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ST ANDREW’S HOSPICE 
JOB DESCRIPTION 

 
Job Title    :  Head of Children’s Services 
Department    :  Clinical Services 
Reports to / Line Manager :  Director of Clinical Services 
 

Purpose of Job 

 
As an Operational Manager and a member of the Hospice’s Leadership Team, this 
role will play an active part in the determination and delivery of Hospice strategies and 
associated business plans, reflecting the vision, mission and values of St Andrew’s 
Hospice.  
 
To have overall operational and line management responsibility for Children’s 
Services. 
 
To be a key member of the operational management team, contributing to the forward 
planning and development of the hospice, in particular the patient services. 
 
To ensure the highest quality of care is delivered to children and young people, their 
families and significant others, providing evidence and outcomes to support this. 
 

Provide a highly visible, accessible and supportive presence in order to ensure 
children and young people’s palliative care is delivered to the highest professional 
standards. 
 
To significantly contribute to the shaping and development of Children’s Services. 
 
To contribute to a co-ordinated and efficient service, having an understanding of all 
departments, reflecting the aims and philosophy of Hospice care, communicating with 
staff, volunteers, managers and Chief Executive as required. 
 
 

Main responsibilities 

 
People Management 
 
To effectively line manage the Clinical Nurse Specialist, Advance Nurse Practitioner, 
Inpatient Coordinator and Hospice at Home Coordinator for Children’s Services, 
providing support, supervision and advice as required. 
 
Hold clinical responsibility for the development and maintenance of a problem 
solving/action approach to the assessment, planning, implementation, and evaluation 
of individualised holistic care for all patients, at all times involving the patient and 
carers in the planning. 
 
Responsible for safe effective communication and documentation at all levels, 
ensuring the management of sensitive information regarding patients and carers. 
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To monitor the effective rostering and deployment of the Children’s service nursing 
team, to ensure appropriate skill mix and efficient use of resources to cover the 
demands of the services. 
 
To advise and support line staff in the management of staff performance and absence 
as required. 
 
In liaison with the Human Resources Manager, proactively manage escalated 
performance and absence issues within the Nursing Teams. 
 
To be responsible for conducting Contribution and Development reviews with line 
staff, identifying individual’s development and learning objectives. 
 
To support line staff through their revalidation process, undertaking the role of a 
confirmer, ensuring the nurse has met the requirements of revalidation.  
 
To be responsible for the appropriate recruitment of staff and volunteers to the 
Children’s Service Nursing Team ensuring the processes are undertaken within 
Hospice policy and monitor the effectiveness of the inductions provided to all new 
starters. 
 
To be responsible for the completion of the Educational Audit with supporting 
Universities, ensuring all mentors are trained and affiliated to identified universities. 
To ensure the appropriate funding streams are in place. 
 
Responsibility for ensuring that all nursing staff and volunteers have undertaken all 
mandatory training appropriate to their role to maintain Hospice standards and 
professional registration. 
 
To ensure the Children’s Service Nursing team are knowledgeable in palliative and 
end of life care issues and continually update themselves with current trends in policy 
and practice.  
 
Monitor and enforce appropriate behaviour in the workplace in accordance with 
Hospice policies and procedures. 
 
Monitor and ensure the safe storage, administration and management of medicines 
including controlled drugs as stated in the Misuse of Drugs Act 2001, and CQC 
requirements, reporting any issues or incidents immediately to the Hospice’s 
Controlled Drug Accountable Officer. 
 
Oversee regular (monthly) Infection Control Audits, identify and develop other audits 
relevant to practice for the children’s service, with the ability to respond in a timely 
fashion to any recommendations. 
 
Work in collaboration with internal MDT teams, Partnership and external agencies, 
building good relationships and networking. 
 
Create a supportive and nurturing environment to develop staff, recognising potential 
and identifying future aspiring leaders within the Nursing Team. 
 
Operational Management 
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To manage the 24-hour service provision in Children’s Services, including maintaining 
the on-call rota and providing telephone advice, sharing the responsibility with the four 
senior clinicians within the children’s service. 
 
Ensure efficient management of services, leading the staff by example to ensure the 
quality of care and the clinical environment are maintained at a high standard. 
 
To have an overview of patient care, by attending appropriate patient-related 
meetings, challenging and questioning staff to ensure high quality of care is 
maintained.   
 
To communicate effectively with patients, their families and significant others to 
assess the quality of care and effectiveness of service provision. 
 
To effectively deal with complaints, ensuring that investigations are conducted in line 
with the complaints policy. 
 
To continually monitor and review services, identifying any deficiencies and produce 
reports detailing future developments required. 
 
To effectively and efficiently implement identified changes, influencing and engaging 
with the children’s service team. 
 
Working in conjunction with the Director of Governance and Quality, monitor the 
effective management of Incident Reports, Serious Untoward Incidents, Accident 
Forms, Drug and Medication Errors and Safety Alerts ensuring identified actions are 
completed as required. 
 
To communicate regularly with the Director of Clinical Services, informing of 
significant staffing situations, untoward incidents and examples of good practice. 
 
To contribute towards the delivery of operational objectives as part of the Partnership 
Strategy. Working with colleagues within the Partnership to develop seamless 
integrated services. 
 
Monitor the effective allocation and utilisation of the Children’s Inpatient Beds, 
Hospice at Home and community service. 
 
Set and be responsible for budget expenditure for the Children’s Services, exploring 
creative opportunities for increasing cost efficiencies and income generation in care 
delivery. 
 
To contribute towards the setting and implementation of the Business Plan objectives 
and provide relevant professional input to the strategic development of Hospice 
services. 
 
Monitor and ensure all Policies and Procedures are up-dated within the approved 
timeframe reporting any time lapses to the Director of Clinical Services. 
 
To attend identified meetings and feedback to the Director of Clinical Services and 
where appropriate to the Children’s Services team other members of the Hospice 
Leadership team. 
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To be responsible for the overall patient care environment: maintaining safe and 
effective equipment, good quality furnishings and ensuring high standards of 
cleanliness and infection control to meet the expected high standards of the Hospice. 
 
To summarise and analyse productivity and quality data, producing reports as 
required. 
 
Overall responsibility for audit within children services ensuring they reflect the quality 
and level of activity undertaken within the service. 
 
To ensure promotion of good health, safety and security of staff, patients, relatives 
and significant others. To understand the Hospice health and safety procedures, 
including COSHH regulations. 
 
Clinical Lead 
Work flexibly alongside families, acknowledging that the patient and families are the 
experts in their care and allow the family to choose the level of involvement of the 
care team. 
 
To develop extended communication skills within the Nursing Team in relation to pre 
and post bereavement with patients, their families, and colleagues within the Hospice 
multi-disciplinary team. 

To represent the Hospice at external forums and networking events as required. 
 
To be involved with the development and implementation of evidence based services 
/ interventions to meet the changing needs of patients, families and significant others.  
 
To develop an expertise in all aspects of palliative care within the Nursing Team, 
especially the assessment of symptoms and their management.  
 
To support development and implementation of teaching packages in house and 
externally. 
 
To work flexibly to meet the needs of the Hospice with the ability to support other 
areas when in need. 
 
Personal Professional Responsibilities 
To be able to manage own workload along with that of others, by ensuring appropriate 
prioritisation and delegation, utilising the most effective skills and capabilities. 
 
Conduct one’s self in a professional manner, being a role model and leading the staff, 
to ensure standards of patient care and the clinical environment are to a high 
standard. 
 
To proactively assess own development needs and seek out development 
opportunities, which will enable enhanced contribution to meet the objectives of the 
Hospice Business Plan. To follow the 'Staff Development and Contribution' process. 
 
To partake in training as required, developing an expertise in palliative care. 
 

Management of People 

 
Direct: Children’s Clinical Nurse Specialist, Advanced Nurse Practitioner, Hospice at 
Home Coordinator and Inpatient Coordinator. 
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The post holder will undertake Development and Contribution assessments of Line 
Staff, seeking to assist them in the development of their skills and competencies 
(including training planning) providing summaries of them to his/her line manager. 
 
Indirect: All nursing & medical staff, plus volunteers in the Children’s Nursing team. 
 

Contacts & Relationships 

 
Regular contact with the Leadership Team to keep updated and to deliver the strategic 
aims of the Hospice. 
 
Regular contact with staff, volunteers and managers to ensure optimum service 
levels. 
 
To provide Director of Clinical Services with regular briefings on the Children’s 
Services. 
 
To act as a point of reference for hospice managers and staff for any nursing queries. 
 
Develop, manage and implement all processes to satisfy the requirements of the 
Hospice policies and procedures and Care Quality Commission regulations and 
standards. 
 
To continually improve systems and processes within the Hospice, by means of 
constructive suggestions via personal contact, written communications and meetings. 
 
To provide an internal and external consultancy/specialist advisory role. 
 
To maintain clear communications with the multi-disciplinary teams. 
 
Frequent contact with distressed patients and relatives, and exposure to patients who 
are agitated and confused. 
 
 

Resources 

 
To have responsibility of setting and managing the children’s service clinical budgets. 
 
To have responsibility for the effective management of the people resource. 
 
 

Person Specification 

 
Qualifications 
 
Essential 
Nurse on the NMC register (Child branch) 
Evidence of continual post registration training and development 
Qualification in palliative care/commitment to undertake this qualification 

Desirable 
Teaching and mentoring qualification 
Bereavement training  
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Management Qualification 
Educated to degree level 
 
Experience 
Extensive post registration experience in children’s services, preferably with time 
spent in a palliative care setting 
Proven management experience  
Experience of previous budgetary control 
 
Knowledge/Skills 
In-depth knowledge of symptom management in Palliative Care 
Management of people, the ability to influence change 
Effective interpersonal and team working skills 
To be confident in using information technology and have extensive skills within 
Microsoft Office programmes 
To produce accurate and detailed reports, referencing up-to-date evidence/research  
Effective time management skills and the ability to organise and prioritise own work 
without direct supervision 
Self-motivated with excellent interpersonal and communication skills 
To be able to demonstrate sound problem solving, facilitation and teambuilding skills, 
contributing to policy and strategy development 
Demonstrate excellent leadership skills in a motivational and developmental manner 
Understanding of governance and quality measures  
Knowledge of local, regional and national developments in Paediatric Palliative Care 
and how they can impact on Hospice services 
Full awareness of regulatory safeguarding policies and procedures  
 
Qualities 
To be receptive to change and to act as a change agent 
Able to communicate effectively with a wide range of people and with sensitivity 
The ability to asses situations and defuse conflict 
To demonstrate a calm and logical approach to problem solving 
To consistently demonstrate a dedicated approach to the quality of patient services 
in a constructive and efficient way 
Ability to supervise others 
Able to deliver on deadlines, maintaining accuracy and attention to detail 
To have the ability to work flexible hours, including some evenings and weekends to 
meet the needs of the Hospice service 
Personal grief/loss resolved sufficiently to perform and cope in an environment that 
has potential exposure to bereavement concerns 
Able to deliver on deadlines, maintaining accuracy and attention to detail 
 

General 

 

To maintain confidentiality at all times. 
 
Policies and Procedures – The post holder must carry out his/her duties with full 
regard to all relevant Policies and Procedures. The post holder will remain responsible 
and accountable to any professional body and professional code of conduct 
appropriate to the role. 
 
Other Duties – The duties and responsibilities in this job description are not restrictive 
and the post holder may be required to undertake any other duties, which may be 
required from time to time. Any such duties should not however substantially change 
the general character of the post. 
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Contribution and Development Review – The post holder should proactively 
assess his/her own development needs and seek out development opportunities, 
which will enable enhanced contribution to meet the objectives of the Hospice 
Business Plan, always following the 'Staff Development and Contribution' process.  
 
Mandatory Training – The post holder must complete and maintain the required level 
of mandatory training required for the role. 
 
Equality and Diversity – The post holder must carry out his/her duties with full regard 
to the Hospice’s Equality and Diversity Policy. 
 
Health and Safety – The post holder must carry out his/her duties with full regard to 
the Hospice’s Health and Safety Procedures. 
 
The managerial and clinical philosophy of the Hospice is based upon a multi-
disciplinary approach. Staff regardless of grade or discipline are required to participate 
in this concept. The role of volunteers is integral with the work of St Andrew’s and paid 
staff are required to underpin this in their attitude and actions. 
 
All staff must be sympathetic to and able to project the philosophy and concept of 
hospice care 
 
The Hospice has in place provision for staff support. Staff are expected to exercise 
responsibility in accessing whatever forms of support might be appropriate for them to 
ensure that they are able to offer the professional care for which they are employed. 
 
St Andrew’s Hospice is very much a community and all members of staff are 
encouraged to support the various social and fundraising events which are part of its 
day to day life. 
 
An extract from the summary of the Health & Safety at Work Act 1979 stated:- 
 
“Employees at Work: It is the duty of every employee while at work to carry out their 
work in a manner which is safe and free from risk to the health of himself/herself and 
other persons who may be affected by his/her acts or omissions. It is an employee’s 
duty to assist and co-operate with his/her employer in complying with any relevant 
statutory regulations imposed on his/her employer”. 
 
This Job Description may change and the duties listed are not exhaustive, but such 
change will only be made following consultation between the (relevant) “Manager” and 
the post holder. A job description review automatically takes place as part of the 
Contribution and Development Process. 

 
   Signature           Date 
 
Prepared by       
 
Confirmed by……………………………….  ………………… 
 
Received by……………………………….   ………………… 
 
Name (Print)……………………………….   ………………… 


