Education and Training, Qualsafe / Dyfed Powys Police, 2019
This course enabled me to build my confidence in delivering and creating training for others.
· IOSH Managing Safely, IOSH / Dyfed-Powys Police, 2018
· PRINCE2 Practitioner’s Certificate, 2013.
A great manager insisted that I along with 9 of my colleagues undertake this qualification which gave me the foundation in Project Management that I was lacking. It has also enabled me to show that I have the understanding and necessary qualification to apply for and attain subsequent posts.
· Leadership Course, Dyfed-Powys Police, 2016.
This course enabled me to share my journey with a wider cohort of individuals from across the Police and Local authority and gave me the confidence to begin to pursue my career and ambitions more effectively.
· Coaching and Mentoring Training, Dyfed-Powys Police, 2016.
This course gave me the confidence and additional skills to begin to apply coaching techniques with colleagues and staff and improve my own development.
· Continuous Improvement & Learning Programme, College of Policing & Academy Wales, 2014.

This 3-week course gave me a wealth of tools and techniques in quality improvement and process mapping that have aided me in each role I’ve had since.
· Joint HND in History and Media Studies, University of Glamorgan, 2002.
On reflection these were not the subjects I should have taken. If I could advise myself or any other individual contemplating further education, I would tell them to follow what they have a passion for and if they have not discovered their passion yet then to take time to discover what it is.
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JOB DESCRIPTION
JOB DETAILS

Job Title:			Project Manager – Workforce Planning 
Whilst my role is task specific the remit is wider than that of a traditional project manager that leads on a specific project from inception through to implementation. My role predominantly requires me to work on many different projects with services to develop their workforce plans and therefore I may not always see their projects through from implementation to conclusion. I believe a change of title may be needed to reflect the reality of my role, Workforce Planning Advisors or Specialists would be a better fit as I do not necessarily project manage, rather facilitate services to enable them to undertake their plans and I can work on several different pieces of work across various services. This is possibly doing us in the role and our colleagues a disservice as they possibly don’t see our role clearly as helping and advising them to undertake their workforce plans and rather, they see us as someone they want to do the work for them, which the title Project Manager may imply. 
Pay Band:		7	
Directorate:		Workforce and OD 
Department:		Workforce Planning/Workforce and OD
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ORGANISATIONAL ARRANGEMENTS

Accountable to:		Workforce Planning 
Reports to:		Workforce Planning 

Responsible For: 	Building capacity and capability in workforce planning across the Health System for Primary, Community and Secondary Care 
In my role I look at workforce data to support workforce plans and projections across the whole of the Community and Secondary care sites. Work is ongoing to link with Primary care and Social care to enable a full holistic picture of the service however the availability of Primary Care workforce data is currently limited due to the different contracting services. Not all Primary care sites are under Health Board budgets therefore getting data is difficult to understand the full picture.



JOB SUMMARY / PURPOSE
Leads on building capacity and capability for a range of projects as part of the delivery of the Health Boards Workforce Planning Group.  The projects will encompass service delivery improvements, partnership initiatives, commissioning projects, including qualitative and quantitative improvements and environmental (estate) improvements as they impact on workforce. During the 4 years I have now been in the role I have helped to create workforce plans for the Facilities Team, Mass Vaccination Teams, Women & Children’s Services, the new Day Surgery Unit in Prince Phillip Hospital, Cross Hands and Carmarthen Integrated Care Centres, Mental Health and Learning Disabilities team, Interim Paediatric Review, the Programe Business Case (PBC) for the new Acute Hospital including Land Appraisal work, Bridging Service for Home Based Care, Team around the Patient, Clinical Services Plan Programme, along with numerous baseline data for other services. This has consisted of meeting with leads in the service, accessing and analysing their workforce data to look for potential issues (e.g. age profile for future succession planning) undertaking workshops and meeting with them regularly to help them create a plan for the future of their service. This could be a targeted set of meetings over weeks or months if they are fully engaged and the assistance they need is limited or could lead to ongoing work over months or years with a phased approach to help them build a sustainable workforce through training, education & commissioning or new role creations. I’ve also aided in improving the Education and Commissioning process, the IMTP (Integrated Medium-Term Plan) and am responsible for the Workforce section of the MDS (Minimum Data Set) for the whole Health Board.
Focuses on the development of capability and capacity in workforce planning which will include the creation of resources which may include the development of training, webinars, frameworks, and networks to facilitate access for service managers, partner’s agencies and workforce and OD colleagues. I along with my colleagues created a Workforce Planning Toolkit with complementing training sessions to teach colleagues across the Health Board about the Six Steps methodology of workforce planning. This has led to the creation of Excel spreadsheet and Word templates with workforce planning resources to enable services to start to undertake their own workforce plans. To enhance our offer to services this led to the creation of a Workforce Planning Forum based on MS Teams for the Health Board. As a team we initially undertook a MS Teams training session with a service we were working with which worked well. My manager in discussion with the Director of Workforce discussed the possibility of the team undertaking wider training and as a result we set up the Workforce Planning Forum. Depending on the areas we are working on, we nominate teams or services that we think would benefit from the training and target the content to that specific service. As my speciality area is Data and modelling, I have taken the lead in planning and developing the Workforce data content of each forum and presenting the data to each group. As we are a small team, we take it in turns to lead the workshops and if I have worked with the intended audience specifically, I will ensure the content is tailored to the needs of my audience. Having the forum in place has enabled us to increase our engagement with services and allowed us to target sessions to the planning cycle. For example we have had specific Education & Commissioning sessions to understand the service needs and aid them in completing the necessary return to Welsh Government (WG) for their needs.  
Contributes to the development of the UHB Annual Plan/Integrated Medium-Term Plan. 
The workforce planning team, myself included have not only contributed but created the Workforce technical document of the integrated medium-term plan (IMTP) to enable the HB and wider colleagues to see our current Risks and opportunities to develop our workforce and the services within. This takes approximately 4 months of the year to consult with services, compile data for the previous year and forecast the next 3 years which equates to a large document of c100 pages. This year I have also been part of the Planning co-ordination group for the Annual plan and have been key in helping shape and direct our Annual Plan for 25/26. In my role I have also worked with colleagues in the planning team to collate data for our professional groups (e.g. Medical, Nursing, Administrative professionals amongst others) and the number of staff in each group to enable a projection of how many staff we may have over the next 3 years. This considers new staff, attrition rates, sickness, and age profile to submit a MDS to Welsh Government on an annual basis along with the IMTP.
Working with clinicians and staff across the UHB and wider organisation the post holder will promote innovation and best practice in workforce planning for service change in support of national priorities and drivers to local health need. Worked with Mass Vaccination lead to create a Workforce Plan for the staffing requirement for the Mass Vaccination Centres across the Health Board in response to the Covid19 Pandemic. Continued links to ensure the plan is fit for purpose as the Joint Committee on Vaccination and Immunisation (JCVI) guidance was updated for which members of the public would need to be vaccinated and when. 
Worked with colleagues in Paediatric services to put a Workforce plan in place for the potential RSV (respiratory syncytial virus) surge that was expected in 2021, looking at how they could increase the number of staff available through additional training, movement of staff and potential diversion or closure of some services if the highest numbers were reached. Researched workforce plans and demand activity in other continents, particularly the Southern Hemisphere as a benchmark to give a more realistic picture of what might happen and what resource would be needed.
The post holder will provide support and advice to managers and clinicians in the UHB on project delivery of the strategic intentions of the All Wales and HB’s Health & Social Care Workforce Strategy with a focus on the workforce planning agenda. Including contributions to the All-Wales Workforce Planning Network. I have been working with the Planning and Transformation team to develop a workforce plan for the Programme Business case for the new acute hospital in line with the “A Healthier Mid and West Wales” Strategy over the past 18 months. To attempt to predict what our future workforce needs may be I researched potential future roles combining future technological changes along with the predicted population health of our Health Board footprint. I then went on to design an Excel spreadsheet based on the 6 B’s (Buy, Build, Borrow, Boost, Bind & Bounce) which became the Workforce planning regeneration framework looking at sources of supply for the future workforce. This piece of work looking to project what our workforce may look like in 10 years’ time was shown at the All-Wales Workforce Directors meeting which led to the tool being adapted and used as an All-Wales Workforce Planning projection tool. This will enable future strategic workforce modelling for Hywel Dda and now wider colleagues across the Welsh Health Boards to enable a more accurate picture of workforce needs across Wales, beginning with the Nursing and Allied Health Professions workforce groups. Over the last 2 years I have been the Workforce representative on the Clinical Services Plan (CSP) Programme which is looking at the changes required across 9 fragile services within the Health Board.
The post holder will either lead or contribute to projects in collaboration with colleagues and partners, and contribute to service reviews and offer guidance on workforce planning processes to colleagues across the UHB.
Analyses available data and service information to facilitate redesign, supporting the delivery and development of improved performance and quality across the UHB. I frequently use the health board’s ESR (Electronic Staff Record) data along with financial data from our Establishment Control Tool to analyse service data to provide a baseline and starting discussion point when looking at service needs. Through the creation of an Excel tool as one of our resources I have developed a tool for services to look at the age profile of their staff along with sickness, attrition, and budget information so they can look at what they currently have and see any potential issues. This has aided many services to see all their issues in one place to allow them to start thinking about possible solutions for their teams. 
The post holder will be expected to liaise widely within and outside the Directorate ensuring a professional approach is adopted and projecting a positive view of the Health Board. I attend meetings with service leads, Directors, and Executive team to discuss workforce issues and opportunities and help facilitate conversations. These include internal colleagues, colleagues from different Health Boards, Local Authority, Third sector services, Health Education and Improvement Wales (HEIW) at an All Wales and National Level. I also attend meetings with private sector colleagues who are acting as consultants or potential future procurement opportunities. 


MAIN DUTIES AND RESPONSIBILITIES
Key Relationships
The post holder will manage the interface between partners, external professionals and agencies, and operational Managers and clinicians, regularly liaising with the Directorate Management Teams and corporate Health Board departments. As part of my role I work with colleagues across the Workforce and Organisational Design (WOD) Directorate to ensure that we are aware of the work ongoing across the different teams and that the correct people are part of different projects at the correct time e.g. recruitment, Learning and development, operational colleagues to ensure the services have the correct guidance. I work closely with Service leads, Heads of Departments and liaise with Directors and members of the Executive Team. I am part of task and finish groups with corporate colleagues including Heads of Nursing, Therapies and County Directors. As part of the IMTP cycle I work closely with members of the Planning and Transformation team along with Senior Finance colleagues to ensure triangulation between Service, Planning and Finance. On an All-Wales basis I am part of the Workforce Planning Network which consists of workforce colleagues across the Welsh Health boards and colleagues from the HEIW Team. As we begin to move into looking at further collaboration and innovation across Health and Social care I am beginning to work with more colleagues across the Local authorities, third sector and other services to look at the future integration possibilities for the workforce.
Service Management
The post holder will manage a range of projects and programmes with potentially conflicting timescales and priorities.  This work may have wide implications for the UHB care pathways, clinical standards, performance and protocols.
Work across multiple streams of work, providing support to Workforce and Organisational Development in implementing the Health Board’s Health & Care Strategy including Health Board’s strategic objectives, supporting the planning cycle and the delivery of the Annual Plan / Integrated Medium Term Plan. During the last 4 years I have completed 5 cycles of the IMTP and MDS contributing to the Workforce technical document and the MDS for submission to Welsh Government. I have also been part of creating a template and working with services to understand their Educational and Commissioning requirements for the coming years to aid in their IMTP planning. Working on the PBC for the new hospital has allowed me to look at the creation of projection data for what workforce may be needed in 10 years’ time and look at what interventions we need to put in place now to ensure we will have the workforce needed to implement the strategy. Whilst working on the CSP programme I have been able to aid in short to mid-term changes required for our fragile services. 
Leads and/or contributes to projects and service reviews across the UHB and in collaboration with partner organisations, offering guidance on workforce planning processes to colleagues.
Leads and/or contribute to pathway development and support and develop initiatives which focus on new ways of working by providing the frameworks for role design and assessing workforce risks. 
Monitor and review workforce plans, feeding back on changes in local need and national policy guidance as it relates to workforce. 
Participate in and take minutes at l project and other meetings when required.
Report on progress to relevant Project Groups and relevant Health Board meetings at regular intervals. I attended the Project group for the new Day Surgery Unit being built at Prince Phillip Hospital. My role in the group was to work with the services to ensure they had the correct workforce in place to enable them to work effectively in the new unit while also ensuring that the workforce plan would be fit for purpose for future growth. I reported on a weekly basis providing updates to be shared as part of the slide deck for the meeting which was chaired by the Director of Planning and Transformation. This involved continued communication with the operational lead for the unit and all the services involved to ensure that the workforce would be in place for the opening of the unit and beyond. I currently attend the weekly Activity modelling group meeting for the CSP, providing updates on the workforce requirements for the programme along with attending any additional workshops or Task & finish group meetings for the 9 service areas.
Leads and/or participates in projects to develop new ways of working in line with organisational objectives and best practice. I worked with Price Waterhouse Coopers (PWC) to develop a Workforce planning tool to enable us to model scenarios for the future and allow finance to cost these potential models to aid in future planning of services. This work led to benchmarking wider workforce planning specific tools for the HB to enable us to find a specific tool to aid in strategic workforce planning. This work is currently ongoing and is being looked at both regionally with Health and Social Care partners along with Nationally by HEIW and the Welsh Government to potentially look at a tool for all HBs to use. Whilst this work is ongoing, I developed a projection tool for the PBC which was taken to the All-Wales Directors meeting, and I am now part of the Task and Finish group at an All-Wales level to develop a simplified version for all HBs to use to report on and project their Nursing and Allied Health Professionals workforce. 
Prioritise own work to ensure effective support to others and delivery of key objectives.
Support workforce planning policy implementation to modernise the service and improve the experience of service users. 
Leads and/or participates in and facilitates meetings and or workshops on topics relating to delivery of the Health and Care strategy. As part of the PBC I worked closely with colleagues in the Values Based Care team to understand the cause and effect of changes based on future demand profiles for the HB. Their views on the future demand on our services helped inform the workforce plan for the PBC. Through incorporating their views into the regeneration framework I have been able to gather a more strategic and holistic view to help quantify what our workforce supply may need to be to meet the future demands on the service. I’ve also looked at our Population Health needs for the future to try and ensure we are looking widely across what our patients needs will be to help design the future workforce looking at the Social Model of Health.
Supports the workforce planning of effective services for the UHB which reflect local community and stakeholder influence. I am the workforce planning representative on the Cross Hands, Carmarthen Integrated Care Centre and Pentre Awel projects to look at how services are going to use the space and work innovatively with colleagues across Health and Social care to put the patient at the heart. I have undertaken workshops with services including, Mental Health, Community Nursing, Early Years services, Therapies, Ophthalmology and Dentistry to understand their demand levels and their future vision for their service. There may be up to 200 individuals working at the sites therefore quantifying what work will be undertaken and what roles will be needed to support the work is vital. I am working closely with members of the Capital Planning team and the service leads for the areas to look at their current workforce baselines, help put succession and educational paths in place to aid in the development of their service whilst also ensuring they are looking at any potential integrated working across the services in health, local authority, and social care to get the best pathways in place in readiness for the new centres. Through doing this we have been able to discuss what they need for the future and look at role design and educational needs for succession planning to allow them to realise their visions. 
Provide advice and support for workforce planning to managers, clinicians and staff involved in projects to take forward service modernisation and improvement.
Ensures the activity is fully aligned to the plans and strategies of the Health Board and Welsh Government. As a Strategic Workforce Planner my role is to look at the workforce required for the future space, 5, 10, 15 years plus, in doing this I must ensure that all our workforce plans align to the Strategic vision of the Health Board and what we want to achieve in that future space. The health board strategy ‘ A Healthier Mid and West Wales’ (AHMWW) along with Welsh Government Health policies direct our future vision and goals. In my role I attend the AHMWW programme board meetings and sit on the workforce and related projects that fall from the programme. As part of our team objectives we are also looking to develop a road map to ensure all workforce plans align to the strategies so that we have a horizon picture of what work is being undertaken and when so that we can align our work accordingly. 
Leads on and/or supports development of workforce planning project which impact across the UHB, including collaborative working with other agencies and partners to be delivered in primary, community, and hospital-based settings as appropriate. Linked to the AHMWW there are numerous community projects which are being considered and designed to develop the community and care closer to home vision. I am part of the project which is developing the Cross Hands, Carmarthen Hwb Integrated Community sites and the Pentre Awel project where my role is to look at the workforce that will be required in the next 1-3 years for when the sites will be opened but also considering the roles and integrated teams that may be needed to develop over the coming years to ensure that they will be fit for purpose for the communities in the next 5, 10 years and beyond.
Support work to ensure alignment of workforce planning approaches across the Health Board i.e. capacity and demand planning, values based healthcare, and new role design.


Communications
Communication requirements will include the need to effectively communicate highly complex or potentially contentious information, seeking to influence and requiring co-operation to each agreement.

Communicates effectively and establishes good working relations with a wide range of people: 
· Workforce and OD Since starting in the role I have been developing relationships with members of the Recruitment, Workforce Intelligence, Operational and Organisational Design teams. Working closely with different individuals across different projects. As a team we’ve also been developing a triage system to ensure the correct Workforce and OD team are involved with pieces of work and can be brought into the projects at the time they are needed to support the services to progress the work. 
· Directorate and operational teams Over the last 4 years I’ve worked with the Women & Childrens Directorate, Mental Health and Learning Disabilities Directorate, Carmarthenshire County, Facilities, Operations Directorate, Radiology, Therapies and the Planned Care Directorate to aid them in creating workforce plans at a Directorate level.
· Corporate Health Board Teams including finance, workforce, estates, IT, performance and planning As part of the IMTP planning process I have worked closely with finance, workforce and performance and planning colleagues to ensure alignment between finance service and workforce to create and submit the IMTP
· Senior Managers and Clinicians I communicate and attend meetings with senior managers and clinicians daily to aid them with their workforce plans.
· Local Authority and Voluntary sector partners As part of the Cross Hands, Carmarthen Hwb and Pentre Awel project along with the Homebased care project I have worked with colleagues across Carmarthen and Pembrokeshire Local Authority along with third sector partners in Mind, CAVS and PAVO to ensure we are considering the needs of the community across the Health and Social Care sector to look at future integration. 
· Colleagues across the Health Board There are over 700 cost codes across the Health board responsible for a different part of the service. As a team our aim is to help each one of the cost codes to have a comprehensive workforce plan for their service.
· Primary and secondary care colleagues across the Health Board As part of the Cross Hands Integrated Care Centre I have worked with Primary Care colleagues and secondary care colleagues to look at the cross over of services and where integrated roles could be created to compliment. I’ve also aided in the Physicians Associate and Advanced Paramedic Practitioner roles which can sit in both Primary and Secondary care. 
· Workforce Clients and Service users As part of my role to aid in understanding the pathway of a service it is important to include the patient view along with clinicians to ensure that the optimum pathway is created, and it is my role to help the service look at the potential workforce potions to aid that pathway. 

Presents and facilitates workshops on workforce planning transformation to large groups of staff and stakeholders. Delivered Workforce Planning Six steps training to groups of staff from various directorates via Teams. The forums have ranged from 6 to 30 in each session with face-to-face workshops undertaken with up to 50 people. Undertaken face to face workshops with the Women and Childrens directorate, facilitated group discussions and MHLD workshops and presented workforce information to various individuals and large groups via Teams and in person. Provided and delivered Workforce data and insights through a targeted workforce workshop for the Annual Plan to over 80 senior leaders from varied health board services. 
Communicates with Senior Health Professionals, Managers and partners on a regular basis in relation to Service and workforce planning infrastructure i.e. frameworks, tools and resources
Communicate with relevant stakeholders on design of workforce planning projects and advises on the steps needed to support changes to models of care. Created guidance to enable individuals and teams to understand the principles of the Six Steps Workforce planning methodology. Along with this, I, with colleagues have created resources to aid them in implementing the six steps and have undertaken training and one to one support to help people create their own workforce plans.
Persuade and influence stakeholders and project teams in relation to timely completion and adoption of workforce planning methodologies As part of the Education & Commissioning and IMTP process it is my role to meet with stakeholders from the services, ensuring they understand their role in workforce planning across the health board. It is also to aid them in providing information in a timely manner for our team to submit our education and commissioning ask to HEIW or to provide our workforce plan for the next 1-3 years to Welsh Government. In doing this I have to ensure they are aware of the importance of providing accurate and timely information and to help them to see the benefits to their service in providing thoughtful submissions.
Provide updates on project deliverables as required to large groups of staff and stakeholders. I have attended numerous project team meetings for the new Day Surgery Unit in Prince Phillip along with attendance at the different governance levels of the AHMWW Workstream. These meetings have been chaired by Directors from the Workforce & OD team, Planning team, Capital Programme Team, Operational Teams amongst others and have included Executive Board members and senior members of staff. In my role I have either attended on behalf of my manager as the Workforce planning representative or have been the sole representative from our team to take direction, provide updates or give advice on workforce planning matters. During the CSP programme I have been the sole Workforce representative for the majority of the programme providing guidance and updates for the services, Planning team and Executive Board papers.
Works with external agencies as appropriate in collaborative schemes for the delivery of UHB and service development. Over the last 12 months I have been in consultation with a company called Org Plus who have a workforce planning tool to allow us to view our whole organisation. I have been collaborating with them to help discussion with our workforce and finance directors along with conversations with HEIW, Welsh Government and other Health boards to look at testing the tool within Hywel Dda before potential procurement of the tool if the pilot is successful.
Builds and maintain strong influential relationships with colleagues, Health Board staff and stakeholders.
Provide information to groups which may comprise Health Board staff and colleagues from partner organisations in relation to project plans.
Demonstrates sensitivity to staff and service users in services where change is envisaged. I attend a variety of meetings many of which are for the future plans for the health board and therefore contain very sensitive information which I ensure is appropriately shared and secured and ensure the utmost discretion when discussing matters that could be contentious. 
The post holder will need to communicate effectively in verbal and written terms and will regularly produce reports on programmes/projects for reporting to management groups or Board Sub Committees and Committees in the agreed format. I along with the team create the Workforce technical document that accompanies the IMTP and submitted to Welsh Government. I also helped research, analyse, and write the information included within the Workforce Land appraisal document for submission to Executive Board internally to the health board and submitted to Welsh Government for scrutiny, this document is also available publicly to provide the workforce issues that are associated with the land options for the new Acute hospital.

Information Processing
Define information requirements and analyse data to feed into workforce planning, service development.
Create reports based on a range of information from a variety of sources, presenting those to groups as necessary. For the MDS I analysed a broad range of workforce information including turnover, age profile and retirement figures along with predicted Education and Commissioning numbers to forecast what our workforce would look like over the next 3 years. In an extension to this work I used these data sets to produce a 10-year workforce projection for the new acute hospital which has been developed into the Regeneration framework.
Contribute to service reviews and audit activity to measure service change and sustainability and assess workforce risk. Identifying mitigations as appropriate As part of the IMTP we note any new emerging risks and report on current workforce corporate risks. I have also contributed to gathering data and information to our own internal auditing team to report on progress made within workforce planning.
Utilise best practice in workforce planning, working with an evidence-based approach, undertaking research and signposting to the outcomes of relevant audits.
Summarise documents and analyse data from a range of sources to support the development of options and pathways and facilitate decision making. I have helped develop the Six Steps Workforce Planning toolkit with the team to enable our colleagues across the Health Board to create their own workforce plans. The toolkit consists of several Word, Excel and PowerPoint resources which include Project initiation documents, baseline data gathering tools, stakeholder analysis along with associate guidance on how and when to use them. 

Personal and People Development and People Management
May be required to deliver teaching sessions and development programmes for clinicians and staff in area of expertise across the Directorate. I provide a workforce baseline for services and projects as and when required along with providing guidance or delivering the information to services at workshops or at meetings. I have also provided training at our Workforce planning forums. In developing the Education and Commissioning process I have given guidance to colleagues on how to use the tool to get the best information for their services. In creating the Regeneration framework as this was used at the All-Wales workforce directors meeting to understand an All-Wales position for nursing, I attended the workforce planning network to discuss and explain the tool and provided follow up sessions with groups and individuals to aid them in capturing the data and completing their submission for their Health boards. 
Work within HR policies and processes.
Actively support the workforce planning processes for the Health Board.
Prepares for and takes on active part in the PADR process in accordance with organisation policy in partnership with reviewer, identifies opportunities to develop own competence/own skills in order to achieve objectives.  I undertake a yearly PADR as an individual and as a team we have quarterly Residential days where we audit where we are as a team across several areas and what actions we need to do to improve. 
Provides appropriate support to others within Workforce and OD, and wider UHB services to improve their knowledge and understanding and shares own knowledge, skills and experience with others during induction and training sessions for staff e.g. support delivery of training Development of the Workforce Planning forum has enabled me and my colleagues to provide training and resources to colleagues across the organisation to aid them in an understanding of workforce planning and how to create their own workforce plans.

Business Planning
Will participate in the production of UHB annual / medium term planning cycle and may be asked for contribution to areas of plan development. Undertake the Workforce section of the IMTP on a yearly basis along with the MDS to report to Welsh Government. 

The post holder will participate in the development of business cases for service change and capital infrastructure modernisation in relation to workforce. I have worked on the Programme Business Case for the new Acute hospital which has included additional work on the Land appraisal for the proposed site. As feedback is received from WG I will  help to develop the next stage of the Workforce plan for the Outline Business Case.

Health, Safety and Security
Act within legislation, policies and procedures relating to information governance.	
Attend statutory/mandatory training.
Support managers and clinicians in relation to project management and delivery of service change utilising project and programme management processes.
Ensure that feedback from stakeholder engagement and consultation is built into service and project planning and development to bring about improvements to access, quality, value for money and return on investment. Building feedback into our forum and workshops to help improve the service we deliver. Also look at Lessons learned from other projects as part of new work. 

Quality
Develops policies to improve performance in specific areas which will impact across the Directorate.
Ensure that project plans are based on evidence and good practice and that quality and safety are the main drivers for service change.
Utilise existing systems for assessing service users’ views on quality of services provided and for involving patients, their carers or their representatives in workforce planning or related project work. Continuing to develop relationships with our colleagues in the Quality Improvement team to ensure we consider patient and staff views and look at lessons learned from other projects. 
Supports others effectively during times of change and work with others to overcome problems and tensions as they arise and ensure that own workload is managed effectively. We have regular Team Days to review our work and progress as a team and to reflect and plan. We discuss any issues we may have had with other individuals or teams and look at ways to help each other and the team grow. We have started to create several plans on a page for our projects and to aid our team development have also created one specifically for our team communication, this includes both our internal communication with each other but also our externally communication and how we view ourselves as a team and how we want others to view us. This is an ongoing piece of work which we are developing and will continue to evolve as our team evolves. 

Equality and Diversity
Actively promotes equality of opportunity and diversity in own area of responsibility.  It is intended to go beyond compliance with equality legislation and move towards a situation where there is awareness in your area of and active commitment to the need to ensure equality of opportunity and the benefits of diversity. I attend the Equality, Diversity and Inclusion group meetings and contribute to the Strategic Equality Plan from a Workforce planning perspective. 

Finance and Resources
Will be required to review and monitor budgets for designated service areas and/or specific initiatives and projects.
Will be involved in or lead specific projects associated with the commissioning of services. Working with the Capital Planning team on the commissioning of services and estate as part of the new Day Surgery Unit at PPH, the Carmarthen Hwb and Cross Hand Integrated Care Centres. Potential commissioning of data modelling tools for workforce planning.
Promote and secure value for money, ensuring that the services of the team operate in an efficient manner. (Value Based Health Care) I worked on the PWC tool along with finance and Values Based Health Care colleagues. As work progresses with the development of the business cases to WG on the new acute hospital and the development of the Community model I am working with the Values Based team in finance to ensure that our plans are value for money and the most efficient models that we can develop for our patients and communities. 
Will be required to participate in the costing of service development proposals and will need to ensure the costs of initiatives are understood by the Directorate and wider organisation. As part of the CSP programme I have worked closely with the Assistant Director of Finance to calculate the required workforce for the various options for the services and the associated costs. 
Effort and Environmental
Frequent VDU use is required for this post of periods of up to 3 or 4 hours at a time in
order to produce complex reports and analysis to support decision making. 
Frequent concentration will be required on a wide variety of complex issues throughout the day. The post holder will frequently have to adapt to changing priorities and re-focus the
work of self and others on new priority areas that may require urgent action. 
The post holder will participate in and facilitate meetings which require a high level of concentration on a wide range of topics, with a variety of audiences and mixtures of attendees. I attend a variety of meetings with various levels of staff across the health board and externally. Due to the current number of meetings and projects ongoing I need to have better prioritisation of my work to ensure that I concentrate on the tasks at hand and am fully aware of the timescales needed. This is linked to the piece of work on looking at the future roadmap to help prioritise our work.  
The role will require regular negotiation with senior NHS professionals. As part of my role I discuss with senior professionals their options for their future workforce and what can be undertaken, these views are not always taken and can lead to time being wasted while the professionals look at other options which may not be feasible. Over the last 2 years I have spent time developing and improving my negotiating skills to enable me to express my views with more clarity and authority. 
Analysis of facts figures to support work.
Critical path analysis and patient pathway analysis
Dealing with difficult situations/ circumstances - Significant service change agenda will require this. As part of the Land Appraisal for the PBC I was part of the workshop with the Women’s and Children’s Directorate specifically looking at Paediatric and Obstetrics services. This along with the work on the Interim Paediatric Review which looked at future Paediatric service change recommendations evoked heightened emotions from both clinicians and service users. These conversations and workshops had to be dealt with sensitively ensuring voices were heard and all recommendations and views were taken into consideration.  
General
Undertaking other relevant duties required by the workforce planning lead to be determined as the role develops


PERSON SPECIFICATION
See CV for Work History, Skills and Education linked to the below attributes.

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Qualifications and Knowledge

	Educated to degree level or equivalent level of NHS working experience.

Excellent knowledge of programme and project management.

Knowledge of the Skills for Heath Workforce Planning Methodology 

Evidence of further development education and training to Masters Level or equivalent level of experience. 

	Higher degree

CIPD

Project Management qualification e.g. PRINCE 2 / MSP / Agile

Knowledge of Workforce Information BI

Knowledge of Organisational Development and Learning Theory. 

	Application form and interview

	Experience

	Experience of managing service change projects and coordinating and leading activities to achieve the project objectives, ideally related to workforce 

Experience of planning and prioritisation own work and deliver to time and objectives.

Experience of report writing, programme planning, business case processes and communicating on multi agency workstreams.

Experience of delivering training/presentations to multiple audiences. 

	Good understanding of national HR initiatives within the NHS

NHS experience  

Understanding of a range of analytical techniques, software and tools for data manipulation; modelling, scorecard

Developing protocols and policies & procedures   

Development and management of HR policy and practice  

Developing and implementing new systems and procedures

	Application form and interview.




	Aptitude and abilities
	Able to work in a multidisciplinary and multi-agency environment.

Able to work to demanding timescales.

Have the ability to communicate effectively to internal and external stakeholders.

Ability to analyse data and situations and recommend solutions to problems.

Able to research and evaluate.

Keyboard skills.

Good time management and organisational skills.

Effective interpersonal skills.

Experience of engagement and collaborative working with the public, key stakeholders and patients / service users / consumers

	Welsh Speaker
	Interview

	Other
	Ability to travel within and outside the Health Board in a timely manner

Flexible approach to the needs of the service.

	
	Application form and interview




GENERIC STATEMENTS

NHS CODE OF CONDUCT FOR MANAGERS
** For Managers only:
The post holder will be expected to adhere to the standards laid down in the NHS Code of Conduct for Managers and at all times act in a manner that reflects and promotes the values of the HB.  The post holder must ensure all activity and service objectives are effectively met in compliance with HBs standing orders and SFIs, scheme of delegated authority and employment legislation.
REGISTERED HEALTH PROFESSIONAL
** For Registered Health Professionals only:
All staff who are members of a regulatory body must comply with standards of professional practice/conduct.  It is the postholders responsibility to ensure they are both familiar with and adhere to these requirements. 
HEALTHCARE SUPPORT WORKERS
** For Healthcare Support Workers only:
All healthcare support workers should be familiar with and must comply with the Code of Conduct for Healthcare Support Workers in Wales.
COMPETENCE
The post holder is required to participate in the Hywel Dda PDR process and work towards meeting identified development needs.  The postholder is required to demonstrate on-going continuous professional development.  At no time should the postholder work outside their defined level of competence.  If the postholder has concerns regarding this they should immediately discuss this with their Manager/Supervisor/Consultant.  The postholder has the responsibility to inform those supervising their duties if they are not competent to perform a duty.

OUR VALUES
Hywel Dda University Health Board is a values driven organisation.  The post holder is expected to uphold our values of dignity, respect, fairness, integrity, honesty, openness and caring, kindness & compassion underpin a behaviour framework which are supported by our organisational values of 
1. Putting people at the heart of everything we do
1. Working together to be the best we can be
1. Striving to deliver & develop excellent services

TEAM BRIEF
The post holder is required to actively participate in Hywel Dda Team Briefing in order to aid communication within the Health Board.  Managers and supervisors will regularly deliver the Team Brief verbally to their own staff teams by means of a Core Brief and additional departmental information.
RISK MANAGEMENT/HEALTH & SAFETY
The postholder has a responsibility to themselves and others in relation to managing risk, health and safety and will be required to work within the policies and procedures laid down by the Hywel Dda.   All staff have a responsibility to access occupational health, other staff support services and/or any relevant others in times of need and advice.  The postholder has the responsibility for monitoring the progress on action plans in relation to risk, health and safety.  The postholder has the responsibility for the development of risk profiles and a risk register within their area of responsibility.  The postholder has the responsibility for developing systems to monitor performance against agreed performance indicators.
HARRASSMENT & BULLYING
The HB condemns all forms of harassment and bullying and is actively seeking to promote a workplace where employees are treated with dignity, respect and without bias.  All staff is requested to report any form of harassment and bullying to their line manager or to any Director of the HB.
RECORDS MANAGEMENT
The postholder has the responsibility for timely and accurate record keeping and where appropriate in accordance with professional guidelines. The postholder has the responsibility for the creation and maintenance of records in accordance with Hywel Dda policy and the data protection act.
FLEXIBILITY STATEMENT
The developing and rapidly changing nature of the organisation will require considerable flexibility from the post holder.  This job description indicates the main functions and responsibilities for the post and is not intended to be a fully inclusive list and the duties and responsibilities specified in this job description are subject to change as the needs of the HB evolve.  On agreement with the post holder, this job description will be amended, as necessary, in the event of future organisational and professional changes and/or personal development.

CONFIDENTIALITY
All staff may have access to confidential information about patients, staff or health service business.  On no account must such information be divulged to anyone who is not authorised to receive it.  Confidentiality of information must be preserved at all times whether at or away from work.  Any breach of such confidentiality is considered a serious disciplinary offence, which is liable to dismissal and /or prosecution under current statutory legislation (Data Protection Act) and the HB Disciplinary Policy.
EQUAL OPPORTUNITIES
Hywel Dda University Health Board is committed to ensuring that, as far as is reasonably practicable, the way we provide services to the public and the way we treat our staff, patients and others reflects their individual needs and that individuals or groups will not face discrimination, harassment or victimisation, or be treated less favourably on the basis of sex, pregnancy and maternity, gender reassignment, disability, race, age, sexual orientation, religion and belief, family circumstances including marriage and civil partnership.  To this end, the UHB has an Equality and Diversity Policy and Equality Impact Assessment Policy and Procedure and it is for each employee to contribute to enacting these policies. 

OUTSIDE EMPLOYMENT/OUTSIDE INTERESTS
Any other work or outside interests must not conflict with the duties and responsibilities of your attendance for work as an employee of the HB.

ENVIRONMENTAL
The Hywel Dda Health Board is committed to its environmental responsibilities.  The Board recognizes that its activities, including energy consumption, waste generation, transportation emissions, water use and resource consumption, have a significant impact on the environment.  As an integral part of its commitment to ensure high quality patient care, all staff have a responsibility to adhere to environmental policy and procedure at both an organisational level and within their own area of work to ensure legal compliance.  Staff will do their utmost to minimize the environmental impacts of Health Board activities and services, and seek to continually improve operations to minimize their environmental effects.  Staff should take note of relevant communications and attend mandatory training when required.

SMOKE FREE POLICY
All Health Board sites and premises and grounds are designated as smoke free areas.  This policy applies to all staff, contractors/service providers, patients*, visitors and the public.
*Those patients staying in residential mental health units will be exempt under the Smoke-Free Premises (etc) Wales Regulations 2007.

SAFEGUARDING ADULTS AND CHILDREN 
Every employee of the Health Board, whatever their job, role, profession, status or place of work, paid or voluntary, has a responsibility for Safeguarding both adults and children. Staff must: 
· Understand the nature of abuse and how children and adults might be at risk of harm and neglect.
· Understand their own safeguarding responsibilities and what actions they may need to take.
· Know where they can access local policies and procedures in relation to Safeguarding Children and Safeguarding Adults.  
· Report allegations or suspicions of abuse to their line manager, including suspicions about a colleague or manager, irrespective of their status, profession or authority. This includes whistle-blowing
· Know how to make a Safeguarding referral to Social Services and/or the Police for both adults and children to report allegations or if they have concerns.
· Know what services, advice and support are available locally to vulnerable children and adults and how to access help needed.

INFECTION CONTROL
"The document Commitment to Purpose: Eliminating Preventable Healthcare Associated Infection: A Framework of actions for healthcare organisations in Wales stipulates that all staff must understand their responsibility and accountability for Infection Prevention & Control and the Health Board must be assured of this on an ongoing basis".   IP&C is the personal and individual responsibility of all Health Board staff.  All staff have a responsibility to protect and safeguard 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 Infection Prevention & Control Policies and procedures; and best practice guidance in order to maintain high standards of Infection Prevention & control.  

GENERAL
The postholder needs to ensure they are familiar with their terms and conditions of service.
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