News for UNISON members
in the NHS clerical and admin sector

S
With the introduction of the “18-week
pathway” the extra clinics and extra
theatre lists etc that we all predicted
are with us. This impacts on many
administrative and clerical staff,

from booking clerks to receptionists,
medical secretaries to “manic
managers,” all desperately trying to
meet trust targets.

Here at the Norfolk and Norwich, we
have had many calls from members
who are being asked to incorporate
this extra work into their existing
hours. The first thing we do is to
demonstrate to managers where
the extra work is and show that it is

clearly on top of existing workloads.

It is a reasonable assumption that

if you substantially increase the
workload without any thought of
increasing staffing levels, problems
will arise. In my workplace we have
staff who can’t cope with the extra
work that is coming their way. And
all administrative and clerical staff
dealing with patients along the “18-
week pathway” have been affected.
The union is resisting calls for staff
to take on extra duties without an
adequate assessment of workload
to staffing ratios being undertaken.
For example, our medical secretaries
have not been typing up the extra

Medical secretaries defeat Gwent cuts
By Chris Jones, Wales Sector Rep

UNISON members in Gwent

have seen off proposals by Price
Waterhouse for the outsourcing

of medical secretarial work, a
substantial reduction of numbers and
the restructuring and consequent
downgrading of medical secretarial
posts. These proposals have all
been scrapped in spite of the trust’s
projected deficit of £43 million and
the fact they could have saved £1.6
million.

UNISON members took action
after the proposals leaked out in
August 2006. Medical secretaries,
together with branch officers,

organised a picket of the trust

board annual general meeting. They
then held a meeting of over 100
staff members who unanimously
rejected the proposals and decided
to fight them. Thirty representatives
stepped forward in order to facilitate
communication.

Over the next 16 months, meetings
were held with the trust where

the secretaries demanded a no-
redundancy agreement before being
willing to talk about modernisation.
This was not forthcoming.

In the summer of 2008, the trust held

matters

Floating a solution to ever increasing workloads
By Tina Cross, Eastern Region Sector Rep

i This article is written mainly on the basis of my experience at the Norfolk and
Norwich University Hospital, but | know that an “ever increasing workload”
is a problem experienced across all trusts.
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clinics or validating patient pathways
relating to the “18-week pathway.”

The trust has responded by supplying
departments with extra staff to cope
with the extra work. We are now
starting to see the development

of “float teams” — staff who are
trained in-house to cover the work

of receptionists, medical secretaries,
waiting list co-ordinators and patient
pathway co-ordinators.

Reports from departments have
shown support for these teams.
However, the work here at the Norfolk
and Norwich is still ongoing!

workshops in an attempt to convince
UNISON members to change their
minds. This was unsuccessful and
instead the trust received 168 critical
questions, many of which were about
the quality of the service.

At the end of 2008, agreement was
reached to call it a day and a return to
normality.

Medical secretaries in Gwent are

to be congratulated on their stand
and their immediate response to
proposals to reduce the quality of the
service to patients and cut staff terms
and conditions of service.
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Win a break at
Croyde Bay

The first issue of this newsletter is called Admin
Matters. However, we are keen to see if our readers
can come up with an alternative title for this newsletter
— and win a break at Croyde Bay at the same time. If
you have an idea, please send it to:
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Holiday Village

Title Competition

Health Group

UNISON

FREEPOST (WC5652)

1 Mabledon Place

London WC1H 9AJ

Don’t forget to include your contact details.

If your suggestion is chosen as a new title for the
newsletter, Croyde Bay Holiday Village will offer you a

three night break for up to two adults and two children.

THE NHS STAFF COUNCIL
WORKING IN PARTNERSHIP

PARTNERSHIP OCCUPATIONAL SAFETY
AND HEALTH IN HE ALTHC ARE GROUP

Setting new health and
safety standards

POSHH (the NHS Staff Council sub group on health and
safety) has agreed and published a set of occupational heath
and safety standards. These have been written in partnership
between NHS trade unions and NHS Employers to help
employers comply with their legal obligations. They cover

a range of health and safety issues, including tackling and
managing violence and aggression in the workplace, bullying
and harassment, stress, musculoskeletal disorders and the
use of display screen equipment. Details of the standards
can be found at www.unison.org.uk/file/Occupational %20
health%20and%20safety %20standards.pdf

UNISON publications

UNISON has produced new
guides on tackling violence and
aggression, as well as the health
and safety dimension of display
screen equipment. Both these
publications emphasise the
importance of risk assessment
and the involvement of trade union
safety reps.

“It’s Not Part of the Job: UNISON’s
guide to tackling violence and
aggression at work” emphasises
that employers need to look after
the safety and security of all staff,
including admin and clerical staff.

“Are You Sitting Comfortably”
explains how employers should
minimise the risk of display screen
equipment (ie computer) work by
ensuring that workplaces and jobs
are well designed and workers have
adequate rest breaks.

Copies of these publications can
be found on the UNISON web site.

It's Not Part of the Job: UNISON’s
guide to tackling violence and
aggression at work: www.unison.
org.uk/file/4096.pdf

Are You Sitting Comfortably?: www.
unison.org.uk/file/4095.pdf




Meet the Administrative and
Clerical Sector Committee

Bryan Robertson, Sector Chair

Employment history

| have been employed in public
services since 1970, after starting
with Newcastle Local Authority and
then being transferred into the NHS
in 1974. In total | have done 38 years
in public services and 34 years in the
NHS.

Employed as a clerical officer with
Community Health Services in 1974,
| was involved in supporting, in an
administrative capacity, activities at
25 clinics and health centres situated
throughout Newcastle upon Tyne.

Over time | have become involved
and appointed to various job within
the community sector, dealing with a
wide range of services, from postal
and courier services, welfare foods,
loan equipment, staff accommodation
to personnel and admin support
services. Eventually | was appointed
as a bereavement advisor for
Newcastle General Hospital in 1998
until | was seconded to full-time trade
union activities as staff side secretary/
UNISON branch secretary in 2001.

Trade union history

| was a NALGO member from 1970
until merger into UNISON in 1994,

| became a NALGO steward in 1983
and was soon appointed to a position
of recruitment officer for the branch in
1984.

| was elected branch secretary for
NALGO in 1986 and continue in this
role in UNISON Northumberland, Tyne
& Wear Branch.

| have continually represented my
branch at regional level since 1984.

| have been a member of the Admin
and Clerical National Negotiating
Committee since 1986 and have been
involved at national level with Health
Standing Orders Committee since
1995 and as a member of the National
Standing Orders Committee between
1997 and 2005.

Negotiators set out agenda for 2009

The Health Service Group Executive (SGE) has decided to push forward with
a major negotiating agenda during 2009 on terms and conditions issues that
have the potential to deliver new benefits to members.

Its decision followed the NHS Pay Review Body’s announcement in December
2008 that it would not ask the government to conduct a review of 2009/10 pay

rates agreed under the multi-year deal

Therefore, the SGE recognised that against a background of rapidly declining
inflation and fears over job security there was no immediate prospect of re-
opening the pay rates in the multi-year deal and, while keeping pay under
review, the focus in 2009 would be on key terms and conditions issues.

Your regional reps on the
Administrative and Clerical
Sector Committee

Eastern Tina Cross

East Midlands To be confirmed
Greater London Jim Mansfield
Northern Bryan Robertson
Northern Ireland Catherine Farrell
North West Pauline Gregory
Scotland Aileen Stewart

South East June Harewood
South West Sue Orwin

Wales Chris Jones

West Midlands Nina Wood-Ford

Yorkshire and Humberside Tony
Bryan

National Black Members
Committee Co-optee: Jenny Forbes

National Women’s Committee
Co-optee: Katrina Purcell

Contacts

The full-time officers supporting the
Administrative and Clerical Sector are
Dave Godson

Email: d.godson@unison.co.uk) and
Robert Baughan

Email: rbaughan@unison.co.uk

who can also be contacted in the
UNISON Health Group on

020 7551 1418.

Keep up to date

Don’t forget, you can visit the
UNISON website for further
information about the administrative
and clerical sector at www.unison.
org.uk/healthcare/administrative

Join UNISON - the UK’s
leading public service
union

To join UNISON, complete the

application form overleaf or call 0845
355 0845.

Textphone users call FREEPHONE
08000 0 967 968

Lines open from 6am to midnight,
Monday - Friday and 9am to 4pm
Saturday

Or go to www.unison.org.uk



Join UNISON — your friend at work

PLEASE FILL IN THIS FORM IN BLOCK CAPITALS USING BLACK INK AND GIVE IT TO YOUR UNISON REP

OR SEND TO HEALTH GROUP (CLERICAL MATTERS), UNISON FREEPOST (WC5652),

LONDON WC1H 9AJ

1. YOUR PERSONAL DETAILS

Please tick or fill in the boxes below

Mrs Ms Miss Mr Other
First name Other initial(s)
Surname/Family name Date of birth
/ /
Home address
Postcode

National insurance number (from your payslip)

How would you describe your ethnic origin?

_H_ Bangladeshi _H_ Asian Other _H_ Black UK

| |Chinese [ |Black [ |Black Other
. African ;
Ind White UK
§ _w: ) _H_ Black Irish
[ |Pakistani Caribbean | Ifis
Asian UK | |white Other

2. YOUR EMPLOYMENT DETAILS

Please tick this box if you require
materials in a different format (eg
large print or Braille) — be sure to
supply contact details below

Please give a telephone number/voice/text/email
address for UNISON to contact you — indicate if
work or home

Contact tel/voice/text/email

Employer’s name

Your job title/occupation

Department/section

Workplace name and address

Postcode

Payroll number

(from your payslip)

3. WHAT YOU WILL PAY - FROM 1 October 2003

Please tick the appropriate box for your earnings before deductions.

YOUR SUBSCRIPTION—WHAT YOU Py  ©\case tick the

Weekly pay 4 Annual pay per week per month Band m_ﬂmmwﬁ_ﬂm% wﬂ% you
Up to £38.47 [ ] Up to £2,000 £0.30 £1.30 A arepad

£38.48-£96.16 [ |  £2,001-£5,000 £0.81 £3.50 B[] Weekty
£96.17-£153.84 [ |  £5001-£8,000 £1.22 £5.30 ¢ L w:ﬁz_”_
£153.85-£21153 [ |  £8,001-£11,000 £1.52 £6.60 p L] _,Mss_g y

on

£211.54-£269.23 [ | £11,001-£14,000 £1.81 £7.85 T g
£269.24-£326.92 [ | £14,001-£17,000 £2.24 £9.70 F [ Please tick this
£326.93-£384.61 [ | £17,001-£20000  £265  £11.50 6 ey youre
£384.62-£480.76 | | £20,001-£25,000 £3.23 £14.00 H a__._ﬁ_um ag%”_%

i ing sti t
£480.77-£576.92 | | £25,001-£30,000 £398  £17.25 | (ncludng studon
£576.93-£673.08 | | £30,001-£35,000 £4.68 £20.30 J Apprentices).

Your subscription is £10

£673.08+ [ ] over£35,000 £5.19 £22.50 K peryear.

4. POLITICAL FUND

UNISON’s Affiliated Political Fund (APF) is used to campaign for
and promote UNISON policy and the need for quality public
services within the Labour Party, locally and nationally, in
Parliament and Europe. UNISON APF affiliates to the Labour Party.

UNISON’s General Political Fund (GPF) is used to pay for
campaigning at branch, regional and national levels of the

union and for research and lobbying in Parliament and Europe.

It is independent of support for any political party.

It is important that you indicate a choice of fund by ticking one of the boxes below.
Your subscription shown above includes a political fund payment so you do not pay any more by being in one of the funds.

5. YOUR AUTHORISATION
@ | wish to join UNISON and accept its rules and constitution.

@ | authorise deduction of UNISON subscriptions from my salary/

wages at the rate determined by UNISON in accordance wi
rules to be paid over to them on my behalf and

| authorise my employer to provide information to UNISON to

keep my records up to date

@® | authorise deduction of the following Political Fund payment as

part of my subscription: Tick one box only

D Affiliated Political Fund D General Political Fund
Now please sign and date below

If you have been a member of a trade union before,
please state which one:

DATA PROTECTION

UNISON will process your membership information together
with other information for administration, statistical analy-
sis, conducting ballots and other statutory requirement
purposes.

hits

We may also send you newsletters, journals and surveys and let
you know about educational and campaigning matters. We will
disclose your information to our service providers and agents for
these purposes.

Signature

_H_ 55:%zer\_\msmism\\s@mxssQa\moa%mammsemm
required by statute as shown in bold above,
please tick this box.

We may share your information with organisations with whom

Date

OTHER WAYS TO PAY

direct debit __|
(please tick if appropriate)

cheque _H_

we have a business relationship for your benefit. We, or they,
may contact you by mail, telephone, SMS, fax or e-mail to let
you know about goods, services or promotions which we think
may be of interest to you.

D :E%%:s%Sanm\._\mmen?.i&sm:g
please tick this box.
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