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SECTION 1: PERFORMANCE MANAGEMENT PROGRAM

Performance Management is a joint program intended to advance AUBMC mission and vision
by aligning individual employee contributions with the hospital’s goals; Performance
Management is a joint collaboration effort between a supervisor and an employee utilizing the
concepts of coaching, supporting and developing.

Performance management is not a vearly task however it is based on an on-going process
which leads to the appraisal:

Planning work, setting expectations (standards and competencies) and goal setting
Continually monitoring and documenting

Coaching & developing employee in order to reach their full capacity

Evaluating performance through the probationary, mid- year or yearly performance
appraisal

Communicate with the employee regarding his/her ratings

Rewarding good performance

Strengths of Performance Management

Reinforces the mission and vision of AUBMC while linking employee performance to the
strategic focus of AUBMC.

Core competencies are accentuated and discussed with employees.

Ensures employees are familiar with the expectations of the organization and their
supervisors, the goals they are expected to meet, and the criteria that will be used to
evaluate their performance.

Supervisors acknowledge good performance immediately, reinforcing desired behaviors
and performance, and address problems as they arise.

Supervisors observe and record specific examples (critical incidents) as they occur.
Documentation is an ongoing process that provides a comprehensive, detailed, and
accurate picture of the employee’s performance over time.

Involves continuous monitoring, coaching and feedback.

Includes self-evaluation by employees who have an understanding of their place in the
organization and their contributions to its success.

The formal evaluation becomes a summary of ongoing performance discussions; it
should hold no surprises.

Benefits of Performance Management

For employees, performance management provides an opportunity to:

Give employees continuous feedback on their performance
Make sure they understand the supervisor’s expectations
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e Learn how to improve deficiencies and get praise for their good work
e Seek to achieve results in meeting organizational goals and standards
e |dentify strategies for working toward career goals

e |dentify professional development opportunities

For supervisors, performance management provides an opportunity to:

e Establish a climate for success

e Build positive working relationships with employees

e Communicate expectations while reinforcing positive behavior

e Provide frequent coaching and feedback

e Document and assess employee strengths and weaknesses in order to plan and organize
work accordingly

e Identify training needs

e Develop employee’s skills and abilities

e Recognize outstanding performance and manage poor performance

e Address problem areas and develop solutions to improve efficiency of unit as well as
team

For AUBMC, performance management provides an opportunity to:

e Reinforce organizational values and foster a positive organizational culture

e Inspires employee commitment and improves employee satisfaction, morale and
retention

e Maximize contributions of employees

e Establish accountability for supervisors and employees

e Identify high-potential employees- succession planning and promotions

e Promote organizational change and development

¢ |dentify concerns or problems
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SECTION 2: PERFORMANCE PLANNING

Planning is a way of communicating performance expectations (standards and competencies)
and goals to employees in order to direct their effort toward achieve organizational objectives.
Getting employees involved in the planning process will help them understand the goals of the
organization, what needs to be done, why it needs to be done, and how well it should be done.
* It describes the results that you should achieve as employee during the year.
* These results are expressed in terms of Goals, Standards and Competencies.

THE PERFORMANCE PLAN:
Configuring the first stage of Performance Management on BDI Focus system:
Step 1: Go to aub.bdifocus.com and log in using your AUB email and focus password

As a supervisor this is the screen that will appear for you:

Note that you have a tab called my

staff.
% | home statrak [ myprofile  [password  [Wlogeut  [ElReportissues
i Hello Hassan-Demo Alameh
m Performance Development Wy Staff
iy Tasks (4
HTaske %5 My Focus - Welcome Hassan-Demo Alameh

My Performance Flan

oo > .

Wy Past Perfarmance

Reviews o 4 Assessment task(s) averdue o Development Goal: Test Goal 2 was targeted for Monday, August 3, 2015

My Perfarmance Revien . You have no performance review tasks to complete o Development Goal: Test was targeted for Wednesday, July 15, 2015

Scorecard . You have no performance feedback tasks to complete @ Your Development Plan was last updated on Wednesday, August 12, 2015
. You have no surveys to complete @ Your Performance Plan was last updated on Wednesday, August 19, 2015

Reruest Feednack on el @ Choose Development Activity @ Your Resume was last updated on Wednesday, July 15, 2015

Maintain Perfarmance Qyour Team Member Transcript Repart

Reviews on Others

How Am | Doing?
Reports My Direct Reports
Compute how I'm deing.

o 1 Employee(s) without a Performance Plan
" Show emplovee
Upcoming Classes

@ vou have no upceming classes to which you are enrolled as a participant

Legend . - critical / -warning . -normal

Copyright ©1998-2015, Business Decisions, Inc. All Rights Reserved Contact Adminis|
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Step 2: Click on my staff to see all emplovees directly reporting to vou

[1home startralc ~ [Fmy profile  [F]password  [Wlogout  [S]Reportissues

Performance Development My Staff

My Tasks () My Direct Reports

Click on the employee name link to view and modify their data. To select an employee that is notin the list below, click the "Select Any Employee” link to Related Links

Active Employee Commands

the right
. Any Employ
Select My Direct Report Q Select Any Emplovee
Q Their Performance Rey
Status
Select Anyane Under Me Q Organizational View
Croanizational View
Edit Employee Attess . L
Employee Name Position/Title Department Strategic Unit Group Cost Center
Reports No
Image BIK, JOANME QL Clinic Assistant Specialty Clinics AUBMC Mon-Nursing Specialty Clinics Internal Medicine

Q selectAny Emplovee

Copyright ©1998-2015, Business Decisions, Inc. All Rights Reserved Contact Administratd

Step 3: Left click on any employee reporting to vou to start creating their performance plan

SITMainZTrame-aspx - Windows Iniernet bxplorer

Neus.comy i Frame. s By

. 2| X [: Live Search

rocedu... ] Web Slice Gallery v @] htps-wwl bdfacus.come... [§@ 0 Notifications ] https--www1 .bdifocus.com-..
httpssffoml belfocus.c.. % || S v B [0 d=h - Page~ Safety o

m home startrak E my profile ﬂ password

Notice the drop
down list that
appears when you
click on the
employee name.

Choose performance
plan from this list.

legout ERepon lssues

My Staff

My Direct Reports

Click on the employee name link to view and modify their data. To select an employee that is notin the list
below, click the "Select Any Employee” link to the right.

pd Related Link:
Q select Anv Emploves
& Their Performance Re

Status

Q organizational View

Employee Name Position /Title Department Strategic Unit Group Cost Cente:
No
~age Bk, 104 - o . . : oo AUBMC Non-Nursing P.C. Internal Medicine
(¥) 360° Assessments

() Resume

(¥ performance Plan

(¥ pevelopment Plan

Contact Administra

gt © 1958~ 2 R et

C§ view Employee's Class Transcript

® More ...
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Step 4: Configuring the Performance Plan:

After you click on Performance Plan for the employee reporting to you this is the screen that
you will see:

@ Hello Hassan-Demo Alameh

Development . My Staff

N i ~
Note that Performance Plan of [JOANNE K
goaIS, ;E‘ifig?;;]ance plan was last updated on Monday, January 13, ) Related Links ) Reports
Standards and Current Job: @ clinic Assistant © Create/Maintain Performance £ This performance Plan
- b b & Private cl Beviesis LELpast Performance Reviews
COmpetenCIES epartment: - Frvate dinies © add Individual Goal Ll performance Review
o Strategic Unit: ~ AUBMC @ Add Standards Scarecard
are |n|t|al Iy Group:  MNon-Nursing © Add Competencies £ supervisor Goals Linkage 1
Cost Center: P.C. Internal Medicine & Remove All Items . Report T
empty B archive Performance Plan -E—Perfnrmance Plan Archives
P edit preferences and =Lampany Geals

® Full view O Summary View

Notifications -E-Degartment Goals

Individual Goals

Next you will click on Add

s

he Add Individual Goals link. .
R

Individual Goal
© Add Individual Goal /

I

Standards

© Add Standards

Step 4.1: Setting and Monitoring Goals:

e Supervisor and employee work together to establish annual performance goals
e Review goals throughout the year for relevance, adjust as necessary
e Be SMART when setting goals:
= Specific goals outline exactly what the organization hopes to accomplish
= Measurable goals can be evaluated to determine whether they have been
accomplished
= Action-Oriented goals specify the actions you will take
= Realistic goals are attainable but challenging
= Time-Oriented goals have a specific amount of time in which to be accomplished

e Setting individual goals:

o After you click on Add Individual Goal the following screen will come up:
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E Performance

My Tasks (4]

Active Employee Commands
Select My Direct Repart
Select Anyone Under Me
Edit Employee Access

Repons

Development

Add Individual Goal

Step 1: Select Goal Linkage

" Please link your individual goal to one of the goals below

Select One:

O 0 00 O 0C 0 000

O

Reports

£ summary of all Compl
Goals

& less...

(Company Goals

Financial Performance (Category: Financial Performance)

Operational Efficiency (Category: Operational Efficiency)

tient safety (Category: Patient-Centered Care)
atient safety by following predefined policies and procedures pertaining to patient centered care

itation of Patient Centered Care Initiatives {Category: Patient-Centered Care)
tation of initiatives taken during council meetings that enhance patient centered care

cessibility for patients (Category: Patient-Centered Care)

provision of medical aid to a wider scope of patients

o National Patient Safety goals (Category: Quality and Safety)

rence to Mational Patient Safety goals

Freedom of @ccidental injury due to medical care or medical errors (Category: Quality and Safety)
The degree @which health senices forindividuals and populations increase the likelihood of desired health cutcomes and are consistent with current professional knowledg
Implement qility control measures (Category: Quality and Safety)

Ensure that gWelity control measures are implemented in a timely manner

Reduction of fteventable Adverse Events (Category: Quality and Safety)

Reduce Mediclon Error by following the below criteria:

Improving safefof our care systems

Improve “cultureff quality and safety”
Engagement Inti
Fromote initiativel
Improve Physiciall Satisfaction (Categary: Service Excellence)

By fostering strondelations with and between employed and voluntary physicians on our staff as well as physicians in the community who are naot on our staff, we will achieve

atives (Category: Service Excellence)
that will create a more engaged workforce

o Select Company Goal then click on Next Step
o Next we will add Individual Goal that is LINKED to the Company Goal:

E Performance

1. You have to
input goal name

ETETTATIFOTE OTTIeT e

Edit Employee Access

Repotts

4. Finally you will put
success measures

Add Individual Goal

Step 2: Add Minimal Goal Details

home statrak [ myprofile  [FJpassword  [Wlogout  [S]Reportissues

Development

2. You have to input

jnked to Operational Efficiency

| description of goal

d data below.
Goal Name:
Description:
Spell Check | Enlarge Text Area
Planned Start Date: B — | 3. You have to input a planned start
Planned Completion Date: = date and planned completion date

Success Measures: Enter success measures in the field provided below. Use this to enterin a definition of success for this goal (e.g. 20% quicker cycle
improved customer satisfaction, etc.) and who should provide feedback on your success (e.g. your supenvisor, specific customers
etc.)
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v' Remember that individual goals should always tie to the Mission and Vision
of AUBMC and the department.

v" The individual goals should fall under the umbrella of the organization to
make sure that your efforts are aligned with the organization’s policies. The
Company or Department goals are generated on the system, the individual
goal you choose will have to be linked to one of them.

v" Samples of individual goals that are linked to organization goals:

=  We will increase transfer admissions by 12% over last year
=  We will conduct department meetings once per month with a
published agenda so that employees can come prepared to offer
input on meeting topics
=  We will complete customer service training by April 15
o Next you click on Add More Detail to put an appraisal weight on this goal

" home Nstartrak [ myprofile [P} password  [W@iogout  [SlReportissues [l help

Planned Start Date: [P

SHEIN LTIELE | EMdiyge 1851 Aled

Planned Completion Date: H My

Success Measures: Enter success measures in the field provided below. Use this to enterin a deNpition of success forthis goal (e.g. 20% quicker cycle time,
improved customer satisfaction, etc.) and who should provide feedback on youNsuccess (e.g. your supenvisor, specific customers, peers,
etc)

Spell Check | Enlarge Text Area

Select the type of units:
Mo ElreakoutM

[ \add Anther Goal

Save and add more details to this goal: Add More Details
Finish adding goals and return to the peformance plan:

Add another new individual goal:
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o After you click on Add More Detail please Add Appraisal Weight for the goal and
change the Status if it has started

starrak  [Zmyprofle  [FJpassword  [@iogout  [S]Reportiss

ﬂ Performance

by Tasks (4)
Active Employee Commands
Select My Direct Report

Select Anyone Under Me

Linked to Compa ;
Edit Employee Access view summgfy of all Company Goals: Vigw Company Goals

Desci
Reports

Spell Check ‘ Enlarge Text Area

Appraisal Weight: 0 %
Planned Slar‘iate: 3000012015 | 78] g

Planned Completion®ate: |31/07/2016 | T8 o

Status: | Not Started

Revised Completion Date: | 31/07/2016 | 18] .

o When you save it, it will automatically take you back to the performance plan
page

o Next you either add more goals or you can start adding standards. It is
preferable to have at least two goals.

e Step 4.2: Adding Standards:

o A performance standard describes, in measurable terms, the results that indicate
that an employee in the position has properly performed the particular essential
function. Standards tell us exactly how to tell that the essential function is done
properly and it may include, but is not limited to, quality, quantity, timeliness,
and documentation.
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ly Tasks (4)

ty Performance Plan

Iy Past Performance
Feviews

Iy Performance Reviews
Scorecard

Request Feedback on Myself

Maintain Perfartnance
Reviews on Others

Repors

Development

home

My Staff

startrak

[5] my profile

My Performance Plan
This performance plan was last updated on Wednesday, August 19, 2015 14:48

Q Cytogenetics Supervisor
Pathalogy and Laboratory Medicine

Current Job:
Department:

Strategic Unit:  AUBNC
Group:  MNon-Mursing
CostCenter: Mot specified

@Fullview O Summary View

Frassword [l logout

[E]Report Issues

Related Links Reports

© Add Individual Goal
© Add Standards
© 4dd Competencies

&L This Performance Plan
£L Past Performance Review

£ Performance Review

R Request Feedback on Myself Scorecard
& Remove All ltems £L Supenisor Goals Linkage
Report

& Archive Performance Plan

P Edit Preferences and
Motifications

£L Performance Plan Archive
£ Company Goals

Individual Goals CEINb]

£LDepartment Goals

& Add Individual Goals link

© Add Individual Goal

Next you will click on

Standards EEGG]

Add Standairds link

Add Standards.

© Add Standards

Add Comperencies

Competencies [EG0]

€ Add Competencies

o After you click on Add Standards,
on the following screen:

1. Please choose
between 5 -7
standards

me Under

1]
L]
"

ee Access

Ciane

velopment

irect Report

the standards associated with the job will show

S, bodiFocus . comfMaingFrame. aspe:

Free Hatrmail

= | windows WS windows Marketplace g2 | ‘Windows Media

rance Managsment o... | & ] httpswwwabdifocus ., 5 |

| [My Staff | |
Add/Remove Standards
Standards describe on-going requirements or expectations for a job

== mssisting other tesm members, stc. Standsards may be defined at ons
defined for multiple levels (= at Excellent, Satisfactory, and Needs Improvement)

To add & new standard,
profile, sel=ct Add All Standards.

Mon-selected Standards:

Examples of stands
level (=0

select fram the list of Non-selected Standards and select Add. To A

Select Standards
o Domonstrate affective handwashing
- Task Group: Equipment & Supplies Management
o Ensure proper patient/sample identification
— e Group: Functional Responsibilities
o the v of == at all times
Taslk Group: Equipment & Supplies Management
. Operate equipment and instruments following established protocols
= Task Sroup: EQUIRPMEnt & Supplies Managamant
- i = it ished time
< Task Sroupi Functional Rese
o Trazsnport collected specimen to destination witl
- Task Group: Functional Respons
Add Add Al Standards

2. Next click on ADD and
choose the next standard you
want to add until you have

chosen all the ones you want
to include in the performance

plan

& Inkernst @ 100% -
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o After you have finished choosing the standards click on FINISH

\

Task Group: Specimen Processing
dback on Myself
o Provide input for annual assessment in appropriate time frames
Task Group: Administrative Issues
formance
Others Ie) Refuse to accept inadequate andior poorly identified samples and request new samples when necessary
Task Group: Data Entry & Specimen Receipt

o Update or write SOPs in an effective way following department document control system
Task Group: Administrative Issues

Add All Standards

Task Group Standard
Administrative 1ssues Active In at leastthree special projects per year within the department
Specimen Processing Communicate informatien regarding lab analyses to clients in a timely and efficient manner
Specimen Frocessing Ensure all errors reported are corrected
DCata Entry & Specimen Receipt Ensure proper patient'sample identification
Data Entry & Specimen Receipt Verify specimen suitability including adequate amountivolume and quality of the product

Balance performance plan weights and return to performance plan

o This will take you to the screen where you have to put an appraisal weight for
each standard

— >

Edit Performance Plan Appraisal L [FISERRINSER A W el

each chosen standard

Enter the appraisal weights for the performance plan items listed beldw: of apxgcific item, click on the go #, task
group name or competency name. O O
o
- . isal
Individual Goal Linked to Goal nt

Mo active goals were found |

Task Group Standard
Q Administrative Issues Active in at least three special projects per year within the department
Q Specimen Processin Communicate infermation regarding |ab analyses to clients in a timely and efficient o o
Sp [ g )
manner
Q Specimen Processing Ensure all errors reported are corrected a o5
Q Data Entry & Specimen Receipt Ensure proper patient’'sample identification 1] 0%
Q Data Entry & Specimen Recelpt Verify specimen suitability including adequate amountivalume and quality of the 0 o

product

Standards Total: |0 0%
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e Step 4.3: Adding Competencies:
o Competencies are skills that are essential to the performance of a position. The
competencies you choose will be assessed and used for developmental
purposes.

home starrak [ myprofle  [F] password

& rogout

[E]Report Issues

Development My Staft

l Tasks (4)

My Performance Plan

iy Perfarmance Flan This performance plan was last updated on Wednesday, August 19, 2015 14:48 Related Links

Reports

Current Job: @ Cylogenetics Supenisor © Add Individual Goal £LThis Performance Plan

v Past Perormance

Reviews Department: Pathology and Laboratery Medicing © Add Standards £l Past Performance Review|
Strategic Unit:  AUBIMC © Add Competencies £L Performance Review
See
W Performance Review Group: Mon-Nursing B Request Feedback on Wyselt ‘E;DLM Goals Link
ove Al Supenvisor Goals Linkage|
Scorecard Cost Center: Aot specified % Remove All ltems

Report
&L Performance Plan Archive
£ Company Goals
£LDepartment Goals

B Archive Performance Plan

PEdit Preferences and
Motifications

Request Feedback on Myself

@Fulview O Summary View

nce

Individual Goals CEINb]

Next click on Add
Competencies

Add Individual Goals link

© Add Individual Goal

Standards I

& Add Standards link

© Add Standards

Competencies (I

dd Competencies link

© Add Competencies

Add Job

1. First click on

Competencies

lick on Add Competencies the following screen will appear:

/Remove Competencies

Thes
Comp

competencies that will be assessed. Peformance Plans usually include goals and/or performance standards in addition to assessed competencies. If you want to identify important
ies for development purposes and not as a part of the performance appraisal, identify these in the development needs competencies section associated with each goal.

One or more job competencies are missing from this peformance plan. To add all competencies associated with this employee & position, select Add Job Competencies.
Ta search for a specific competency, enter the search criteria and press the Search button.

Find the competencies by keyword:
.0. Enter keywords separated by a space or blank for all competencies.

Keyword(s): Mame [¥] Description -

] o o

S

[L__Add.Jab Competencies

11
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Find the competencies by keyword:
e.g. Enter keywords separated by a space or blank for all competencies.

Q4 Achievement Orientation - 3

S Applied Technology - 3 -

QClient Focus -2 -

Q.Communication Skills - 2 -

QComputer Skills -3 -

Qi Developing Others - 3 -

QA Enalish Comprehension - 3

QHuman Resources
Management - 2 -

QuInformation & Records
Administration - 4 -

Qulnitiative - 2 -

[T T T A T 0 (T T T T

QuOroganizational Awareness -
2 -

Keyword(s): name [¥] Description

2. Select the competencies that
you do NOT want to include and
click on Remove

o After you have finished removing the competencies that you do not want to

include click on FINISH. This will take you to the Appraisal Page to place your

weights for each competency selected.

Competency

Q Computer Skills -3 -

Q Enalish Comprehension - 3 -
Q Information & Records Administration - 4 -
Q Resource Wanagement - 2-

Q Technical Expertise - 4 -

1. First insert weights. Remember
the total appraisal weight is 100%

1] o5
a o5
0 %
0 og
Competencies Total: |0 o5
Total Weight (should equal 100%). |0 B
Recalculate weights:
Save your changes:

This is the last step in configuring the Performance Plan.
employee reporting to you.

Next you will need to do this for every
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SECTION 3: EMPLOYEE MEETING

Once the Performance Plan is completed, you will have one task pending: Performance
Planning.

No ploy i For: K, JOANNE
Image 2 2emooee esin Performance Review L Wed, Sep 23, 2014
[Hide Steps] @ Title: Clinic Assistant

1- Employee Meeting

You will have to meet with your employee informing him/her of the performance plan for the
coming fiscal year; the employee has the right to know of his/her objectives. Once the
employee meeting takes place, click on employee meeting and finalize the task.

Throughout the year, anecdotes could be added by the employee or supervisor by clicking on
the Add Notes tab:

haome cstartrak  [Slmyprofle  [F]password  [Plogout  [E]Reportissues [ hel

Hello Hassan-Demo Alameh

opment

=
=
=3

Individual Goal #
Project a Professfonal Image

© Editindividual Qoal | (= assion ndividusl Goal | % Delete Individual Goal

Linked to Goal: Financial Performance - Company Goal
Assigned By:jHaszan-Demo Alameh Created on: Tue, Jun 10, 2014
Status: B Mot Started Planned Start Date: hion, Jun 2, 2014
Appraisal Weight: §” 20% Planned Completion Date: Fri, Jun13 2014
Description:
Project a Profession§l Image at AUBMC
Success Measures:|
Zero error
Patient Confidentiali

Action Steps: (0) §© Add Action Step

MNotes: (1) © Add hote
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For further assistance, please do not hesitate to contact us:

Joanne Kadado
Email: jk50@aub.edu.lb
Ext.: 6139


mailto:jk50@aub.edu.lb

