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For Capital, Coast employees
Unregulated Healthcare Workers

Performance Review and Merit Step Information

For the purposes of this process, Unregulated Healthcare Workers include Health Care Assistants (HCA) and Theatre Support Assistants (TSA) covered under the NZNO MECA.
Mental Health Support Workers (MHSW) covered under the PSA Collective Agreement, please refer to the Mental Health Support Workers (MHSW) Performance Review and Merit Step Information.

Performance Review:
As for all employees, this should be done annually. The process for applying for a Merit Step is linked with the performance review. The performance review document and the application document are the same. 
If an Unregulated Healthcare Worker does not wish to apply for a Merit Step, they complete the ‘No Merit Step’ sections.

Once the requirements for performance review are completed, the Line Manager sends a copy of the document to Payroll Support Services.
Merit Step Application Process:

To be eligible for Merit Steps, the Unregulated Healthcare Worker must have completed the required NZQA qualification:

· NZ Certificate in Health & Wellbeing (Level 3), Health Assistance, or equivalent qualification eg National Certificate in Health, Disability & Aged Support (Level 3).
· Has completed the first year of the three year Bachelor of Nursing or Midwifery Programme.
· Assessed as having recognition of prior learning (RPL) by the disciplines professional advisor (e.g. Nurse Director) and manager

If the Unregulated Healthcare Worker is a Registered Nurse/Midwife or Enrolled Nurse in New Zealand or another country, they are exempt from the level 3 NZQA certificates.
NZNO MECA:

Application for Merit Steps as per the MECA can occur at any time. 

If applying for or wishing to maintain Merit Step 1, the Unregulated Healthcare Worker completes the criteria for Merit Step 1.

If applying for or wishing to maintain Merit Step 2, the Unregulated Healthcare Worker completes the criteria for Merit Step 2.

 Unregulated Healthcare Workers can apply directly for Merit Step 2. 
Assessment of Merit Steps Level and Progression:

· The Unregulated Healthcare Worker completes the relevant indicators of the Performance Review document and Merit Step application. 
· The Line Manager or delegated senior nurse/RN provides feedback to the Unregulated Healthcare Worker on their performance against the indicator. The Line Manager endorses they meet the criteria for progression or maintenance of Merit Step level by signing and dating the completed document.
· The Line Manager emails this document with supporting evidence if required, to the Workforce & Practice Development Unit (W&PDU) for progression (professional.develop@ccdhb.org.nz).
Once approved:

· The W&PDU:
· Reviews the documents to ensure all requirements have been met. 
· Files an electronic copy of the Merit Step application and performance appraisal in the Unregulated Healthcare Worker Professional Development Record on the G: drive. 
· Updates HR Kiosk and Unregulated Healthcare Worker database with the Merit Step achievement date

· Sends Unregulated Healthcare Worker and Line Manager confirmation of achievement email
· Logs a request through payroll helpdesk to continue or initiate the Merit Step allowance.
· Sends confirmation letter and certificate to Line Manager
· Sends copy of confirmation letter to payroll support services to be put on Unregulated Healthcare Worker’s personal file.

· The Line Manager:

· Forwards confirmation letter & certificate to the Unregulated Healthcare Worker.
Maintenance of Merit Step Levels:
It is the responsibility of the Line Manager to ensure a performance review is completed annually and the Unregulated Healthcare Worker is maintaining performance at the advanced level. 
Merit Step levels must be reapplied for every 3 years. 

For the 2 years in between an intervening performance review is completed using the revalidation performance review form found on the intranet. No written evidence is required from the Unregulated Healthcare Worker. The Line Manager must email a copy of the revalidation performance review document to Payroll Support Services.
If the performance review and application for renewal of Merit Step level is not completed this will result in removal from the Merit Steps and loss of the entitlement to Merit Step level related allowances. The Unregulated Healthcare Worker and Line Manager will be notified by Payroll 6 months prior to Merit Step expiry.
If the Unregulated Healthcare Worker voluntarily wishes to apply for regression in the Merit Steps a letter is required from the Unregulated Healthcare Worker to the Line Manager requesting a drop in level(s).

Allowances:
As per clause 27.10 of the NZNO MECA 2015, an allowance is attached to the NZNO Merit Steps. This is authorised by the W&PDU on receiving a completed Merit Step application and performance review document.  
Unregulated Healthcare Worker are entitled to 8 hours per calendar year for preparing an application to Merit 1 or 2, as per the MECA. Prior approval of the Line Manager must be obtained.
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