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INTRODUCTORY EVALUATION

Introductory Evaluations for the first 90 days are necessary for three reasons:
= First, they are a requirement from accrediting bodies
= Almost all labor law requires some point at which you decide someone is to continue in employment.
= Finally and most importantly, they are a critical part of effective management of new personnel. Too
often, new employees start their job and, if there are no obvious problems, are forgotten. Introductory
evaluations are there to remind you to evaluate them at 90 days, and then to set terms for growth from
that point.

Some call the first 90 days of employment a “probationary” period, the recommended term is “introductory”.
Calling this term “probationary” implies an employment contract (refer to the section on policies and the MED U
course MGT 301 - Employment Law)

The purpose of this evaluation is to see how they have done, outline strengths and weaknesses and suggest
areas for improvement. Also, most in HR management would suggest that you set some measurable goals for
the next 90 days of employment after that initial 3 months of employment.

To create an Introductory Evaluation, open up an Individual Employee’s page. As a Super Manager, click on
VIEW EMPLOYEES and the list of all employees will come up.

VIEW. .. MED Supply Company
Job Descriptions Click on an employee to open for viewing and editing.

Del? |Employee Name Employee ID Joh Description Hire/Eval Date |Status

& |illy Johnson £998 Billing - Collections and 110082006 [Active
Managers Deenialz

@ Dolly Madison 4321 Respiratory Therapist- Vent  |10/7/2005 Active
Introductory Evaluations % |Doug Doug 5489 rehab tech 1 MA7006  |Active
Training Documents B |canWeems 1212 AAHR 10022006 |Active

& |olenn Close BEEE CER1 10/7/2005 Active
Coaching Documents

¥ |Han Dee Mann 2834 e e 100712005 |Active
Applause Documents @ James Doe an4n custormer service rep 10102006 Active
Disciplinary Actions & |Jane RT 15689 Respiratory Therapist-Yent  [10/05/2008  |Active

& |Jason Wainright 125 CER 1 1/30/2006 Active
Periodic Evaluations

& |JEYCEE MOORE 4506 BESCIRATDRVEERVOE  lnanzaons  |active
Annual Reviews G | lim Smith 1111 AMNTEINNA Artiva

As a Manager, simply enter your Manager’s Page for a listing of all of your employees to whom you have
access.

Welcome Pam Jones! What would you like to do today?

Employee Name Employee ID Job Description Hire Date Status
CER/Reimbursement ;
Mary.Jones 92364951491 Specialist 1173002005 |Active
illi - i .
Pam Tom 9872 Billing - Eollectinns and 11/20/2006 | Active
Denials
Tony Soprano 4444 Billing - Gollactions and 10712005 |Active
Denials
Uma Thutrman 9764 Reimbursement Specialist 111142006 |Active
William Shatner BTE26S Reimbursement Specialist 111142006 |Active
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Click on the name of the employee for whom you want to create this evaluation and their page comes up. Click

on create INTRODUCTORY EVALUATION.

CREATE...

Training Document

Coaching Document

Applause Document
Disciplinary Action

Periodic Evaluation

Annual Review Self-Evaluation
Annual Review

Introductory Evaluation

Actually, before you begin, if you created a TRAINING DOCUMENT for this employee, you will want to open
that document and see if they completed their required training. You can access that either from the
EMPLOYEE LOG or by clicking on VIEW TRAINING DOCUMENT. (For more on TRAINING DOCUMENTS,

review that chapter on this CD.)

View/ Frint Ful Empioyee Log

VIEW...

Training Documents

Coaching Documents

=
)
N

?|Date Log Entry (first 80 characters)

Applause Documents

11/302006  |Periodic Evaluation created by Pam Jones on 11730/2008

Disciplinary Actions

11292006 |[William was 2 hours late today - 2nd day this week

1172972006 | SIGMED JOB DESCRIFTION ATTACHED

Periodic Evaluations

11/01/2008  |Annual Review created by Pam Jones on 11/01/2008

Annual Reviews

10/29/2006  |Coaching Document created by Parm Jones on 10/29/2006

09/29/2006  |Applause Document created by Pam Jones on 8r28/2006

Introductory Evaluation

09/15/2006 |Disciplinary Action created by Pam Jones on 9/15/2006

0915/2008 |Introductory Evaluation created by Pam Jones on 941572006

Job Description

06 60| D) D DD | W @

06/26/2006  |Training Docurment Action created by Pam Jones on 6I26/2006

You will want to print that Training Document out and make certain that all of the training is complete. When

you open the INTRODUCTORY

EVALUATION, this is the form that will come

up. Note the very first question is on
Training Status. If the training is not
complete, then you would note what needs
to be completed in the field Incomplete
Training (and keep in mind that if there is
additional training that needs to done that

wasn't completed, you will want to put them
on a short leash to get it done. That should

be reflected in the Follow Up Date you
select)

Employee Name Job Title
William Shatner Reimbursement Specialist v
Department Manager
Biilling hd FParm Jones v
Employee ID Date
5
576869 11/29/2006 |

Training Status
Dt the wee satisfactorily te thelr training scheduie?

Fi
I not, what needs to be completed and when?
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Overview and Comments
The next key part is Overview and Comments. There are five questions we've placed in this field:
= Are they grasping their workflow?
= Are they asking good questions?
= Are they interacting with their team and within the company?
= Are they showing initiative?
= Are they reliable in attendance and punctuality?

You don't have to use these questions at all. However, let me tell you why they are in there. Itis actually very
difficult to effectively judge someone on their job tasks after just 90 days. There simply may be too much for
them to learn for you to fairly judge that. However, working with a group of HR experts, we agreed on the
questions above as being critical to that employee’s performance, plus being the kind that could and should be
answerable after 90 days. If you can answer positively to each of these, then you have a good potential
employee on your hands. If you answer no to all of them, no matter their product knowledge, you've got
problems ahead.

Ovendiew ald Comments

Enter any corments In the space pravided, Use the defgit questions as a starting point.

Are they grasping their workflow? ~
res, excellent job

Are they asking good gquestions?

Are they interacting well with their team and within the company?

Are they showing initiative?

Are they reliable in attendance and punctuality?? W

Continued Emplovinent?
W s ermployes continge Tn oly ermploy?

s v

Note the final critical element on this part of the page — Will this employee continue in our employ? The pull
down box offers the choice between yes or no.
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New Goals and/or Special Assignments

The next step is to create new goals or special assignments as the result of this evaluation. Most would
recommend that you create goals for the next 90 days, and follow up then. If you already know what goals you
want to set, then you simply type them in the empty field you see.  Or, if you want help from EmTrak, then you
can use our coaching suggestions, task by task. If you've already studied about COACHING DOCUMENTS,
then you recognize all of this.

Click on Click here for a list of coaching items based on this employee’s job description.

[ATETTI
- , - - EDUNIVERSITY
New Goals and/or Special Assigninents M ITY

IF ol choose, credte any pew ooals or special gssipnments. Ciick herg @ g iist of cogehing tems based on s
grmpioyes's foh descrintion.

Fronloves Cammants 734

EmTrak will bring up the tasks that you've assigned to this job description. Let's say that for William we want
him to focus on improving phone skills and wearing more professional attire. We will select those tasks. Place
a check besides those two, then click on the NEXT button.

[] Reimbursement Specialist -- Phone Skills

< Answer phones by the third ring, using all festures of the phone effectively and using "hold" only for shart times
and with good follovy up.

< Speak clearly and provide excellert customer service over the phone, through tone and style, assisting customers
directly when appropriste and st other times routing incoming calls to the appropriste member .

< Write dowen messages accurately of poltely direct callers to vaoice mail, when appropriste.

[] Reimbursement Specialist - Other Duties or Tasks may he assigned on an as-needed basis

< When necessary, provide assistance to others when workloads increase.
< Take intiative in finding ways to contribute to the organization.
< Be wilingly involved in cross training, when possible.

[] HME staff and Professional -- Professional Approach

< Dizplay on time stendance and dependability .

< Mairtain the company's image and reputation st the highest pozsible level.

< Conduct oneself in s professional and ethical manner at all time, including personal sppearance and appearance of
the warkplace.

< Mairtain & neat appearance. Wear a name badge az required or requested.
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A list of possible coaching suggestions will come up based on those tasks. In this case we want William to
focus on better using our phone system and then want some improvement in professional appearance. We
select those items, and then click on Insert Coaching Details.

Reimbursemenmt Specialist -- Phone Skills

O

O

** Target: Skilled use in the features of our phone system

Wark with supendsar and g skilfed employee to first nail down those fegtures of the phone that must be mastered,
such as transterring, bold, volce mall Once the st is complete, then work with that person to make sure every
element Is palled down and yoo are proficient In that skl Complete before the next review.

** Target: Excellent customer service on the phone

Take MED U Cowrse C5 102 — Telephone Courtesy and Customer Senvice and discuss critical elements with the
with supendsor, focKsing on how to answer the phone, haw to end a conversation and dealing with customer
proablems an the phone. If necessary, prepare scripts of how the phones will be answered, ete. By the next review,
the key Is to experiehce no proflems sich as the phone not being answered, Improper greetings ar endings, calls
drapped or customer complaints,

“HProductivity Goal
By the date poted below, we have agreed pon 8 goal where you will recelive and dociment an average of calls

pet dayweek/month.

HME Staff and Professional -- Professional Approach

** Target: Punctuality and dependability, every day
Came to ah agreement with vour siperisor that before the next review, you wiil have no more than one tirme igte In
reparting to work.

O Productivity Goal
By the date noted below, we have ggreed wpon & goal where you will be on Ume and present 100 percent of that time.

“HProductivity Goal
By the date noted below, yvou will have properly worn volr Uniforss or praper office gltire and name tag each work day
thronoh that date.

Insert Coac@g Details Close Window

They are placed in the Introductory Evaluation. Now, keep in mind that these are still fully editable. Perhaps
the statements inserted only get you 80% there. You can change words, delete sentences, anything you want.

Mew Goals amd v Special Assigmanents

I\1i:- NIVERSITY |

i wor choose, creale ary rew poais or spechal assipnments. COCK hera for & st of coaching Bems Dased on s

ampioves s job deacnphon

i_' Ta'[:]F!‘. Skilled use in the features of our phone system L

:'ﬁlunk wilh supervisor and 3 skilled employee 1o first nail down those features of the phone thal musl be
|miaslered, such as ransfaring, hold, voice mall. Cnea the st s complate, then work with hat parson to
!""'-3‘-'? sure every element Is nalled down and you are proficient in that shll. Complete before the next ot
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If any of these goals involved MED U courses, then click on EMAIL MED UNIVERSITY. That link will
automatically bring up your email mechanism on your computer. Simply copy and paste these goals into the
body of that email, email to us in the address provided, and we will follow through immediately with your

employee.

Goals & Action Plan

MED UNIVERSITY

Wehat is the purpose of this Coaching Dé?'er.lmenr? What goals oo ol have for the erployes? What is yvour task as
manager? Click here fo insert predefined coaching sugagestions based on cateqon,,

ake the MED U
proper procedur

** Target. Effective collection of all required documents
urse REM 102 — Reimbursement :
ith management. ] !
format, define needed improverments with manader, then follovy through before next review.

1>

d Documentation and ater completion, review the

Get the proce an paperin an e understandahle

|

12/05/2008 07:56 Phd

Gary Schwantz/MED Group

To |medu@medgroup.com

cc|

bee |

Subject |MEDU MNatification from EmTrak 3.1 - Fram Parn Jones of MED Supply Campany

Fam Jones
MED Supply Company{

WMEDI Admin. please sign up William Shatner (wshatner@medgroup.com) for the following courses:

** Target: Effective collection of all required documents
Take the MED U course REM 102 - Reimbursement and Documentation and after completion, review the proper procedures with management. Getthe
pracesses down on paper in an easily understandable farmat, define needed improvements with manager, then follow through hefare next review.

Follow-up Date and Introductory Evaluation Status

Next, set the Follow-
up Date (remember
our recommendation
that you normally
follow up 90 days
after an Introductory
Evaluation.) You will
get a reminder 7 days
before that date that
it's time to follow up.
Also, set the
Introductory
Evaluation Status to
Complete — that turns
off the email reminder
that an Introductory
Evaluation is due, but
you can still come
back in and edit.

Ninety days from now,

you may want to
come back into this
document, make

Continued Employiment?
L thls employee continge In oot ermploy?

[\.,tmu\lwksny

bt shoum he the focys c-ftms emp.l’o_l,-fee now?. 2k here for g fist of cogehing lerms based on this emaioyoo s
[0 descrphion.

** Target. Efficient flow offiles and recards ~
virork with the supervisar, the company's trainer, or a skilled peer to define the proper processes and

flow for files. Getthe processes down an paper in an easily understandatile farmat and discuss with B
manager, then follow thraugh before the nest revies. w

Eollowi-Up Date
lbse s wolicd vour ke to follow Np on this introductony evaivation?

m
02192007 L Todayis 11/29:2006

Introductory Evaluation Status
Wihat is the statns of this inbrodnctony evaluation?

Open hi
OEen
Sealed ature:

Reviewer Signature:

Review Date:
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some final comments, then note that it is SEALED - no longer editable. PRINT the evaluation out and discuss
it with your employee, making sure that he/she is clear on the next 90 days and future goals.

Completing the Introductory Evaluation

You printed out the Introductory Evaluation and have discussed it with your employee. Now it is 90 days later
and time to follow-up on goals you set. Simply click on this employee’s name on your Manager’s Page, then
you can either select the document in the Employee Log or click on VIEW > INTRODUCTORY EVALUATION.

View /Print Full Employee Log

VIEW...

Training Documents
Coaching Documents
Applause Documents
Disciplinary Actions
Periodic Evaluations

Del? |Date Log Entry {first 80 characters)

@ 12062006  |Applause Document created by Jim Srith on 1 206/2006

@ 11302006  |Periodic Evaluation created by Pam Jones on 1153002006

@ 1122006 |Williamwas 2 hours late today - 2nd day this week

@ 114202006  |& SIGNED JOB DESCRIPTION ATTACHED

@ 1101/2006  |Annual Review created by Pam Jones on 1 1401/2006

@ 1072972006 | Coaching Document created by Pa
Log Entry:

@ 08/29/2008  |Applause Document created by Pan  Enter comments in the space provided.

@ 084152006 | Disciplinary Action created by Parm J Intraductary Evaluation created by Pam Jones an 871492006

@ 0911 5/2006 |Introductory Evaluation created by P Original Document:

@ 0G/26/2006  |Training Document Action created b Ciick an the Jeon belaw to apen the ariginal dacument.
<

Annual Reviews

Introductory Evaluation

Job Description

The document is up. Now, click on Edit Introductory Evaluation on the upper left-hand side. That will bring up

the original document, but now you have the ability to change as needed and add comments.

Edit Introductory Evaluation

Return to Menu

Employee Name Job Title
William Shatner Reimbursement Specialist
Department Manager
Billing Fam Jones
Employee ID Date
BYEI6E9 11/29¢2008
FMAL
Goals and/or Special Assigninems 1 BB LR @ .
Wihat showid be the focus of this emploves now?. Click here for a list of cOaching items hased an this emploves's

fob description.

manadger, then fallow through before the next review,

12572006 1:95 PM All goals complete,

Follow-Up Date
Wehen would you ke to follow up on this introdoctory evaluation?

-
02119/2007 L0 Todayis 12/6:2006

Initroductory Evaluation Status
What is the status of this intraductory evaluation?

Complete

-

If the goals are all complete, then click
on the pencil icon and add your
comments to note that. Change the
Introductory Evaluation Status to
SEALED. You are done! Click NEXT.
You may choose to print two copies,
one for your employee and one for the
permanent files on that new employee.
Be reminded that if you scan in that
signed document, you can attach it
under THE EMPLOYEE LOG. Review
that chapter



