BETHESDA HEALTH GROUP, INC

LONG TERM CARE DIVISION

JOB DESCRIPTION/PERFORMANCE APPRAISAL
JOB TITLE:

Manager



Employee Name: _____________________________________
DEPARTMENT:

Environmental Services

Hire Date: __________________________________________

SUPERVISED BY:
Director of


Review Date: ________________________________________




Environmental Services



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:

The Environmental Manager, under the direction of the Director of Environmental Services and Facility Administrator, is responsible for maintaining and ensuring prescribed standards of cleanliness for the entire facility and is responsible for effective and efficient operations and customer satisfaction in the housekeeping and laundry service divisions.  Works with administrators, directors, managers and team members to provide a customer focused environment.

JOB QUALIFICATIONS:

A)
EDUCATION AND TRAINING:


High school graduate or equivalent.

B)
LICENSING/REGISTRATION/CERTIFICATION:


None required.

C)
EXPERIENCE:

Previous health care experience.

Previous housekeeping/laundry services supervisory preferred

D)
SKILLS AND ABILITIES:

CPR not required.


Ability to read, write and follow verbal and written instructions.

After brief training, ability to demonstrate correct use of work-related chemicals, supplies, tools and equipment.

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:
Lift and transport objects weighing 10-65 lbs.

Ability to stoop, bend, walk and stand for extended periods of time.

Ability to work in all weather conditions.

Work from a ladder.

Manual dexterity, coordination and skillful use of hands for working with required equipment.



ENVIRONMENTAL AND WORKING CONDITIONS:

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

BLOOD BORNE PATHOGENS CATEGORY:
Exposure Risk:  Hepatitis B vaccination Required

HEPATITIS A VACCINATION:


Not Required

MACHINES/EQUIPMENT/TOOLS:

PRIMARY:
Vacuum cleaner

Battery powered vacuum

Housekeeping cart



Mops


Patient bed


Some patient care equipment, etc.



Buckets/wringers

Squeegee


Automatic scrubber



Buffer


Burnisher


Extractor



Trash compactor

Ladder



Trash carts



Flat bed carts

Two-wheel dolly, etc.

Commercial washer and dryer



Laundry carts

Computer terminal


HIPAA Requirement:  PHI Access

Access to PHI will be limited to only those areas that assist this position in providing a safe and secure environment for the resident.  Examples might include the Alzheimer resident, a resident prone to elopement or similar situations.

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. Responsible for the day-to-day operation of the housekeeping and laundry services departments.  Assist with all operations of the assigned team and ensures appropriate and timely service.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

2. Schedules employees in the most effective and efficient manner to meet the needs of the departments, residents and the facility.   Promotes teamwork with employees and delegates responsibilities within the scope of the employees abilities.  Ensures that employees receive required orientation and training and are in compliance with regulatory standards, departmental requirements, and Human Resources guidelines.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

3. Assists in the revision of job descriptions and development of departmental policies to ensure quality customer service at all times.  Demonstrates an effective leadership style which; supports collaboration; shared communication and is focused upon the goals of the department and facility.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

4. Participates in the interviewing and hiring of staff for the housekeeping and laundry services departments, ensuring all established and legal policies and procedures are followed.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

5.
Responsible for maintaining accurate payroll records and processing time sheets to ensure each employee is properly paid.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

6.
Maintains proper inventory for paper products, chemicals, and linen.  

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

7.
Ensured the completion of and assist where necessary in the routine cleaning of resident rooms, baths, offices, rest rooms, locker rooms or other common areas using standard cleaning supplies and disinfectants to the high standards of cleanliness and disinfecting as directed.  Assists when necessary in the laundry process.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

8.
Ensures that all housekeeping and laundry services duties are completed properly and in a timely manner by conducting surveillance rounds daily.  Oversees and leads the environmental and laundry service operations to ensure resident satisfaction and quality customer focused delivery of service in compliance with accrediting agency, state and departmental standards.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

9.
Upon resident discharge, ensures that the proper procedure for cleaning the residents room is followed and completed in a timely manner and ensures that the proper supplies are returned to the room. Reports any resident's belongings left behind to nursing for prompt removal.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

10.
Instructs employees of the use Personal Protective Equipment (PPE) and inspects to ensure that the proper procedures and equipment are being used according to department policy and procedure 100% of the time.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

11.
Initiates the setup of tables and chairs as requested for meetings, banquets and classes in the meeting areas and tears down when meeting has ended.  Moves, removes and/or relocates furniture, furnishings, equipment, etc., as directed and using proper body mechanics 100% of the time.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

12.
Provides monthly Laundry poundage totals to the Director of Environmental Services.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

13.
Works within budgeted labor and supply allocations and facility budgetary guidelines.  Identifies and inputs for annual capital budgets.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

14.
Maintains logs for all duties completed in the linen and environmental services areas.  Including but not limited to stripping and refinishing of floors, vacuuming of ceiling exhaust fans and vents, cleaning of light fixtures, staff assignments completed, supervisory assignments completed, etc. Reports all maintenance needs and safety hazards immediately 100% of the time per established procedures.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

15.
Performs assigned project work in environmental service and linen services to meet all sanitation needs and meet the competent level of standards for a clean healthy environment.  Treats customer satisfaction in the highest regard and ensures that resident needs are met properly and in a timely manner. Applies standards of performance improvement to exceed the needs of the customers and improve services.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

16.
Attends regularly scheduled meetings, such as Department Manager meeting, CQI, Safety committee, etc.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

17.
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, _________, _________, _________, _________,

BEHAVIOR EXPECTATIONS FOR ALL SALARIED EMPLOYEES

STAFF MANAGEMENT PRACTICES:

Balances staff and workload appropriately, delegates effectively, conducts timely and accurate performance appraisals, keeps staff informed, etc.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

PROVIDES LEADERSHIP:

Directs and coordinates activities of others, provides a motivating influence on subordinates and peers.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________
COMMUNICATES EFFECTIVELY:

Effective oral and written skills, shows empathy, ability to listen, ability to probe for understanding, effectively communicate corporate strategic goals to the workgroup.
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

CREATES POSITIVE WORK ENVIRONMENT:

Takes responsibility for the mood and morale of the work group.  Ability to represent and take ownership in top management decisions.  Treats others with respect.
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

SHOWS FLEXIBILITY:

Adapts to changing environments. Participates actively in implementing change, accepts change positively.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________
SERVICE ORIENTATION:

Promotes high quality customer service or internal support.  Responsive to the audience served.
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________
PLANS AND ORGANIZES EFFECTIVELY:

Has vision, foresight, establishes priorities, sets goals, meets deadlines, and uses good time management skills.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________

USES SOUND JUDGEMENT:

Uses common sense, determines alternative courses of action, makes logical and timely decisions based on facts and experience.
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________
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:_____________________________________________________________

_____________________________________________________________________________________
MAINTAINS POSITIVE AFFIRMATIVE ACTION ENVIRONMENT:

Contributes to Affirmative Action efforts and fairness in the workplace.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________
STAFF DEVELOPMENT:

Provides training and growth opportunities for personal and professional development of staff.  Supports staff rotation for the betterment of the company.
Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________ 

INITIATES/IMPLEMENTS:

Innovative, creative. Follows through, finds ways to improve quality of products/services, improves productivity, gets things done.

Rating______       Comments:_____________________________________________________________

_____________________________________________________________________________________ 

PROFESSIONALISM:

Sets appropriate example: dress, speech, conduct, and attitude.  Always maintains an appearance that promotes a business image suited to the needs and requirements of department & position.

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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