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	Topic
	Maclean Hospital Administration Restructure

	Analysis
	Maclean District Hospital forms part of the Clarence Health Service, along with Grafton Base Hospital.  The administrative staff at Maclean work across multiple departments but all currently report to a Senior Administration Officer.    Changes to the organisational structure across the network, as well as changes to the services provided at Maclean, require a review of these arrangements.  There are some problematic issues such as:

· Staff with permanent hours, but no defined cost centre;
· Staff regularly rostered to positions with a higher grading; 
· CSO responsibilities were ‘embedded’ into AO6 and AO4 positions;
· Vacant hours exist in some rosters, and the Senior Administration Officer is retiring.

A modest restructure is proposed, which will:

· align reporting lines for Maclean administrative staff to the same standard across the network;
· extend the hours of administration support cover for the Emergency Department;  
· ensure CSOs are stand-alone positions.

Annual cost savings of $631 recurrent are forecast, with no FTE impact.   


Recommendation
Approve the proposed restructure to commence the change process. 

	Director Clinical Operations signature

	
	Date
	



Background and Rationale
The Clarence Health Service Operational Plan 2019-2020 clearly articulates these services operate under a common executive management structure across both Grafton and Maclean Hospital sites.  Clarence is unique from any other Base or District Hospital in the LHD due to the combined management structure, which extends to most departments almost to the extent of a ‘one hospital, two campuses approach’.
The administration support provided at Maclean Hospital is of an excellent standard, however there are some archaic arrangements in place, which have not kept pace with changes to organisation structures and clinical service delivery over time. 

Administration support currently exists in the following areas:
· Emergency Department:  2.84 FTE
· Main Reception (incl Admissions):  2.74 FTE
· Clinical Support Officers:  1.47 FTE
· Ward-based Patient Support Officers:  1.84 FTE

Current Organisational Structure
Please refer to attachment one.

[bookmark: _Hlk49521483]Limitations of the Current Structure

The reporting lines for all administrative staff are up to a Senior Administration Officer position.  The incumbent has recently retired:
· Customer Service Officer’s (CSO) do not currently report to a nursing manager;
· Emergency Department (ED) Reception does not report to the ED Nursing Unit Manager (NUM);
· Patient Support Officers do not report to their NUM; 
· Finance related functions do not report to the Clarence Business Unit.

There are archaic employment practices which need sorting out, such as:
· staff with permanent hours, but no defined cost centre;
· one staff employed as an AO1 substantively for one assignment;
· she, and other staff, regularly rostered to positions with a higher grading, with no security; 
· CSO responsibilities were ‘embedded’ into an AO5 position;

Other issues include:
· vacant hours exist in some rosters;
· the core functions of the Admissions/Waiting List position have changed due to the cessation of elective surgery at Maclean Hospital. 

Proposed Organisational Structure
Please refer to attachment two.

Staff and Positions Affected`
The permanent administration staff at Maclean Hospital are:
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The Maintenance and Ward PSO positions are not proposed to change.

Within the ED roster, no staff actually have permanent hours.  Recruitment will be needed for these staff, who would report to the Emergency Department NUM 3.

The Site Administration permanent FTE adds to 1.92 (including the incumbent 1.0 FTE AO4 position, who  retired in April), and the proposed roster requires 2.63 FTE to service.  No staff need be declared surplus.  Recruitment will be needed after a matching process.

The existing Admissions/Waiting List position is also only filled temporarily, and this is proposed to reduce to 0.6 FTE focussing on Outpatients Clinics.  Clinics include Geriatrician, medical day procedures, and Medical Imaging.  This new Administration Officer – Ambulatory Care position would be recruited to and report to the Ambulatory Care Nurse Manager. 

The Business Support position will be recruited to and will report to the Business Support Manager.
The Administration Officer-Reception will report to the Clarence Assistant Director of Nursing.

Objectives and Benefits
The improvements intended by this proposal are obvious:
· Improving the cohesiveness of the two facilities with the aim of achieving one service, two campuses versus two distinct facilities;
· Align reporting lines to the current and appropriate standard across the Clarence network;
· Increase the hours of administration support to the busy Emergency Department;
· Ensure CSO hours are stand-alone ‘ring-fenced’ positions;
· Ensure ambulatory care services are adequately supported;
· Improve financial practice and activity reporting due to a dedicated position. 
It is acknowledged the grading of the recommended positions will need to be presented to the relevant grading committees.  All those with current substantive positions would have priority for redeployment within the restructure, therefore, there are no job losses associated with this proposal.  Appropriate re-training and upskilling opportunities would also be facilitated as required to ensure staff have a modern professional skill base.  





Restructure Cost Analysis
It is only the Emergency Department and Main Reception rosters which are affected by this proposal.  No changes are proposed for the ward-based Patient Support Officers.    Clinical Support Officer hours, which are currently embedded within the Main Reception office, will be separated out into designated CSO positions but will not be changed.  
The costings have been undertaken by Mr Tony Crayton, Clarence Senior Business Manager. 

EMERGENCY DEPARTMENT 
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MAIN RECEPTION
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Net saving - $631
								
Proposed Changes
The following staff will be directly affected by this restructure proposal

CURRENT AFFECTED PERMANT POSITIONS
Admin Officer 5 (1FTE).  Incumbent on LSL pending retirement.
Admin Officer 2 (0.39FTE).  It is intended the current incumbent will be given priority to the proposed AO3.
Admin Officer 1 (0.2FTE).  It is intended the current incumbent will be given priority to the proposed AO3.


AFFECTED TEMPORARY/CASUAL POSITIONS
Admin Support Officer (AO3) (0.42FTE)
Admin Support Officer (AO3) (0.53FTE)
Clinical Support Officer (AO3) (0.42FTE)
Admin Officer (AO2).  Casual

All temporary employees will be encourage to apply for any of the below proposed positions.

PROPOSED
Business Support Officer (AO 4) (1.0 FTE).
Clinical Support Officer (AO3). (1.47 FTE)
Emergency Department – Reception.  (AO3). (2.45FTE)
Admin Officer - Reception (AO3).  (1.0FTE)
Admin Officer – Ambulatory Care (A03). (1.0FTE)
 
All position descriptions currently exist across the LHD and therefore grading is not required.



[bookmark: _Hlk49425847]Consultation
Dan Madden		General Manager
Sharon Wright		Director of Nursing & Midwifery
Tony Crayton		Senior Business Manager
Lee-Anne Grocott	Human Resources Manager 



Appendices
[bookmark: _Hlk49425742]1	Current Organisational Chart
2	Proposed Organisational Chart	
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	Dan Madden 
	Clarence General Manager
	15/03/2022
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CURRENT

Position Role Title Classification Hours FTE Location COST

Senior Administration Officer Admin Off Lvl 5

40  1.05  Front Office

$73,629

Administration Support Officer Admin Off Lvl 3

20  0.53  Front Office

$33,153

Administration Support Officer Admin Off Lvl 3

4  0.11  Front Office

$6,631

Admissions / Wait List Admin Off Lvl 3

40  1.05  DSU

$66,305

TOTAL 104  2.74 

$179,717

PROPOSED

Position Role Title Classification Hours FTE Location COST

Business Support Officer Admin Off Lvl 4

38  1.00  Front Office

$66,261

Administration Officer - Reception Admin Off Lvl 3

38  1.00  Front Office

$62,990

Administration Officer - Ambulatory Admin Off Lvl 3

24  0.63  Outpatients

$39,783

TOTAL 100  2.63 

$169,034

Variance

0.11 $10,683



8.00am - 4.30pm 8.00am - 4.30pm 8.00am - 4.30pm

8.30am - 5.00pm



8.00am - 4.30pm 8.00am - 4.30pm 8.00am - 4.30pm 8.00am - 4.30pm 8.00am - 4.30pm



8.30am - 5.00pm 8.30am - 5.00pm 8.30am - 5.00pm 8.30am - 5.00pm

8.00am - 4.30pm



Monday Tuesday Wednesday Thursday Friday Saturday Sunday

8.00am - 4.30pm 8.00am - 4.30pm 8.00am - 4.30pm 8.00am - 4.30pm

8.30am - 5.00pm



8.30am - 5.00pm



8.30am - 5.00pm 8.30am - 5.00pm 8.30am - 5.00pm 8.30am - 5.00pm

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

8.30am - 5.00pm 8.30am - 5.00pm 8.30am - 5.00pm 8.30am - 5.00pm 8.30am - 5.00pm


image1.emf
Cost Centre Name Grade Hours FTE

710740 - MCL - Site Administration Admin Off Lvl 4 38 1.00

710740 - MCL - Site Administration Admin Off Lvl 2 15 0.39

710740 - MCL - Site Administration Admin Off Lvl 2 8 0.21

710740 - MCL - Site Administration Admin Off Lvl 1 12 0.32

73 1.92

708760 - MCL - Maintenance Admin Off Lvl 2 8 0.21

702492 - MCL - Sub Acute Ward Admin Off Lvl 2 24 0.63

702492 - MCL - Sub Acute Ward Admin Off Lvl 2 16 0.42

702493 - MCL - Acute Ward Admin Off Lvl 2 30 0.79

186 2.05
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CURRENT

Position Role Title Classification Hours FTE Location COST

ED Reception / Switch Telephonist Lvl 3

54  1.42  ED Reception

$109,217

ED Reception / Switch Telephonist Lvl 3

34  0.89  ED Reception

$76,806

Administration Support Officer Admin Off Lvl 2

20  0.53  ED Reception

$31,021

TOTAL 108  2.84 

$217,044

PROPOSED

Position Role Title Classification Hours FTE Location COST

ED Reception / Switch Admin Off Lvl 3

56  1.47  ED Reception

$109,404

ED Reception / Switch Admin Off Lvl 3

56  1.47  ED Reception

$117,692

TOTAL 112  2.95 

$227,095

Variance

0.11  $10,052
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