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Job Description / Performance and Review Form
	Employee Information

	NAME: 
	Robert Richard
	JOB  TITLE:
	Safety Specialist

	DEPARTMENT
	Float
	JOB  FAMILY:
	Support Services / Paraprofessional

	EVAL PERIOD:
	Annual January 2020
	EVALUATOR’S NAME :
	Annette Calder, RN Manager W2/Float Pool


Qualifications:
High school graduate or equivalent required. C.N.A, EMT, Security experience preferred. Experience with patient care and a desire to work on a Mental Health Unit or other units as needed. Experience with behavioral health patients in in-patient and out-patient settings preferred Willingness to do limited hands on care required.
Physical Requirements:
Exerts up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects.  Frequently reaches (extending hands and arms in any direction), and handles (seizing, holding, grasping, turning, or working with hands).
Age Specific Criteria
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The following guidelines are used to determine which job responsibilities 
require age specific measures:
a. provides care or direct service to the patients
b. works in close proximity to the patients




c. interacts on a regular basis with patients
	Statement of Other Duties

	This document describes the major duties and responsibilities for this job, and is not intended to be a complete list of all tasks and functions.  It should be understood, therefore, that employees may be asked to perform job-related duties beyond those explicitly described.


Performance Evaluation Responsibilities
Directions:   Using the legend below, put the associated point value in the appropriate box that 
                          BEST describes and BEST reflects the employee’s performance within the last year.  


All “Exceeds Expectation (EE)” and “Does Not Meet Expectations (DN)” responsibilities must be 


described in the “Comments” section.

Legend: 
  DN = Does Not Meet Expectations (0 points)

EE =   Exceeds Expectations (3 points)
  ME = Meets Expectations (2 points)                          


        
	Hospital – Wide Customer Service Standards

	
	DN
	ME
	EE
	Comments
	Key*

	Conducts interactions with everyone in a friendly, courteous and respectful manner.
	
	
	X
	Robert always conducts himself in a professional and friendly manner.
	

	Goes out of his/her way to offer assistance to others.  If he/she cannot offer assistance, then finds someone who can.
	
	
	X
	Robert takes the initiative to assist others when it’s within his scope of practice.
	

	Advocates to ensure privacy and confidentiality while helping others to maintain awareness.
	
	X
	
	
	

	Maintains a clean and safe hospital.
	
	X
	
	
	

	Core Responsibilities For All Heywood Hospital Employees

	Responds appropriately and immediately in emergency situations.
	
	
	X
	Robert assures to alert the nursing staff if/when a patient starts to escalate.
	

	Maintains a safe and healthy environment for patients, visitors, and/or staff to provide the highest level of physical comfort, and minimize risk and injury.
	
	X
	
	
	

	Ensures compliance with regulations to maintain accreditation and licensure.
	
	X
	
	
	

	Complies with the Hospital Attendance and Tardiness Policy.
	
	
	X
	Robert is extremely reliable.
	

	Completed all Hospital and Department Specific Mandatory requirements in the prior calendar year.
	
	X
	
	Healthstream competencies are up to date and he attended HEART training in 2019
	

	Reports Incidents in a timely and effective manner.
	
	X
	
	
	

	All employees with direct patient contact are responsible for actively engaging in the practice of, monitoring and enforcing compliance to hand hygiene.
	
	X
	
	
	

	Section 1 Totals:
	
	
	
	


Weighted Value =.25% = Average Score for Section 1    Example: 3.0 X .25 = .75  
	* Measurement Key:

	A = Audit  
	O = Observed procedure   

	W = Demonstrated understanding by written measurements
	V = Demonstrated understanding by verbal measurements

	N = Absence of adverse outcomes or events
	S = Simulated clinical work experience


Directions:   Using the legend below, put the associated point value in the appropriate box that 
                          BEST describes and BEST reflects the employee’s performance within the last year.  


All “Exceeds Expectation (EE)” and “Does Not Meet Expectations (DN)” responsibilities must be 


described in the “Comments” section.

Legend: 
  DN = Does Not Meet Expectations (0 points)

EE =   Exceeds Expectations (3 points)
  ME = Meets Expectations (2 points)                          


        
	Job Responsibilities: Float – Patient Monitor
	

	
	DN
	ME
	EE
	Comments
	Key*
	

	Works together with departmental and healthcare teams to complete assignments.
	
	
	X
	Robert always assures to give and receive a proper report during change of shift.
	
	

	Maintains a clean and comfortable environment for patients and visitors.
	
	X
	
	
	
	

	Prevents potential safety hazards from occurring by removing or arranging for the removal of safety hazards from the environment immediately.
	
	X
	
	
	
	

	Prioritizes and reprioritizes work based on the changing needs of the customers.
	
	X
	
	
	
	

	Ensures the safety of patients in the milieu.
Neo__  Inf__ Yg Child__ Old Child__ Adol__ Adult__ Geri__
	
	X
	
	
	
	

	Performs patient checks, and documents the  whereabouts of all patients every thirty minutes or more frequently if requested.
Neo__  Inf__ Yg Child__ Old Child__ Adol__ Adult__ Geri__
	
	X
	
	
	
	

	Accounts for all patients' locked belongings and sharps, ensuring they are signed out and back in by the end of the shift.
	
	X
	
	
	
	

	Greets and directs all patients, visitors, and hospital personnel that come onto the Units.
Neo__  Inf__ Yg Child__ Old Child__ Adol__ Adult__ Geri__
	
	X
	
	
	
	

	Responds to patient and visitor needs, as well as, provides information and refers matters of concern to staff.
Neo__  Inf__ Yg Child__ Old Child__ Adol__ Adult__ Geri__
	
	X
	
	
	
	

	Provides input and patient information to the team that contributes to the safety needs, development, and implementation of the patient care plan.
Neo__  Inf__ Yg Child__ Old Child__ Adol__ Adult__ Geri__
	
	X
	
	 
	
	

	Delivers trays to patients and monitors patient meals.
Neo__  Inf__ Yg Child__ Old Child__ Adol__ Adult__ Geri__
	
	X
	
	
	
	

	Assists patients in completing menus and obtaining additional nutritional needs.
Neo__  Inf__ Yg Child__ Old Child__ Adol__ Adult__ Geri__
	
	X
	
	
	
	

	
	
	
	
	
	
	

	* Measurement Key:

	A = Audit  
	O = Observed procedure   

	W = Demonstrated understanding by written measurements
	V = Demonstrated understanding by verbal measurements

	N = Absence of adverse outcomes or events
	S = Simulated clinical work experience


Directions:   Using the legend below, put an 'X' in the appropriate box that BEST describes and BEST reflects the 
employee’s performance within the last year.  All “Exceeds Expectations (EE)” and “Does Not Meet Expectations (DN)” responsibilities must be described in the “Comments” section.


Legend: 
DN =  Does Not Meet Expectations


MS =   Meets Some Expectations 
ME  = Meets Expectations 



EE =   Exceeds Expectations 

        
	Job Responsibilities:  Float – Patient Monitor (cont.)

	
	DN
	ME
	EE
	Comments
	Key*

	Provides specialized suicide watch to patients needing it to ensure their safety.
Neo__  Inf__ Yg Child__ Old Child__ Adol__ Adult__ Geri__
	
	X
	
	
	

	Maintains and promotes therapeutic milieu to enhance patients' care of plan and treatment.
Neo__  Inf__ Yg Child__ Old Child__ Adol__ Adult__ Geri__
	
	X
	
	
	

	Encourages patient conversations, participation in therapy and inter-patient relationships while observing behaviors.
Neo__  Inf__ Yg Child__ Old Child__ Adol__ Adult__ Geri__
	
	X
	
	
	

	Acts as a liaison between patients and staff by providing information on patient behaviors to ensure patient safety, as well as, enhance care planning and treatment.
Neo__  Inf__ Yg Child__ Old Child__ Adol__ Adult__ Geri__
	
	X
	
	
	

	Section 2 Totals:
	
	
	
	


Weighted Value =.50% = Average Score for Section 2    Example: 3.0 X .50 = 1.50 
	* Measurement Key:

	A = Audit  
	O = Observed procedure   

	W = Demonstrated understanding by written measurements
	V = Demonstrated understanding by verbal measurements

	N = Absence of adverse outcomes or events
	S = Simulated clinical work experience


Support Services / Paraprofessional 
Behavioral Competencies 
Directions:
For each behavioral competency below: 
1) Check off the level that best describes the employee behavior exhibited in the last year.  
2) Check off “DN” (Does Not Meet) “ME” (Meets) or “EE” (Exceeds) depending on whether the behavioral competency the employee has exhibited meets the desired level.  Place the associated point value in the appropriate box.   
3) Add any comments regarding employee’s behavior in the comment section of each competency, as is necessary.
DN = Does Not Meet Expectations (0 points) EE = Exceeds Expectations (3 points) ME = Meets Expectations (2 points)                          



	Achievement Motivation Competency
	DN
	ME
	EE
	Comments

	Makes specific changes in the system or in own work methods to improve performance.  
	
	X
	
	


	Concern for Order Competency
	DN
	ME
	EE
	Comments

	Double-checks the accuracy of information or own work.   
	
	X
	
	


	Flexibility Competency
	DN
	ME
	EE
	Comments

	Changes own behavior or approach to suit the situation.  
	
	
	X
	Robert is a solid perdiem employee, working approx. 32 -40 hours weekly.  Robert is flexible with his schedule, often coming in early or staying late when staffing challenges arise.


	Initiative Competency
	DN
	ME
	EE
	Comments

	Anticipates and prepares for a specific opportunity that is not obvious to others.
	
	X
	
	


	Self Confidence Competency
	DN
	ME
	EE
	Comments

	States own position clearly and confidently in conflicting situations
	
	X
	
	


	Self Control Competency
	DN
	ME
	EE
	Comments

	Uses humor and formal / informal stress management techniques to control stress and prevent burnout.
	
	
	X
	Robert always displays a calm demeanor even in times of uncertainty and stress.


	Customer Service Orientation
	DN
	ME
	EE
	Comments

	Is especially helpful when customer is going through a critical period by making self fully available to customer. 
	
	X
	
	


	Interpersonal Competency
	DN
	ME
	EE
	Comments

	Looks for clues to how others are feeling or for hidden meanings.  
	
	X
	
	


Support Services / Paraprofessional   Behavioral Competencies, Continued 
	Teamwork Competency
	DN
	ME
	EE
	Comments

	Shows respect for other’s intelligence, feelings and values. Is willing to learn from others.   
	
	
	X
	Robert is always willing to orient new Safety Specialists to their new role.


	Analytical Thinking Competency
	DN
	ME
	EE
	Comments

	Recognizes several likely causes of events or several consequences of actions.     
	
	X
	
	


	Information Seeking Competency
	DN
	ME
	EE
	Comments

	Asks a series of probing questions below the surface to get at the root of a problem or situation.    
	
	X
	
	


	Cultural Diversity Awareness Competency
	DN
	ME
	EE
	Comments

	Cultural Diversity Awareness: Role models the Hospital’s diversity and inclusiveness efforts by respecting others’ values, backgrounds and opinions. Creates an inclusive environment and treats employees, patients and visitors with warmth, dignity and respect at all times. Demonstrates consideration of diverse constituents when making decisions. Actively seeks resources to satisfy the patient’s cultural needs.     
	
	X
	
	


	Section 3 Totals :
	
	
	
	


Weighted Value =.25% = Average Score for Section 3   | Example: 3.0 X .25 = .75
	TABULATION
	Average of Category
	Weighted Value
	Average Score

	Section 1
	
	X .25%
	

	Section 2
	
	X .50%
	

	Section 3
	
	X .25%
	

	Total Counts: 
	
	100%
	


Performance Evaluation Summary
	Manager Comments:

	Robert is a vital member of the Safety Specialist team.  Roberts’s role is unique as he has to adapt to many different and at times difficult personalities and patient populations, Robert shows the ability to be able to adapt to difficult situations.  Robert always de-escalates a situation to the best of his ability and alerts nursing staff when a patient escalates beyond his control.  It is a pleasure to have Robert as a Safety Specialist, thank you for all you do for Heywood and our patients, I look forward to another great year.

	

	

	

	Employee Comments:

	

	

	

	


Goals for the coming year:
Mutual Goal Setting for the next year should take into consideration goals around improving employee performance and achieving the Hospital’s vision.
	Objective
	Action Steps
	Complete by

	1.
	
	

	
	
	

	
	
	

	2.
	
	

	
	
	

	
	
	

	3.
	
	

	
	
	

	
	
	


I understand my signing this form documents my review of the material – not that I necessarily agree with the contents.  I can write my comments on the Performance Evaluation Summary Sheet or attach additional comments to this form.
_________________________________________
_________________________________________ Employee’s Signature


Date

Supervisor’s Signature


Date
_________________________________________
Manager’s Signature


Date
� EMBED  ���





Neonate (Neo) :  < or = 30 Days


Infancy (Inf) :  >30 days & < or  = 1 yr 


Young Child (YgChild) : >1 yr & < or  = 5 yr


Old Child (OldChild) : 5 yrs & < or =13 yrs


Adolescent (Adol) : >13 yrs & < or 17 yrs


Adult (Adult) : > 17 yrs & <  65 yrs


Geriatric (Geri) : > 65 yrs
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