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JOB DESCRIPTION:		Clinical Governance Manager

RESPONSIBLE TO:	Head of Nursing and Clinical Services

ACCOUNTABLE TO:		Hospital Director  

RESPONSIBLE FOR:
Coordination of governance processes; incident reporting administration; risk register maintenance; quality reporting; audit support; contract compliance monitoring; CQC information collation; supporting safeguarding referrals; contributing to KPI achievement; planning and coordinating governance meetings; liaising with patients and external organisations regarding complaints, feedback, and investigations.
JOB SUMMARY
The Clinical Governance Manager supports the development and maintenance of effective clinical governance systems across PPG Portsmouth. The post holder coordinates governance processes, monitors compliance with quality standards, and supports activities relating to risk management, incident reporting, and contract quality requirements.
This role focuses on accurate data collection, supporting investigations, and preparing reports to maintain compliance with statutory, contractual, and Care Quality Commission (CQC) requirements. The post holder will plan and coordinate internal and external governance meetings, chair relevant site-level governance forums, and support patient-facing correspondence relating to complaints and investigations.
Working closely with department managers, the IPC and Compliance Manager, and senior leaders, the post holder will help embed governance practices and contribute to ongoing service improvement initiatives across the organisation.
PRINCIPAL DUTIES AND RESPONSIBILITIES
Governance, Quality & Reporting
• Collect, analyse and summarise governance metrics including incidents, audits, staffing data and patient feedback.
• Produce governance reports for internal meetings, ICB submissions, CQC requirements, and Practice Plus Group reporting cycles.
• Support Heads of Department in identifying trends and coordinating action plans.
• Assist in monitoring safer staffing information and supporting evidence requirements.
• Plan, coordinate, and schedule governance-related meetings and events involving external agencies, central teams, and internal stakeholders.
• Chair relevant governance or quality meetings at site level, ensuring accurate minute taking, documentation and action management.
Risk & Incident Management
• Maintain and update the organisational Risk Register, escalating overdue actions where appropriate.
• Coordinate the administration of incident reporting and investigation workflows.
• Allocate incidents to investigators, ensuring documentation is completed within required timeframes.
• Support the collation of information for claims, legal requests, inquests, and regulatory enquiries.
• Challenge and question investigating officers when required to ensure a balanced, robust and PSIRF-aligned investigation process.
• Support dissemination of learning and ensure action plans are recorded and tracked to completion.
CQC & Contract Compliance
• Coordinate the preparation of information for CQC inspections, audits, and statutory submissions.
• Work closely with the IPC and Compliance Manager to ensure audit findings are translated into improvement actions.
• Support the monitoring of quality and safety elements for outsourced service providers.
Patient Experience & Complaints
• Support administration of patient feedback systems and departmental response rates.
• Analyse themes from patient experience data and prepare summary reports.
• Liaise with patients regarding complaints, feedback, and investigation updates.
• Assist with drafting and finalising written responses to complaints, patient correspondence, and investigation reports.
Safeguarding (Support Role)
• Assist the Safeguarding Lead with documentation and referral coordination.
• Maintain safeguarding logs, reporting information and support audit compliance.
Service Improvement
• Support implementation of improvement initiatives derived from audits, incidents, complaints, and performance reviews.
• Help departments embed learning outcomes consistently across services.
Internal Support & Coordination
• Assist with staff induction on governance processes, incident reporting and quality systems.
• Provide general guidance to staff on governance documentation, escalation pathways, and reporting tools.
STATUTORY AND REGULATORY RESPONSIBILITIES
• Maintain accurate governance, incident, and audit records in accordance with legal and contractual requirements.
• Escalate reportable incidents promptly to senior management.
• Maintain up-to-date knowledge of governance, CQC regulations, and best practice through mandatory and role‑specific training.
• Support VTE compliance monitoring through data collection and reporting.
SERVICE PROVISION & CONTRACT SUPPORT
• Ensure governance activities align with PPG policies, CQC standards, contract requirements and national guidance.
• Coordinate quality and experience data relating to outsourced service providers.
• Contribute to the delivery of service and business plans by providing governance insight, data, and administrative support.
MANAGERIAL & TEAM RESPONSIBILITIES
• Coordinate day-to-day governance tasks and support administrative staff involved in incidents, complaints, and risk processes.
• Promote good practice in risk assessment, incident reporting, and patient experience monitoring.
• Provide governance information and organisational support to the Head of Nursing & Clinical Services as required.
Health and Safety 

As an employee of Practice Plus Group, the post holder has a duty under the Health and Safety at Work Act 1974, to:

· Take reasonable care of the health and safety of themselves and all other persons who may be affected by their acts or omissions at work.

· Co-operate with their employer to ensure compliance with Health and Safety legislation and the Health and Safety policies and procedures of the treatment centre, not intentionally or recklessly interfere with, or misuse, anything provided in the interests of health, safety, or welfare, in pursuance of any of the relevant statutory provisions.

Data Protection 

The postholder must at all times respect the confidentiality of information in line with the requirements of the Data Protection Act.  This includes, if required to do so, obtain, process and/or use information held on a computer in a fair and lawful way, to hold data only for the specified registered purposes and to use or disclose data only to authorised persons or organisations as instructed.

This list of duties and responsibilities is not exhaustive and the post holder may be required to undertake other relevant and appropriate duties as reasonably required.

This job description is subject to regular review and appropriate modification

I confirm I have read and understand this Job Description 


Name of Postholder 			…………………………………..

Signature 				…………………………………...

Date					…………………………………..





	Contract details- Clinical Governance Manager



	Location:
	Practice Plus Group Portsmouth


	Salary:
	Depending on Experience


	Hours:
	37.5 hours- 5 days

	Length of Contract:
	Permanent

	Leave:
	Pro rata


	Pension:
	Stakeholder


	Employee Assistance Programme:

	Yes






	PERSON SPECIFICATION – Clinical Governance Manager- PPG Portsmouth

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Experience
	Experience in surgical or urgent care environments to support clinical understanding during incident analysis 

Previous risk management, incident management required within a healthcare setting

Previous audit and complaints management experience in a healthcare setting.

Previous experience in Healthcare governance.

Experience in report writing.

Experience in creating power point presentations.



	Previous experience working in Healthcare Governance and Risk.

Good working knowledge of the CQC key lines of enquiry

Experience of working with ICB partners.

Has experience with implementation of PSIRF.


Evidence of leading a quality improvement project.

Previous role in healthcare leadership, undertaking workforce management, and clinical decision making.

Evidence of working with Safer staffing models



	Leadership
	Confidence and skill in challenging and questioning investigators to ensure a thorough and balanced incident review process aligned to PSIRF principles

Evidence of leadership of management development or training.

	

	Skills and Knowledge
	Ability to maintain and enhance effective working relationships.
Ability to contribute to, monitor and implement changes and improvements to the service.
Able to participate in the setting and achieving of audit standards.
A good level of IT proficiency- including MS Office, databases, and governance reporting systems.
Strong administrative capability, including correspondence management and document control.
Uses conflict resolution strategies to achieve a satisfactory decision
Ability to plan, allocate and evaluate own work and develop self to enhance performance of others. 

Ability to plan the required work of the Patient Safety and Governance lead role..
Excellent communication skills both verbal and written.
Excellent time management skills.
Able to meet the needs of the business..
Ability to understand key business issues that affect the profitability and growth.
Ability to network with other Patient Safety partners, to collaborate and learn.
Commitment to continuous professional development in governance, patient safety, regulatory compliance and risk management
	Completed PSIF training
Completed a Patient safety certificate or Module at a level 6/7.



	Other Factors





	Committed to the overall aims of Practice Plus Group.

Committed to the provision of quality services.

A flexible, positive attitude to performing a variety of duties.

Ability to “walk the talk” by being present in clinical areas daily.

Willing to develop/learn in the role.

Fit to undertake the duties of the post.

Ability to be flexible with regard to working hours.
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