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About this document

This document contains the templates from the Let’s get real: Disability: Human resources tool. The numbering for the stages and templates matches the tool. 

Recruitment
Stage 2 – Set employer strategy and branding 
Template 1: Recruitment card sort

Adapted from: Better, Faster: streamlining recruitment in the APS (Australian Public Service Commission, 2007)
The following cards can be used for mapping your organisation’s preferred recruitment process and for identifying key decision-making points. By allocating timeframes and clarifying individual roles and responsibilities for each card, this mapping process can be used to show the time required to reach key milestones. 
The card mapping process also highlights unnecessary tasks, and assists with designing a more efficient and streamlined recruitment process.

	Recruitment need identified?
	Recruitment need evaluated (by whom)?
	Is this a new position?

	Arrange movement of staff or select from a merit list?
	Recruitment request made (by whom)?
	Recruitment request approved (by whom)?

	Job description and person specification to be obtained (how)? Real Skills included?
	Selection criteria obtained (how)?
	Job description to be reviewed (how)?

Real Skills included?

	Selection criteria approved (by whom)?

Real Skills included
	Description and selection criteria forwarded (to whom)?
	External advertising required?

	Internal expressions of interest assessed (by whom)?
	Position number checked or created (by whom)?
	Position file created (by whom)?

	E-recruitment application form developed (by whom)?
	E-recruitment application place (by whom)?
	Request to advertise completed (by whom)?


	Request to advertise submitted (to whom)?
	Advertisement prepared (by whom)?
Include Real Skills
	Internet and media advertisements written (by whom)?
Include Real Skills

	Draft advertisements sent to media agency
(by whom)?
	Media agency returned proof and cost estimate (to whom)?
	Proof and cost estimate approved (by whom)?

	Proof and approval returned to media agency (by whom)?
	Internet advertisement inserted (by whom)?
	Vacancy advertised internally?

	Vacancy advertised externally?
	Selection team arranged (by whom)?
	Track documents obtained from candidates via:
· website
· HR department
· manager

	Track applications submitted by:
· email
· post

· online


	Applications filed (how)?
	Applications acknowledged (by whom and how)?

	Application information distributed to selection team (how)?
	Candidates shortlisted (by whom)?
Based on Let’s get real: Disability
criteria
	Schedule of applicants developed (by whom)?

	Unsuccessful candidates notified (by whom and how)?
	Interview questions, scenarios and tests developed (by whom)?
Including Real Skills, values and attitudes
	Rating forms developed (by whom)?

Including Real Skills, values and attitudes

	Physical set up, for example the room and equipment, for selection process arranged (by whom)?
	Notification of interview and selection process (by whom and how)?
	Local candidates?


	Travel arranged (or expenses approved) for candidates outside of area (by whom)?
	Candidates invited to bring support people and whānau (by whom)?
	Initial selection process undertaken?

	Candidates shortlisted and rated (by whom)?
	Referee checks undertaken (by whom and how)?
	Selection report prepared (by whom)?

	Selection agreed by selection team?
	Selection report forwarded to human resource department (by whom)?
	Successful candidate advised of outcome
(by whom and how)?

	Unsuccessful candidates advised of outcome (by whom and how)?
	Candidate’s records and information placed on recruitment and staff management system (by whom)?
	Package and commencement date negotiated (by whom)?

	Employment contract and agreement prepared (by whom)?
	Letter of offer prepared (by whom)?
	Letter of offer sent to candidate (by whom)?

	Offer signed and returned?
	If offer rejected, approach next-ranked candidate

(by whom)?
	Conditions of engagement arranged (by whom)?

	New recruit commences
	Induction and orientation (by whom)?

Include input on

Let’s get real: Diisability
	End of process

	YES
	NO
	PARTIALLY


Template 2: Recruitment and selection questions for HR managers to consider

Source: Adapted from Better, Faster: streamlining recruitment in the APS - Appendix: Diagnostic tool (Australian Public Service Commission, 2007)

A recruitment process can be efficient, but it won’t be effective if the best candidate is not attracted and recruited. The following template can be used by human resource managers as a diagnostic tool to identify areas for improvement and where to prioritise efforts. The questions are suggestions only, and are grouped according to potential areas of concern.
Once you’ve considered the questions, you can identify actions to remedy or enhance specific areas, who to involve in improvement processes, a priority to each of the actions, and a timeframe for completion. Some of these questions will be more relevant to larger organisations.
	Area of concern
	Key questions
	Action plan
	Stakeholders involved
	Priority and timeframe

	Strategy

	Broad strategy
	Is the process running well? Can it be improved?
	
	
	

	
	How large is our annual recruitment need?
	
	
	

	
	How can we better integrate recruitment activities with our workforce plan? 
	
	
	

	
	How prevalent is recruiting for current vacancies, as opposed to future needs?
	
	
	

	
	Are we getting the right organisational fit? 
	
	
	

	
	Do we consider cultural fit as well as technical competence? 
	
	
	

	
	What are our legacy processes? Are they still necessary? 
	
	
	

	
	What are held to be our organisation’s must dos? What myths can we bust? How? 
	
	
	

	
	Do our managers see recruitment as just filling a vacancy, or as an important procurement exercise that ultimately affects the performance of their team and the organisation? 
	
	
	

	
	How do we stack up against important benchmarks (for example, time to fill position)?
	
	
	

	Recruitment support
	What is the role of the recruitment team? What should it be? What skills are needed? 
	
	
	

	
	What level of support should be provided to managers? 
	
	
	

	
	What aspects of recruitment are done well in the organisation? What aspects are not?
	
	
	

	
	Where in the process is overachievement unnecessary?
	
	
	

	
	How can the recruitment team get a better understanding of the organisation’s business?
	
	
	

	
	How can we better collaborate with line managers?
	
	
	

	
	Do line managers understand the background tasks that have to be completed?
	
	
	

	
	Where should line managers be involved? Where shouldn’t they? And what do they think?
	
	
	

	Technology and systems
	How can we leverage existing technology? 
	
	
	

	
	How would new technology change our process? 
	
	
	

	
	What aspects of the recruitment process can be redesigned to support the integration of data? 
	
	
	

	
	Do we have a business case for new technology?
	
	
	

	External assistance
	When is testing appropriate? 
	
	
	

	
	Should we have a more formal relationship with a recruitment agency? When and for what kinds of role?
	
	
	

	Performance measures and return on investment
	What key recruitment statistics do we collect? What are they telling us? 
	
	
	

	
	What other key recruitment statistics should we collect? 
	
	
	

	
	How slow is too slow?
	
	
	

	
	What is our recruitment process costing us? How does it stack up in terms of value for money (metrics include time to recruit, cost per recruit, offer–acceptance rates)?
	
	
	

	
	Do we measure and (internally) communicate the cost of turnover? 
	
	
	

	
	In what ways can we measure the quality of recruits (for example, retention rates, performance levels, promotion rates)? 
	
	
	

	
	How do we communicate expected timeframes and benchmarks for each step in the process?
	
	
	

	Define
	
	
	
	

	Planning
	How much planning is undertaken at the beginning of each recruitment exercise? 
	
	
	

	
	Are there appropriate checks and balances in place prior to commencing recruitment exercises (for example, manager sets timelines with clear end date, selection team is formed, planned interview date is set, scribe is arranged prior to advertising)?
	
	
	

	
	Is budget agreed up front?
	
	
	

	Recruitment method
	What recruitment methods do we currently use? 


	
	
	

	
	What recruitment methods should we trial? 
	
	
	

	
	When should we make use of alternative recruitment methods, for example movement at level, secondment, bulk, non-ongoing? 

How efficiently do we use merit lists and groups?
	
	
	

	Attract
	
	
	
	

	Value proposition
	How easy is it to attract the right people? 
	
	
	

	
	How are we positioning ourselves in the marketplace? 
	
	
	

	
	How well do we sell the benefits of our organisation and roles? 
	
	
	

	
	How seriously do we take the contact officer role? Do contact officers create a positive image of the organisation? 
	
	
	

	
	What is the current reputation of our organisation as an employer? 
	
	
	

	
	What do our preferred candidates expect from an employer? 
	
	
	

	
	Who are our main competitors, and what do they offer? 
	
	
	

	
	How many unsolicited resumes are received because of our name or reputation?
	
	
	

	Job design and documentation
	Do we routinely look at job design to ensure we can reach untapped areas of the labour market (for example, part-time, job share, and work from home)? 
	
	
	

	
	Do we critically assess the need for security clearances? 
	
	
	

	
	Do our line managers know how to communicate what they are looking for? 
	
	
	

	
	Is there too much reliance on old sources of material? 
	
	
	

	
	Does job documentation realistically identify responsibilities and required key skills, abilities, knowledge and experience? 
	
	
	

	
	Is there a clear relationship between work value statements, capabilities and any selection criteria? 
	
	
	

	
	Is a reliance on rigid selection criteria leading us to miss the best candidates? 
	
	
	

	
	Does job documentation take advantage of the opportunity to communicate our value proposition? 
	
	
	

	
	How well do we use current support materials (for example, capability frameworks such as Let’s get real: Disability)?
	
	
	

	Advertising
	Where are our best candidates coming from? 
	
	
	

	
	What are the costs and benefits of different advertising avenues that we have used? 

What alternative avenues can we try? 
	
	
	

	
	Do we know the best places to market? 
	
	
	

	
	How can we get better at finding passive candidates? Do we make good use of existing networks? Would employee referrals work for us? 
	
	
	

	
	Are the benefits of our organisation and roles coming through in the advertisements and application packs? 
	
	
	

	
	How can we improve the way we work with advertising deadlines?
	
	
	

	Application process
	How can we make the application process quick for candidates? 
	
	
	

	
	How can the application format be simplified? 
	
	
	

	
	What should the application process deadline be? How much time should we give applicants to respond? 
	
	
	

	
	How do selection criteria relate to work value statements and the capability framework? 
	
	
	

	
	When should we use selection criteria? How broad can we make them? How many criteria should we have? 
	
	
	

	
	What information should we collect to help in the shortlisting process? 
	
	
	

	
	What streamlined approaches could we try? Where can they be piloted? 
	
	
	

	
	When should we favour more streamlined approaches (for example, CV and letter of interest)? 
	
	
	

	
	Could we assess selection criteria at the interview rather than at application stage? 
	
	
	

	
	Are we capitalising on available technology?
	
	
	

	Select
	
	
	
	

	Selection team
	How skilled are our managers at recruitment and selection? 
	
	
	

	
	What tools and training do they need? 
	
	
	

	
	How can we better support them? 
	
	
	

	
	How can we assist the selection team in making good decisions? 
	
	
	

	
	Who needs to be part of the selection team? 
	
	
	

	
	Do we need a human resource representative on every selection team?
	
	
	

	Candidate screening
	How are we ensuring good candidates qualify? 
	
	
	

	
	Are we getting them into our process quickly? 
	
	
	

	
	How can we streamline or improve the time taken to qualify good candidates?
	
	
	

	Selection process
	Is an interview always necessary?
	
	
	

	
	How should the interview process be structured? Is too much weight given to the interview’? 
	
	
	

	
	How frequently are our interview offers accepted or rejected? 
	
	
	

	
	Do we use scribed? Does this support or hinder a streamlined and speedy process? 
	
	
	

	
	Are we using behaviourally-based interview questions? 
	
	
	

	
	Are we using a variety of assessment options? How are we matching assessment options to the skills we are testing for? 
	
	
	

	
	How can we speed the report writing process? How can we streamline or simplify the reporting pro forma? 
	
	
	

	
	Who are our delegates? 
	
	
	

	
	Are current delegations too restrictive?
	
	
	

	
	How can we access delegates more quickly? 
	
	
	

	
	How can we involve delegates on the selection team to ensure speedy signoff? 
	
	
	

	
	Do we routinely place good candidates on a merit list or group?
	
	
	

	Candidate relationship management
	How well are our candidates treated? How do we know? 
	
	
	

	
	How often do we contact candidates? How often should we contact candidates? 
	
	
	

	
	How do we build a personal relationship early on? 
	
	
	

	
	How do we ensure we project our professionalism? 
	
	
	

	
	How seriously do we take the contact officer role? Does the contact officer use this opportunity to build a relationship with potential applicants? 
	
	
	

	
	Why do candidates fall out of the process, and typically at which stage? 
	
	
	

	
	Do we consider the needs of external applicants and people with specific needs (disability, cultural etc) during the process? How? 
	
	
	

	
	Do we offer feedback to all applicants? How constructive is it?
	
	
	

	Offers and acceptances
	How frequently are job offers accepted or rejected?
	
	
	

	
	How positive is the message in the letter of offer? How bureaucratic?
	
	
	

	
	Given the letter of offer is a defining document in the decision-making process, how can we improve it? 
	
	
	

	
	Are we willing to allow the candidate to commence during the review window? 
	
	
	

	
	Are we willing to allow the candidate to start in the position while conditions of engagement are arranged?
	
	
	

	Induction process
	Induction is another opportunity to reinforce the value proposition; what process do we have in place for induction?
	
	
	

	
	How effective is our induction process?
	
	
	


Stage 3 – Develop recruitment policy and manage applications
Template 3: Sample appointment letter where no collective agreement is in place
Source: Ministry of Business, Innovation and Employment (www.mbie.govt.nz)
[date]

[name of successful applicant]

[address]
Dear [name]

Offer of employment

I am pleased to offer you the position of [title] at [location] starting on [date]. I propose that the terms of employment will be those in the attached draft individual employment agreement.

Please note that you are entitled to discuss this offer and to seek advice on the attached proposed agreement with your family, a union, a lawyer or someone else you trust. If you want some information on your employment rights, see the Ministry of Business, Innovation and Employment website (www.mbie.govt.nz), or for their free information and advice service, call 0800 20 90 20. 
If there is anything you are unclear about, disagree with or wish to discuss, please contact me.

If you are happy with the proposed terms and wish to accept this offer of employment, please sign the duplicate copy of this letter and return it to me by [insert date – ensure this is prior to the commencement date above]. If I have not heard from you by this date, this offer will be automatically withdrawn.

I look forward to working with you. 

Yours sincerely,

[Name of employer]

[Address of employer]
I, [name of successful applicant], confirm that I have read the terms of employment set out in this letter and in the attached individual employment agreement, that I fully understand them and their implications, and that I now accept the offer of employment. 

________________________________________________________
[Name of successful applicant]

Date
Template 4: Sample appointment letter where there is a relevant collective agreement in place and the successful applicant is a member of a union that is a party to that agreement.
Source: Ministry of Business, Innovation and Employment (www.mbie.govt.nz)
[date]

[name of successful applicant]

[address]
Dear [name]
Offer of Employment

I am pleased to offer you the position of [title] at [location] starting on [date to be inserted]. If you wish to accept this position, please sign the duplicate copy of this letter and return it to me by [date to be inserted – ensure this is prior to the commencement date].

The work you will do is covered by an existing collective employment agreement between [insert business name] and the [insert union name]. A copy of that collective agreement is attached. 
I understand from you that you are a member of this union. If you accept this offer of employment, you will be bound by that collective agreement. 

Please free to discuss this agreement with your union if you wish or with your family, a lawyer or someone else you trust. If you want some information on your employment rights, see the Ministry of Business, Innovation and Employment website (www.mbie.govt.nz), or for their free information and advice service, call 0800 20 90 20.

If there is anything you are unclear about, disagree with or wish to discuss, please contact me.

I look forward to working with you. 
Yours sincerely,
[Name of Employer] 
[Address of employer]
I, [name of successful applicant], confirm that I have read the terms of employment set out in this letter and in the attached collective employment agreement and accept the offer of employment. I confirm that by signing this letter I agree to be bound by the terms of the collective agreement.

________________________________________________________
[Name of successful applicant]

Date

Template 5: Sample letter for unsuccessful applicants
Source: Ministry of Business, Innovation and Employment (www.mbie.govt.nz)
[date]

[name of applicant]

[address]

Dear [name]

Application for employment

Thank you for your application for employment in the position of [insert job title]. We had a number of applications for this position and selecting the right candidate was not easy. Unfortunately your application was unsuccessful. We wish you luck in your future career.

Yours sincerely,

[Name of employer]

[Address of employer]

Stage 4 – Identify job vacancy, review need for position, analyse job and develop sample role description

Template 6: Job vacancy checklist
	Checklist
	Yes
	No
	Comment

	Has resignation and departure been finalised?


	
	
	

	Has human resource manager been notified?


	
	
	

	Is there feedback on why the incumbent is leaving the role?
	
	
	

	Has or will an exit interview be conducted?
	
	
	

	Is there an opportunity here?
	
	
	

	Is there a recruitment freeze in place?
	
	
	


Template 7: Role review checklist
	Checklist
	Yes
	No
	Comment

	What does the service really need?
	
	
	

	Is this a genuine vacancy and is this role necessary?
	
	
	

	Could this role be integrated with another?
	
	
	

	If so, how and why?
	
	
	

	Is a completely different role needed?
	
	
	

	Can current or future workload be predicted?
	
	
	

	Can an internal candidate fill this role, and does it need to be advertised internally?

	
	
	

	Does the role fit within budgetary constraints?
	
	
	

	Is the structure for this service or team still appropriate, and does it meet the organisation’s needs?

	
	
	

	Does this role still meet the organisation’s overall strategy?

	
	
	

	Does this role reflect the seven Real Skills? 
	
	
	

	If not, do we need to redefine it?


	
	
	

	Are any changes necessary?


	
	
	


Template 8: Job analysis
	Role description
	

	Component tasks
	

	Critical responsibilities
	

	Reporting structures
	

	Expected outcomes
	

	Essential and desirable qualifications
	

	Personal abilities and strengths
	

	Knowledge needed
	

	Professional competencies and skills required
	

	Seven Real Skills required
	

	Let’s get real: Disability values and attitudes required
	

	Could the role be completed as part of a job share, part-time or in flexible working arrangements?
	

	Are there any assumptions in the job or role description that could inadvertently exclude some people (eg requirement to have a driving license)?
	


Stage 5 – Write job description, person specification and application form

Template 9: Job description
	Job title
	

	Overall goal of role
	

	Anticipated outcomes, include Let’s get real: Disability performance indicators
	

	Responsibilities and tasks
	

	Organisation-specific skills and values
	

	Professional competencies
Also 
identify and include any seven Real Skills that are not already included in the organisation-specific skills and values
	Working with disabled people

Working with Māori

Working with families/whānau

Working with communities

Challenging stigma and discrimination

Upholding law, policy and practice

Maintaining professional and personal development

	Skill level
	Essential     Capable    Enhanced     Leader 


Template 10: Person specification
	Person specification
	Details
	Essential
	Capable
	Enhanced
	Leader

	Seven Real Skills 
	1. Working with disabled people
2. Working with Māori

3. Working with families/whānau
4. Working with communities
5. Challenging stigma and discrimination
6. Upholding law, policy and practice
7. Maintaining professional and personal development
	
	
	
	

	Let’s get real: Disability values
	Human rights, respect, service, communities and relationships
	

	Let’s get real: Disability attitudes
	· Compassionate, caring, sensitive, understanding
· Enabling, encouraging, accepting, supportive
· Genuine, warm, friendly, fun
· Honest, fair, sincere, trustworthy
· Non-judgemental, non-discriminatory, uncritical
· Open-minded, culturally aware, self-aware, innovative, creative, positive risk-takers
· Optimistic, positive, enthusiastic, inspiring
· Patient, tolerant, flexible, accommodating

· Professional, accountable, reliable, responsible
· Resilient, emotionally strong, able to bounce back in the face of challenges
· Understanding, perceptive, considerate, responsive
	


	Qualifications
	

	Personal abilities – what the person is able to apply from learning
	

	Professional competencies
	

	Skills specific to this job
	

	Experience
	


	Person Specification
	Details

	Performance – what is required of the person in order to meet the requirements of the workplace
	You could include examples of Let’s get real: Disability performance indicators at the appropriate level for the role

	Ethical values
	

	Other
	


Template 11: Application form checklist
	Application form checklist

	
	Yes
	No

	Position title or position code
	
	

	Permanent
	
	

	Temporary or fixed-term
	
	

	Part-time
	
	

	Surname
	
	

	Given names
	
	

	Address:

· Residential

· Postal
	
	

	Telephone number(s)
	
	

	Email address
	
	

	Educational qualifications:

· Secondary

· Tertiary

· Postgraduate

· Other
	
	

	Employment history
	
	

	Seven Real Skills (how to rate experience)
	
	

	Referees
	
	

	Declaration
	
	

	Signature
	
	

	Other (relevant) information
	
	


Template 12: Sample application form

Source: Adapted from the Bay of Plenty District Health Board application form

Tena koe

Thank you for taking the time to complete this form. All information that you provide is strictly confidential. The details in this application form will only be made available to the selection panel, in the first instance. 
Please attach your curriculum vitae (CV) and a current practising certificate or registration certificate if applicable. 

Please note that a separate application form and CV must be completed for each vacancy you wish to apply for.

Please send the completed form to:

[insert name of person or department]

[address line one]

[address line two]

Alternatively, you can email your application form and CV to [insert email address].
An electronic copy of this application form is available on our website, [insert website address]. 

If you have any further enquiries, please contact [insert contact details].

Please help us to improve our recruitment process by telling us where you saw this position advertised: 
______________________________________________________________________________
Position applied for:_______________________________


Vacancy code:___________________________

Your full name: ________________________________________________________________
Your address:___________________________________________________________________
______________________________________________________________________________
Daytime phone number:
Mobile:



Email:

Application tracking (for office use only)

Acknowledged:
(date) __________________ 
(by) ____________________________

Interviewed:
Yes
(
No
(


Successful
(
Unsuccessful (
Applicant advised: (date) ___________________ (by) ___________________________

Eligibility to work in New Zealand


Are you eligible to work in New Zealand?



Yes 
(
No
(
If yes, are you
· a New Zealand or Australian citizen





(
· a Permanent resident in New Zealand





(
· a holder of a valid work permit to work in New Zealand


(
· in the process of applying for a New Zealand work permit


(
Other, please specify

Health

This question is to ensure that the environment you may be working in does not aggravate any health problems you may have.

Having read the position description for this role, do you live with the effects of any illness, injury or condition (physical or psychological) that may be aggravated or further contributed to by the tasks of the position?








Yes
(
No
(
If yes, please give details:
______________________________________________________________________________
______________________________________________________________________________

Having read the position description for this role, do you live with the effects of any illness, injury or condition (physical or psychological) that may impact on your ability to carry out the requirements of the position?








Yes
(
No
(
If yes, please explain:

______________________________________________________________________________

______________________________________________________________________________

If you are currently suffering, or have previously suffered from any injury, illness or condition, are there any special services or facilities that we could provide to enable you to carry out the work duties safely?

Please select one of the following choices 




Yes
(
No
(
If yes, please explain:

______________________________________________________________________________

______________________________________________________________________________
If the position you have applied for is one for which there are genuine health and safety risk factors to consider, you may be required to provide more detailed health information.

Authority to practise

(Only complete this section if it is a requirement of the position)

Do you have a current practising certificate?



Yes
(
No
(
Are you registered with the relevant New Zealand professional or trade body?

Yes
(
No
(
Please attach a copy of the appropriate certificate and registration.

Convictions

Have you ever been convicted of a criminal offence or been the subject of a professional disciplinary inquiry?







Yes
(
No
(
If yes, please give details: 

______________________________________________________________________________

______________________________________________________________________________

Police check (if required)

I hereby give the organisation permission to seek a police check.

______________________________________________________________________________

Seven Real Skills

[Insert business name] uses Let’s get real: Disability to ensure everyone who works in our organisation has the right skills, attitudes, knowledge and values to deliver excellent services to people with disabilities, and their carers, families and whānau.

In the table below, please document what experience you have had of each of these seven Real Skills. For more information on the Real Skills please visit www.tepou.co.nz/letsgetreal:disability.
	Real Skill
	Definition
	What experience have you had of this particular skill?

	Working with disabled people
	· Every person working in disability works in partnership with and enables disabled people (and where appropriate, their families/whānau) to lead decision-making and have control over their lives.
· Every person working in disability uses strategies to engage meaningfully with disabled people, and focuses on disabled people’s self-identified aspirations and strengths.

· Every person working in disability recognises that people may have several impairments and face multiple disadvantages, which could include barriers relating to their gender, culture, ethnicity and age.
	

	Working with Māori
	· Every person working in disability contributes to whānau ora for Māori.
	

	Working with families/whānau
	· Every person working in disability encourages and supports families/whānau to participate in the lives of disabled people (where appropriate and consent is given by the disabled person), and ensures that families/whānau, including the children of disabled people, have access to information, education and support.
	

	Working with communities
	· Every person working in disability recognises that disabled people and their families/whānau are part of a wider community, including communities of people who have things in common, such as the Deaf community.
	

	Challenging stigma and discrimination
	· Every person working in disability understands the key principles of the Treaty of Waitangi, the United Nations Convention on the Rights of Persons with Disabilities, the New Zealand Human Rights Act 1993, and the Health and Disability Commissioner’s Code of Rights, as these documents apply to stigma and discrimination.

· Stigma means a set of negative and often unfair beliefs held about a particular group of people. Discrimination refers to unfairly treating a person, or group of people, differently from other people.

· All staff use strategies, appropriate to their role, to challenge stigma and discrimination, wherever it is experienced, and promote the inherent dignity, value and human rights of disabled people. 
	

	Upholding law, policy and practice
	· Every person working in disability implements relevant international conventions and declarations, and national legislation, regulations, standards, codes and policies (appropriate to their role), in a way that enables disabled people to realise their full human rights and achieve a good life.

· In particular, every person upholds the Treaty of Waitangi, the United Nations Convention on the Rights of Persons with Disabilities, the New Zealand Human Rights Act 1993, and the Health and Disability Commissioner’s Code of Rights, a social model of disability, and whānau ora philosophy and practice.
	

	Maintaining professional and personal development
	· Every person working in disability actively reflects on the way they work, communicate and engage with disabled people and their families/whānau, and with others working in disability, to enable disabled people to achieve their self-identified goals and aspirations, and attain a good life.
	


Referees

Please list details of your referees. These should include at least two managers to whom you have reported directly. By signing this form, you give us permission to contact these people.

Declaration

I authorise [organisation name] to obtain references to support this application, and release [organisation name] and my referees from any liability caused by giving and receiving this information. 

I certify that all the information in this application is true and complete. Any false statement may be sufficient cause for rejection of my application or termination of employment if my application is successful.

I understand that if my application is successful, I may be required to give more information about myself and I also understand that any offer of employment may be subject to a satisfactory medical clearance and pre-employment screening.

Signature and date:

Motor vehicle licence (if required)

I have a valid licence Class A. 





Yes
(
No
(
The number is __________________________________________________________________
Stage 7 – Consider recruitment options and check your advertisements
Template 13: Advertisement checklist to rate how appealing your advertisement is to applicants
	Advertisement criteria
	1
	2
	3
	4
	5

	Is attention getting
	
	
	
	
	

	Has an eye-catching title
	
	
	
	
	

	Creates interest
	
	
	
	
	

	Appeals to diverse applicants 
	
	
	
	
	

	Makes job duties and responsibilities clear
	
	
	
	
	

	Makes prospects clear
	
	
	
	
	

	Makes rewards clear
	
	
	
	
	

	States required qualifications
	
	
	
	
	

	Includes seven Real Skills
	
	
	
	
	

	Names the organisation
	
	
	
	
	

	States the location
	
	
	
	
	

	Makes it easy for candidate to take action
	
	
	
	
	

	Makes attractive use of colour
	
	
	
	
	

	Uses space effectively
	
	
	
	
	

	Uses attractive graphics
	
	
	
	
	

	Has attractive border
	
	
	
	
	

	Is an appropriate size
	
	
	
	
	

	Creates a strong positive image of the organisation and its values
	
	
	
	
	

	Satisfies requirements for equal employment opportunities
	
	
	
	
	

	Presents a distinctive and appealing brand
	
	
	
	
	

	Represents your organisation as an employer of choice
	
	
	
	
	

	Uses informal language and plain English, and makes use of ‘we’ and ‘you’
	
	
	
	
	

	Avoids cliché and repetition
	
	
	
	
	

	Mentions whānau or support people 
	
	
	
	
	

	Avoids potentially discriminating selection criteria, for example age or gender
	
	
	
	
	

	Is in both English and te reo Māori
	
	
	
	
	

	Specifies whether position is fixed-term, full-time, part-time, casual, on-call and number of hours per week
	
	
	
	
	

	Gives closing date for applications
	
	
	
	
	

	Includes contact details
	
	
	
	
	


Selection

Stage 8 – Conduct selection screening and initial interview
Template 14: Screening checklist to carry out an initial assessment of applications and CVs.
	
	1 = Totally inadequate

5 = Excellent

	
	1
	2
	3
	4
	5

	All documents requested in the application form have been submitted? (eg CV, cover letter)
	
	
	
	
	

	Legally entitled to work in New Zealand?
	
	
	
	
	

	Holds full NZ drivers licence, if relevant
	
	
	
	
	

	Previous qualifications are applicable to job position



	
	
	
	
	

	Work history shows previous experience





	
	
	
	
	

	Experience working with disabled people




	
	
	
	
	

	Experience working with Māori
	
	
	
	
	

	Experience working with communities




	
	
	
	
	

	Experience working with families/whānau



	
	
	
	
	

	Experience in challenging stigma and discrimination


	
	
	
	
	

	Knowledge of upholding law, policy and practice



	
	
	
	
	

	Evidence of maintaining professional and personal development

	
	
	
	
	

	Logical thinking









	
	
	
	
	

	Written communication







	
	
	
	
	

	Other job and professional competencies required (add own)

	
	
	
	
	


Template 15: What to look for in a CV

	
	1 = Totally inadequate

5 = Excellent

	
	1
	2
	3
	4
	5

	Previous experience working with disabled people
	
	
	
	
	

	Previous experience working with Māori
	
	
	
	
	

	Previous experience working with families/whānau

	
	
	
	
	

	Previous experience working with communities
	
	
	
	
	

	Evidence of maintaining professional development activities
	
	
	
	
	

	Skills that are applicable for this job

	
	
	
	
	

	Previous experience in job area
	
	
	
	
	

	Professional competency development throughout job history

	
	
	
	
	

	Suitable qualifications for position

	
	
	
	
	

	Continuous work history or explanation for gaps

	
	
	
	
	


Template 16: Sample interview invitation letter or email
[date]

[name of applicant]

[address]

[address]

Tena koe [name]

Application for [position description and code number]

Thank you for submitting your application for the above position.

We would like to meet with you on [date and time] to discuss your application in more detail.

You are welcome to bring support people or whānau members with you, but we would appreciate it if you could advise our [enter appropriate contact details] in advance of the number of people you would like to accompany you. Please also let [enter appropriate name] know if your whānau members will speak in te reo Māori, English or both, so that we can ensure we have the right people on the interview panel. Due to space constraints, I am afraid we are unable to accommodate more than [number] people (including yourself). 

The following people will be on the interview panel for your initial interview: [name, position; name, position; name, position].

Attached is a map and details of the venue [attach map and venue details].

If there is any further information you require, please contact [enter appropriate contact details]. I look forward to meeting with you. 

Yours sincerely,

[Name of employer]

Stage 10 – Hold main interview

Template 17: Interview questions

Scoring system, a five-point scale demonstrates the highest competency:


1 = far below minimum requirements


2 = marginally below requirements


3 = just meets minimum requirements


4 = marginally above minimum requirements


5 = far above minimum requirements.

The tables below set out examples of behavioural and situational questions you can ask to gain information about an applicant’s Real Skills and Let’s get real: Disability values. 

Behavioural and situational questions can be summarised with the STAR acronym:

· S means ‘Tell me about a situation where you experienced or were required to … and describe the behaviour’

· T means ‘What task were you undertaking?’

· A means ‘What actions did you take?

· R means ‘What were the results of your actions?’
	Real Skills


	Behaviourally descriptive questions
	Situational questions
	Score

	Working with disabled people 
	Tell me about a time when you experienced a challenging situation with a service user. What was your role? What did you do? With what result? How would you deal with this differently now?
	Someone arrives in your office feeling angry about the delay in being able to access support. How do you handle this situation?
	

	Working with Māori
	Tell me about a time when you needed to demonstrate your understanding of tikanga Māori. What was the situation and what was your role in it? How did you handle the situation? How did it turn out? On reflection, what could you have done differently? 
	Someone arrives at your offices in a distressed state demanding to see a tohunga. How would you handle this situation?
	

	Working with families/whānau
	Tell me about a time when you feel you have worked well with a family/whānau. What was your role? How did you engage, include or support the family/whānau? What was the outcome? What would you do differently now?
	You are working with a disabled person who is experiencing conflict with their family/whānau. The family/whānau does not agree with the disabled person’s support plan and are not supportive of the contact with disability services. What steps would you take to resolve this situation?
	

	Working with communities
	Tell us about a time when you had success working within a community. Tell us about a time when you failed to work successfully with a community.

What was your role? How did you gain community involvement? With what effect? What did you learn?
	The organisation is developing links with the community to provide optimum supports for disabled people. In what ways would you ensure this process occurs for every disabled person? What links would you develop? Why is this important? How would you provide follow up?
	

	Challenging stigma and discrimination
	Tell us about a time when you noticed a colleague discriminating against a disabled person. What was your role? How did you handle it? What was the outcome? How could you have dealt with this more proactively?
	You are working with a disabled person in the community, who is having trouble with being bullied by neighbours because of her intellectual disability. What is your response to this? What would you see your role as being?
	

	Upholding law, policy and practice
	Tell us about a time when you felt that you faced an ethical dilemma. What was the situation? What was your role? What did you do? How did the situation resolve? What could you have done better?
	A family/whānau member has approached you following a visit to a young man’s home by a support worker. The young man lives with his parents, and has had a recent situation where his behaviour meant the police took him into custody. The man’s mother feels their privacy has been breached, as the support worker spoke to neighbours about her son’s behavioural issues. How would you address the situation with the support worker, the disabled person, and the family/whānau?
	

	Maintaining professional and personal development
	Tell us about the greatest learning moment you have experienced in your career. Why was this so important for you? What did you learn? How could you convey this learning to others?
	Your manager has offered you $2500 for your own professional or personal development in the year ahead. What would you spend this money on and why?
	


	Let’s get real: Disability values
	Behaviourally descriptive questions
	Situational questions
	Scoring

	Respect


	Tell us about a time when you handled a service user with particular respect.
	You notice the receptionist giggling at the behaviour of a disabled person who has verbal and motor tics. How do you deal with this situation?
	

	Human rights

	Human rights are an issue of interest to us. Can you tell us about a time when you had to deal with a human rights issue?
	You are supporting a woman with an intellectual disability at a hospital appointment. The gynaecologist, in your opinion, has not explained the implications of the hysterectomy he is suggesting, in a way that the service user can understand and he is pressuring her to sign a consent form. How do you deal with this situation?
	

	Service
	Tell us about a time when you worked in partnership with a service user to identify their aspirations for a good life. What was your role? What did you do? How did it work out?
	A disabled person you are working with in their home, is repeatedly out when you arrive for the appointment. What do you do?
	

	Communities
	Tell us about a time when you had to find suitable services for a disabled person. What did you do? Who did you contact? How did you go about this?
	You are new to the team. What steps would you take to become part of the community of service providers?
	

	Relationships
	Tell us about a time when you have been thanked for your responsiveness to people in terms of respect and dignity. What was the situation? What did you do?
	A family/whānau member asks you to inform them of any changes in their family member’s health status. Given your understanding of the Privacy Act 1993, how do you develop an ongoing relationship with this family/whānau?
	


Stage 11 – Check qualifications and references

Template 18: Information about the Immigration Act 2009

The Immigration Act 2009 makes it an offence for an employer to knowingly employ a person who requires, but does not have, a work permit. An employer must therefore decline to employ anyone who they know to have overstayed a work permit or to be without a work permit.

Under the act, the following people can undertake employment in New Zealand:

· New Zealand citizens (including people born in the Cook Islands, Nuie and Tokelau)

· holders of New Zealand residence permits

· Australian citizens
· holders of New Zealand work permit

· holders of visitor or student permits whose conditions have been varied to authorise work.
A maximum fine of $50,000 applies for knowingly employing someone who is not entitled to work. There is a maximum fine of $10,000 for employing such a person without reasonable excuse. The employer will only have reasonable excuse if they did not know that the person was not entitled to work, for instance, because the employee produced a tax code declaration stating that they were entitled to work and the declaration was signed before or when the employment began.
To avoid liability, it is a good idea to include the following questions in all application forms. 
If you are not a New Zealand or Australian citizen, do you have:

· permanent residency in New Zealand? 

· a permit to work in New Zealand?

Employers should require successful applicants to provide evidence of their New Zealand citizenship, residency or work permit. This could be in the form of a passport, birth certificate or work permit. An IRD number is not evidence of an employee’s right to work in New Zealand.
Employers should note that, under the Immigration Act 2009, an immigration officer can, at any reasonable time, enter the employer’s premises to inspect wage and time records, if they believe on reasonable grounds that there may be an entry relating to a person who is in New Zealand unlawfully, or who is not entitled to undertake employment.
Orientation

Stage 12 – Complete orientation

Template 19: Orientation checklist

Before the first day
Before the new employee arrives you should:

· ensure the signed contract has been returned, especially if there is a trial period

· notify everyone in your team or service that a new person is starting and what the person’s job will be

· ask the other staff members to welcome and support the new employee

· if possible, identify a staff member to act as a buddy for the first week
· organise equipment for the new employee, if they have identified that they need specific equipment to enable them to carry out their role
· enrol the employee in your organisation’s orientation programme (if there is one in place)

· send the new employee a welcome letter, directions to find the organisation, service and team, parking information, a schedule for the first week and brief information about the department they will be working in
· ensure that correct protocol is used to welcome the new person to your organisation, for example a powhiri. 
First day on the job

On the first day, it is important to create a comfortable environment and remember not to overwhelm the employee. You should:

· give a warm welcome, including powhiri (if relevant), and discuss the plan for the first day
· tour the employee’s assigned workspace

· explain where rest rooms, refreshments and break areas are located

· ensure the employee’s IRD, Kiwisaver, bank details and emergency contact information is collected

· double-check that the signed contract has been returned

· provide all required keys and equipment

· arrange to have lunch with the new employee

· tour the service, team, organisation and immediate area, and introduce the new employee to other staff members

· introduce the new employee to their friend or buddy (if appropriate)

· review the job description with the new person

· review the organisational chart and explain where people are situated

· review your office’s policies and procedures including:

· working hours

· telephone, email and internet use

· office organisation (files, supplies, etc)
· office resources (directories, dictionaries, style manuals, computer program manuals, staff listings, etc)
· staff meetings

· accountability

· customer service philosophy

· confidentiality

· occupational health and safety

· how the seven Real Skills and the Let’s get real: Disability values and attitudes apply in this job

· other values and expectations in the organisation

· ethics

· schedule a meeting with the human resource department (if appropriate) to:

· complete all required paperwork

· review personnel policies and procedures

· learn about benefits

· review holiday, sick and personal leave policies

· obtain an ID badge (if appropriate)

· obtain a parking permit (if appropriate).
During the first week

During the first week you should:
· review the employee’s work area to ensure that the equipment they need is in place

· ensure their workstation is suitable in terms of ergonomics

· set up a brief meeting with the employee (and their assigned buddy if appropriate) to review the first week’s activities

· initiate an individual development plan and goals (see Stage 14)

· have appropriate office personnel review:
· after-hours and weekend office access

· general organisational accounting (if appropriate)

· travel and reimbursement

· travel credit card (if appropriate)

· mail services, and use of email and internet policy

· office supplies

· copy machine and fax use

· office safety issues

· review the employee’s computer competency:

· provide an overview of your organisation’s computer-related policies and procedures, including confidentiality and privacy issues

· assess the employee’s knowledge of and comfort with your department’s hardware and software (for example, turning hardware on, backing up, printing, shutting down, using software, such as Microsoft Word and Excel and other programs needed by the position)

· explain any specific requirements of your organisation’sfile servers
· ensure they have access to email and internet

· arrange further training and support as needed.

During the first month of employment

Within the first month of the new staff member starting employment, you should:
· meet with the employee to review their:

· job description

· individual development plan, performance goals and standards, including the seven Real Skills and competence against Let’s get real: Disability performance indicators
· work rules

· send the employee on the formal employee orientation programme (if appropriate)

· check to make sure the employee has signed up for any benefits they are entitled to before the enrolment deadline, for example, Kiwisaver
· review the employee’s professional competencies and the seven Real Skills (see Stage 13)
· link the staff member with disabled people’s organisations, a cultural advisor or Māori providers’ network, family/whānau networks and community groups, in line with the relevant Real Skills.

Within 6 months of starting

Within the first 6 months of the new staff member starting employment, you should:

· revisit their performance standards and work rules

· check progress on their individual development plan

· conduct a performance and development review and appraisal (including the seven Real Skills)

· set goals and an individual development plan for the future.

Performance development

Stage 13 – Complete self-assessment of the seven Real Skills 

Template 20: Self-assessment of seven Real Skills
Use this Self-assessment tool to assess the seven Real Skills component of a staff member’s individual development plan. It is not intended to address all of the individual’s professional and service development needs. You can also find an online version of the Assessment tool (available on Te Pou’s website), which automatically develops a report on areas of strength and areas for development.
NAME








DATE

Rating 

· Competent (C)
· Needs development (ND)
	Working with disabled people

	Essential level
	Capable level
	Enhanced level
	Leader level

	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)

	· Develops respectful relationships with the disabled person and communicates effectively

· Establishes a connection and positive relationship with the disabled person to understand their vision for a good life

· Has a flexible and creative approach to supporting the disabled person
· Promotes the rights, dignity and social inclusion of the disabled person
· Recognises that some people have multiple impairments and that this can include psychological challenges such as depression
· Demonstrates awareness of what a human rights approach means in day-to-day work
	
	· Develops strong connections and effective relationships with the disabled person

· Demonstrates trustworthy relationships and what it means to uphold the dignity of the disabled person

· Actively seeks to enhance opportunities that support full inclusion and participation of the disabled person in society
· Understands and demonstrates cultural safety and responsiveness to Māori
· Promotes the rights, dignity and citizenship of disabled people, and uses a human rights approach in day-to-day work
· Works knowledgeably and flexibly with disabled people who have multiple impairments
	
	· Provides staff education and leadership on, and models:
· effective and respectful communication and innovative approaches in all areas of service delivery
· the principles of trustworthy relationships and what it means to uphold the dignity of the disabled person
· the principles of citizenship (the right to full participation in all aspects of society on an equal basis with others)
· a human rights approach
· cultural safety and responsiveness to Māori
· cultural safety and responsiveness to Pasifika
· cultural safety and responsiveness to people with a refugee background and migrants
· Proactively and respectfully creates ways of working with people who have multiple impairments
· Has knowledge of disabled people’s organisations (appropriate to role)
	
	· Develops, resources, promotes and supports a service, protocols and systems that: 

· are responsive to the aspirations, choices and needs of disabled people, and their families/whānau 

· ensure active participation and decision-making by disabled people (and, wherever appropriate, their families/whānau) in all matters that affect them
· promote respectful and effective communication 
· promote the rights, dignity and citizenship of disabled people at a systemic level
· promote a human rights approach, both within the organisation and externally
· are compliant with current best practice, including whānau ora
· are culturally safe and ensure organisational practices that are responsive to Māori
· are culturally safe and ensure organisational practices that are responsive to Pasifika and people with a refugee background and migrants
· are creative, innovative and inspiring
· are provided in a holistic manner and cater to people with multiple impairments
· Ensures there are explicit relationships and partnerships with disabled people’s organisations
	

	· Aware of age-appropriate, developmentally-appropriate, life-stage-appropriate, and culturally-appropriate knowledge, protocols and processes to work with disabled people

· Acknowledges and is respectful of the personal, physical, social, cultural and spiritual strengths and needs of each person, and their interpretation of their own experiences
· Engages flexibly with each disabled person and their community and maximises available resources

· Acknowledges the importance of identity for Māori and its significance to the achievement of whānau ora

· Acknowledges that disabled people and whānau may choose to communicate in te reo Māori
· Acknowledges that Deaf people may wish to communicate in New Zealand Sign Language

· Acknowledges the diverse forms of communication that are critical to a person’s wellbeing (including, for example, alternative formats, augmented communication and supported decision-making)
	
	· Demonstrates understanding of age-appropriate, developmentally-appropriate, life-stage-appropriate, and culturally-appropriate knowledge, protocols and processes to work with disabled people
· Demonstrates knowledge and understanding of the social, cultural, psychological, spiritual and physical context of disabled people’s lives
· Connects disabled people and their families/whānau with cultural support and expertise when appropriate, for example te reo Māori, karakia, kaumātua and kaupapa Māori services

	
	· Models and facilitates access to education about age-appropriate, developmentally-appropriate, life-stage-appropriate, and culturally-appropriate knowledge, protocols and processes to work with disabled people
· Ensures knowledge of the social, cultural, psychological, spiritual and physical context of disabled people’s lives are part of everyday practice

· Ensures staff have access to cultural support and expertise, for example te reo Māori, karakia, kaumātua and kaupapa Māori services


	
	· Ensures systems, processes, protocols and policies endorse knowledge of:
· age-appropriate, developmentally-appropriate, life-stage-appropriate and culturally-appropriate practice

· the social, cultural, psychological, spiritual and physical context of diabled people’s lives

· Ensures systems, processes, protocols and policies endorse appropriate tikanga


	

	· In day-to-day work, applies understanding of:
· community participation

· opportunities that support social inclusion and being full citizenship
· current best practice and whānau ora

· healthy lifestyles

· different types of impairments

· the impact of particular impairments and disability on people’s lives

· the impact of multiple impairments


	
	· In their day-to-day work applies in-depth knowledge and understanding of:

· community participation

· opportunities that support social inclusion and being full citizenship
· current best practice and whānau ora

· processes that facilitate the joint development of plans based on an holistic approach

· different types of impairments, and the impact of impairments and disability on people’s lives

· the impact of multiple impairments on people’s lives

· communication needs and options

· behaviour supports

· a range of supports and interventions

· the impact of impairments on physical and mental health


	
	· Models and facilitates staff education about:
· community participation

· current best practice and whānau ora

· the meaning of citizenship and the importance of actively enhancing opportunities that support full citizenship

· processes that facilitate participation and the joint development of comprehensive plans based on an holistic approach

· different types of impairments, and the impact of impairments and disability on people’s lives

· the impact of multiple impairments on people’s lives

· communication needs and options

· behaviour supports

· a range of supports and interventions

· the impact of impairments on physical and mental health


	
	· Ensures that organisational systems, processes, protocols and policies endorse and enhance:
· community participation

· current best practice and whānau ora

· the meaning of citizenship and the importance of actively enhancing opportunities that support full citizenship

· participation and the joint development of comprehensive plans based on an holistic approach

· understanding of and responsiveness to different types of impairments, and the impact of impairments and disability on people’s lives

· understanding of and responsiveness to the impact of multiple impairments on people’s lives

· understanding of and responsiveness to the impact of multiple impairments on people’s lives

· understanding of and responsiveness to communication needs and options

· behaviour supports

· a range of evidence-informed supports and interventions

· the impact of impairments on physical and mental health
	

	· Is aware of models of abuse and neglect, ensures the prevention of abuse and neglect, and is aware of the physical, social and emotional effects of abuse and neglect, including trauma
	
	· Uses current best practice to prevent, identify and assist people who have been abused or neglected, including the impacts of trauma arising from abuse and neglect
	
	· Provides staff education about models of abuse and neglect
· Ensures all staff use current best practice to prevent, identify and assist people who have been abused or neglected, and to work effectively with the impacts of trauma arising from abuse and neglect
	
	· Develops robust organisational systems and processes that:
· reflect holistic approaches

· reflect current best practice to prevent abuse and neglect

· reflect current best practice to support people who have been abused or neglected, and in relation to trauma

· ensure an immediate and appropriate response to abuse and neglect

· facilitate an easy, prompt, safe and transparent feedback and complaints process
	

	· Is aware of the importance of disabled-person-driven plans for achieving a good life
· Effectively and inclusively works with each disabled person to achieve plans, and facilitates access to relevant information

· Ensures disabled people and, where appropriate, their family/whānau lead decision-making, especially about interventions and service provision, and seeks feedback about the effectiveness of these services and interventions
	
	· Proactively works with each disabled person and, where appropriate, their family/whānau, to develop and implement plans that are disabled-person-driven and work towards achieving a good life
· Works in a flexible and innovative way with each disabled person and, where appropriate, their family/whānau to achieve plans and facilitate access to information
	
	· Proactively works with the disabled person and, where appropriate, their family/whānau, and actively enables other staff to monitor and review plans to achieve a good life
· Proactively works with the disabled person and, where appropriate, their family/whānau, and actively enables other staff to achieve plans, access information, and ensure current best practice interventions and service provision, and implements measures to ensure feedback on these things
	
	· Ensures systems, processes and practices reflect a disabled-person-driven philosophy, with the goal of leading a good life
· Ensures systems, processes and practices are implemented that reflect:

· a disabled-person-driven approach

· current best practice

· the most effective interventions

· the best-quality and most effective service provision

· feedback on the quality and effectiveness of interventions and services
	


	Working with Māori

	Essential level
	Capable level
	Enhanced level
	Leader level

	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)

	· Recognises that disabled people may consider waiata, karakia and te reo Māori as contributors to their wellbeing and living a good life
· Uses available resources, such as te reo Māori speakers and information written in both English and te reo Māori, when appropriate

· Understands that disabled people and their whānau may wish to nominate a person to speak on their behalf, and supports the involvement of nominated speakers
	
	· Understands that speakers of te reo Māori may use metaphors to describe their situation
	
	· Works in a proactive way to ensure Māori can communicate in ways that are consistent with their preferences
	
	· Actively promotes and ensures the availability of funding and resources to: 
· ensure easy access to te reo Māori speakers and information written in both English and te reo Māori
· support staff and the service to integrate te ao Māori and te reo Māori into service delivery

· Actively supports systems, processes, policies and practice that reflect appropriate kaupapa for Māori
	

	· Is familiar with local Māori groups (eg mana whenua), and their roles, responsibilities and relationships with each other, as guardians of Māori cultural knowledge and te reo Māori
· Demonstrates respect for te reo Māori and tikanga
	
	· Uses knowledge of local Māori groups, (eg mana whenua), and their roles, responsibilities and relationships with each other, as guardians of Māori cultural knowledge and te reo Māori
	
	· Establishes and maintains connections with local Māori groups, and demonstrates understanding of their roles, responsibilities and relationships with each other, as guardians of Māori cultural knowledge and te reo Māori
	
	· Develops and maintains relationships and partnerships with local Māori
· Uses local Māori to verify the relevance and common practice of te reo Māori
	

	· Demonstrates effective communication and engagement that promotes early service access for Māori
	
	
	
	
	
	· Puts strategies in place to ensure Māori disabled people and staff know how to access Māori responsive services, kaumātua, kaimahi Māori and cultural interventions (eg rongoā, tohunga)
	

	Whakawhānaunga
· Recognises and understands the different roles and responsibilities within whānau, and the nature of whānau relationships with a disabled person

· Aware of Māori methods of interaction that support relationships, particularly with whānau (such as ‘No hea koe? or ‘Where do you come from?’) and tātai (establishing links)
	
	· Applies knowledge and understanding of the different roles and responsibilities within whānau, and the nature of whānau relationships with a disabled person
· Uses Māori methods of interaction that support relationships, particularly with whānau (such as ‘No hea koe? or ‘Where do you come from?’) and tātai (establishing links)
	
	· Engages whakawhanaunga processes with whānau
· Actively promotes methods of interaction that support relationships, particularly with whānau (such as ‘No hea koe? or ‘Where do you come from?’) and tātai (establishing links)
	
	· Promotes an environment that:
· is conducive to effective service delivery processes for whānau and significant others, and for whānau hui and assessments of a disabled person’s needs (eg at an appropriate time of day or evening, with sufficient time, and in an appropriate place)

· Supports whakawhaunanga processes
	

	· Understands that some disabled people may be disconnected from their whānau
	
	· Engages with disabled people’s self-identified whānau
	
	· Actively promotes engagement with disabled people’s self-identified whānau
	
	· Ensures organisational systems and processes reflect a broad concept of whānau and include the disabled person’s self-identified significant others
	

	Hauora Māori
· Develops an understanding of Māori models or perspectives of hauora in service delivery

· Acknowledges that Māori may consider using traditional healing processes and practices that support health and wellbeing
	
	· Incorporates Māori models of hauora in service delivery
· Is familiar with local resources and promotes access to them to support choices and whānau ora

· Uses interventions with the disabled person and their whānau that optimise the physical, social, cultural, spiritual and mental dimensions of wellbeing
	
	· Models the use of and facilitates staff access to education about:
· Māori models of hauora

· local resources and support choices

· ways to optimise the physical, social, cultural, spiritual and mental dimensions of wellbeing

· the Treaty of Waitangi and application of the treaty in day-to-day work

· Gathers outcomes information that indicates Māori and whānau satisfaction
	
	· Promotes and provides for processes and practices that meet cultural requirements, such as: 
· use of whānau ora principles and philosophy

· use of Māori models of hauora

· resource allocation and prioritisation to reduce Māori health inequalities

· activities that measure the cultural effectiveness of performance and service delivery

· outcomes information that indicates Māori and whānau satisfaction

· measures to uphold the principles of the Treaty of Waitangi and apply them in organisational policy and practice, across service delivery
	

	· Understands that a disabled person and their whānau may use whenua, moana and ngahere in the support of whānau ora
	
	· Demonstrates knowledge of the use of whenua, moana and ngahere, when appropriate, in the support of whānau ora
	
	· Models use of and facilitates staff access to education about the use of whenua, moana and ngahere in the support of whānau ora
	
	· Promotes and provides for processes, practices and resources that facilitate knowledge about the use of whenua, moana and ngahere in the support of whānau ora
	

	· Demonstrates an understanding of the principles of tino rangatiratanga (self-determination) and mana motuhake (autonomy), and actively protects disabled people’s rights
· Respects the relationship between the government and tangata whenua, and upholds the principles of the Treaty of Waitangi
	
	· Recognises and actively supports the resourcefulness and capacity of disabled people and their whānau
	
	· Models use of and facilitates access to education about whānau ora principles and philosophy
	
	· Promotes and provides for processes, practices and resources that facilitate knowledge about whānau ora principles and philosophy
	

	Wairua

· Acknowledges differing spiritual practices, and understands that these unique perspectives contribute to the support of disabled people and whānau ora
	
	· Understands concepts and perceptions of Māori spirituality, and the role and function of Māori spiritual practices in the support of disabled people and whānau ora
	
	· Demonstrates understanding of, and facilitates staff access to, education about concepts and perceptions of Māori spirituality, and the role and function of Māori spiritual practices in the support of disabled people and whānau ora
	
	· Promotes and provides for resources that support:

· Māori-responsive interventions and processes to meet the wairua needs of disabled people, their whānau and staff

· staff access to kaumatua and kaimahi Māori to support whānau ora
	

	Taukiri tangata

· Acknowledges the importance of identity as Māori to the disabled person and the process of whānau ora

· Demonstrates knowledge and application of cultural safety and cultural competence in terms of working with Māori
	
	· Is aware of available kaupapa Māori interventions, and supports the choice of disabled people and their whānau to engage in Māori-responsive services and activities that optimise cultural linkages and whānau connectedness
	
	· Actively uses available kaupapa Māori interventions, and supports the choice of disabled people and their whānau to engage in Māori-responsive services and activities that optimise cultural linkages and whānau connectedness
	
	· Promotes and supports:

· interventions and services to emphasise cultural linkages and whanaungatanga in practice

· staff access to wananga and training that enhances their knowledge and understanding of taukiri tangata and its importance to relationships
	

	Manaaki

· Acknowledges the significance of hospitality, respect and kindness to the processes of engagement and whakamana, which contribute to whānau ora
	
	· Employs manaaki in hosting, working with and supporting disabled people and their whānau, including when working with community agencies and organisations. Examples of manaaki are working together with disabled people and their whānau in developing plans, and hosting disabled people and their whānau with respect and dignity
	
	· Models and actively promotes manaaki in all work with Māori
	
	· Promotes and supports: 

· understanding of manaaki and its significance when working with disabled people and their whānau
· the manaaki of the community that is being engaged with

· staff learning and professional development about applying manaaki in practice
	

	
	Comment

AGREED LEVEL:


	Working with families/whānau

	Essential level
	Capable level
	Enhanced level
	Leader level

	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)

	· Understands that a disabled person’s family/whānau may extend beyond traditional concepts of a family (such as the nuclear family)
· Understands that the definition of family may include people who the disabled person has chosen as family, rather than blood relatives
	
	· Respectfully engages with whoever the disabled person recognises as their family/whānau (and only with the disabled person’s permission)
	
	· Models best practice and facilitates staff education in relation to:
· whānau ora, and ways to enhance whānau capacity and engage meaningfully with Māori
· ways to ensure the recognition, support, and participation of families/whānau
· ways to foster effective relationships with whānau, hapū, iwi and communities, in order to support a disabled person’s wellbeing (as appropriate to role)
	
	· Develops robust service systems, based on current best practice and feedback mechanisms, that: 
· ensure the participation and support of families/whānau
· actively support whānau ora and enhance whānau capacity

· recognise and respond to the strengths and needs of families/whānau
· ensure specific provisions to identify and develop relationships with Māori
· Actively fosters and maintains relationships with whānau, hapū and iwi communities, to support disabled people’s wellbeing
	

	· Understands that Māori have processes that promote and support the establishment of relationships through kinship, genealogy, history and geographic location
	
	· Demonstrates respect for, and facilitates access for Māori, to processes that promote and support the establishment of relationships through kinship, genealogy, history and geographic location
	
	
	
	
	

	· Establishes a positive connection with families/whānau, as part of a thorough assessment process and planning
· Works with families/whānau in such a way that they feel heard, informed and supported
· Shares relevant information with families/whānau, while respecting the disabled person’s right to privacy
	
	· Is able to explain to families/whānau the options available to them and appropriate interventions

· Facilitates family/whānau:

· access to relevant information and resources

· input into and inclusion in the disabled person’s plans

· participation in effective family meetings
	
	· Models current best practice and facilitates staff education in relation to:

· the diverse options and latest interventions available

· the latest most-accessible information and resources

· disabled-person-led, and family/whānau-led planning

· knowledge about group dynamics and how this applies to effectively engaging with families/whānau
· ways to effectively engage communities, remain abreast of community developments, and tap into the resources available in communities
	
	· Promotes organisational systems, strategies, policies and processes, and ensures adequate resources are available to ensure:

· current best practice is used across the organisation

· diverse options and the latest interventions are available

· the latest information and appropriate resources are available

· the most effective processes to engage with communities and sustain effective relationships over time are used
	

	· Is aware of family/whānau perspectives, including relationship dynamics within families/whānau
· Identifies those who can provide support within the community, including hapū and iwi
	
	· Respectfully listens to and engages with family/whānau perspectives
· Demonstrates understanding of the dynamics of family/whānau relationships, and works accordingly with the disabled person

· Identifies those who can provide support within the community, including hapū and iwi, and connects families/whānau with them as appropriate
	
	
	
	
	

	
	Comment

AGREED LEVEL


	Working with communities

	Essential level
	Capable level
	Enhanced level
	Leader level

	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)

	· Understands how the disability system works and where their disability service fits within it
· Enables a disabled person to identify their community or communities of interest, and to develop or maintain connections with them
	
	· Demonstrates knowledge of the impact of current disability-related policies at the community level
	
	· Promotes understanding of, and facilitates staff and community education about, national and local disability-related policies
	
	· Ensures current disability-related policies at a national and local level are embedded in organisational systems, strategies, processes and practices
	

	· Recognises that disabled people live within a wider network of structures, such as family/whānau, hapū, iwi and broader Māori communities
	
	
	
	
	
	· Actively networks and collaborates across sectors, including, for example, with disability, education, whānau ora, health and social service providers, community agencies, local bodies and national organisations to ensure services are meeting the needs of disabled people
	

	· Demonstrates a comprehensive knowledge of community services, resources and organisations, and actively supports disabled people to use them
	
	· Forms effective working relationships with key support agencies in the community, including families/whānau, hapū and iwi
	
	· Models, promotes and facilitates access to education relating to a social model of disability, within services and communities, as appropriate
	
	· Actively promotes, supports and involves communities to understand a social model of disability
· Ensures a social model of disability is embedded in organisational systems, strategies, policies and practices
	

	· Understands and uses a social model of disability
	
	· Actively demonstrates understanding of a social model of disability
	
	· Models, promotes and facilitates staff access to education relating to a social model of disability
	
	· Provides appropriate resources to ensure ongoing staff education about a social model of disability
	

	
	Comment

AGREED LEVEL


	Challenging stigma and discrimination

	Essential level
	Capable level
	Enhanced level
	Leader level

	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)

	· Understands the impact of stigma and discrimination on disabled people, families/whānau, services and communities
· Understands and acknowledges the impact of language in relation to stigma and discrimination, and uses language that is non-judgemental and non-discriminatory
	
	· Actively demonstrates understanding of stigma and its impacts, and promotes non-discrimination in all areas of work
· Actively applies knowledge of the United Nations Convention on the Rights of Persons with Disabilities, the New Zealand Human Rights Act 1993, and the Health and Disability Commissioner’s Code of Rights, and challenges stigma and discrimination as part of everyday practice

· Promotes disabled people’s dignity, inherent value, and contribution to society, as part of everyday practice
	
	· Models and applies a comprehensive knowledge of, and promotes and ensures ongoing staff education and training in relation to, matters affecting disabled people’s human rights including:
· the Treaty of Waitangi
· the United Nations Convention on the Rights of Persons with Disabilities

· the New Zealand Human Rights Act 1993

· the Health and Disability Commissioner’s Code of Rights 

· stigma and discrimination, and its impacts on disabled people, their families/whānau and communities

· disabled people’s dignity, inherent value, and contribution to society

· the multiple intersections of discrimination relating to gender, ethnicity, age and sexual orientation
	
	· Ensures all organisational policies, systems, strategies and practices are non-discriminatory and consistent with:

· the Treaty of Waitangi
· the United Nations Convention on the Rights of Persons with Disabilities
· the New Zealand Human Rights Act 1993

· the Health and Disability Commissioner’s Code of Rights.
· Ensures adequate and ongoing resources are available for staff education and training in relation to non-discriminatory practice
	

	· Challenges stigma and discrimination, and promotes social inclusion and the dignity of disabled people, as part of everyday practice

· Understands the intersections of discrimination relating to gender, ethnicity, age and sexual orientation
	
	· Promotes disabled people’s dignity, inherent value, and contribution to society, as part of everyday practice 

· Demonstrates understanding and remains aware of the intersections of discrimination relating to gender, ethnicity, age and sexual orientation
	
	
	
	· Ensures that the organisational culture, including one’s own attitudes and behaviour, are non-discriminatory in all aspects of work, internally and externally
· Promotes understanding of disabled people’s dignity and inherent value to society, and promotes leadership by disabled people
	

	
	
	· Challenges others and uses strategies (that are role appropriate) to reduce stigma and discrimination, including promoting and facilitating social inclusion, and encouraging respect towards disabled people within services, families/whānau and communities
	
	· Promotes understanding of and models non-discriminatory attitudes, behaviour and practice in all areas of work
· Challenges and assists others to recognise stigma and discrimination
	
	· Ensures organisational policies, systems, strategies and practices reflect awareness of, and act to reduce the impact of, the multiple intersections of discrimination
· Uses strategies to raise awareness, and educates and supports services, families/whānau and communities to eliminate stigma and discrimination
	

	
	Comment

AGREED LEVEL


	Upholding law, policy and practice

	Essential level
	Capable level
	Enhanced level
	Leader level

	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)

	· Is familiar with and actively learns about ways to ensure the rights of disabled people and their families/whānau are upheld, in relation to:
· the human rights dimensions of the Treaty of Waitangi
· the general principles of the United Nations Convention on the Rights of Persons with Disabilities
· the United Nations Declaration on the rights of Indigenous Peoples
· the New Zealand Human Rights Act 1993, as it relates to disabled people

· the Health and Disability Commissioner’s Code of Rights
· the social model of disability

· whānau ora
	
	· Demonstrates understanding and adherence to the intent and implications of key conventions, declarations and legislation
· Demonstrates understanding of regulations, standards, codes, policy and practice relevant to work in disability

· Implements the Health and Disability Commissioner’s Code of Rights as routine practice, and demonstrates ethical decision-making in all work associated with disabled people and their families/whānau
	
	· Models application of, promotes to professional bodies, and facilitates staff education relating to, relevant conventions, declarations, standards, codes, policy and practice
· Promotes education about the importance of the Health and Disability Commissioner’s Code of Rights, and models ways staff can enable disabled people and their families/whānau to exercise their rights
	
	· Proactively and positively contributes to legislative change (nationally and internationally) and national policy development that reflects:

· the Treaty of Waitangi

· the United Nations Convention on the Rights of Persons with Disabilities

· the Human Rights Act 1993

· Health and Disability Commissioner’s Code of Rights

· the social model of disability
· whānau ora
· Creates organisational systems and a culture that reflects respect for the human rights and inherent dignity of disabled people

· Creates organisational systems and processes that ensure quick, safe and effective feedback and complaints processes
	

	· Is aware of policy, legislation and standards of practice that recognise the significance of te reo Māori, and Māori concepts, world views and models of practice (eg Te Whare Tapa Wha or Te Wheke) that are consistent with whānau ora
	
	· Understands health and disability policy, legislation and standards of practice that recognise te reo Māori, and Māori concepts, world views and models of practice that are consistent with whānau ora
	
	· Proactively demonstrates the principles of, and promotes staff education relating to, health and disability policy, legislation and standards of practice that recognise te reo Māori, and Māori concepts, world views and models of practice that are consistent with achieving whānau ora
	
	· Demonstrates organisational leadership, and provides appropriate resources, to ensure use of health and disability policy, legislation and standards of practice that recognise te reo Māori, and Māori concepts, world views and models of practice that are consistent with achieving whānau ora
	

	· Is aware of New Zealand Sign Language as an official language, and supports its use
· Supports and assists disabled people to exercise their rights
	
	
	
	
	
	
	

	
	Comment

AGREED LEVEL


	Maintaining professional and personal development

	Essential level
	Capable level
	Enhanced level
	Leader level

	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)
	Performance indicator
	Rating (C or ND)

	· Understands a disabled-person-driven approach and social model of disability
· Works in a team in a positive, respectful and effective way, by understanding team roles and accommodating different working styles
	
	· Actively demonstrates a disabled-person-driven approach and social model of disability

· Works in a positive and respectful way and facilitates collaborative working with other team members
	
	· Proactively models a disabled-person-driven approach and social model of disability

· Provides role clarity, and models collaborative working relationships
· Models and facilitates access to staff education relating to effective communication and meaningful engagement with others
	
	· Leads, resources and nurtures an organisational and team environment that:
· articulates a clear, disabled-person-focused vision for the service and a social model of disability

· provides role clarity (both individual and team)

· encourages synergy with others working in disability

· encourages cross-sector collaboration
	

	· Communicates effectively (eg verbally, in writing, when listening, using non-verbal communication, and using disability-specific methods) with a wide range of people
· Pronounces Māori names and words correctly and asks when unsure
	
	· Understands complex and multifaceted communication processes
	
	· Manages complex and multifaceted communication processes
	
	
	

	· Understands how research and evaluation can be of use to work in disability
· Gathers and uses information to inform decisions relevant to their role
	
	· Is familiar with current research and evaluation in the disability and related sectors

· Collects good-quality information and uses it in decision-making, with a focus on improving outcomes for disabled people
	
	· Understands research and evaluation, and the benefits of these to ensuring current best practice
· Actively seeks out information relevant to their role, to assist planning and quality improvement, with a focus on developing improved practices and processes to ensure quality outcomes for disabled people
	
	· Ensures that processes and activities are in place to guide research and evaluation that foster innovation and effective disabled-person-driven, outcomes-focused service delivery
· Uses information to assist planning and quality improvement, with a focus on improved quality outcomes for disabled people at a systemic level
	

	· Engages with colleagues to give and receive constructive feedback

· Understands and practises self-care
	
	· Participates in professional and personal development through feedback, supervision, appraisal and reflective practice
	
	· Models, and ensures practices and processes are used, that are conducive to a healthy workplace and team and organisational culture (as appropriate to the work context), whether working alone, in a team or in a large organisation
	
	· Creates a healthy workplace and organisational culture that encourages and supports the professional development of individuals and teams, as well as personal development
	

	· Reflects on own practice to identify strengths and needs
· Understands and engages in supervision

· Seeks and takes up learning opportunities
	
	· Supports colleagues to achieve goals and meet challenges
· Keeps up to date with changes in practice and participates in life-long learning
	
	· Provides coaching, support and constructive feedback, and challenges staff to enable them to reach their full potential

· Models current best practice and remains abreast of bicultural and international developments
	
	· Takes a leadership role, and ensures coaching, support and constructive feedback are given to staff at all levels, in order to enhance workforce quality, capacity and capability

· Ensures adequate resources are available for staff education and training
	

	
	Comment

AGREED LEVEL


Template 21: Self-assessment of seven Real Skills

In the following table, staff members rank each Real Skill from their strongest, to second strongest and so on, and provide reasons for these rankings. These rankings are useful for aggregating the team’s strengths and weaknesses. This process is also part of the online Assessment tool
	
	My strongest Real Skill is:

Reason:

	

	
	My second strongest Real Skill is:

Reason:
	My third strongest Real Skill is:

Reason:
	

	My fourth strongest Real Skill is:

Reason:
	My fifth strongest Real Skill is:

Reason:


	My sixth strongest Real Skill is:

Reason:
	My seventh strongest Real Skill is:

Reason:


Stage 14 – Prepare an individual development plan

Template 22: Individual development plan 

Following the completion of your self-assessment, please complete this individual development plan as a draft to discuss with your manager. The meeting to review you plan will occur within the first 3 months of your employment. It is up to you to set a time to meet, and this can be on-site or off-site. 

Discuss your suggested goals with colleagues and your manager, so that they can be finalised at your review meeting. It is recommended that you consider no more than two to three development goals.

Some suggested actions towards achieving goals could include:

· reading particular books
· watching particular DVDs
· accessing online resources
· attending courses
· observing other staff
· engaging in role plays
· carrying out case studies
· problem-solving by finding the root cause of the problem
· brainstorming
· role modelling new behaviour
· planning a small change
· handling and debriefing a tough situation
· researching information
· listing service-user needs
· doing a presentation to the team on an area that was not an area of expertise
· completing a short assignment in another unit or community organisation.
	Individual development plan 

	Name

Role

	Service
	Date

Review date

	Service and team goals

1. 

2.

3.

	Professional goals relating to achievement of professional competencies (if applicable)

1. 

2.

3.

	Seven Real Skills goals
	 Goal (taken from self-assessment)
	Manager comments

	Working with disabled people
	
	

	Working with Māori
	
	

	Working with families/whānau
	
	

	Working with communities
	
	

	Challenging stigma and discrimination
	
	

	Upholding law, policy and practice
	
	

	Maintaining professional and personal development 
	
	

	Signed (employee)
	
	Date
	

	Signed (manager)
	
	Date
	

	Signed (professional advisor, where applicable)
	______________________________                      

	Date


	_____________________



Stage 15 – Understand and address barriers to development
Template 23: Barriers to development
If an employee is not achieving their development goals, investigate whether there are any specific barriers to achievement. Typical barriers to development progress might include the following.

	Barriers to development 
	Yes/No
	Possible actions to remove barrier

	Access to appropriate supervision
	
	

	Access to appropriate staff
	
	

	Access to necessary technology, such as internet
	
	

	Access to formal training
	
	

	Access to a buddy, when starting
	
	

	Access to coaching
	
	

	Limited time available for development
	
	

	Limited opportunities in job to develop particular skill
	
	

	Employee lacks motivation
	
	

	Access to resources, such as funding
	
	

	Changes to tasks or objectives
	
	

	Organisational changes
	
	

	Does not buy in to organisational goals and values
	
	

	Low emotional commitment to organisation goals
	
	

	Limited support from colleagues or supervisor
	
	

	Other (specify)
	
	


Performance management and coaching
Stage 16 – Provide coaching and supervision

Template 24: Coaching and Let’s get real: Disability
Source: Adapted from The leadership training activity book (Hart, & Weidman, 2005)

This template is for coaches to use to generate ideas from the person receiving coaching before the coaching session.

Dear [insert employees name]
I would like to meet with you to discuss some of the following items on [day, date] at [time].

Your ideas and input are important to me. Please take time to think over your responses to the following questions before our meeting.

1. What do you believe is the most challenging part of your work in relation to Let’s get real: Disability?

2. What motivates you to apply Let’s get real: Disability?

3. What are the greatest obstacles to implementing Let’s get real: Disability for you?

4. What resources do you need, in order to apply Let’s get real: Disability, that you don’t have now?

5. What do you like best about your job? What do you like least?

6. What do you believe your Let’s get real: Disability strengths are?

7. What areas would you like to improve?

8. What can I do to make your job less frustrating and more satisfying?

9. What career goals would you like to be working toward?

Stage 17 – Undertake performance review

Template 25: Individual performance review
Once completed, this individual performance review will be kept on your personal file.

	Individual performance review 

	Name

Role

	Service
	Date of review

Review period

Manager or reviewer(s)



	Comment on the extent to which expected outcomes have been achieved 

Exceeded – E, met – M, partially met – P, not met – N
Service and team goals

1. 

2.

3.

	Comment on the extent to which expected outcomes have been achieved 

Exceeded – E, met – M, partially met – P, not met – N
Professional goals relating to achievement of professional competencies (if applicable)

1. 

2.

3.


	Seven Real Skills goals
	Goal (taken from self-assessment)
Can include specific LGR:D performance indicators
	Comment on the extent to which expected outcomes have been achieved 

Exceeded – E, met – M, partially met – P, not met – N
Completed comments (by manager)

	Working with disabled people
	
	

	Working with Māori
	
	

	Working with families/whānau
	
	

	Working with communities
	
	

	Challenging stigma and discrimination
	
	

	Upholding law, policy and practice
	
	

	Maintaining professional and personal development 
	
	

	Outstanding achievements during review period 
	
	

	Career aspirations 
(Please identify and discuss)
	
	

	Employee comments
	
	

	Date of next review
	
	Date
	

	Signed (employee)
	
	Date
	

	Signed (manager)
	
	Date
	

	Signed (professional advisor, where applicable)
	
	Date 


	


Stage 18 – Seek key stakeholder feedback

Template 26: Service feedback – stakeholders
Dear [insert name],
We would appreciate your feedback on the performance of [name of employee] over the past [enter time period]. 

Please provide feedback by rating the following skills, based on your observations of and contact with this employee.

Please return this form to [manager’s name] by [date].

This form is being sent to a range of people who interact with this employee. 

Your scores will remain anonymous and all scores will be aggregated before feedback to [employee name] takes place. The purpose of the review is to identify areas for learning and development, so please feel free to be candid and to provide examples of behaviours where appropriate.

Please find enclosed definitions for the seven Real Skills, which may help you in making your assessments.

Please tick the appropriate box for each skill to indicate whether the person you are rating:

· needs significant development

· needs some development

· is fully competent.

Please try to give an example to indicate why you have rated them this way.

Thank you for your feedback. 

[Manager’s name]

Seven Real Skills (please tick relevant level)

	Working with disabled people
☐ Needs significant development
☐ Needs some development
☐ Fully competent

	Example



	Working with Māori

☐ Needs significant development
☐ Needs some development
☐ Fully competent

	Example


	Working with families/whānau

☐ Needs significant development
☐ Needs some development
☐ Fully competent

	Example


	Working with communities

☐ Needs significant development
☐ Needs some development
☐ Fully competent

	Example


	Challenging stigma and discrimination

☐ Needs significant development
☐ Needs some development
☐ Fully competent

	Example


	Upholding law, policy and practice

☐ Needs significant development
☐ Needs some development
☐ Fully competent

	Example


	Maintaining professional and personal development

☐ Needs significant development
☐ Needs some development
☐ Fully competent

	Example



Template 27: Service feedback – manager’s summary
Once you have received feedback from the various stakeholders, summarise the feedback before meeting with the employee to discuss the findings. 
	
	
	Aggregated score 

(number of people scoring each rating)     

	Key development area
	Examples
	Needs significant development
	Needs some development
	Fully competent
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