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VISION

“A Healthier Hamilton”
MISSION

Provide excellent, comprehensive and collaborative primary health care to

achieve the best possible health and quality of life for our community.

VALUES

Collaborative Inter-Professional Teams that:
· Provide innovative primary care and are physician led
· Empower all health care providers

· Provide comprehensive care

· Foster trust and mutual respect

· Value strengths and support differences

Aiming for Excellence and Quality:

· Improved quality – prevention and CDPM

· Outcome focused

· Evidence-based goals

· Using information effectively

· Technology enabled

Community Integrated Care:

· Working collaboratively with the community health and social services sectors

· Providing community leadership

· Supporting inclusiveness

· Addressing the external determinants of health

Empowered patients:

· Self management

· Collaborative primary healthcare

· Patients centred-care

Accessbility:

· Improved access

· More patients, timely, comprehensive

The Strategic Priorities
1. Increase and improve access to comprehensive primary healthcare services

2. Enable and support change to the new paradigm/model of care within the practices and build inter-professional teams to enhance patient care
3. Develop Chronic Disease Prevention and Management programs and measure the outcomes

4. Promote and support the practices in moving towards full implementation of electronic medical records

5. Develop partnerships with relevant community groups

These Strategic Priorities endorsed by the HFHT Board of Directors in November 2007.
Administrative Staff Performance Review
	     
	

	name

	     
	
	     
	

	position
	
	program/department
	

	review date
	
	 FORMDROPDOWN 

	

	type of review
	
	
	
	
	
	
	

	 FORMCHECKBOX 

	Probationary
	 FORMCHECKBOX 

	new employee
	 FORMCHECKBOX 

	Annual
	 FORMCHECKBOX 

	Interim follow-up
	

	How is performance rated?

Individual performance as it relates to each competency is rated on a four-point scale. [image: image2.emf]

	rating
	definition
	
	

	1
	Exceeds Expectations. Results consistently exceed the defined expectations. Employee consistently demonstrates an ability to excel in the widest variety of assignments within the scope of the job. On new assignments, learning progress exceeds expectations.
	
	

	2
	Meets Expectations. Results consistently meet the defined expectations. All current job responsibilities are achieved. Employee requires little or no supervision.
	
	

	3
	Area for Development. Results consistently do not meet several of the defined expectations. Job responsibilities and expectations are only partially achieved. Employee frequently requires special supervision, attention and direction.
	
	

	4
	Does Not Meet Expectations. Performance level is below minimum requirement.
	
	


	Rating the Competencies

1 = Exceeds Expectations   2 = Meets Expectations   3 = Area for Development   4 = Does Not Meet Expectations

In addition to placing an “X” in the appropriate box for each competency, remember that it is important to add comments and examples that explain the rating.

	
	Values
	

	
	rating
	definition
	comments/examples
	

	
	1
	 FORMCHECKBOX 

	Demonstrates commitment to HFHT Vision, Mission and Values in conduct, word and demeanor.
Supports achievement of HFHT Strategic Priorities.
	     
	

	
	2
	 FORMCHECKBOX 

	
	
	

	
	3
	 FORMCHECKBOX 

	
	
	

	
	4
	 FORMCHECKBOX 

	
	
	

	
	
	
	
	
	

	
	Customer Service
	

	
	rating
	definition
	comments/examples
	

	
	1
	 FORMCHECKBOX 

	Demonstrates commitment to providing quality service through positive interactions with others.
	     
	

	
	2
	 FORMCHECKBOX 

	
	
	

	
	3
	 FORMCHECKBOX 

	
	
	

	
	4
	 FORMCHECKBOX 

	
	
	

	
	
	
	
	
	

	
	
	

	
	rating
	definition
	comments/examples
	

	
	1
	 FORMCHECKBOX 

	Professional Presentation
· Language and tone in communications

· Respectful and responsive to customer needs

· Maintains confidentiality
· Attendance and punctuality

· Appearance (appropriate dress and grooming, smile, etc.)
	     
	

	
	2
	 FORMCHECKBOX 

	
	
	

	
	3
	 FORMCHECKBOX 

	
	
	

	
	4
	 FORMCHECKBOX 

	
	
	

	
	
	
	
	
	

	
	Teamwork
	

	
	rating
	definition
	comments/examples
	

	
	1
	 FORMCHECKBOX 

	Collaborates in team decision making and contributes to team priorities.
· Provides back up and assists team members as appropriate

· Recognizes and supports broad organizational goals and objectives

· Maintains positive working relationships with colleagues, managers and other internal and external contacts
	     
	

	
	2
	 FORMCHECKBOX 

	
	
	

	
	3
	 FORMCHECKBOX 

	
	
	

	
	4
	 FORMCHECKBOX 

	
	
	

	
	
	
	
	
	

	
	Duties and Responsibilities
	

	
	rating
	definition
	comments/examples
	

	
	1
	 FORMCHECKBOX 

	Demonstrates competence in achieving job requirements.
· Maximizes effective use of IT

· Recognizes priorities and utilizes effective time management and organizational skills to achieve priority outcomes

· Demonstrates ability to manage diverse and busy workflow with shifting priorities

· Maintains effective systems for ensuring accurate and timely follow up

· Ensures protection of confidential materials

· Effectively responds to the support needs of the manager (scheduling, anticipating needs and resources, providing accurate, relevant and timely information, identifies issues requiring immediate attention)

· Produces accurate and professional appearing documents, i.e. letters, reports, presentations, etc.

· Maintains organized and accessible paper and electronic filing systems (respecting privacy requirements)
	     
	

	
	2
	 FORMCHECKBOX 

	
	
	

	
	3
	 FORMCHECKBOX 

	
	
	

	
	4
	 FORMCHECKBOX 

	
	
	

	
	
	
	
	
	

	
	Program Specific and/or Other Duties
	

	
	rating
	definition
	comments/examples
	

	
	1
	 FORMCHECKBOX 

	Performs administrative and operational job duties through effective planning, coordinating and implementation.
Demonstrates effective use of IT and administrative tools.

Demonstrates program knowledge and understanding.
	     
	

	
	2
	 FORMCHECKBOX 

	
	
	

	
	3
	 FORMCHECKBOX 

	
	
	

	
	4
	 FORMCHECKBOX 

	
	
	

	
	
	
	
	
	

	
	
	

	
	Areas of Recognition

List any new qualifications acquired, initiatives undertaken, noteworthy accomplishments, etc., during the performance review period.
	

	
	     
	

	
	Areas for Development

Identify the key areas for employee development and outline action plans (where applicable).
	by when?
	

	
	     
	     
	

	
	Career Goals and Objectives

Identify career goals and objectives you plan to achieve as they relate to your position.
	by when?
	

	
	     
	     
	

	
	Summary of Comments
	

	
	Employee’s Comments   (Include details on your career development interests.)
	

	
	     
	

	
	Support Services Manager’s Comments   (Include details on employee career development discussions.)
	

	
	 FORMDROPDOWN 

	

	
	Program/Department Manager’s Comments   (Include details on employee career development
	

	
	 FORMDROPDOWN 

	

	
	I acknowledge that I have had a Performance Appraisal discussion with my manager, and that I have received and read a copy.
	

	
	
	
	     
	

	
	employee’s signature
	
	date
	

	
	
	
	     
	

	
	Support Services manager’s signature
	
	date
	
	

	
	
	
	     
	

	
	Program/Department Manager’s Signature
	
	date
	
	

	
	
	
	
	

	
	further follow-up required
	 FORMCHECKBOX 

	no
	 FORMCHECKBOX 

	yes
	
	date of follow-up
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