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HOSPICE SOUTHLAND POSITION DESCRIPTION  September 2021 

Position Title: Quality/Practice Development Co-ordinator 

Reporting To:   Clinical Manager 

Position Size:   Full time – 1.0 FTE 

Other Functional Relationships: Hospice Leadership Team  

     Multidisciplinary Hospice Clinical Team 

Support Services Teams 

Hospice employees and volunteers 

Knowledge and Experience  

A Nursing/Health background with proven knowledge and experience of best practice 

relating to quality development, management and improvement, health and safety 

management, risk mitigation, legislative compliance and clinical audit.       

Purpose and Primary Objectives 

To actively promote, monitor and maintain standards relating to quality clinical practice within 

Hospice Southland. 

To be actively involved in the promotion, management and monitoring of health and safety 

practice within the clinical services at Hospice Southland. 

To develop, manage and maintain Hospice Southland Policies, Procedures and Guidelines 

including linking these to clinical quality practice and employee education. 

To plan, co-ordinate and support the concept of a risk management approach. 

To co-ordinate and manage the clinical side of external audits on behalf of the Clinical 

Manager (Certification, TAS and ACC). 

Provide and support others at Hospice Southland to provide relevant and supportive 

specialist palliative care education and training programmes for health professionals and 

others working in the fields of palliative care.  
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Treaty of Waitangi 

Hospice Southland acknowledges the Treaty of Waitangi as foundation document of New 

Zealand. In recognising the three principles of the Treaty – Partnership, Protection and 

Participation, we will deliver our services at all levels of the organisation within the spirit of 

the Treaty.  

Hospice Southland values: 

Grateful  We embrace the privilege to make a difference everyday thanks to our 

communities’ support. 

Collaborative Together everyone achieves more. 

Passionate  We are driven to improve and grow our knowledge and expertise 

every day. 

Encouraging  We inspire others to take action in support of our cause. 

Respectful  We appreciate and seek to understand other’s point of view to grow 

our understanding. 

 

Area Key Tasks 

To co-ordinate, oversee the development and review of clinical policies, associated 

procedures and guidelines, in consultation with the Clinical Manager and Nursing Team 

Leader to ensure they align with performance standards. 

 • Clinical policies and documents are developed and 

reviewed in a planned and coordinated manner in 

conjunction with the Clinical Manager. 

• Clinical documents are managed through the organisation’s   

document management system. 

• Clinical policies and documents reflect clinical practice, best 

practice, legislative requirements and meet external 

performance standards. 

• Clinical policies, documents and guidelines are developed 

and updated in an accurate and timely manner. 

• Clinical policies, documents and guidelines are maintained 

and accessible to all clinical employees. 

• Clinical policies, documents and guidelines are referenced 

to appropriate standards and best practice guidelines. 

To promote, encourage and assist quality improvement and best practice throughout the 

organisation.   
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 • Improve clinical practices and processes to ensure all 

required standards are met.  

• Education programmes for clinical team members which 

focus on quality standards and improvements, health and 

safety, best practice guidelines and policy developments 

/changes are developed and delivered based on 

organisation need. 

• Annual clinical quality improvement and risk mitigation 

plans and strategies are developed and reported on, as part 

of the annual Strategic Initiatives in conjunction with the 

Clinical Manager. 

• Support and facilitate changes to nursing practice based on: 

o Quality improvement initiatives; 

o Patient/community feedback; 

o Contractual/legislative changes; 

o Treatment changes; 

o Valid nursing research finding. 

Keep colleagues and the management team informed about all policy, document 

development and reviews through effective communication. 

 

 

 

 

 

 

 

 

• Prepare reports for the leadership team as and when 

required. 

• Assist with business case developments when required. 

• Attend monthly meetings with the Clinical Manager and 

Nursing Team Leader to promote a proactive continuous 

quality improvement culture and health and safety across all 

areas. 

• Committee/forum Quality Coordinator representation as 

appropriate and relating to promotion of quality, best 

practice and risk, mitigation. 

• Clinical reviews are considered to demonstrate changes in 

practice as a result of audit and reports are generated as 

appropriate. 

To develop, carry out and report on a rolling internal clinical audit programme (annually 

based) which ensures quality clinical performance standards are met and maintained. 

 • Annual clinical internal audit plan prepared in consultation 

with Clinical Manager and Nursing Team Leader.  
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• Clinical/internal audits are carried out and documented in 

an accurate and timely manner. 

• Recommendations for improvement are made to the 

appropriate teams. 

• Clinical policies, procedures are reviewed as a result of the 

process. 

• Change in clinical practice is reviewed as appropriate and 

documentation changed appropriately. 

To actively respond to, coordinate and participate in ensuring readiness for internal and 

external surveillance reviews and audits. 

 • Timely review and update of clinical documentation. 

• Preparation and facilitation of organisational audit and 

surveillance reviews. 

• Audit and evaluation as per audit programme and as 

required. 

• Participation in quality assurance activities nationally for 

benchmarking purposes and information sharing. 

Assists with the development, delivery and coordination of palliative care education to 

hospice and other healthcare providers. 

 • Provide input into programme development  

• Identify learning needs for health providers. 

• Development of education resources to meet needs and 

changes in practice including education delivery methods. 

• Maintain records of sessions provided and attendances. 

• Ensures presentations demonstrate current evidence-based 

data to support practice. 

• Provide and support attendees with evidence of level of 

practice for their PDRP. 

• Evaluate the provision of palliative care nursing education 

to assess knowledge and understanding.  

Maintains and develops professional competency and extends own knowledge. 

 • Develops and maintains registered nurse Palliative Care 

competencies. 

• Demonstrates ability to further improve knowledge and 

ability in relevant areas of practice. 
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• Maintains clinical practice as outlined by the Nursing 

Council of NZ. 

• Guides others in their assessment, clinical decision making, 

implementation, evaluation and documentation of patient 

care. 

• Acts as a role model. 

• Attends nursing in-service educational programmes and 

relevant interdisciplinary professional meetings.  

• Keeps up to date with current literature and practice 

developments relevant to hospice palliative care and 

education. 

Support health and safety practice and ensure that team members and managers are able to 

understand and respond to their health and safety obligations. 

 • Regular monitoring of clinical H&S practice and ensure it 

meets audit standards. 

• Audit and evaluation as per annual internal audit 

programme and as required. 

• Oversight of clinical accidents/incidents and investigations 

and reporting on these. 

• Actioning of improvements in H&S management. 

• Take responsibility individual health and safety and others, 

in partnership with the organisation. 

• Actively contributes to a healthy, respectful and 

collaborative working environment. 

• Ensure all hazards are identified and reported. 

Cultural Safety 

 • Demonstrates cultural competence and cultural safety. 

• Demonstrates acceptance and understanding of the Treaty 

of Waitangi and its principles.      

• Integrates principles of the Treaty of Waitangi into practice 

in all settings. 

• Is aware of cultural protocols and practices when working 

with colleagues who are Māori. 

 


