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Manager Professional Development 
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Woodstock Hospital

310 Juliana Dr. 

Woodstock Ontario

N4V0A4
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kverhoeve@wgh.on.ca
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	Selina Fleming MN, BScN, RN 

HPHA Educator

Huron Perth Healthcare Alliance

Phone: 519.272.8210 x2325

Clinton Public Hospital - St. Marys Memorial Hospital - Seaforth Community Hospital - Stratford General Hospital

Selina Fleming <selina.fleming@hpha.ca>
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	Corinne Savignac, R.N., BScN, 

Nurse Clinician General Internal Medicine

705-523-7100

Extension 3315

Health Sciences North | Horizon Santé-Nord

41 Ramsey Lake Road 

Sudbury, Ontario P3E 5J1 

 E-mail: csavignac@hsnsudbury.ca
	Here is what we started using at HSN last year.
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	Heather Hartley, RN, BScN, MScN

Professional Practice Specialist- Surgical Specialty

BGH, TMH & PECMH

Quinte Health Care

Office: (613) 969-7400 x2044

Hartley, Heather <HHartley@qhc.on.ca>
	Attached are the forms our director used this year for performance reviews. It is the same template that the managers/ sr leadership use.
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	Gargal, Amy amy.gargal@mahc.ca
Muskoka Algonquin Healthcare
	We perform a short form vs long form on alternating years for staff.
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May 2020





We are doing a review of our performance evaluation template/tool for our clinical roles.  I was wondering if any organizations could send me some examples of what you are using for this.
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QHC Individual Development Plan (IDP)

		Date

		



		Document 3 of 3



		Name

		



		Title

		

		Department

		



		Supervisor:

		







____________________________________________________________________________________________

		INSTRUCTIONS: Complete Section 1 of this document based on your performance, aspirations and Flash Feedback. Once Sections 1 is complete, the document is sent to the supervisor at least 1 week prior to the scheduled meeting. At the meeting, the document is reviewed as part of the performance and development discussion.  Part 2 of the IDP is completed at the meeting or as a follow-up item. Upon completion, copies of the review and IDP are forwarded to Human Resources. 







____________________________________________________________________________________________

Section 1 – COMPLETED BY EMPLOYEE: Your Current State and Aspirations

		What parts of your job do you find most satisfying?













		Why?













		What are your key strengths, skills and LEADS capabilities?













		What skills and LEADS capabilities do you want to develop?













ASPIRATIONS (Think broadly about possibilities. Options could include maximizing current role, doing something new or moving to a higher level in the organization)

		Short Term (6-12 months):





		Long Term (2-5 years):





		Anticipated Retirement: To support the most effective workforce planning possible, please select the estimate that best applies of how long you expect to continue working



		0 - 2 years

		3 -4 years

		5 - 7

		More than 7









Section 2 – Development Plan: COMPLETED WITH INPUT FROM EMPLOYEE AND SUPERVISOR

Complete during or after your performance discussion with your supervisor; plan sign-off by both parties is required.

When building your plan, consider the optimum learning principles of 10-20-70 (10% training, courses, self-study; 20% relationships, feedback, coaching, networking and 70% work experience)

		Development Goal

		Specific Action You Will Take

		Organizational Impact

		Completion Date



		





		

		

		



		





		

		

		



		





		

		

		










Sign-off: When the plan is complete both the employee and supervisor commit to support it. 

Employee: I agree with the content of this plan and will to work to achieve it 

Signature: _____________________				Date: ____________________



Supervisor: I agree with the content of this plan and will support its achievement by providing check-in meetings, coaching and resources (if available) 

Signature: _____________________				Date: ____________________



____________________________________________________________________________________



Follow-up: This plan will be reviewed with your supervisor at any professional development check-ins. Track these meetings below.

		Check-In Date:

		Check-In Date:

		Check-In Date:









Any adjustments to plan required:
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		Introduction
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		Strong performance management is a cornerstone in ensuring MAHC is successful in providing excellent safe and quality care. The Performance Excellence Appraisal Tool is designed to encourage desired behaviours, attitudes and results. 


This guide is designed to assist MAHC managers in completing performance appraisals in a consistent way. The tool focuses on the assessment of individual performance in the areas MAHC core values, patient and provider safety, goal setting, knowledge/skills, and overall patient experience. 



		Goals and Objectives of Performance Excellence Appraisals
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		The goals for adopting a strong performance excellence tool include:


· Improving organizational performance by promoting: a superior patient experience, greater efficiency, greater focus on desired results, engaged employees, and retaining top performers.


· Driving continuous improvement by: identifying employee training and professional development needs, promoting accountability, and creating a framework for ongoing support and guidance.


· Fostering cultural change by empowering managers and motivating employees.


The objectives of effective performance appraisal include:


· Retaining top performers and providing incentives to maintain performance


· Providing meaningful feedback, encouragement and motivation to employees


· Promoting employee accountability


· Proactively dealing with poor performers through reinforcement, correcting behaviours and ultimately turning performance around


· Supporting employees in their professional development



		Planning and Conducting Performance Evaluations
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		Measuring individual employee performance contributes to an organization’s overall performance management objectives and system. Performance reviews should occur both formally, for example in the form of an annual performance appraisal, and informally in the form of ongoing and/or spontaneous feedback. The following information is designed to help you, the manager, in completing the formal employee performance appraisals.


Formal Performance Excellence Appraisal


This is an opportunity to provide a formal review process, which is to be conducted on an annual basis. 


When completing the Performance Excellence Appraisal document focus on areas for development to address gaps in performance as well as professional goals. 


Support your ratings by using examples of performance that reflect the rationale for the rating. 


Support two-way dialogue that enables the employee to provide input and feedback. 


Preparing for the Performance Excellence Meeting


Advance planning will facilitate the performance meeting and make it more meaningful. Both the manager and the employee will feel more comfortable and satisfied with the process if advance preparation takes place. The following are guidelines when preparing for a Performance Excellence Meeting. 


Documentation – The Performance Excellence Appraisal


It is important to take sufficient time to complete the performance review form in a thorough and thoughtful manner. This includes:


· Reviewing all relevant performance documentation collected during the review period. 


· Applying the rating scale fairly, objectively and consistently. 


· Providing supporting rationale for ratings with real performance examples. 


· Using professional and appropriate language to convey the performance feedback in a constructive and clear manner


Be Mindful of Rater Errors


During the performance review process, equity and fairness are paramount. Being aware of rating errors and/or biases creates awareness and can help avoid these tendencies. 


Rater errors include:


Stereotype: Generalizing everyone in a certain group to have the same performance (either high or low). 


Subjective: Evaluating performance subjectively instead of objectively; using information unrelated to the individuals performance to skew rating. 


First Impressions/Recency: Evaluating an employee either on first impressions or most recent job performance. 


Halo/Thorn Effect: Applying one aspect of an employee’s performance over all other aspects of performance (positive or negative). 


Central Tendency: Rating employees, across the board, on the middle of the rating scale and not differentiating peroformance. 


Limited Information: Rating without sufficient observations or demonstrated performance. 


Personal Bias: Rating more favourably based on employee qualities that are similar to the rater or rating more harshly based on qualities that are different. 


Difficulty Communicating: Rater as difficulty communicating and expressing performance expectations and providing feedback on performance concerns. 


Planning for the Performance Review Discussion


The primary goal of the performance review discussion is to support an employee in achieving his/her highest level of performance by creating awareness of their individual strengths and the areas of their performance requiring development. Therefore, the evaluator needs to be mindful of their use of words, tone, body language and actions when conveying messages. 


· Prepare the process to ensure it runs smoothly


· Build on what the employee is doing well and give credit for accomplishments; this is the best way to start a meeting


· Review results not achieved or areas needing development and share why in needs development and how they can develop


· Prepare for disagreement, don’t expect all feedback to be received readily with agreement


· Discuss the employee’s development needs and goals through exploring opportunities for training, new growth experiences


· Close the meeting in a positive and supportive way


Promote Two-Way Dialogue


To facilitate an effective Performance Excellence Meeting, it is important to promote two-way communication so that the employee also has the opportunity to contribute and respond to performance feedback. 
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Tips and Pits




		Tips


· Active listening


· Visibly reacting to feelings


· Paying attention to tone/body language to gain greater insight to the full meaning of what is being said


· Paraphrasing comments to verify understanding of what is being said


· Using clarifying questions


· Keeping the conversation on track


· Remaining calm and not becoming defensive because of what the employee is saying or displaying


· Being open to the feedback and considering a change in the Performance Excellence Appraisal document based on what is being shared


· Offering assistance in areas of performance development


Pits


· Interrupting or allowing others to interrupt the meeting


· Going off on a tangent


· Losing focus


· Taking comments personally


· Getting defensive


· Overreacting to statements being made



		Create an Appropriate Environment


Prior to the meeting, review all relevant documentation, complete the Performance Excellence Appraisal form. 


At least three weeks prior to the meeting, provide the employee with the Performance Excellence Self-Evaluation to complete. Request that this document be returned to you at least one week prior to the Performance Excellence Meeting so you are able to review and understand the employee perspective.


Schedule the meeting in advance. Give sufficient advance notice for employee preparation and scheduling. 


Use a private place to conduct the Performance Excellence Meeting. Take steps to ensure that the meeting is not interrupted by others. Some ideas to ensure that you are not interrupted include:


· Close the door


· Post a notice “meeting in progress”


· Don’t answer the phone, voicemail or e-mail


· Turn off mobile devices


Reinforce that the performance review is a confidential document and will only be shared with human resources. 





		Help, I have writer’s block
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		Performance Excellence Appraisals require descriptive language, actions and examples that illustrate the performance level achieved. When the examples match the descriptive language there is completeness to the review. Here are some examples of descriptive language you may choose to use when completing your reviews:


 Adjectives


accurate, adaptable, adept, alert, ambitious, analytical, articulate, capable, challenging, charismatic, thinking, competent, complete, composed, concise, confident, conscientious, constructive, consistent, cooperative, courageous, courteous, creative, decisive, dedicated, definite, dependable, determined, diligent, discreet, dynamic, eager, effective, efficient, energetic, enterprising, enthusiastic, excellent, exceptional, exciting, extraordinary, fair, fine, flexible, genuine, great, hands-on, harmonious, helpful, honest, imaginative, important, industrious, ingenious, innovative, involved, keen, knowledgeable, logical, loyal, mature, meaningful, motivated, objective, observant, open-minded, optimistic, organized, outstanding, patient, perceptive, perfect, persevering, persuasive, pleasant, poised, polished, positive, practical, precise, productive, professional, progressive, prudent, punctual, realistic, reliable, resourceful, respectful, responsive, self-confident, sincere, sound, special, state-of-the-art, stimulating, strong, successful, superb, superior, supportive, tactful, thorough, trustworthy, truthful, understanding, unique, utmost, valuable, versatile, well liked, worthy


Action Verbs


accomplishes, achieves, acquires, acts, adapts, adjusts, administers, advises, analyzes, anticipates, applies, approves, arranges, articulates, aspires, asserts, assigns, assists, assures, attains, authorizes, builds, calculates, carries out, challenges, checks, coaches, commands, completes, comprehends, conducts, considers, contributes, cooperates, coordinates, copes, creates, dedicates, delegates, demonstrates, determines, develops, directs, discusses, displays, disseminates, distinguishes, effects, elicits, emphasizes, employs, empowers, emulates, encourages, enhances, enlightens, enriches, establishes, evaluates, excels, exhibits, expects, explores, expresses, facilitates, focuses, follows-up, foresees, formulates, fosters, fulfills, gains, generates, gives, grasps, guides, handles, helps, identifies, implements, improves, influences, initiates, inspires, insures, interacts, interprets, investigates, knows, learns, maintains, makes, manages, meets, motivates, negotiates, observes, obtains, optimizes, orchestrates, organizes, overcomes, oversees, participates, perceives, performs, plans, possesses, practices, prepares, prevents, processes, promotes, provides, pursues, realizes, recognizes, recommends, reflects, reinforces, relates, relies, represents, resolves, responds, reviews, revises, schedules, secures, seeks, serves, shows, solves, stimulates, strengthens, strives, submits, supervises, supports, sustains, thinks, trains, treats, understands, uses, utilizes, verifies, vitalizes, weighs






		Sources


Ontario Network of Employment Skills Training Projects


Ultimate HR Manual, 2005, CCH Canadian Limited


Human Resource Advisor, First Reference Inc., 2009


Performance Management Strategy, Design and Implementation, WorldatWork, Total Rewards Association, 2007


Best Practices: Employment Policies that Work; Joan A Boland, Ellen E. Mole; Carswell


Ultimate HR Manual: CCH


Human Resource Advisor for Ontario Employers; Derwyn, R. Hancocks, First Reference


Inc. 1993-2009


Performance Evaluation Language Guide, The Training Tree.
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Name:  	


Role: 	











INTRODUCTION
Date: 	          


Start Date:  	


Last Review Date: 	

Muskoka Algonquin Healthcare is committed to “Working together to provide outstanding integrated health care to our communities, delivering best patient outcomes with exemplary standards and compassion”. We will achieve this commitment through setting clear expectations and providing opportunities for open and honest feedback regarding individual performance.

To be a part of your own development and goal setting this document is designed to assist with your own reflective practice. Please complete this document and bring a copy to your Manager one week prior to your scheduled Performance Excellence meeting. The comments and examples used must be observable, objective and measurable.

When completing this Performance Excellence Appraisal Form and selecting the most appropriate rating, following rating scale definitions are:

1 – Performance Needs Development	4 – Performance Usually Exceeds Expectation

2 – Performance Usually Meets Expectations	5 – Performance is Excellent

3 – Performance Consistently Meets Expectations

DEMONSTRATION OF MAHC CORE VALUES AND BEHAVIOURS

We all have a role to play in providing quality healthcare. How do you on a regular and consistent basis demonstrate the core values and behaviours of MAHC (Accountability, Respect, Optimism, Leadership, Engagement)? If there are areas that require development to have outstanding performance in any of the core values listed below please describe why you feel this way, and how you plan to work toward demonstrating outstanding performance.

		

		1

 

		2

 

		3

 

		4

 

		5

 

		Comments/Examples



		Accountability

· Taking personal responsibility

· Being honest and transparent in actions and communication

· Doing the right thing the right way with integrity

		







		

		1

 

		2

 

		3

 

		4

 

		5

 

		Comments/Examples



		Respect

· Showing compassion for patients, families, and our colleagues

· Treating others as they want to be treated

· Thoughtfully making difficult choices

· Expressing kindness and empathy



		







		

		1

 

		2

 

		3

 

		4

 

		5

 

		Comments/Examples



		Optimism

· Understanding that together, almost anything is possible

· Seeking to achieve outcomes that will be positive and desirable

· Seeking opportunities and a better path forward

		· 
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		1

 

		2

 

		3

 

		4

 

		5

 

		Comments/Examples



		Leadership

· Acting with integrity and building trust

· Communicating effectively while guiding and providing support

· Being a role model and motivating colleagues to be their best

· Encouraging innovation and championing change





		







		

		1

 

		2

 

		3

 

		4

 

		5

 

		Comments/Examples



		Engagement

· Collaborating with our colleagues and partners

· Taking a systems approach

· [bookmark: _GoBack]Including stakeholders in planning and decision making

		











SAFE AND EXCELLENT SERVICE

		

		1

 

		2

 

		3

 

		4

 

		5

 

		Comments/Examples:



		How do you contribute to a culture of patient safety?

•  Commit to patient and provider safety through safe, competent, high-quality daily practice

•  Describe the fundamental elements of patient safety

•  Maintain and enhance patient safety practices through ongoing learning

•  Demonstrate a questioning attitude as a fundamental aspect of professional practice and patient care

		







		

		1

 

		2

 

		3

 

		4

 

		5

 

		Comments/Examples:



		How well do you work in teams and communicate effectively?

•  Participate effectively and appropriately in an interprofessional health care team to optimize patient safety

•  Meaningfully engage patients as the central participants in their health care teams

•  Work effectively with other health care professionals to manage interprofessional conflict

•  Demonstrate effective verbal and non-verbal communication abilities to prevent adverse events

		





Demonstration of MAHC Core Values and Behaviours Continued





1 – Performance Needs Development; 2 – Performance Usually Meets Expectations; 3 – Performance Consistently

Meets Expectations; 4 – Performance Usually Exceeds Expectation; 5 – Performance is Excellent



		

		1

 

		2

 

		3

 

		4

 

		5

 

		Comments/Examples:



		Rate and describe how well you recognize, respond to, manage and disclose adverse events

•  Recognize routine situations and settings in which safety problems may arise

•  Recognize the occurrence of an adverse event or close call

•  Mitigate harm and address immediate risks for patients and others affected by adverse events and close calls

•  Disclose the occurrence of an adverse event to the patient and/or their families as appropriate and in keeping with relevant legislation

•  Report the occurrence of an adverse event or close call

•		Participate in timely event analysis, reflective practice and planning for the prevention of recurrence

		









		

		1

 

		2

 

		3

 

		4

 

		5

 

		Comments/Examples:



		How do you contribute to Excellent Patient

Experiences?

•  Recognizes the importance of putting patients first

•  Continuously dedicates the work day to creating a superior patient experience

•		Greets patients in a friendly manner and conducts introductions

•  Exemplifies the spirit of going above and beyond to create a positive atmosphere and experience for our patients.

•  Actively participates and leads performance improvement initiatives to benefit the overall patient experience.

		









		

		1

 

		2

 

		3

 

		4

 

		5

 

		Comments/Examples:



		Do you have the required skills/competencies for the job?

•	Skills are always up to date

•	Individually identifies skill needs and actively seeks opportunities to obtain the skills required

•	Maintains competency within profession

		





Safe and Excellent Service Continued







		

		1

 

		2

 

		3

 

		4

 

		5

 

		Comments/Examples:



		Rate your current level of knowledge for the job using the criteria below.

•	Is up to date on current best practice as identified by MAHC or applicable college standards

•	Participates fully in reflective practice and identifies opportunities for improvement

•	Understands my role within the organization and executes this role in accordance with the position profile expectations

•	Actively shares knowledge and participates fully on MAHC committees and working groups

•	Exemplifies the spirit of going above and beyond to create a positive atmosphere and

experience for our patients.

•	Actively participates and leads performance improvement initiatives to benefit the overall patient experience.

		











CONTRIBUTION TO A LEARNING ORGANIZATION

It is important for staff to remain up to date and current on industry best practice and participate in the creation of a learning organization. Please reflect on your future career, learning & development and practice goals. Be prepared to discuss these goals with your Manager during the scheduled Performance Excellence Appraisal meeting.





What are your career goals?













What are your learning goals for the next year?













How do you see these goals helping to shape or change practice?













What can MAHC do to help you achieve those goals?
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Updated July 2019



Name:  	


Role: 	











Introduction


Date:  	


Start Date:  	


Last Review Date: 	





1

2

3

4

5

Works in compliance with all MAHC Health and Safety Policies and Procedures:

 

 

 

 

 

Actively participates in all required Health and Safety training programs, and seeks additional health

and safety learning opportunities:

 

 

 

 

 

Reports any and all unsafe acts, tasks, accidents or incidents.

 

 

 

 

 





Muskoka Algonquin Healthcare is committed “Working together to provide outstanding integrated health care to our communities, delivering best patient outcomes with exemplary standards and compassion”. We will achieve this commitment through setting clear expectations and providing opportunities for open and honest feedback regarding individual performance.

When completing this Performance Excellence Appraisal Form and selecting the most appropriate rating, following rating scale definitions are:

1 – Performance Needs Development

2 – Performance Usually Meets Expectations

3 – Performance Consistently Meets Expectations

4 – Performance Usually Exceeds Expectation

5 – Performance is Excellent

The standard performance for all team members is a rating of 3 or above. Role Model scoring (5) is deemed exceeding expectations in all areas. The comments and examples used must be observable, objective and measurable.

DEMONSTRATION OF MAHC CORE VALUES AND BEHAVIOURS



		

Accountability

		1

		2

		3

		4

		5

		Comments/Examples



		

		 

		 

		 

		 

		 

		



		· Taking personal responsibility

· Being honest and transparent in actions and communications

· Doing the right thing the right way with integrity

		



		Respect

		 

		 

		 

		 

		 

		



		· Showing compassion for patients, families, and our colleagues

· Treating others as they want to be treated

· Thoughtfully making difficult choices

· Expressing kindness and empathy

		



		Optimism

		 

		 

		 

		 

		 

		



		· Understanding that together, almost anything is possible

· Seeking to achieve outcomes that will be positive and desirable

· Seeking opportunities and a better path forward



		



		Leadership

		 

		 

		 

		 

		 

		



		· Acting with integrity and building trust

· Communicating effectively while guiding and providing support

· Being a role model and motivating colleagues to be their best

· Encouraging innovation and championing change



		



		Engagement

		 

		 

		 

		 

		 

		



		· [bookmark: _GoBack]Collaborating with our colleagues and partners

· Taking a systems approach

· Including stakeholders in planning and decision making



		







HEALTH AND SAFETY





		

Contributes to a Culture of

Patient Safety

		1

		2

		3

		4

		5

		Comments/Examples



		

		

		

		

		

		

		



		•  Commit to patient and provider safety through safe, competent, high-quality daily practice

•  Describe the fundamental elements of patient safety

•  Maintain and enhance patient safety practices through ongoing learning

Demonstrate a questioning attitude as a fundamental aspect of professional practice and patient care

		



		Work in Teams and

Communicates Effectively

		

		

		

		

		

		



		•  Participate effectively and appropriately in an interprofessional health care team to optimize patient safety

•  Meaningfully engage patients as the central participants in their health care teams

•  Work effectively with other health care professionals to manage interprofessional conflict

•  Demonstrate effective verbal and non-verbal communication abilities to prevent adverse events

		



		Recognize, Respond to, Manage and Disclose Adverse Events

		

		

		

		

		

		



		•  Recognize routine situations and settings in which safety problems may arise

•  Recognize the occurrence of an adverse event or close call

•  Mitigate harm and address immediate risks for patients and others affected by adverse events and close calls

•  Disclose the occurrence of an adverse event to the patient and/or their families as appropriate and in keeping with relevant legislation

•  Report the occurrence of an adverse event or close call

•  Participate in timely event analysis, reflective practice and planning for the prevention of recurrence

		



		Contributes to Excellent Patient

Experiences

		

		

		

		

		

		



		•  Recognizes the importance of putting patients first

•  Continuously dedicates the work day to creating a superior patient experience

•  Greets patients in a friendly manner and conducts introductions

• Exemplifies the spirit of going above and beyond to create a positive atmosphere and experience for our patients.

• Actively participates and leads performance improvement initiatives to benefit the overall patient experience.

		



		Required Knowledge for the

Job

		

		

		

		

		

		



		• Is up to date on current best practice as identified by MAHC or applicable college standards

• Participates fully in reflective practice and identifies opportunities for improvement

• Understands their role within the organization and executes this role in accordance with the position profile expectations

• Actively shares knowledge  and participates fully on MAHC

committees and working groups

		



		Required Skills/Competencies for the Job

		

		

		

		

		

		



		• Skills are always up to date

• Individually identifies skill needs and actively seeks opportunities to obtain the skills required

• Maintains competency within profession

		





SAFE AND EXCELLENT SERVICE







What are your career goals?









What are your learning goals for the next year?









How do you see these goals helping to shape or change practice?









What can MAHC do to help you achieve those goals?













It is important for staff to remain up to date and current on industry best practice and participate in the creation of a learning organization. Please select the most appropriate score regarding the individual’s aptitude to actively seek additional learning opportunities and the sharing of new learning to change practice.







		1

		2

		3

		4

		5



		•  Rarely participates in continuous learning activities.

		•  Committed to and takes responsibility for their own learning and development

•  Demonstrates commitment to keeping their knowledge, understanding and skills up to date

•  Actively participates in learning opportunities

•  Participates in the provision of learning opportunities to others.

		•  Actively identifies ongoing learning needs and seeks a range of formal and informal learning opportunities to meet them

•  Takes responsibility for a learning plan which demonstrates the impact of their learning on their practice and is used

to continually improve

•  Actively promotes the learning and development of others through a range of formal and informal approaches

•  Embeds critically reflective practice as a routine approach to their work.

		•  Actively participates in the evaluation of learning and development in the organization

•  Uses evidence informed practice to promote a learning and performance culture within the organization

•  Is able to demonstrate how their learning and development has contributed to improved outcomes

for people who use services and their careers.

•  Some practice changes have occurred within own practice

		•  Actively contributes to an organizational culture which promotes learning by facilitating the sharing

of ideas within and out of the organization

and with people who use services and their

carers

•  Promotes the use of evidence informed practice as a tool for learning in the workplace

•  Is recognized for their outstanding commitment to their own and others’ learning and development.

•  Uses learning to change practice of self and others and supports increasing interprofessional collaboration





REQUIRED TRAINING/CERTIFICATIONS



		Training/Certifications

		Completion Date



		Occupational Health and Safety Training

		



		Workplace Violence Prevention

		



		First Aid and CPR

		



		Mask Fit

		





CONTRIBUTION TO A LEARNING ORGANIZATION (TO BE COMPLETED DURING REVIEW)




Training/Certifications

Completion Date

College Registration (If Applicable)



(Other)

















		POLICY REVIEW

		



		Review Attendance Record/Policy

Review Hand Washing Policy

Review Privacy and Confidentiality

		Review Dress Code

Review Use of Personal Devices

Review Position Profile

		Review Code of Conduct

Review Immunization Policy





Other (Please Specify)







ADDITIONAL MANAGER COMMENTS:



































ADDITIONAL EMPLOYEE COMMENTS:

















































Manager Signature:   		Date: 	



Employee Signature:  		Date: 	



Human Resources Signature:  		Date: 	





Copy to:  	Employee    	Manager	Original to: 	 Human Resources
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Revised August 2019

		QHC Leadership Performance Review	

		Date

		



		Document 2 of 3



		Name

		



		Title

		

		Department

		



		Supervisor\Reviewer:

		







____________________________________________________________________________________________

		INSTRUCTIONS: 1) Employee gathers Flash Feedback and then completes the employee portions of Section 1 - 2 prior to meeting with supervisor. 2) The document is then sent to the supervisor (at least 1 week prior to the scheduled meeting). 3) Prior to the meeting, the supervisor reviews and completes the supervisor portion of Sections 1-3) At the meeting, the document is reviewed as part of the performance and development discussion. 5) Part 3 is completed along with Part 2 of the Individual Development Plan (IDP). Upon completion, copies of the review and IDP are forwarded to Human Resources. 







____________________________________________________________________________________________

Section 1 – Summary of My Flash Feedback 

The 3 people who gave me Flash Feedback this quarter:

		









The themes from Question 1 (what I do well):

		













The themes from Question 2 (suggested changes):

		


















Section 2 – Leadership Performance (leadership behaviours I demonstrate while I do my work)

The 5 LEADS themes and 20 capabilities are the behaviours linked to QHC’s values and the expectations of leadership while delivering on the leadership role. These are listed below.



1. LEAD SELF: Self-motivated leaders… 

· Are self-aware: They are aware of their own assumptions, values, principles, strengths and limitations

· Manage themselves: They takes responsibility for own performance and health

· Develop themselves: They actively seek opportunities and challenges for personal learning, character building and growth

· Demonstrate character: They model qualities such as honesty, integrity, resilience, and confidence

2. ENGAGE OTHERS Engaging leaders…

· Foster development of others: They support and challenge others to achieve professional and personal goals

· Contribute to the creation of healthy organizations: They create engaging environments where others have meaningful opportunities to contribute and ensure that resources are available to fulfill their expected responsibilities

· Communicate effectively: They listen well and encourage open exchange of information and ideas using appropriate communication media

· Build teams: They facilitate environments of collaboration and cooperation to achieve results

3. ACHIEVE RESULTS:  Goal-oriented leaders…

· Set direction: They inspire vision by identifying, establishing and communicating clear and meaningful expectations and outcomes

· Strategically align decisions with vision, values, and evidence: They integrate organizational missions and values with reliable, valid evidence to make decisions

· Take action to implement decisions: They act in a manner consistent with the organizational values to yield effective, efficient public-centred service

· Assess and evaluate: They measure and evaluate outcomes, compare the results against established benchmarks, and correct the course as appropriate

4. DEVELOP COALITIONS: Collaborative leaders…

· Purposefully build partnerships and networks to create results: They create connections, trust and shared meaning with individuals and groups

· Demonstrate a commitment to customers and service: They facilitate collaboration, cooperation and coalitions among diverse groups and perspectives aimed at learning to improve service

· Mobilize knowledge: They employ methods to gather intelligence, encourage open exchange of information, and use quality evidence to influence action across the system

· Navigate socio-political environments: They are politically astute, and can negotiate through conflict and mobilize support

5. SYSTEMS TRANSFORMATION: Successful leaders…

· Demonstrate systems / critical thinking: They think analytically and conceptually, questioning and challenging the status quo, to identify issues, solve problems and design, and implement effective processes across systems and stakeholders

· Encourage and support innovation: They create a climate of continuous improvement and creativity aimed at systemic change

· Orient themselves strategically to the future: They scan the environment for ideas, best practices, and emerging trends that will shape the system

· Champion and orchestrate change: They actively contribute to change processes that improve health service delivery aimed at systemic change



EMPLOYEE REFLECTION: Consider your feedback results and select one of the 5 LEADS themes listed above. Provide an example of how you successfully demonstrated that theme and the outcome of your actions.

		













EMPLOYEE REFLECTION: Consider your feedback results and select one of the 5 LEADS themes listed above that you want to strengthen in the upcoming year and indicate why you have chosen this as a focus for development.

		













SUPERVISOR COMMENTS: Do you agree with the areas of strength and opportunity noted above? If not, suggest other areas of focus.

		











________________________________________________________________________________________



Section 3 – Summary and Sign-Off

Supervisor’s Comments: Indicate whether the employee has achieved the required results, met leadership expectations and performed in accordance with the QHC values.

		











Check if formal performance improvement plan required?  ___________



Employee’s Comments: After the review conversation is complete, include any required final comments.

		











Employee’s Signature: 	______________________________________________ _

Supervisor’s Signature: 	_______________________________________________ 

Date:			_______________________________________________
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