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Template for Capital, Coast employees
Unregulated Healthcare Worker
Performance Review and NZNO Merit Step Application
For the purpose of this document, 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 Mental Health Support Worker Performance Review and Merit Step Application
	Name: 



	Department & Directorate: 



	Date of this Performance Review:



	Current Merit Step level  (please circle)     None                    One                               Two


	Processes for completion

	Performance Review

(if no Merit Step applied for)
	Application for NZNO Merit Step One or Two 

 (Unregulated Healthcare Worker must have completed the NZQA NZ Certificate requirement or equivalent to progress to Merit Steps)

	
	Application to Merit Steps must be approved by Line Manager

	1) The Unregulated Healthcare Worker completes the relevant indicators of this document with evidence of how the category is met, and sends this to the assessor one week prior to the date of the performance review.
	1) The Unregulated Healthcare Worker completes the relevant indicators of this document with evidence of how the category is met, and sends this to the assessor one week prior to the date of the performance review.

	2) The Unregulated Healthcare Worker can provide the evidence in writing or verbally. If the Unregulated Healthcare Worker has difficulty or is not confident with English, the assessor may read the section to them (in a way they can understand) and record exactly what is said as a “reader/writer”
	2) The Unregulated Healthcare Worker can provide the evidence in writing or verbally. If the Unregulated Healthcare Worker has difficulty or is not confident with English, the assessor may read the section to them (in a way they can understand) and record exactly what is said as a “reader/writer”

	3) Written evidence must be typed
	3) Written evidence must be typed

	4) The assessor must provide feedback to the Unregulated Healthcare Worker on their performance against the indicator.
	4) The assessor must provide feedback to the Unregulated Healthcare Worker on their performance against the indicator.

	5) All evidence must be less than 12 months old. 
	5) All evidence must be less than 12 months old.

	6) The Unregulated Healthcare Worker keeps a copy.
	6) The Unregulated Healthcare Worker keeps a copy.

	7) The Line Manager emails a copy of this Performance review document  to Payroll Support Services
	8) The Line Manager emails a copy of this Performance review document  to Payroll Support Services

	
	9) The Unregulated Healthcare Worker completes the application letter, which must also be signed by the Line Manager as endorsement that all Merit Step requirements are met.

	
	10) The Line Manager emails a copy of all documents to the Workforce & Practice Development Unit (W&PDU) email profession.development@ccdhb.org.nz

	
	11) The team at W&PDU receives the documents, progresses and records the achievement in the Unregulated Healthcare Worker database, HR Kiosk and HR Records (see Merit Step Information sheet).

	
	12) The W&PDU office sends a confirmation email and certificate to the Line Manager who forwards it to the Unregulated Healthcare Worker.

	*Merit Step level must be applied for every 3 years.

For the 2 years in between use the Revalidation Performance Review template.


	Category 1. Patient Care and Service Delivery
All Unregulated Healthcare Workers must meet all indicators in this category. An example from practice for each indicator must be provided by both Unregulated Healthcare Worker & Assessor

	Performance Indicators
	Unregulated Healthcare Worker comments 
	Line Manager/Assessor comments

	a) Works within the boundaries of the Unregulated Healthcare Worker role as defined by role description and Capital, Coast policy i.e. ensures they do not to undertake activities requiring nursing knowledge, judgment and skill such as assessing, planning and evaluating patient care, patient health teaching and counselling, wound care, administering medications, or delegating tasks to others. Refers issues outside of boundaries of role to RN.
	
	

	b) Demonstrates knowledge and understanding of the Capital, Coast Direction and Delegation policy, Code of Rights, Privacy policy and Code of Conduct.
	
	

	c) Assists patients, families/whanau with queries and referring on to appropriate team member. Refers queries and requests to the appropriate health professional in a timely fashion
	
	

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

	e) Centralise Learning Requirements as per service requirement is completed annually and skills are reflected in everyday practice.
Record of learning shows centralised learning requirements are up to date.
Plan in place to complete if necessary.
	
	

	f) 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 Unregulated Healthcare Worker must meet all indicators in this category. An example from practice for each indicator must be provided by both Unregulated Healthcare Worker & Assessor

	Performance Indicators
	Unregulated Healthcare Worker comments 
	Line Manager/Assessor comments

	a) Demonstrates knowledge and understanding of the Treaty of Waitangi
	
	

	b) Ensures patients are greeted and are always treated with courtesy and dignity while receiving care, cultural needs are respected and met and feedback from patients / family / whanau is positive
	
	

	c) Is responsive to feedback and develops where needed in identified areas.

	
	

	Category 3. Communication.
No Merit Step - must meet 1 of the 3 indicators a or b or c

NZNO Merit Step One  - must meet 2 of the 3 indicators a and/or b and/or c
NZNO Merit Step Two - must meet all the indicators                                         

An example from practice for each indicator must be provided by both Unregulated Healthcare Worker & Assessor.

	Performance Indicators
	Unregulated Healthcare Worker comments 
	Line Manager/Assessor 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 patient / family / whanau.
	
	

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

	Category 4. Additional Responsibilities / Skills.
No Merit Step - not required to provide evidence for this category
NZNO Merit Step One - must meet 1 of the 3 indicators a or b or c  

NZNO Merit Step Two - must meet all the indicators
An example from practice for each indicator must be provided by both Unregulated Healthcare Worker & Assessor

	Performance Indicators
	Unregulated Healthcare Worker comments 
	Line Manager/Assessor comments

	a) Undertakes an agreed responsibility additional to the role / position description in the work area by appropriate level of involvement and promotion of activities. An example of the agreed responsibility may include, but is not limited to, one of the following (tick all relevant):
· Equipment / technical skills

· Contribute to quality improvement activities

· Infection control

· Cost effective initiatives

· Project participation

· Environmental Initiatives / Responsibilities

· Feedback from stakeholders is positive.

	
	

	b) Undertakes learning / educational activities relevant to the position description and demonstrates application of learning to work or role.
Able to summarise learning / education opportunities that they participate in and how new knowledge or skills are applied to work and role development.  

	 
	

	c) Participates as a ‘buddy’ to new Unregulated Healthcare Worker, support or resource person with confirmation from colleague or team member to support the evidence. 
	
	

	Category 5. Team contribution.
No Merit Step - not required to provide evidence for this category
NZNO Merit Step One - must meet 1 of the 2 indicators a or b
NZNO Merit Step Two - must meet all the indicators
An example from practice for each indicator must be provided by both Unregulated Healthcare Worker & Assessor

	Performance Indicators
	Unregulated Healthcare Worker comments 
	Line Manager/Assessor comments

	a) Demonstrates a positive contribution to the effective functioning of the team/service by one of the following (tick the relevant box):

· Anticipates unplanned activities in the team/service and demonstrates willingness to assist the team to manage these situations.

· Identifies opportunities for improvements in the workplace, and works with the team to initiate required change.

· Suggests and develops processes for improving efficiency of day to day work processes. Positively assists with implementing new plans/projects systems and processes. 

· Provide an example of how you have positively contributed to the functioning of the team / service.

· Knowledge of available organisational resources / services / staff to achieve desired outcome.

	
	

	b) Without prompting, takes initiative in response to changing demands of the work/service environment. 

     Is responsive to changing demands in order to assist team members.
	
	


	Comments – Line Manager/Assessor completing performance review:

	

	Name:                                                                                      Designation:               
Signature:                                                                               Date:

	Unregulated Healthcare Worker Name:                                                                                    
Signature:                                                                               Date:
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