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Mental Health Support Worker (MHSW)

 Annual Performance Review (PSA MECA)
	Name: 



	Department & Directorate: 



	Date of this Performance Review:




Instructions for completing this document:
This performance review document aims to facilitate a conversation between the employee and their line manger about how things have gone for the employee over the past year. The documentation is only a record of the performance review process – it is the discussion that is important.

Prior to the meeting, both the employee and their line manager should have a read of this document and come prepared with feedback and comments (covering all the performance indicators) prior to the performance review meeting.   

At the meeting, the employee needs to provide their self-assessment ensuring that their response to each performance indicator includes sufficient evidence and examples. All evidence and examples should be less than 12 months old. The line manager needs to provide feedback in relation to the employee’s assessment including comments on particular strengths and suggestions for future development as appropriate.  Please note that you only need to complete category 4-6 if you are already on the merit step. Category 1 to 3 must be completed by all MHSWs.

After the meeting, the line manager needs to finalise the performance review document in writing, and send to the employee for feedback. Once both parties are satisfied with the content, the document needs to be signed both the employee and their line manager. One copy must be sent to HR MHAIDS and one copy is retained by the employee.
	Category 1. Client Care and Service Delivery - All MHSWs  must meet this category

	Performance Indicators
	Employee comments 
	Manager comments

	Demonstrates knowledge and understanding of the direction and delegation policy. Must not undertake activities requiring nursing knowledge, judgment and skill such as assessing, planning and evaluating client care, client health teaching and counselling, wound care, administering medications, or delegating tasks to others. Refers issues outside of boundaries of MHSW role to RN
	
	

	Demonstrates knowledge and understanding of the Code of Rights, privacy policy, Code of Conduct 
	
	

	Assists clients, families with queries and referring on to appropriate team member. Refers queries and requests to the appropriate health professional in a timely fashion
	
	

	Follows instructions and passes on relevant information to RN and reports back to the RN when tasks completed promptly, objectively and accurately
	
	

	Minimum qualification is held and all mandatory (core competencies) training is completed and up to date.
	
	

	Everyday practice is reflective of training and skills 


	
	

	Evidence of support and compliance with health and safety policy and procedures including use of protective clothing and equipment as required, active participation in hazard management and identification process, and proactive reporting and remedying of any unsafe work condition, accident or injury.
	
	


	Category 2. Cultural Sensitivity. All MHSWs must meet this category

                                                                 

	Performance Indicators
	Employee comments 
	Manager comments

	Demonstrates knowledge and understanding of the Treaty of Waitangi
	
	

	Ensures clients are greeted and are always treated with courtesy and dignity while receiving care. 
	
	

	Is able to apply a range of bicultural models in all activities to a level that is reflective of their own knowledge and the shared team understanding
	
	

	Cultural needs are respected and met and feedback from clients/family/whānau is positive
	
	

	Is responsive to feedback and develops in areas where this is desirable
	
	


	Category 3. Communication. All MHSWs must meet 1 of the 3 criteria (A or B or C)
                                                             

	Performance Indicators
	Employee comments 
	Manager comments

	A) Uses effective, accurate and timely communication with team members and uses good communication skills to seek advice or clarification in situations requiring this.
	
	

	B) Demonstrates verbal / non-verbal communication techniques that enable a positive outcome for a client / family / whanau.
	
	

	C)Is self-directed as appropriate to task list and can use initiative
	
	


You only need to complete category 4-6 if you are already on the merit step. 
	Category 4 Professional Development (MHSW must meet either 4A or 4B)
                                                             

	Expectations
	Employee comments 
	Manager comments

	4A:  Is achieving agreed standards of care, and is applying advanced or new skills in the workplace demonstrated by improvements in

· Practice, knowledge and observation

· Skills (applying training)

Is able to mentor other staff


	
	

	4B: Has demonstrated commitment to professional development relevant to current work area.

Has undertaken education relevant to the area.

Has applied this learning to the workplace


	
	


	Category 5 Leadership Competencies - (MHSW must meet one bullet points from the following performance indicators)
                                                             

	Expectations
	Employee comments 
	Manager comments

	Shows demonstrable and consistent leadership behaviour through activities such as the following (this is not exhaustive)

· Acts as a resource to new staff accepting responsibility for orientation

· Influences others through mentorship

· Is acknowledged as a resource person

· Motivates others

· Takes a positive role in team function, can be depended upon to seek resolution of conflict in the group by building on the constructive ideas and comments of others


	
	


	Category 6 Service Development  - MHSW must meet either Criteria 6A or 6B
                                                             

	Expectations
	Employee comments 
	Manager comments

	6A: Demonstrates  commitment to DHB goals by organising and promoting in the work area any two activities such as (list is not exhaustive)

· Health and Safety

· Resource Management

· Participation in service improvement/projects

· Cost effective practice

· In-service education

· Environmental Initiatives / Responsibilities

· Infection Control

· Technical /IT skills

· Team building activities

· Championing Smoke free environment
	
	

	6B: Takes a proactive role within the team or service which enhances organisational achievement/direction
	
	


Development Plan/Future Objectives 
	The following section is for the employee and their line manager to have a discussion about development opportunities that align with the development of skills for the employee’s current role, in line with competencies and career goals. This will enable them to establish whether there is anything the employee wants to achieve and would like support with during the next 12 months (for example; next year I intend to apply for merit step 6. Or, next year I would like to begin my Bachelor of Nursing/Bachelor of Social Work.). Discussion should clarify expectations to meet the objective/goal.


	Employee comments

	

	Manager comments

	


Performance Review Summary – Overall Comments

	The following section provides an opportunity for the employee and the manager to capture their opinion regarding the employee’s performance. Both the Manager and the employee must sign below, following the Annual Review.


	Manager comments

	

	Name:                                                                                                                         

Signature:                                                             Date:

	Employee Comments

	

	Name:                                                                                                              

Signature:                                                              Date:
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