BETHESDA HEALTH GROUP, INC

LONG TERM CARE DIVISION

JOB DESCRIPTION/PERFORMANCE APPRAISAL
JOB TITLE:

Assistant Director of Nursing
Employee Name: _____________________________________
DEPARTMENT:

Nursing



Hire Date: __________________________________________

SUPERVISED BY:
Director of Nursing

Review Date: ________________________________________

JOB CLASSIFICATION:
Exempt

______________________________________________________________________________________________________

All the duties and standards of this position will be performed according to established policies, procedures and guidelines within the department and the organization.

These examples of work are not all encompassing or restrictive, and are expected to vary with changing needs and priorities.  The duties for a specific position with this title will be defined and assigned by the immediate department director/manager.

______________________________________________________________________________________________________

Job Summary:

Responsible for the direction and supervision of nursing staff/activities to maintain consistency and efficiency in meeting departmental goals and objectives.  Responsible for making administrative decisions utilizing knowledge of long term care policies and nursing standards.  Ensures compliance with standards of nursing practice to promote optimal health care delivery.  Demonstrates knowledge of the gerontological and non-gerontological patient’s physical, social, emotional, and psychological needs based on the health care needs required.

JOB QUALIFICATIONS:

A)
EDUCATION AND TRAINING:


Graduate of accredited school of nursing with current licensure in the State of Missouri.  




Bachelors Degree in Nursing or its equivalent preferred.

B)
LICENSING/REGISTRATION/CERTIFICATION:


Current RN licensee in the state of Missouri.

C)
EXPERIENCE:

Three to four years of recent nursing experience during which administrative and supervisory competency has been demonstrated.  One-year management experience preferred.

D)
SKILLS AND ABILITIES:

Communication, organization, and planning skills required. 

An individual without requisites stated above may present a written justification explaining the relevance of his/her background for a specific vacant position.  Depending on organizational needs and availability of more qualified applicants, an applicant may have some or all requisites revised or waived at Bethesda Health Group's discretion.

PHYSICAL AND MENTAL EFFORT:


Ability to stand and walk for long periods of time.


Ability to lift heavy objects using proper lifting techniques and with assistance as necessary.


Ability to transfer and move residents who vary with ability to assist weighing 200+ lbs. using proper lifting techniques


and with assistance as necessary.


Ability to push and pull equipment weighing in excess of 40 lbs. using proper techniques and with assistance as 


necessary.


Manual dexterity, coordination and skillful use of hands when working with residents and equipment, which may include


Pushing buttons, adjusting dials, turning on/off switches, buckling, holding and positioning parts of the body, etc.


Ability to perform necessary documentation.


Visual acuity.

Must be able to manage a diversity of activities.
ENVIRONMENTAL AND WORKING CONDITIONS:

Long-term care setting.  May be exposed to sharps, blood, body fluids, and chemicals.

BLOOD BORNE PATHOGENS CATEGORY:
Exposure Risk:  High-Offer Hepatitis B vaccination

HEPATITIS A VACCINATION:


Required

MACHINES/EQUIPMENT/TOOLS:

PRIMARY:
Sphygmomanometer
Thermometer


Blood Glucose Monitoring Device



Weight Scales

Lifts



Wheelchair



Beds


Safety/Restraining Devices
Suctioning Equipment



Telephone



SECONDARY:
Facsimile Machine
Copier



Computer

HIPAA Requirement:  PHI Access

The ADON will have access to all PHI of the residents in the long term care facility to which they are assigned.  Additional access may occur when there is a potential for transfer between facilities.
The purpose of the performance review is for the supervisor and the employee to thoroughly review the employee’s past performance and develop goals and objectives for the coming year.

The following performance levels should be used to rate the employee’s level of performance with regard to each duty:

A rating of 1 – DOES NOT MEET STANDARDS:  The standard is not always met.  The level of performance is generally below what is expected, showing need for improvement.  A plan of action for improvement must be written.

A rating of 3 – MEETS STANDARDS:  The standard is met.  The level of performance meets the standard requirements of the position.  Assignments are performed in an acceptable manner.

A rating of 5 – EXCEEDS STANDARDS:  The standard is met.  The level of performance consistently exceeds the standard requirements of the position.  Assignments are performed in an exemplary manner.

A rating of 2 or 4 can also be given if in between category performance is assessed.

The Reviewer rates the employee’s performance in the rating section.  The Reviewer then makes appropriate comments related to the specific job responsibility.  Upon completion of the evaluation session, both the employee and supervisor sign the performance review.  The employee may have a copy of the completed review.  The completed performance review is forwarded to Human Resources.  All sections must be completed with appropriate dates and signatures.

PERFORMANCE RESPONSIBILITIES:
The following description of job responsibility and standards is intended to reflect the major responsibilities and duties of the job, but is not intended to describe minor duties and other responsibilities as may be assigned.

RESPONSIBILITIES AND STANDARDS:

All are essential job functions according to ADA guidelines.  These are measured by supervisory observation, staff and resident/family feedback, review of documentation, and in-service attendance.

PART I

PERFORMANCE LEVEL SCORING – JOB DESCRIPTION


40% OF OVERALL

1. Provides management oversight for multiple nursing neighborhoods and assists the Director of Nursing as needed. Acts as a resource to staff regarding administrative programs, policies, and changes.  Promotes a collaborative approach with physicians and other health care disciplines.  Sets a positive example in performance, attitude, and adherence to policies and procedures.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

2. Analyzes problems, offers recommendations, and demonstrates initiative in problem resolution.  Investigates unusual situations/incidents and takes appropriate follow-up action.  Identifies resident concerns and needs.   Communicates events requiring administrative attention to the Director of Nursing.  Recommends corrective action when problems are identified, taking immediate action when situation indicates.  

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

3. Makes nursing inquiries for new and re-admits, which includes calling physicians, family, MSW and nursing staff, then logging all inquiries.  Collaborates with admitting personnel in the assigning of beds for admissions and/or transfer of patients.  Submits written communication that is clear, concise, and accurate.  Meets Corporate and department goals.  Is proactive in identifying key strategies for improvement.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

4. Empowers staff by promoting accountability, responsibility and authority to enhance resident care.  Conducts investigations of Incident occurrence including initiating anecdotes and contacting the staff at home and the agency as necessary as well as assisting the agency in their investigation.  Ensure that interventions are implemented and maintain a log of all incidents.  
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

5.
Assesses the staffing requirements and makes changes to ensure safe, quality resident care.  Evaluates/disciplines staff on his/her shift; notifies Director of Nursing of actions taken.  Forwards anecdotal notes or written reports as appropriate.  Provides counseling and guidance to employees as needed.
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

6.
 Assures compliance with the fire, safety, and disaster program standards.  Directs and evaluates resident care based on sound nursing judgment.  Responds immediately and efficiently in emergency/life threatening situations.  
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

7.
Serve as a liaison between Bethesda lab and pharmacy & the Director of Nursing and staff nurses.  Impromptu rounds in the facility for keeping work areas clean and clear of obstacles, CNAs and CNs performing duties in a timely fashion and to assess resident care.  Weekend on call duties include:  staffing, incident reporting, and trouble shooting issues that come up.  Occasionally when needed, attends care plan meetings with staff and family members.  Completes assigned section of MDS in a timely manner.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

8.
Monitors employees currently on Worker’s Compensation therapies or PT/OT/ST therapies and types up the notes and informs the Director of Nursing.  
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________ 
9.
Monitors and makes rounds to assess care in the Restorative Nursing Program.  Coordinates program, monitors restorative staff.  Updates and maintains restorative records.  Maintain records and monitor reduction of restraints in the Restraint Reduction Program.  
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________ 

10.
Performs other duties as assigned.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________ 

EMPLOYEE ACKNOWLEDGMENT:

I have reviewed and I understand the job duties and expectations outlined in this job description.  I agree to perform the work in a manner acceptable to my immediate supervisor and within guidelines defined in the policies and procedures of Bethesda Health Group and Bethesda Long Term Care.  I also understand that continued employment will depend on my demonstrated ability to perform the work as expected.

Employee:_____________________________________________
Date________________________________

Supervisor:____________________________________________
Date________________________________

JOB DESCRIPTION APPROVAL:

Department Manager: ______________________________________
Date___________________________

Administrator: ____________________________________________
Date___________________________

Job Description Review/Revision Date: 3/03, 5/05, 12/07, 5/11, _________, _________, _________, _________,

BEHAVIOR EXPECTATIONS FOR ALL SALARIED EMPLOYEES

1. PROVIDES LEADERSHIP:

Accountable for upholding Bethesda’s Mission and Values.  Directs and coordinates activities of others, provides a motivating influence on subordinates and peers.  Ability to represent and take ownership in top management decisions.
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________
2. COMMUNICATES EFFECTIVELY:
Effective oral and written skills.  Shows empathy, ability to actively listen and clarify, communicate Bethesda  strategic goals to the workgroup in a positive and supportive manner.  Keeps staff informed of relevant information.   
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

3. CHANGE MANAGEMENT:
Adapts to changing environments. Participates actively in implementing change, accepts change positively.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________
4. CUSTOMER SERVICE:

Promotes and provides high quality/WOW service to internal and external customers.
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________
5. PLANS AND ORGANIZES EFFECTIVELY:
Plans ahead  to establish priorities, set and achieve goals, meet deadlines using good time management skills.  Follows through, seeks ways to improve quality of products/services, improve productivity. Balances staff and workload appropriately, delegates fairly and effectively.
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

6. USES SOUND JUDGMENT:

Uses common sense and appropriate judgment to determine alternative courses of action.  Makes logical and timely decisions based on facts and Bethesda policies/procedures and consistent practices.  Addresses concerns in a timely and confidential manner with staff.  

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________
7. ESTABLISHES/MAINTAINS EFFECTIVE CONTROLS:

Assures effective internal controls are in place for audit, regulatory compliance and risk management purposes.  Maintains ethical standards required by Bethesda’s Code of Conduct.  Demonstrates accountability and takes initiative.
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________
8. MAINTAINS POSITIVE ENVIRONMENT:

Contributes to diversity efforts and fairness in the workplace.  Takes responsibility for the mood and morale of the work group.  Provides positive feedback.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________
9. STAFF DEVELOPMENT:
Seeks new training and supports growth opportunities for personal and professional development of staff.  Conducts timely and accurate performance appraisals.  Provides time and opportunity for staff to complete annual education requirements.
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________ 

10. PROFESSIONALISM:

Sets appropriate example: dress, speech, and behavior.  Always maintains an appearance and demeanor that promotes a positive business image while meeting the expectations and requirements of Bethesda.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

REQUIREMENTS FOR ANNUAL INCREASE

Annual PPD & Mandatory Continuing Education Courses Completed

Annual PPD Completed on ___________________

Verified By_____________________





(Date)



     (Supervisor signature)

Inservices Completed on ___________________

Verified By_____________________





(Date)


 
     (Supervisor signature)

IF AN EMPLOYEE HAS NOT COMPLETED THEIR MANDATORY CONTINUING EDUCATION COURSES AND THEIR ANNUAL PPD, THEIR ANNUAL RAISE WILL BE DELAYED UNTIL THESE ARE COMPLETED.

SCORING SUMMARY

Add the Total of ratings given for each section in the Performance Appraisal.

Performance Level:


Total Points Earned/Total number of job duties = Average Score:

Job Description


________________/_Number of job duties                       _  = __________________





Total Points Earned/Total number of Behavioral Expectations = Average Score:
Behavioral Expectations
________________/_Number of Behavioral Expectations_  = __________________ 

Reminder:  Comments must be added for each area in which the standard has been exceeded or has not been met.                               

Average Rating for Part I
– Job Description average score + Behavioral Expectations average score/2


______________     (40% of overall)
Part II.  Key Objectives






      60% of Overall 

Performance

Determine 3 or 4 objectives, job standards or other duties that are priorities for achievement of business goals.  Do not be limited by the form, add additional information as appropriate.

	1. Objective:

Results

2. Objective:

Results

3. Objective:

Results

4. Objective:

Results


	RATING

1-5

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Average Rating for Part II (60% of overall)
	


	Overall Performance Rating = Part I Rating * .40 + Part II Rating * .60

(Total of weighted average from Part I & Part II)
	


Part III. Identification of Employee Strengths and Improvement Opportunities

	    Employee Strengths


                             Improvement Opportunities

1.  _____________________________________
1. ______________________________________

2. ______________________________________
2. ______________________________________

3.  _____________________________________
3. ______________________________________

4.  _____________________________________
4. ______________________________________

5.  _____________________________________
5. ______________________________________




Part IV.  Comments Section

	Reviewer Comments:

_________________________________


                         ______________________

Reviewer Signature





           Date

_________________________________                                                             ______________________

Administrator/Facility Manager                                                                              Date

_________________________________                                                             ______________________

Management Committee Member                                                                         Date




	Employee Comments:

_________________________________


                        ______________________

Employee Signature





                        Date



	ADMINISTRATION USE ONLY

Overall Performance Rating 

(Total of weighted average from Part I & Part II)
____________ 
Pay Grade: __________
Quartile:____________

Current Salary: $________________
% Increase_____________
New Salary: $______________

________________________________________            _________________________________________

SVP & Director of Human Resources & Marketing             President and Chief Executive Officer
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