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News for UNISON members
in the NHS clerical and admin sector matte rs
Over 100 medical secretaries from across the UK attended the
union’s second Mmedical secretaries’ conference in London.

This is a special conference issue of Admin Matters to
enable us to cover the conference in greater detail.

At d CFOSSI’OadS The conference was opened by

Karen Jennings, UNISON Tma erss’ (pICtured_ right)
national secretary for health, said vice chair of the admin and
that medical secretaries were clerical sector.
at a crossroads. She praised

the role medical secretaries had She said, ‘this conference was
played in the development of the : :
NHS. “When a patient phones an op_portunlty for me_dlc_al
up for an appointment, requires Secretal‘les tO have a voice In
an operation or a hospital bed, shaping the future of the NHS.’

it is the medical secretary that
makes it happen.” She went on
to say that the “NHS is changing

and medica seoctares i | Medical secretaries keep the NHS
secretaries can help the NHS in

communicating with increasingly teams running

assertive patients”.

Medical secretaries are the key to
keeping the multidisciplinary teams
of the NHS moving and working
together. That was the message
from John Black of the Royal
College of Surgeons. They are the
glue between the GP on the one
hand and the consultant on the
other. However cutbacks mean
that the continuity of care that
medical secretaries help provide

is under threat. “The NHS without
medical secretaries is like an
aeroplane with a couple of engines
missing,” he commented.
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Medical secretaries make a
difference to patient care

Medical secretaries are not
backroom staff and they do
make a difference to patient
care. That was the message
emerging from the first workshop
of the conference that looked

at the current issues facing this
group of staff. Although medical
secretaries know their own worth,
recognition of the role they can
play is not shared by all — they
have to handle high workloads
and often feel both isolated and
undervalued.

Many medical secretaries see
respect for their own role closely
linked to the consultants they
work for. However, they also
believe they can play a wider

role in ensuring that the different
parts of the NHS work together to
improve patient care.

The workshop was facilitated by Dave Godson (UNISON national
officer) and Hilary Roberts, medical secretariat manager at
Barking, Havering and Redbridge University Hospitals NHS

Trust (BHRUT) and member of BSMA (British Society of Medical
Secretaries and Administrators). For more details on the activities
of the BSMA go to bsmsa.org.uk/

Where to go?

The second workshop was on
career pathways.

Despite the wide range of skills
medical secretaries provide

for the NHS, there is no clear
career path into which they can
develop.

The traditional route in the

past has been from typing

pool to medical secretary.
However, having achieved this
level there appears to be no
obvious progression for medical
secretaries. Some have made

it into management, and in a
few isolated examples some
have developed into a role with
a higher banding through PALS
(Patient Advice and Liaison
Services) but such examples are
too few and far between.

However, there was no shortage
of suggestions on how this
situation can be rectified.
They need to achieve greater
recognition of the role they
already play. Many medical
secretaries already act as PA
for the consultants they work
for and others have developed
extensive IT skills which are
largely unrecognised.

When the KSF (Knowledge

and Skills Framework) was
introduced, many medical
secretaries had high hopes.
However, in all but a few isolated
examples these have not
materialised, with many still yet
to get their first KSF review.

UNISON is lobbying hard to
ensure this part of the Agenda
for Change is fully implemented,
with all occupations getting
the opportunity to develop
their role. UNISON national
officer June Chandler gave a
presentation to delegates on
KSF. The central message was
that implementation is patchy
(working well in some areas
and not in others), and that
those who are benefiting the
least (people such as medical



secretaries) are those that need
it most, as they are often the
last to be considered for any
sort of training or development
opportunities. Her message was
that medical secretaries should
not let the KSF pass them by,
but should grab the chance to
engage with it and make the
most of the opportunities it can
bring.

Delegates also heard a
presentation by Tony Chandler,
a consultant on widening
participation in learning, currently
working with “Skills for Health”
and health trade unions. Tony
emphasised the commitment to
training enshrined in the NHS
current constitution (dh.gov.uk/
en/Healthcare/NHSConstitution/
index.htm) and the training
opportunities provided by
AMSPAR and City and Guilds.
He also gave examples of good
practice including a career
structure in one trust which

provideds a career path from
clerical assistant (Band 2) to
medical secretariat management
(Band 7).

Copies of both June’s and
Tony’s presentations are
available on the UNISON admin
and clerical web site at unison.
org.uk/healthcare/administrative/
index.asp.

To find out more about Skills for
Health go to:
skillsforhealth.org.uk/.

Canada to the UK

After the conference a delegate spoke of her own
experience as a medical secretary working in both Canada
and the United Kingdom. Rose, who works in Sussex, told
delegates how medical secretaries have developed a role

and career path in information management in Canada.
“In Canada medical secretaries are considered a key part
of the health record management team,” she commented.
This is very different in the UK, where the role of medical
secretaries is closely linked to that of the consultant they
work for.
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Contacts

The full-time officers supporting the
Administrative and Clerical Sector
are Dave Godson
(d.godson@unison.co.uk) and
Robert Baughan
(r.baughan@unison.co.uk), who can
also be contacted in the UNISON
Health Group on 0207 5511418.

Keep up to date

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

If you want to make sure that you
are notified of the latest news
concerning the ancillary and
maintenance sector, you can also
sign up to receive the sector’s
e-mail news bulletins. To join, send
your e-mail address to

Robert Baughan on:
r.baughan@unison.co.uk

Join UNISON

If you wish to join UNISON,
complete the attached application
form or join online today at:
unison.co.uk/join

Or you can call UNISON on:
0845 355 0845.

Textphone users call FREEPHONE
UNISON on 0800 0 967 968

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

Your regional reps on the
Administrative and Clerical
Sector Committee

Eastern Tina Cross

East Midlands Maddie Wilson
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



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?

| |Bangladeshi| |Asian Other | |Black UK

| |Chinese [ |Black [ |Black Other
. African :
Ind White UK
" _.m: ) _H_ Black rish
_H_ Pakistani Caribbean _H_ ris|
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.

Please tick the
YOUR SUBSCRIPTION—WHAT YOU PAY ;
Weekly pay 4 Annual pay per week per month Band m_u%_mwﬂ_ﬂﬁ%écww% you
Upto£3847 [ | Upto£2,000 £030  £130 A e e
£38.46-£96.16 | |  £2,001-£5000 £0.81 £3.50 B [ Weeky
£96.17-£15384 | |  £5001-€8000  £122  £530 oo L o
£153.85-£211.53 | | £8001-£11,000  £152  £6.60 o L i
£211.54-£26023 | | £11,001-£14000  £181  £7.85 g L
£260.24-£32692 [ | £14001-£17000  £224  £9.70 Fo ][] Please tck ths
box if you are a
£326.93-£384.61 | | £17,001-£20,000  £265  £11.50 G gt te
£384.62-£480.76 | | £20,001-£25000  £323  £14.00 R -tme ucstr
£480.77-857692 | | £25001-£30000  £398  £17.25 _ ””wmwm_wm Modem
£576.93-£673.08 | | £30,001-£35000  £4.68  £20.30 S prentices).
our subscription Is
£673.08+ | |  over£35000 £519  £22.50 K poryear

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 with its

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.

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

D 56:%zar\_\mime\sm\.\sﬁwssQz\mezemmammsemm
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.

If you do not wish to receive such information
please tick this box.
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