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Welcome to the Practice and Auckland PHO

Auckland PHO is delighted to welcome you to the Auckland PHO network. Please visit our website www.aucklandpho.co.nz  to learn about our organisation.  The Resource Library (password aucklandpho) 
contains information about our services and programmes.

This Orientation Resource is designed to help you integrate smoothly into your practice, provide you with information to support you in your clinical and procedural responsibilities, and ensure you are well prepared for your role. It should be read in conjunction with the Clinicians Resource Manual
The following information is provided by Auckland PHO to newly employed Practice Nurses as a guide to assist with orientation within the clinic. This resource can be used as a guide to the General Practice in which you are working and is in addition to any workplace induction processes provided by your employer. 
Orientation is important as it provides you with information to assist you to adjust to your new role. It is aimed at promoting confidence and an easier transition into your role. It also contributes to improved staff retention and promotes communication between you and your employer.  
The resource contains extensive checklists to guide you through the on-boarding process, noting that some may not be necessary for your practice and there may be some that are missing.  We always appreciate feedback if we have missed something.
The Auckland PHO onboarding support for general practice is offered in three parts: 
· This Primary Healthcare Nurse Orientation Resource  
· The Clinicians Resource 
· An in-person onboarding with Alison Brown (Auckland PHO Clinical Advisor).  
· Contact alison@aucklandpho.co.nz
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Barbara Stevens


CEO, RN							
Auckland PHO
barbara@aucklandpho.co.nz
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1. [bookmark: _Toc187318202]Onboarding and Orientation
	[bookmark: _Toc187318203]My Practice Team Colleagues 

	Role 
	Name (PMS ID)
	Areas of special interest / key responsibilities
	Days/hours of work

	General Practitioners
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Nurse 
Practitioners
	
	
	

	
	
	
	

	Practice
Nurses
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Healthcare
Assistants (HCAs)
	
	
	

	
	
	
	

	Practice Manager
	
	
	

	Receptionists/
Administrators
	
	
	

	
	
	
	

	
	
	
	

	Health Improvement
Practitioner (HIP)
	
	
	

	Health Coach (HC)
	
	
	

	Other staff 


	
	
	


	[bookmark: _Toc187318204]Practice Key Designated Roles
	Name

	Health & Safety Officer
	

	Health & Safety Rep
	

	Clinical Director
	

	Complaints Officer
	

	Privacy Officer
	

	Equity Champion
	

	Cold Chain Champion
	

	Infection Control Champion
	

	Immunisation Champion
	

	Fire Warden
	

	Other 
	

	
	




	[bookmark: _Toc187318205]HR  
*Ideally complete in week 1
	Week 1
	Weeks 2-6
	Date
	Signature

	Employment agreement/Contract signed (signed before employment starts)
	
	
	
	

	Signed confidentiality agreement*
	
	
	
	

	Job description reviewed*
	
	
	
	

	Payroll, timesheets and rosters
	
	
	
	

	IRD and KiwiSaver information
(before employment starts)
	
	
	
	

	Police check completed*
	
	
	
	

	Leave-how to apply, process for sick leave
	
	
	
	

	Practice code of conduct and disciplinary measures
	
	
	
	

	Workplace expectations-dress code, timekeeping, communication*
	
	
	
	

	Complaints process procedure and policy*
	
	
	
	




	[bookmark: _Toc187318206]Professional development plan

	Clinical Qualifications
	Expiry Date
	Sighted
	Date
	Signature

	APC
	
	
	
	

	Indemnity Insurance
	
	
	
	

	CPR
	
	
	
	

	Authorised Vaccinator
	
	
	
	

	Cervical Screening
	
	
	
	

	HPV
	
	
	
	

	Tiriti o Waitangi Training
	
	
	
	

	Cultural Competency Training 
	
	
	
	

	Privacy Training
	
	
	
	

	Mental Health Credentialling
	
	
	
	

	Community Nurse Prescriber 
	
	
	
	



	[bookmark: _Toc187318207]Registration for Systems Access
*First day
	Week 1
	Weeks 2-6
	Date
	Signature

	Building Access*
	
	
	
	

	PMS & Computer Network Access*
	
	
	
	

	ACC Provider Registration
	
	
	
	

	Awanui lab number
	
	
	
	

	Test Safe
	
	
	
	

	Medinz*
	
	
	
	

	Ko Awatea LEARN Platform
	
	
	
	

	Mohio Express, Mohio Reports & Mohio Forms Access*
	
	
	
	

	Regional Health Pathways log in through Mōhio 
	
	
	
	

	Notify Auckland PHO new staff member (Practice Manager)
	
	
	
	

	Aotearoa Immunisation Register
(AIR)
	
	
	
	

	
	
	
	
	


Orientation Checklist 
	[bookmark: _Toc187318208]General Orientation
*First day
	Week 1
	Weeks 2-6
	Date
	Signature

	Meet colleagues*
	
	
	
	

	Tour of the building*
	
	
	
	

	Overview of the practice – history, philosophy, patient base, services offered*
	
	
	
	

	Practice meetings schedule 
	
	
	
	

	Practice communication processes
	
	
	
	

	Emergency medical response – actions, location of equipment, priorities, instructions of use*
	
	
	
	

	Auckland PHO programmes, services and website 
	
	
	
	

	Overview of Te Whatu Ora Health New Zealand 
	
	
	
	

	Links to other Health providers – primary, secondary
	
	
	
	

	Use of Telephone, transfer calls, etc*
	
	
	
	

	Appointments, patient portal, afterhours access*
	
	
	
	

	Appointment system 
	
	
	
	

	Health and safety policy and procedure*
	
	
	
	

	Evacuation plans/processes, location of fire extinguishers*
	
	
	
	

	Hazards register
	
	
	
	

	Accident and Incident reporting
	
	
	
	

	PPE location 
	
	
	
	

	Keys, security access*
	
	
	
	

	Use of internet and emails*
	
	
	
	







	[bookmark: _Toc187318209] Nurse Clinical Orientation 
	Week 1
	Weeks 2-6
	Date
	Signature

	Daily, weekly, monthly routines*
	
	
	
	

	Equipment location and training*

	
	
	
	

	Briefing about key staff reports, relationships. *

	
	
	
	

	Use of autoclave and sterilising 
	
	
	
	

	Location of key documents
	
	
	
	

	Cold chain process and orientation (Including Immunisation Register & receipting immunisations) *
	
	
	
	

	Recording immunisations
	
	
	
	

	Vaccine management, storage and receiving new stock
	
	
	
	

	Procedure for new patient enrolment 
	
	
	
	

	Escalating a medical emergency*
	
	
	
	

	Triaging a patient/recording clinical note
	
	
	
	

	Restocking consulting rooms 
	
	
	
	

	Procedure for inbox and task clearing 
	
	
	
	

	Stocktake and ordering stock 
	
	
	
	

	Repeat prescribing policy. Activating an e-script
	
	
	
	

	Sending an elab form 
	
	
	
	

	Invoicing patients’ procedure
	
	
	
	

	Screening and recalls 
	
	
	
	

	Mōhio Express, Mōhio Forms, Mōhio Reports and Status Board
	
	
	
	

	Procedure for ACC

	
	
	
	

	Procedure for POAC claiming 
	
	
	
	

	Access to Auckland PHO website 
PW: aucklandpho
	
	
	
	

	Accessing interpreter service
	
	
	
	

	Standing orders – reviewed and signed. off 
	
	
	
	

	Controlled drugs management
	
	
	
	

	Recording ECG
	
	
	
	

	Nurse utilisation/services $0 invoice
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





2. [bookmark: _Toc187318210]Clinical Skills Evaluation, Resources and Training
This section is designed to be a Self-Assessment Framework for each individual nurse to work through and have signed off by the senior Practice Nurse or an Auckland PHO Registered Nurse. 
	[bookmark: _Toc187318211]Phone Communication and Triage

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident
Level on
1-10 Scale
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Aware of own limitations of practice
regarding giving phone advice
	
	
	
	

	Aware of practice procedures regarding urgent calls
	
	
	
	

	Can discuss importance of clear & accurate documentation of calls
	
	
	
	

	Review of practice protocol re phone advice to patient 
	
	
	
	

	Can discuss use of phone, email & SMS in relation to recalls & results
	
	
	
	

	Online best practice for sharing patient information by phone call
	
	
	
	

	Can ensure patient confidentiality when taking calls
	
	
	
	

	Phone Communication / Triage Resources
	Medico-legal aspects of nursing documentation - https://www.nzno.org.nz/resources/nzno_publications
Improve your communications by learning to use ISBAR Communications https://www.safetyandquality.gov.au/sites/default/files/migrated/ISBAR-toolkit.pdf




	[bookmark: _Toc187318212]Emergency and Urgent Care

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Locate and become familiar with emergency equipment, grab bag & checking systems
	
	
	
	

	Able to use ECG machine & have a basic understanding of abnormal results
	
	
	
	

	Be aware of own limitations, scope of practice & when/how to refer to GP 
	
	
	
	

	Able to use an EpiPen in an emergency
	
	
	
	

	Able to use adrenalin in an emergency
	
	
	
	

	Be aware of essential equipment for Emergency Trolley
	
	
	
	

	Emergency Resources
	Emergency Services: Dial 111 
Poisons Centre: 0800 POISON (0800 764 766) 24 hours a day, 7 days a week  www.poisons.co.nz
Anaphylaxis info: Via Health pathways or Immunisation Handbook 
Accident Compensation Corporation (ACC):   www.acc.co.nz
Auckland PHO provides funded resuscitation training for all practice staff twice a year 
Learn how to use an EpiPen. The Healthify website www.healthify.nz/medicines-a-z/e/epipen provides a demonstration of “How to use & Anaphylaxis Action Plan”
ANZCOR website for additional resources, particularly important to have on emergency trollies – please follow link below and go to algorithms and flowcharts - www.anzcor.org
Suicide Hotline 0800 543 354




	[bookmark: _Toc187318213]Privacy Policy and Confidentiality

	Core courses, policies, procedures and resources
	Training 
Completed
	Actioned/ Implemented
	Confident
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Completion of Privacy & Privacy Act 2020 Training in previous 5 years
	
	
	
	

	Ensures patient privacy in nursing practice
	
	
	
	

	Privacy Policy including Health Information Privacy Code 
	Your practice will have a Privacy Policy and a Privacy Officer. As a part of RNZCGP Foundation Standards Accreditation all staff of the practice need to complete training every 5 years in:
Health 101
Privacy 101
Privacy Act 2020
Online Privacy Training is available at:
https://www.privacy.org.nz/resources-and-learning/online-privacy-training-free/
The Privacy Officer must complete Health 101.

	Use of social media
	Refer to your practice’s social media policy / guidelines
Links to other resources/guidelines:
NZNO Guideline – Social media and the nursing profession NZNO Social Media Guidelines 



	[bookmark: _Toc187318214]The Code 

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Completed Code of Rights Training in last 5 years
	
	
	
	

	Applied to Code of Right to Nursing Practice
	
	
	
	

	Health and Disability Code of Rights
	All practice staff need to complete Code of Rights Training every 5 years. 
Health and Disability Code of Rights




	[bookmark: _Toc187318215]Te 
Tiriti o Waitangi

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Completed Tiriti o Waitangi Training in last 5 years
	
	
	
	

	Understand obligations under Tiriti o Waitangi
	
	
	
	

	Applying an equity lens to nursing practice
	
	
	
	

	Treaty of Waitangi and Māori Health 
	Tiriti o Waitangi Training is available on-line at:
Ko Awatea LEARN
You will need to set up your own online account.
This training needs to be completed every 5 years.



	[bookmark: _Toc187318216]Cultural Competence 

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Registered for e-CALD Training
	
	
	
	

	Complete Cultural Competency Training on e-CALD
	
	
	
	

	Awareness of Cultural Safety Practices
	
	
	
	

	Cultural Safety training (CALD)
	Cultural Competency Training also needs to be completed every 5 years. This is available on the e-CALD website. You will need to register and state that you are a member practice of Auckland PHO to be granted access.
https://www.ecald.com/
Cultural Safety Guidelines for Nurses – Nursing Council of New Zealand
Cultural Safety Guidelines





	[bookmark: _Toc187318217]Accident Compensation Commission (ACC)

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Registered as an ACC Provider
	
	
	
	

	Knowledge of ACC claiming criteria
	
	
	
	

	Knowledge of practice policy
	
	
	
	

	ACC Provider Helpline
	The ACC website has a detailed list for healthcare providers. As a nurse you can register to claim ACC Dressings
For more information see https://www.acc.co.nz/

	[bookmark: _Toc187318218]Auckland Regional HealthPathways

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Understand the role & importance of Health Pathways
	
	
	
	

	Health Pathways
	https://aucklandregion.communityhealthpathways.org/
Username: connected   Password: healthcare 

	[bookmark: _Toc187318219]Healthlink Services

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Understand the role of Healthlink messaging
	
	
	
	

	Understand who to escalate “No Inbox Results Today” to within the practice
	
	
	
	

	Healthlink Service
	Provides a secure & reliable method of exchanging pathology results, referrals & discharge summaries with other health sector organisations
https://nz.healthlink.net/




	[bookmark: _Toc187318220]Standing Orders

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Knowledge of Practice’s Standing Orders Policy
	
	
	
	

	Training in use of Standing Orders
	
	
	
	

	Signed off for use of Standing Orders
	
	
	
	

	
	Standing Orders Requirements & Checklist
Ministry of Health – Standing Order Guidelines
Health Pathways Standing Orders  

	[bookmark: _Toc187318221]
Palliative Care

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Complete Advanced Care Planning Training Modules online (if appropriate)
	
	
	
	

	Understands
Activation of Medical Incompetence and Enduring Powers of Attorney
	
	
	
	

	Enduring Power of Attorney

	New Zealand Government – Personal Care and Welfare Enduring Power of Attorney

Advanced Care Planning
https://www.myacp.org.nz/
Advanced Care Planning Training Modules (3 Modules)

POI Project - Palliative Care Activation with Hospice.
https://www.poiproject.co.nz/

Medicines Care Guides for Residential Aged Care

Assisted Dying/Mate Whakaahuru
https://www.health.govt.nz/regulation-legislation/assisted-dying 




	[bookmark: _Toc187318222]Infection Control
Contact Aaron Piano at Auckland PHO Clinical Advisor Covid Management, Vaccinator and Cold Chain Competency Assessor & Infection Prevention and Control Champion  aaron@aucklandpho.co.nz 

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Knowledge of Practice IPC Policy & Standard Precautions 
	
	
	
	

	Trained in use of PPE & N95 Masks
	
	
	
	

	Aware of the 5 Moments of Hend Washing
	
	
	
	

	Trained in use of autoclave
	
	
	
	

	Infection Control 
	A list of sites providing Infection Control Training can be found here.  

Ko Awatea Learn
ACEhub
Tork – 5 Moments of Hand Hygiene






	[bookmark: _Toc187318223]Wound Care

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Knowledge of the following:
Aseptic technique
Maintaining a sterile field
Cleaning of wounds
Packing of wounds
Methods of debridement
Wound closure
Wound healing
Removal of sutures
	
	
	
	

	Awareness of dressing products used within the practice, prices and how to order
	
	
	
	

	Demonstrate appropriate use of aseptic technique & reduces risk of cross infection
	
	
	
	

	Be familiar with setting up & assisting with minor surgery
	
	
	
	

	Demonstrate clear & accurate documentation of wound care plan
	
	
	
	

	Discuss funding options & referral process for on-going wound care (including ACC claiming where this applies)
	
	
	
	

	Wound Care Online Courses
	The New Zealand Wound Care Society – https://www.nzwcs.org.nz/education/online-courses

Ko Awatea has general and focused Wound Care Modules – 
Ko Awatea Learn
The HEAL e-Learning Programme (10 Modules)





	[bookmark: _Toc187318224]
Cold Chain Management and Monitoring   
Contact Aaron Piano at Auckland PHO Clinical Advisor Covid Management, Vaccinator and Cold Chain Competency Assessor & Infection Prevention and Control Champion  aaron@aucklandpho.co.nz

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Demonstrate knowledge of the Cold Chain process, reading the vaccine fridge temperature monitor, digital monitor &weekly downloading of the data logger
	
	
	
	

	Knows how to order stock & how to receipt vaccines into the practice whilst maintaining the cold chain.
	
	
	
	

	Knows how to record newly received vaccines into the Vaccine Register
	
	
	
	

	Monitors vaccine fridge temp daily and ensures within recommended range
	
	
	
	

	Knows how to deal with a cold chain breech. 
	
	
	
	

	Cold Chain
	For all Cold Chain Policy Documents:
https://www.immune.org.nz/search?query=cold+chain

The PHO has an agreed hard copy of the Cold Chain Management Folder that should be found in all clinics governed under the contract.
Cold Chain Policy (Updated every year)
Cold Chain Management Register Template (updated at least annually or as new vaccines are issued) covers, orders, inwards receipting
Agreed standard for vaccine spacing – including nothing stored in bottom of fridge.
Daily & Weekly Vaccine Fridge temperature monitoring report template
Management of breeches and excursions
Key Posters that should be displayed.





	[bookmark: _Toc187318225]Immunisations
Contact Shanaz Khan Auckland PHO Child Health and Immunisation Services Advisor/Co-ordinator shanaz@aucklandpho.co.nz 

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Completed vaccinator training course or update within last 2 years
	
	
	
	

	Is an authorised vaccinator(  through Auckland Regional Public Health Services)
	
	
	
	

	Knowledge of PMS immunisation entry & full documentation, including catch-up immunisations
	
	
	
	

	Knows how to access advice and support from immunisation advisor (above)
	
	
	
	

	Aware of practice’s Standing Order Policy for scheduled vaccines
	
	
	
	

	Demonstrate knowledge of off-schedule vaccines e.g. Travel Vaccines
	
	
	
	

	Discuss Aotearoa Immunisation Register (AIR) and know how to complete a status query
	
	
	
	

	Aware of process for reporting & recording Vaccine Incident 
	
	
	
	

	Knows how to report an adverse event such as adverse drug or vaccine reaction to CARM.
	
	
	
	

	Immunisations
	Auckland PHO’s Immunisation Policy on the Auckland PHO Resource Library website. Password : aucklandpho
IMAC (Immunisation Advisory Centre)
Immunisation Schedule
Immunisation Schedule Poster
Travel Immunisations and Travel Advisor
Centre for Adverse Reactions Monitoring
Gen2040
2nd Trimester Check
Best Start Pepe (6-week check)
Best Start Immunisations


	[bookmark: _Toc187318226]
Child Health

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Discuss common childhood illnesses, signs & symptoms
	
	
	
	

	Able to carry out assessment of child’s state of health
	
	
	
	

	Able to recognise the “sick child” and know who to refer to
	
	
	
	

	Discuss your responsibilities regarding suspected child abuse
	
	
	
	

	Demonstrate accurate measurement of height & weight of a child & document on growth chart
	
	
	
	

	Support whānau in making healthy food choices
	
	
	
	

	Importance of Well Child Booklet & core health checks
	
	
	
	

	The 6 week Well Child Check
	
	
	
	

	Understands the importance Newborn Baby Nominations and how to manage. 
	
	
	
	

	Child Health Resources
	Gen 2040 Best Start Programme
Ministry of Health Publication - Weight Management in 2-5 year olds
Well Child/Tamariki Ora My Health Book
Healthline 0800 611 116  
Oranga Tamariki - https://www.orangatamariki.govt.nz/
0508 FAMILY (0508 326 459) 
The 6 Week Check Webinar - Goodfellow Unit





	[bookmark: _Toc187318227]Ear Assessment and Visual Acuity

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Demonstrate visual acuity testing using the 6 metre Snellen Chart
	
	
	
	

	Understands use of pinhole device
	
	
	
	

	Able to test colour vision
	
	
	
	

	Able to test near vision
	
	
	
	

	Able to
test peripheral vision
	
	
	
	

	Demonstrate competence using otoscope/auroscope for adults & children
	
	
	
	

	Able to identify normal tympanic membrane & ear canal
	
	
	
	

	Able to perform tympanogram & give patient explanation
	
	
	
	

	Discuss practice policy for ear suction including contraindications & informed consent. (if appropriate)
	
	
	
	

	Able to perform audiometry test if applicable
	
	
	
	

	Ear/Vision Resources
	Please note that ear syringing is not considered best practice & should be stopped
Ear Nurse Specialists – Info for assessment and training  http://www.ensg.co.nz/
New Zealand Audiological Society https://audiology.org.nz/
Ear Care Course for Ear Suctioning https://acehub.co.nz/courses/ear-suctioning/ear-care-101/




	[bookmark: _Toc187318228]Contraception, Sexual Health and Wellness Screening

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Completed Contraceptive Training Modules on Sexual Health & Wellbeing Aotearoa website (formerly Family Planning)
	
	
	
	

	Aware of different contraceptive choices & sexual health screening
	
	
	
	

	Knowledge of LARCs & Jadelle insertions
	
	
	
	

	Able to teach a ‘pill start’
	
	
	
	

	Able to use pregnancy testing kits in the practice
	
	
	
	

	Knowledge of process for repeat Depo Provera in the practice
	
	
	
	

	Aware of process for unwanted pregnancy & support services available
	
	
	
	

	Aware of HPV Self-Test & cervical screening guidelines including screening entry in the PMS & recall procedure
	
	
	
	

	Aware of mammogram guidelines including screening entry in PMS & recall processes
	
	
	
	

	Contraception, Sexual Health & Maternity Resources
	Sexual Wellbeing Aotearoa (formerly Family Planning) https://sexualwellbeing.org.nz/learn/courses-and-workshops
Course Modules
Certificate in Contraception & Sexual Health 2024
Contraception overview Practical essentials 2024
Emergency contraception 2024
Long-acting reversible contraception – Implant theory 2024
IUC Theory 2024
STIs 2024

Well Women and Family Trust 

National Cervical Screening Programme & HPV Primary Screening

HPV Self-Test Modules
Ko Awatea Learn
Find a Midwife - https://findyourmidwife.co.nz

Gen2040 Best Start Pregnancy, Pépé Māma.


	[bookmark: _Toc187318229]Maternity Care

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Competent at carrying out pregnancy tests correctly
	
	
	
	

	Practice procedures on positive Pregnancy Test
	
	
	
	

	Aware of first visit ante-natal bloods, including gaining HIV consent, ante-natal vitamins & iodine
	
	
	
	

	Information on how to find a LMC midwife
	
	
	
	

	Termination of Pregnancy (TOP) procedure including:
Ante-natal bloods
Swabs
Dating scan details for referral
	
	
	
	

	Sets recall for antenatal Immunisations
	
	
	
	

	Funding maternity visits & negative pregnancy test
	
	
	
	

	Maternity Care
	Finding a Midwife - https://www.findyourmidwife.co.nz/
Health Pathways – LMC to General Practice Referrals
Gen2040 - https://www.gen2040.co.nz/
Best Start Pregnancy
2nd Trimester Check
Best Start Pepe (6-week check)
Best Start Māmā (6-week postnatal check)
Best Start Immunisations






	[bookmark: _Toc187318230]Mental Health

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Recognise the signs & symptoms of depression & anxiety
	
	
	
	

	Be able to identify those “at risk” 
	
	
	
	

	Understanding of the screening tools: Kessler, PHQ2, PHQ9, EPDS
	
	
	
	

	Know how to access Primary Care Mental Health Team support
	
	
	
	

	Knowledge of support organisations and referral processes 
	
	
	
	

	Awareness of Programmes – HIP and HC
	
	
	
	

	Recognise signs & symptoms of cognitive impairment
	
	
	
	

	Understanding of the Mini ACE
	
	
	
	

	Mental Health Resources
	Community Alcohol and Drug Service - https://cads.org.nz/
HealthPathways – Mental Health and Addiction 
 If applicable, make use of your Co-located Health Improvement Practitioner.
Sleep Hygiene - Sleep tips | Healthify
Support Services and Helplines PADA - www.pada.nz
Grief and Loss - www.griefcentre.org.nz
Mental Health Foundation - www.mentalhealth.org.nz
Youth line - www.youthline.co.nz 
NZ Dementia Foundation - https://www.nzdementia.org/








	[bookmark: _Toc187318231]Asthma and COPD Management

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Discuss emergency situations & management according to best practice guidelines 
	
	
	
	

	Explain inhaler technique & devices used in your practice
	
	
	
	

	Knowledge of use of spacer device & able to teach technique to patient
	
	
	
	

	Demonstrate the use of peak flow monitor & O2 saturation device & nebuliser/spacer
	
	
	
	

	Refer to current resources in practice & online
	
	
	
	

	Be able to assess, treat & educate patients with asthma & COPD within your scope of practice
	
	
	
	

	Review of Standing Orders & Pathway for Acute Asthma attack
	
	
	
	

	Asthma/COPD Resources
	The Asthma Foundation – the Asthma Foundation provides Courses and Resources for Asthma and COPD 
Healthify -  https://healthify.nz/ 
COPD Blue Card 
NZ COPD Guidelines 2021 & NZ Asthma Guidelines 2020






	[bookmark: _Toc187318232]Cardiovascular Disease (CVD), Heart Failure, Atrial Fibrillation and Stroke 
Contact Alison Brown, Auckland PHO, Clinical Adviser alison@aucklandpho.co.nz 

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Be familiar with using Auckland PHO CVD Risk Assessment Tool 
	
	
	
	

	Demonstrate an understanding of the 2018 CVD Guideline
	
	
	
	

	Demonstrate an understanding of modifiable risk factors
	
	
	
	

	Demonstrate an understanding of interventions to reduce or manage risk factors 
	
	
	
	

	Knowledge of patient experiencing myocardial infarction:
signs & symptoms
nursing interventions
Chest Pain Pathway
	
	
	
	

	Knowledge of experiencing a stroke:
signs & symptoms
FAST Criteria
nursing interventions
Stroke Pathway
	
	
	
	

	Knowledge of AF Guideline
	
	
	
	

	Review Standing Orders related to acute coronary syndrome & stroke
	
	
	
	

	Know how to complete Emergency Trolley & Doctor Grab Bag Monthly Checks
	
	
	
	

	CVD Resources
	Heart Foundation CVD, Atrial Fibrillation & Heart Failure Training 
The Stroke Foundation – https://www.stroke.org.nz/
Atrial Fibrillation Clinical Guidelines and Resources
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Diabetes Management

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Understands the pathogenesis of Type 1 and Type 2 Diabetes
	
	
	
	

	Demonstrates knowledge of monitoring glycaemic control & use of devices
	
	
	
	

	Knowledge of complications associated with diabetes & strategies for prevention
	
	
	
	

	Able to perform foot check & demonstrate knowledge of foot care and how to refer to community podiatry 
	
	
	
	

	Able to complete a diabetes annual review including a retinal screening referral 
	
	
	
	

	Knowledge of the influence of diet and exercise on glycaemic control
	
	
	
	

	Can discuss nursing management of hypoglycaemia 
	
	
	
	

	Knowledge of sick day management
	
	
	
	

	Diabetes Resources
	Diabetes Society has resources - https://www.diabetes.org.nz/
The NZSSD Website has the Clinical Guidelines and Online Courses for nurses – https://www.nzssd.org.nz/
Healthify - https://healthify.nz/
Advanced Diabetes Course with Dr Ryan Paul Diabetologist

	[bookmark: _Toc187318234]Smoking Cessation
Smoking ABC Training (contact Alexa Cunningham at Auckland PHO alexa@aucklandpho.co.nz

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Complete training in smoking Brief Advice 
	
	
	
	

	Determine & document smoking status
	
	
	
	

	Knowledge of brief interventions, documentation & cessation support referral 
	
	
	
	

	Knowledge to classify tobacco smoking and or vaping 
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Lifestyle Interventions - CVD, Diabetes, Hypertension, Metabolic Syndrome & Weight Management

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Identify interventions to reduce blood pressure
	
	
	
	

	Identify the threshold levels for cholesterol readings & according to the NZ Guideline
	
	
	
	

	Knowledge of recommended lifestyle advice to lower cholesterol levels
	
	
	
	

	Demonstrate an understanding of the impact of obesity on health. knowledge of BMI & recommended targets
	
	
	
	

	Identify current NZ recommendations for levels of physical activity
	
	
	
	

	Knowledge of referral options for physical activity
	
	
	
	

	Lifestyle & CVD Resources
Quit Smoking
	Quit Group -   https://quit.org.nz/
ABC smoking cessation online course 
Ko Awatea Learn
Heart Foundation Cardiac Education for Nurses
Te Whatu Ora Publication - Cardiovascular Disease Risk Assessment and Management for Primary Care 
Te Whatu Ora Publication – New Zealand Primary Care Handbook
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Medications Management

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Be aware of Best Practice regarding safe storage of medications
	
	
	
	

	Locate stock of emergency & non-emergency drugs
	
	
	
	

	Discuss practice policy for repeat prescriptions
	
	
	
	

	Aware of PSO medications and how to order 
	
	
	
	

	Knows how to report an adverse event such as adverse drug or vaccine reactions to CARM.
	
	
	
	

	Describe the practice policy for checking medicines, including controlled drugs, emergency trolley drugs, grab bag drugs, stock rotation & disposal of unwanted or expired medications and/or vaccines.
	
	
	
	

	Medications Resources
	Guidelines for Nurses on the Administration of Medicines 2024
Medicines Care Guide in Aged Care
NZ Medicines Act 1981
Centre for Adverse Reactions Monitoring - Remember to fill out an Incident Form and investigate.
PSO ordering 





	[bookmark: _Toc187318237]IV Therapy, Injections, Venepuncture, Aclasta, Ferinject and Treatment Cellulitis (POAC)  

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Establish prior experience of IV cannulation & attend training if phlebotomy is required in practice
	
	
	
	

	Knowledge of different injection techniques
	
	
	
	

	Knowledge of Aclasta Infusion pathway
	
	
	
	

	Knowledge of Ferinject pathway
	
	
	
	

	Knowledge of IV treatment for cellulitis, ordering medications and administration
	
	
	
	

	Understanding of POAC role in claiming for eligible patients
	
	
	
	

	Knowledge of IV therapy courses via HNZ (contact Auckland PHO for information 
	
	
	
	

	IV Resources
	Phlebotomy Course in theory and skills and Peripheral IV Cannulations and validation are available on Ko Awatea Learn.

Health Pathways
https://aucklandregion.communityhealthpathways.org/
Username: connected   Password: healthcare

POAC
https://www.poac.co.nz/ferinject/
https://www.poac.co.nz/zoledronate-infusion/

MedSafe
https://www.medsafe.govt.nz/consumers/cmi/f/ferinject.pdf
https://www.medsafe.govt.nz/Consumers/cmi/a/aclasta.pdf
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Cryotherapy (Liquid Nitrogen)

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Has been taught & understands the safe use of liquid nitrogen – using safety glasses & leather gloves & storage (Cannister Chain to wall)
	
	
	
	

	Adheres to the Safety Sheet guide to safe use
	
	
	
	

	Adheres to the pathway for cryotherapy
	
	
	
	

	Demonstrates procedure for treatment of warts, verrucae & other benign lesions with liquid nitrogen
	
	
	
	

	Ensure Clinic policy adheres to Guideline & knows when to escalate back to GP/NP non-responses to treatment for GP/NP review
	
	
	
	

	If in use: Knowledge of salicylic acid treatment
	
	
	
	

	Cryotherapy
	Liquid nitrogen cryotherapy guidelines can be found on Auckland Regional HealthPathways. 
https://aucklandregion.communityhealthpathways.org/
Username: connected   Password: healthcare

https://dermnetnz.org/topics/cryotherapy
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Health Literacy and Health Information including Health Apps (Healthify)

	Core courses, policies, procedures and resources
	Training Completed
	Actioned/ Implemented
	Confident 
Level on 
1-10 Scale 
	Nurse Lead Assessment: Date/Met/Unmet/Comment

	Understands the 3 Steps to Health Literacy
	
	
	
	

	Familiar with the Healthify Website
	
	
	
	

	Promotes use of Healthify website endorsed Health Apps.
	
	
	
	

	
Useful Resources
	The Three Steps to Health Literacy
https://www.hqsc.govt.nz/resources/resource-library/three-steps-to-meeting-health-literacy-needs/
Health Literacy NZ
https://www.healthliteracy.co.nz/

Health A-Z for Health Professionals
Healthify - https://healthify.nz/
HealthPathways – Register for access link 
Health Literacy:
Healthify – Health Literacy Making Services Better 
Rauemi Atawhai – developing health education resources  
HSQC “Three Step Model to Better Health Literacy”
Health Literacy NZ https://www.healthliteracy.co.nz/
Korero Marama Health Literacy in Māori










[bookmark: _Toc187318240]3. Professional Conduct Tips and Tricks
· If you are unsure about a task that has been delegated to you, speak up.  You are not expected to know everything.
· If you are feeling overwhelmed, please let the practice manager/senior nurse know.  Support cannot be given if they are unaware.
· Be open, communicate with the whole team.
· Don’t be afraid to try new tasks & ask questions
· Be aware of the correct pronunciation of patient names – it’s ok to check and double check 
· Ensure you refresh and check your appointment template regularly as patients can be easily missed or left waiting for long periods of time
· See patients that have been waiting the longest, except when there is an urgent assessment (e.g. wheezy child, SOB, excessive bleeding, high temp or chest pain etc.)
· Do not leave patients waiting in consult rooms or treatment areas, unless you are waiting for the GP to assess or preparing to do a dressing or procedure.
· Do not take on multiple patients at a time.  This is to avoid the patient being “forgotten” or notes not being documented.  Helps to avoid errors.
· Patients in the clinic are priority.  Phone calls, recalls & paperwork can be done in between patients or during quiet periods
· Clean beds after using.  If you see a messy bed or area, clean it up
· Replace stock if you are using the last one
· Lock your computer when you leave your desk (maintain confidentiality)
· Work as a team and be fair with complicated patients.  Everybody needs to see all patients (except for aggressive patients who make you feel unsafe)
· There are weekly and monthly tasks that need to be done 
· Arrive on time. If you are late or cannot come into work (e.g. sick, bereavement, family emergency) ensure you let the Practice Manager know
· Annual Leave is to be applied for in advance usually in writing giving a minimum of 2 weeks’ notice (but may be granted at short notice in consultation with the Practice Manager).
· Nurses are responsible for their own professional development & ensuring everything is up to date (APC, CPR, PDRP, post grad study, immunisation updates etc.)
· Nurses are clinically accountable for their practise.  Must adhere to the principles & codes set out by governing bodies and legislations (i.e. NCNZ, HPCAA, Medicines Act etc.)
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4. Example of Daily Nursing or Health Care Assistant Duties 
Check vaccine fridge every morning:
· Record minimum and maximum and reset.  Follow Cold Chain Policy if temperature is out of range
· Set task to do vaccine order if stock low (inform the team)
Go through appointment template for the day:
· Check what patients are overdue for & flag to remind staff to F/U when the patient presents (e.g. Smoking Brief Advice, CVD/Diabetes review, cervical smear etc)
Check autoclave:
· Check if there are instruments that need packing away, cleaning, sterilising
· Prep cleaning area (ensure containers for soaking and cleaning instruments are ready to use)
Daily Stock Checking:
· Check all consult rooms are well stocked as required
· Take note of stock that is low for re-ordering
[bookmark: _Toc187318242]5. Routine Weekly/PRN Nursing or HCA Duties
Change linen:
· Pillowcases & sheets in consult rooms at least 1 x week
· Choose a day of the week for this task
Check all sharps bins:
· Remove any bins that are full and replace
Receipt inbound Immunisations and Medical Supplies:
· As per Policies and record Immunisation in Register
· Vaccine Fridge Monitoring – download data logger and store digital copy in designated back-up location
[bookmark: _Toc187318243]6. Routine Monthly Nursing or HCA Duties
· Check Emergency Trolley and medications once a month and after any emergency event (and sign off that is has been done). This is a Foundation Standards requirement.
· Nurse champion to complete or nurses rotate this responsibility and sign when completed – checking against a list that medications are in stock and have not expired
· PSO medications ordering and stocktake
· Vaccine stocktakes completed and recorded in Vaccine Register
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[bookmark: _Toc187318245]Appendix One: Common abbreviations in Primary Care
	Abbreviation
	Meaning

	AIR
	Aotearoa Immunisation Register

	CCA
	Cold Chain Accreditation

	CSC
	Community Services Card

	CVDRA
	Cardiovascular Disease Risk Assessment

	DAR
	Diabetic Annual Review 

	FF
	Flexible funding

	FFS
	Fee for Service

	GMS
	General Medical Services

	GP
	General Practitioner

	HC
	Health Coach

	HIP
	Health Improvement Practitioner

	IMAC
	Immune Advisory Centre

	NCSP
	National Cervical Screening Programme

	NES
	National Enrolment System 

	NP
	Nurse Practitioner

	PHO
	Primary Health Organisation

	PM
	Practice Manager

	PMS
	Practice Management System

	PSO
	Practitioner Supply Order

	RN
	Registered Nurse

	TWO
	Te Whatu Ora

	VLCA
	Very Low-Cost Access

	HCA
	Health Care Assistant

	
	

	
	

	
	

	
	

	
	




[bookmark: _Hlk180061484][bookmark: _Toc187318246]Appendix Two: Practice Essential Equipment & Medications Audit
Practice Name:
Date:
APHO Staff: 
Medical Equipment Audit:
	Equipment 
	Yes
	No
	Calibration/ Service date 
	Comments 

	Auriscope
	
	
	
	

	Blood glucose-
Strips/ glucometer
	
	
	
	

	Blood taking equip
	
	
	
	

	Cervical smear equipment
	
	
	
	

	Digital camera/ smart phone 
	
	
	
	

	Dressings - different 
	
	
	
	

	ECG or local access 
	
	
	
	

	Eye local anaesthetic 
	
	
	
	

	Fluorescein dye for eyes
	
	
	
	

	PPE
	
	
	
	

	Height measure
	
	
	
	

	Ishihara test book or online version 
	
	
	
	

	Monofilament
	
	
	
	

	Ophthalmoscope
	
	
	
	

	Peak Flow meter
	
	
	
	

	Pregnancy testing kit
	
	
	
	

	Proctoscope
	
	
	
	

	Reflex hammer
	
	
	
	

	Spacer device
	
	
	
	

	Spatula
	
	
	
	

	Sphygmomanometer- extra wide & paediatric cuffs 
	
	
	
	

	Spirometer (or able to refer 
	
	
	
	

	Stethoscope
	
	
	
	

	Surgical instruments (if needed 
	
	
	
	

	Suction equipment
	
	
	
	

	Suture equipment 
	
	
	
	

	Syringes and needles 
	
	
	
	

	Thermometer 
	
	
	
	

	Tuning fork (256 Hz or 512 HZ
	
	
	
	

	Urinary catheters and local anaesthetic gel
	
	
	
	

	Urine dipstick
	
	
	
	

	Visual Acuity chart 
	
	
	
	

	Weight scales- adult and baby)
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	














[bookmark: _Toc187318247]Appendix 3: Key contacts
Auckland PHO has a dedicated team to support you in your day-to-day work.
	Role
	Person
	Main responsibilities
	Phone Contact
	Email

	Clinical Director 
	Dr Charlotte
Harris 
	Oversight of clinical services and projects 
	021 430 610
	charlotte@aucklandpho.co.nz 

	Director of Nursing 
	Siobhan Matich
	Clinical oversight & quality initiatives
	021 242 6117
	siobhan@aucklandpho.co.nz 

	Clinical Nurse Advisor
	Alison
Brown
	Clinical and Nursing Support
	021 223 7393
	alison@aucklandpho.co.nz 

	Immunisation and Child Health Coordinator
	Shanaz Khan
	Vaccine delivery and support
	021 246 6510
	shanaz@aucklandpho.co.nz 

	Cold Chain, Infection Prevention Control (IPC), and Vaccinator Certification
	Aaron Piano
	Cold Chain, IPC, and Vaccinator certification support
	021 221 5798
	aaron@aucklandpho.co.nz 

	Manager of Mental Health and Wellbeing
	Tanya Clark
	HIP and Health Coach support
	021 311 287
	tanya@aucklandpho.co.nz 

	Primary Care Improvement Advisor and Self-Management Education Coordinator
	Alexa Cunningham
	Support with health targets 
Coordinates the Diabetes Self-Management Education programme
	021 281 1564
	alexa@aucklandpho.co.nz 

	Planning and Performance Officer
	Komal Rana
	Programme planning & coordination, project support, stakeholder engagement
	09 379 4022
	komal@aucklandpho.co.nz 

	Practice Management Advisor
	Shannon Kerehoma-Kaiaruna
	Non-clinical support; Practice Management; Foundation Standards accreditation
	021 973 134
	shannon@aucklandpho.co.nz 

	Project Manager
	Emma Pickles
	PHO initiatives and projects
	021 599 029
	emma@aucklandpho.co.nz 

	Accounts Assistant
	Suzanne Le Lievre
	Claims and accounts support
	021 660 841
	suzanne@aucklandpho.co.nz 
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