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Mental Health Support Worker (MHSW)

 PSA MECA Merit Step 6 Application
	Name: 



	Department & Directorate: 



	Date of last Performance Review:



	Was this a satisfactory performance appraisal? (please circle)                   Yes                  No



Instructions for completing this document:
· This form is to be completed by an employee seeking to progress to merit Step 6.

· The MHSW must supply evidence for each criteria. Ordinarily this would be written but there are others ways evidence can be presented. If you are unsure discuss this with a senior staff member including CNS or Clinical Coordinator.
Eligibility

To be eligible for step 6 a MHSW must have:

· A current (within last 4 months) satisfactory performance review including meeting the  requirements of Cultural Sensitivity  
· Interim measure: for staff who moved to step 5 on 28 October 2018 as part of the MECA implementation a performance appraisal completed in the 6 months prior to 1 October 2019 will be accepted provided that there has been no significance changes, ie documented performance issues, in the intervening period.
· Have been on step 5 for at least 12 months. 

Process for Merit Step application: 

The completed application is to be sent to the Team Leader who will assess the information provided. You should attach any information that supports your application to this form. This may include a copy of your Connect Me training record, activties undertaken or additional roles and responsibilities held. 

Written Reference: Criteria 4 and 5 provide for you to submit a written refernce in support of your achievments. In selecting a referree you need to ensure that the person can comment in an informed way and should:

· Be familiar with your work over a sustained period of time minimum 6 months

· Understand the merit criteria and what is required

· Can show how your performance and actions meets that criteria

Approval Process:  If the Team Leader supports the application it will be forwarded to the appropriate Operations Manager to confirm progression to Step 6.

If the Team Leader is unclear as to whether aspects of the application mets the criteria the application will be forwarded to appropriate senior manager(s) for a second assessment. If necessary the application will be reviewed by a panel of senior staff to ensure consistency across the Service.
Once progression to Step 6 has been confirmed the Team Leader sends a copy of all documentation to the HR MHAIDS who will place a copy on the HR file. A copy should also be provided to the employee.The Team Leader must send an EAF to payroll to authorise the progression to step 6. 
Criteria Not Met: If the Team leader considers that the evidence is insufficient to demonstrate the criteria they will meet with the employee to discuss and agree the options for achieving merit (including any suport required) within the following three months.

Within three months of this goal setting meeting the employee and Team Leader will meet again to review the employee’s success against the criteria.

If at this point the criteria is still not met an agreed extension to the time frame and review date will be confirmed.

Review Process:
Where the decsion made is not to progress the employee to merit step 6 the employee may seek a review of the decision within 3 months of the decision. The employee should advise their Operations Manager that they wish to have the decsion reviewed and the basis for seeking a review
Effective Date:

For employees who apply for progression to step 6 within 14 months of moving to step 5 the effective date for progression to step 6 shall be the date at which they completed 12 months on step 5.

If the employee has not applied to step 6 within 14 months of moving to step 5 the effective date for progression to step 6 shall be the date that they lodged their merit application.

If  you have any questions regarding the criteria or application form please contact either your Team Leader, CNS , Clinical Coordinator or MHAIDS HR Advisor

	
	Team Leader Confirmation that criteria was met in performance appraisal

	Criteria 1. Satisfactory Performance Appraisal 
	(please circle)                   Yes                  No

	Criteria 2. Cultural Sensitivity
	(please circle)                   Yes                  No


APPLICATION
Step 1: Satisfactory Performance Appraisal

To be eligible to apply for progression to merit step 6 MHSW must have a satisfactory performance appraisal and must have specifically met the requirements in that appraisal for cultural sensitivity:

Step 2: Merit Step Criteria
	Criteria 3: Professional Development –MHSW must meet either Criteria 3A or 3B

	Performance Indicator
Evidence of performance in two or more of the following:

· Agreed extra tasks

· Contributes to a positive consumer and whanau experience

· Application of new skill

· Mentoring of other MHSW

Summary of education activities or papers taken over the last 12 months

Demonstrate appropriate application of learning in the workplace

	Expectation
	Evidence in Support from MHSW
	Manager Comments

	3A: 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
	
	

	3B: 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
	
	


	Criteria 4: Leadership Competencies –MHSW must meet one bullet point from Criteria 4

	Performance Indicator
Description of activities over the past 12 months. For example Cultural Activities, utilising other life skills that contributes to the service user experience or service delivery.

OR

Written reference from Team Leader , Nursing Staff, Allied Health Professional, Professional Supervisor, customer and /or peer confirming description of activities described 

	Expectation
	Evidence in Support from MHSW
	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

	
	


	Criteria 5: Service Development –MHSW must meet either Criteria 5A or 5B

	5A: Performance Indicator

Description of activities over the past 12 months / evidence of document.

OR

Written reference from Team Leader, Nursing Staff, Allied Health Professional, Professional Supervisor, customer and /or peer confirming description of activities described 

	5A Expectation
	Evidence in Support from MHSW
	Manager Comments

	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


	
	


	Criteria 5: Service Development –MHSW must meet either Criteria 5A or 5B

	5B: Performance Indicator 
· Uses effective accurate and timely communication with team members and uses good communication skills to seek advice or clarification in situations requiring this

· Demonstrates verbal/non verbal communication techniques that enable a positive outcome for patient/family/whanau

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

	5B Expectation
	Evidence in Support from MHSW
	Manager Comments

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

	
	


MHSW Name……………………………………………………………….… Signature……………………………………………….Date……………………………..
Assessment and Confirmation
	Name of Team Leader


	
	Date of Assessment
	

	Progression supported 


	(please circle)                   Yes                  No

	If progression is supported the application will be forwarded to a senior manager for confirmation



	Name of Manager


	
	Date Confirmed
	

	
	
	
	

	EAF
	
	Date of EAF
	

	Copy to HR
	
	Date
	

	Copy and confirmation letter to employee
	
	Date
	


	If progression is not supported: 

	Please state why not and what additional work is required:


	Employee advised of outcome (please circle)                   Yes                  No
	Proposed date for discussion with employee 
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