Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)
JOB DESCRIPTION: Continuous Quality Improvement 
Job Title: Continuous Quality Improvement (CQI) Facilitator 
Classification

Level _ _ _ _ Award _ _ _ _ _ _ _ _ _ Salary _ _ _ _ _ _ _ _ _ 
Contract: Permanent /Full Time/Part time 
Reports to: Health board through the administrator.
Purpose
This position provides support for the promotion, development, implementation, coordination and on-going monitoring of ................HS CQI program. The program aims to continuously improve and maintain ......HS systems, processes and outcomes.  
The work requires collaboration with ...HS staff, Board, management and other stakeholders to develop, maintain and regularly review ........HS CQI plan that is consistent with the CQI model endorsed by the Northern Territory Health Forum (NTAHF) 

Persons/Positions to Supervise
Provide CQI assessment, training and support to ....HS staff. 
The Person
The position is most likely to be held by a responsible person with experience and interest in primary health care (PHC) and Aboriginal health issues. S/he will be medically qualified and registrable with the Australian Health Practitioners Regulation Agency (AHPRA).
Key Responsibilities

· Work in a way that is appropriate to gender sensitivities operating in the Aboriginal community.

· Be respectful to clients and staff and treat all Health service information with strict confidentiality.

· Attend work from 8.30am till 12.30pm and from 1.30pm to 5pm Monday to Friday unless otherwise directed by the health board. 

The CQI facilitator is required to work according to the NT CQI framework that requires:
· clinical audits 

· systems assessment 

· collection of the 19 Key Performance Indicators (KPIs) and Enhanced Health Service Delivery Initiative (EHSDI) evaluation data
· accuracy of data 

· feedback of data to staff, Boards and community 
· engagement with staff, Boards and community in identifying and addressing improvements

· data cleansing. 

Duty Statement

Operational 

· Work with and assist ...HS staff and management to:

·  map current quality improvement systems and activities 

· develop, implement and evaluate quality activities/CQI plan that address local needs and are based on best practice and health service standards
·  determine key areas for improvement 

· Assess CQI training needs of staff and coordinate the delivery of effective relevant training.

· Train and assist …HS staff to undertake clinical audits, support the interpretation, analysis and effective use of audit data and Service Assessment Tools. 

· Work with staff to: 
· establish/maintain processes to ensure consistency in data entry 
· review and analyse data determining  trends, activities and developments 
· undertake data cleaning activities.
· Feedback data regularly to health staff, Board and the community identifying patterns of quality concern; present data in a meaningful way, i.e.: trends, historical data, and graphics.
· Evaluate service delivery and local health outcomes by regular reporting including:

· developing new performance indicators 
· collating qualitative indicators 

· extracting quantitative data from the Clinical Information System, Communicare and other data sources

· Act as a liaison for administration, training, operations, and other related agencies in matters relating to CQI. 

· In partnership with ……..HS staff, assist management and clinician review of current Patient Information Recall System (PIRS) Communicare /PCIS applications. Provide advice on development that supports clinical best practice and maintains consistency and quality.
· Encourage, support and promote CQI Action planning across organisational boundaries, including sharing of information on CQI activities, directions and successes.
· Participate in NT-wide and other joint CQI activities, workshops and initiatives as appropriate.

Management and Teams
· Demonstrate safe working practices.

· Work with others to deliver effective health outcomes.

· Act as a resource to support, mentor and develop AHWs, students and other members of the health team.

· Attend staff meetings and in-services and coordinate with staff on topics for case presentations.
· Participate in the orientation of new staff to the organisation’s philosophy, policy, procedures and ...HS functions to promote effective teamwork.

· Participate in the development and implementation of policies and procedures.

· Promote sharing of information on CQI activities, directions and successes.
· Promote a work environment for all employees that encourages and rewards quality performance. 

· Support preparation and maintenance activities for health service accreditation.
Administration
· Competently use the computerised clinic database and enter relevant data into that system consistently and accurately.

· Use and maintain health service paper clinical records ensuring all personnel and/or client information is kept secure.
· Help maintain accurate and up-to-date data for the population register (community profile).

· Follow the procedures documented in a formal policy and procedures manual for the health service and to follow clinical protocols detailed in the CARPA Manual and/or the Alukura/Nganampa Women’s Business Manual.

· Use office equipment and technology, such as telephones and fax machines.

· Prepare reports, briefings and communications materials as required.

· Keep abreast of developments and trends in medical practice.

· Keep informed of Aboriginal health issues and government policies on health
Liaison
Internal

· Health board, AHWs, doctors, nurses, allied health and administrator in matters relating to the operation of the health service. 

External

· AMSANT CQI Coordinators. 

· CQI Planning and Steering Committee.
Training and Professional Development 
All positions at the health service involve the training and continuing professional development of other staff. The occupant of this and any position is expected to use their skills and experience to support and train other staff members as the need arises. 

S/he will also:

· participate in on-going training provided by the health service
· take responsibility for personal professional development and maintain professional standards via CME activities.

Confidentiality

Employees must not give information or documents relating to their employment and to the business of health to anyone unless authorised to do so by the health service. This includes medical records, information about health service business activities or the _ _ _ _ _ _ Community.

Criminal Check and Ochre Card  

The preferred or recommended applicant will be required to undergo a criminal history check. A criminal history will not exclude an applicant from this position unless it is a relevant criminal history. 

The successful applicant will require a Working with Children Clearance Notice and Ochre Card. 
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