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	Job Title
	Mental Health Act Support Senior Officer 

	Job Purpose
	To provide high quality effective administrative support to the Mental Health Act (MHA) Second Opinion Appointed Doctor (SOAD) Service across a range of duties as directed by your line manager and within agreed processes and timescales.

	Accountabilities
	· Triaging SOAD requests, s57 panels and section 61 reports to ensure these are statutorily required and fully complete. Draft and issue responses to Providers to explain when these are not required or where further information is required. 
· Alert MHA Support Lead/MHA Operations Manager to potential poor practice/safeguarding issues if/when they arise.   
· Record SOAD and s57 panel requests and s61 reports into CQC systems as required ensuring the information recorded is accurate and records are updated as further information is received. 
· Appoint SOADs to SOAD requests ensuring urgent requests e.g. for ECT treatment are prioritised and all requests are appointed to within MHA timescales where possible. Where requests require specialist input identify the most suitable SOAD to be appointed.
· Appoint SOADs and other persons to s57 panel requests. Manage s57 process to completion including liaison with the operating centre, requesting professionals and panel, drafting letters to explain the process or to request further information.

· Manage s61 report scrutiny process ensuring reports are allocated to suitable SOAD s61 Scrutineers each week, checking s61 report outcomes are appropriate referring to MHA Operations Manager/Principal SOAD as required. Drafting letters to Providers to explain outcomes/request further information.    

· Manage any scheduled Day Sessions (pre-agreed groupings of up to 4 second opinions at one Provider/hospital) for SOADs including appointing SOADs, liaising with Providers to identify/agree suitable requests to be included on the day, dealing with any enquiries arising. 
· Develop strong relationships with SOADs, s57 panel members and external stakeholders e.g. Mental Health Act Managers to ensure the effective delivery of the service. 
· Manage inboxes and respond appropriately to enquiries about SOAD requests, s57 panels and s61 reports and provide information, advice, support to external stakeholders about the processes in line with MHA requirements, good practice advice and all relevant CQC/MHA/SOAD team policies and procedures.   

· Triage and process s57/SOAD reports and any issued certificates. Check that certificates are completed correctly/comply with MHA requirements and resolve any issues in liaison with the s57 panel/SOAD/Provider. Ensure relevant information from reports and certificates are recorded accurately on CQC systems.  
· Check and approve/reject SOAD claims in line with MHA SOAD Team and CQC policies. Respond to enquiries from SOADs about claims and collate and provide information to them on request.  
· Respond to ad-hoc requests for information from SOAD Team managers, SOADs or other stakeholders e.g. SOAD asks for previously issued certificate(s), particular areas of research e.g. sampling SOAD reports and certificates or information on s61 activity.
· Triage and process requests for statutory amendments in line with MHA SOAD Team policies ensuring required amendments are made in liaison with SOADs/Providers. Respond to Providers to explain when amendments cannot be made and what alternative actions they need to take.   
· Support SOAD recruitment interview process in liaison with HR/Principal SOAD. Provide advice and support to new SOADs in liaison with Principal SOAD/MHA Ops Manager/MHA Support Lead as required including identifying suitable mentor. Some travel may be required. 
· Support SOAD induction and annual training events including identifying requirements/venues, producing materials, supporting trainers and attendees. Some travel may be required.
· Manage SOAD annual appraisals in line with SOAD Team/GMC/Suitable Person requirements including identifying suitable peer appraiser, arranging and collating audits and providing all supporting data/information. Responding to enquiries from SOADs relating to appraisals/revalidation in liaison with Principal SOAD/MHA Ops Manager/MHA Support Lead as required.  

· Contribute to a high performance culture, taking personal responsibility for achieving individual targets, team service levels and assuring a high quality of work. Understand how your role contributes to the wider goals of the Mental Health Act team and the organisation.
· Undertake all mandatory and other identified training to support own development and to work towards an understanding of the Mental Health Act and Code of Practice relating to SOAD functions. 
· Actively contribute to Performance Management and Review process by ensuring participation in performance conversations and completion of appropriate documentation.  

· Demonstrate application of CQC Values and Behaviours in all interactions, raising awareness and improving practice in respect of Equality and Diversity and promotion of Human Rights within the workplace.

· All duties commensurate with your role and responsibilities.


	Specific skills and experience
	Essential

· Educated to A level or equivalent qualification level, or ability to demonstrate appropriate operational experience

· Has a sound understanding of CQC and its activity under the MHA and willingness to learn if new in post 

· Proactive in approach, able to work collaboratively across teams and respond flexibly to directorate demands and priority needs.

· Strong organisational skills, able to manage conflicting demands to meet deadlines. 

· Able to work independently without close supervision, plan and deliver own workload. 

· Strong team player and proactive in contributing to change and improvement and problem solving.

· Able to support planning, work allocation and prioritisation of activity on behalf of team members.

· Able to capture accurate information in a high-volume, fast-paced environment. 

· Able to work accurately and deliver high quality outputs within agreed timescales.

· Experience of using management information systems, collating and presenting information in a variety of formats to suit audience.

· Commitment to delivery of customer service excellence.
· Commitment to CQC purpose and Values.

Desirable 

· Ability to generate original ideas and develop practical solutions

· Has knowledge and understanding of CQCs role within the health and social care environment

· Has knowledge of the MHA and Code of Practice


	Values 

Excellence - In my work for CQC:

· I set high standards for myself and others, and take accountability for results

· I am ambitious to improve and innovate

· I encourage improvement through continuous learning,

· I make best use of people’s time, and recognise the valuable contribution of others   

Caring - In my work for CQC:

· I am committed to making a positive difference to people’s lives

· I treat everyone with dignity and respect 

· I am thoughtful and listen to others

· I actively support the well-being of others

Integrity - In my work for CQC:

· I will do the right thing

· I ensure my actions reflect my words

· I am fair and open to challenge and have the courage to challenge others

· I positively contribute to building trust with the public, colleagues and partners

Teamwork - In my work for CQC:

· I provide high support and high challenge for my colleagues

· I understand the impact my work has on others and how their work affects me

· I recognise that we can’t do this alone

· I am adaptable to the changing needs of others
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