Spring View Hospital
Job Description/Performance and Competency Evaluation

SECTION I: Employee Information and Job Description

	Name:

EmpID:

Position Title: Cook / Baker

Job Code:  810

Department:
Food Services
	Manager/Director:  Director of Food Services



	Use of this Document: 

    ___  Job Description Approval

    ___  Job Description Acknowledgement

    ___  Annual Evaluation


	Review Period:   From:________   To:__________

Revision Date:  May 2015


Primary Duties and Responsibilities: The incumbent is to present for work in a timely manner, groomed professionally, and perform their job function in accordance with all Spring View Hospital standards of performance, policies and procedures.  Each employee is responsible for upholding the Spring View Hospital Values, namely: respect for every individual, delivery of quality service, constant pursuit of excellence and commitment to integrity.  In addition, each employee is responsible to abide by and uphold the Spring View Hospital Standards of Performance. 

The incumbent is to present for work in a timely manner, groomed professionally, and perform their job function in accordance with all Spring View Hospital standards, policies and procedures.  Each employee is responsible for upholding the Spring View Hospital Values, namely: respect for every individual, delivery of quality service, constant pursuit of excellence and commitment to integrity.  Prepare and cook/bakes a variety of food items according to established recipes.  Adjusts recipes as appropriate to meet customer’s nutritional and age-specific needs (neonate through geriatric).  Completes all assignments to meet established serving times.  Follows all safety and sanitation procedures to prevent food borne illness.
Minimum Qualifications: High school diploma or equivalent is preferred; however, must have ability to read, write, and communicate with others.  Two years’ previous large volume cooking experience is preferred.
Physical Requirements/Workplace Conditions:  Put “x” in box which applies for each action.

Frequency: N = Never (0%), O = Occasionally (1% - 33%), F = Frequently (34% - 66%), C = Continuously (67% - 100%)

	Action
	N
	O
	F
	C
	Action
	N
	O
	F
	C

	* Carrying
	
	
	X
	
	Walking
	
	X
	
	

	* Pushing
	
	X
	
	
	Balance
	
	X
	
	

	* Pulling
	
	X
	
	
	Half Kneeling
	
	X
	
	

	* Lifting
	
	X
	
	
	Crawling
	
	X
	
	

	Hazardous Materials Exposure (Chemical)
	X
	
	
	
	Elevated Work
	
	X
	
	

	Kneeling
	
	X
	
	
	Stair Climbing
	
	X
	
	

	Step Ladder
	
	X
	
	
	Climbing
	
	X
	
	

	Bio-Hazardous Materials Exposure (Bloodborne Pathogens)
	X
	
	
	
	Non-Climate Controlled Environmental Exposure
	X
	
	
	

	Crouching
	
	X
	
	
	Color Vision Required: _X_ Yes  __No

	*Weight Requirement: (What is maximum amount of pounds that will be pushed, pulled, lifted or carried?  

50 pounds
	Vision Requirements: (check if applicable): 

__ Near __ Far



Talking and hearing are required constantly for telephone calls, intercom calls, and monitoring patients and equipment.

Acknowledgement:
I have received a copy of the job description for this position and acknowledge that I meet the physical requirements.  I will perform to the best of my ability to meet the guidelines, expectations and standards listed herein.

Signature:_____________________________________________________________
              Date:______________

PERFORMANCE RATING CRITERIA (Used for Sections II and III)
1 = UNSATISFACTORY: Consistently falls short of performance standards. 

2 = OCCASIONALLY MEETS EXPECTATIONS – NEEDS IMPROVEMENT: Sometimes meets the performance standards.  Seldom exceeds and sometimes falls short of desired results. Lacks appropriate level of skills or is inexperienced/still learning the scope of the job. 

3 = MEETS EXPECTATIONS: Meets all relevant performance standards.  Seldom exceeds or falls short of desired results.

4 = EXCEEDS EXPECTATIONS: Consistently meets and sometimes exceeds all relevant performance standards.  Shows initiative and versatility, works collaboratively, has strong technical & interpersonal skills or has achieved significant improvement in these areas.

5 = EXCEPTIONAL: Consistently meets and often exceeds all relevant performance standards.  Provides leadership, fosters   teamwork, is highly productive, innovative, responsive and generates top quality work.  Active in industry-related professional and/or community groups.

SECTION II: Primary Job Behaviors 

	JOB BEHAVIOR CRITERIA
	RATING

	1. Manages time effectively and efficiently; produces work that is accurate, neat, and complete.  
	

	2. Performs well under stress and emergency situations.
	

	3. Solves problems and meets objectives before being asked or required to do so. communicates problems and opportunities for improvement to supervisor or others as appropriate.  Provides input and suggestions in a professional manner.
	

	4. Develops and maintains positive working relationships with others. Tries to help others when needed; responds to concerns from co-workers in a positive, friendly manner.
	

	5. Accepts change and learns new assignments quickly. 
	

	6. Serves as a resource person if asked and assists in orienting new employees.
	

	7. Demonstrates an attitude, communication style, and commitment to co-workers that reflects the value of ‘Respect For Every Individual’.
	

	8. Maintains the highest standards of privacy and confidentiality; constantly strives to ‘do the right thing’ in accordance with the ‘Commitment to Integrity’ value.
	

	9. Ensures the mission of ‘Delivery of Quality Service’ by promptly answering call lights (where applicable), working to eliminate unnecessary customer waiting, apologizing and updating family members/patients, and customers when there are delays; displays safety awareness at all times, and practices service recovery during times when we have failed to meet or exceed a customer’s expectations.
	

	10. Continuously strives for ‘Constant Pursuit of Excellence’ by maintaining a neat and professional appearance at all times, greeting customers with a warm and friendly smile, and ensuring facility and environmental appearance by picking up and disposing of any litter, cleaning up spills, and reporting all issues regarding facility appearance to the appropriate department.
	

	11. Communicates problems and opportunities for improvement to supervisor or others as appropriate.  Provides input and suggestions in a professional manner
	

	12. Demonstrates a proactive commitment to environmental and patient safety and reduction in medical errors.
	

	13. Complies with annual requirements for employment as defined by Spring View Hospital policy (licensing, annual education, etc.).
	

	14. Maintains confidentiality of patient and employee information. Shares information only in accordance with policy.
	5 if meets expectations or  1 if not

	15. Attends departmental staff meetings, in-service classes and committee meetings as assigned; must attend a minimum of 80% of departmental meetings.
	5 if meets expectations or  1 if not

	16. Actively demonstrates the AIDET component of ACKNOWLEDGING others when interacting with staff, physicians, patients, visitors and other customers.
	5 if meets expectations or  1 if not



	17. Actively demonstrates the AIDET component of INTRODUCING his/herself when interacting with staff, physicians, patients, visitors and other customers.
	5 if meets expectations or  1 if not



	18. Actively demonstrates the AIDET component of communicating DURATION (length of time with regard to procedures and requests) when interacting with staff, physicians, patients, visitors and other customers.
	5 if meets expectations or  1 if not

	19. Actively demonstrates the AIDET component of EXPLANATION of procedures and requests when interacting with staff, physicians, patients, visitors and other customers.
	5 if meets expectations or  1 if not



	20. Actively demonstrates the AIDET component of THANK YOU (thanking staff, physicians, patients, visitors and other customers) in general communication.
	5 if meets expectations or  1 if not



	    TOTAL RATING     (           NUMBER OF         =        AVERAGE      x     RELATIVE     =      PERFORMANCE 

            POINTS                      JOB FUNCTIONS                SCORE                    WEIGHT  
                 INDEX

   ______________                           20                          __________                     .50                        _________




COMMENTS:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

PLEASE NOTE: RATINGS OF 1 AND  5  REQUIRE WRITTEN COMMENTS AND SPECIFIC EXAMPLES OF PERFORMANCE NOTED IN THE COMMENTS SECTION ABOVE.  AN AVERAGE SCORE OF 2 OR LESS REQUIRES PLACEMENT OF THE EMPLOYEE ON A PERFORMANCE IMPROVEMENT PLAN.   AN AVERAGE SCORE BETWEEN 2.1 AND 3 MAY RESULT IN PLACEMENT OF THE EMPLOYEE ON A PERFORMANCE IMPROVEMENT PLAN.
SECTION III: Essential Job Functions and Performance Standards 

	Percentage of Time Spent Performing this Essential Function
	Job Functions
	RATING

(1-5)

	
	1. Prepares and cooks various food items according to established recipe.
	

	
	2. Adjusts recipes as appropriate to meet patient’s nutritional or age-specific needs as advised by dictation and manager.
	

	
	3. Completes all assignments to meet established serving times.
	

	
	4. Follows all safety and sanitation procedures to prevent food borne illness.
	

	
	5. Covers, labels, and dates all food supplies prior to storage.
	

	
	6. Prepares and covers leftovers using proper food handling procedures.
	

	
	7. Uses leftovers and/or surplus food items to prevent waste.
	

	
	8. Cooperates with all service areas to insure appropriate quantity and quality of food items.
	

	
	9. Maintains patient confidentiality and privacy.
	

	
	10. Ability to communicate effectively with patients, physicians, staff and visitors.
	

	
	11. Take temperatures of food on trayline prior to tray distribution.
	

	
	12. Serves correct portions to patients and/or cafeteria customers.
	

	
	13. Follows menus provided/makes changes only with the consent of the Food Services Manager/Dietitian.
	

	
	14. Completes daily cleaning assignments.
	

	
	15. Cleans/keeps refrigerators in order and maintains/dates all fresh items.
	

	
	16. Checks/records temperature of all refrigerator/freezers.
	

	
	17. Attends one educational development program/quarter.
	

	
	18. Understands and utilizes meal spreadsheet.
	

	
	19. Uses kitchen equipment according to procedure.
	

	
	20. Understands therapeutic diets and their components.
	

	      TOTAL RATING     (           NUMBER OF         =        AVERAGE      x     RELATIVE     =      PERFORMANCE 

            POINTS                      JOB FUNCTIONS                SCORE                    WEIGHT  
                 INDEX

   ______________                              20                         __________                    .50                        _________




COMMENTS:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

PLEASE NOTE: RATINGS OF 1 AND  5  REQUIRE WRITTEN COMMENTS AND SPECIFIC EXAMPLES OF PERFORMANCE NOTED IN THE COMMENTS SECTION ABOVE.  AN AVERAGE SCORE OF 2 OR LESS REQUIRES PLACEMENT OF THE EMPLOYEE ON A PERFORMANCE IMPROVEMENT PLAN.   AN AVERAGE SCORE BETWEEN 2.1 AND 3 MAY RESULT IN PLACEMENT OF THE EMPLOYEE ON A PERFORMANCE IMPROVEMENT PLAN.
SECTION IV: Unit/Department and Age Specific Competencies (Completed only if Unit/Department and/or age specific competencies are required for this position)

Unit/Department Specific Competencies: Were unit/department specific competencies met and documented on a Competency Assessment Sheet or a similar competency verification document maintained in departmental files?    

___ Yes   ___ No

Age Specific Competencies: Were age specific competencies met and documented on a Age Specific Competency Assessment Sheet or similar competency verification document maintained in departmental files?
___ Yes ___ No

SECTION V: Supervisor’s Overall Comments 

 Strengths and major accomplishments:  _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

 Areas for improvement: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

 SECTION VI: Goal Setting and Review 

 Results of previously set behavior and performance goals (selected from the transitional evaluation or last annual evaluation) for this evaluation period:  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Behavior and performance goals for next evaluation period: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ _________________________________________

SECTION VII: Employee Comments

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ ______________________________

SECTION VIII: Scoring Summary
	PERFORMANCE STANDARD
	PERFORMANCE INDEX

	Section II          
Job Behavior Criteria
	

	Section III        
Essential Job Functions
	

	TOTAL PERFORMANCE INDEX SCORE
	


SECTION IX: Signatures
	Employee:


	Date:

	Supervisor:


	Date:

	Manager/Director:


	Date:


Age Specific Annual Competency Assessment Sheet – PATIENT CAREGIVERS ONLY

	EMPLOYEE:
	
	EMPID:
	

	JOB TITLE:
	Cook / Baker
	DEPARTMENT:
	Food Services


	Standard:  

Demonstrates the minimum knowledge, skills and abilities for each patient population served.
	Age Specific Rating Level:

1 = UNSATISFACTORY: Consistently falls short of performance standards. 

2 = OCCASIONALLY MEETS EXPECTATIONS – NEEDS IMPROVEMENT: Sometimes meets the performance standards.  Seldom exceeds and sometimes falls short of desired results. Lacks appropriate level of skills or is inexperienced/still learning the scope of the job. 

3 = MEETS EXPECTATIONS: Meets all relevant performance standards.  Seldom exceeds or falls short of desired results.

4 = EXCEEDS EXPECTATIONS: Consistently meets and sometimes exceeds all relevant performance standards.  Shows initiative and versatility, works collaboratively, has strong technical & interpersonal skills or has achieved significant improvement in these areas. 

5 = EXCEPTIONAL: Consistently meets and often exceeds all relevant performance standards.  Provides leadership, fosters teamwork, is highly productive, innovative, responsive and generates top quality work.  

N/A = Does not perform patient care for that age population.
	Assessment  Method:

1. Demonstration

2. Post-test

3. Interview

4. Policy Knowledge

5. Chart Review 
	Legend for Age Specificity:

· Birth – 1 year = Neonate/Infant

· 1-12 years = Pediatric

· 12-18 years = Adolescent

· 18-65 = Adult

· 65 and older = Geriatric 

	
	Neonate/Infant
	Pediatric
	Adolescent
	Adult
	Geriatric

	                  Age Specific Criteria
	Rating

 1-5

or N/A
	Assessment

Method
	Rating

1 –5

or N/A
	Assessment Method
	Rating

1-5

or N/A
	 Assessment

Method
	Rating

1-5

or N/A
	Assessment

Method
	Rating

1-5

or N/A


	Assessment

Method

	1. Knowledge of growth and development:
	                 
	
	
	
	
	
	
	
	
	

	2. Ability to assess age specific data:
	
	
	
	
	
	
	
	
	
	

	3. Ability to interpret age specific data:
	        
	
	
	
	
	
	
	
	
	

	4. Ability to provide age specific care:
	
	
	
	
	
	
	
	
	
	

	5. Possesses communication skill necessary to interpret age specific response to treatment:
	                                           
	
	
	
	
	
	
	
	
	

	6. Ability to involve patient/family/ significant other in decision making related to plan of care:
	
	
	
	
	
	
	
	
	
	

	7. Understands the range of treatment needed by specific age group:
	
	
	
	
	
	
	
	
	
	

	8. Ability to modify interview technique to assess/identify physical, psychosocial, and educational needs:
	
	
	
	
	
	
	
	
	
	


Note: A rating level of 3 is required for each age specific criteria in order to meet the minimum annual competency requirement.

Unit/Department Annual Competency Assessment Sheet – All Employees

	EMPLOYEE:
	
	EMPID:
	

	JOB TITLE:
	Cook / Baker
	DEPARTMENT:
	Food Services


	Standard:

Specific skills and  knowledge

required to perform  the job

based on established criteria.


	Proficiency Level:

1.  No experience or understanding

2.  Understanding of skill/concept but no experience

3.  Some experience (may require practical assistance)

4.  Competent and can perform independently

5.  Competent, performs independently and able to 

     assess competency of others


	Learning Options:
1.  Review  policy

2.  Practice with supervision

3.  Review  video

4.  Other (specify)

5.  None  required
	Assessment Method:

1.     Demonstration

2.      Post-Test

3. Interview

4. Policy Knowledge

5. Chart Review

	Task


	Initial Assessment

(Level of Proficiency)
	Validated

By
	Date
	Selected

Learning

Option
	Follow-up Assessment

(Level of Proficiency)
	Assessment

Method
	Validated

By
	Date

	
	1
	2
	3
	4
	5
	
	
	
	1
	2
	3
	4
	5
	
	
	

	1. Knowledge of kitchen equipement uses and procedures.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Able to work independently of others.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Understanding of recipe procedures, quantity guidelines.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4. Knowledge of therapeutic diets and their components.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5. Knowledge of proper sanitation procedures.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6. Knowledge of Health Department and Food Code regulations.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Note: A minimum proficiency level of 3 must be attained for each listed standard to meet the annual unit/department competency requirement.

