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PERSONNEL 1SO 15189

5.1

Laboratory staff

How many high level laboratory staff has the Lab
How many laboratory technician has the Lab
How many janitors (cleaning staff) has the Lab
What is the total of the staff in the Lab

Are there adequate staff resources to undertake the work required

Policy
Is the head of Lab appropriately qualified

Is personnel qualification specified

Are the persons who have access to the confidential Lab data defined

Personnel quality improvement

Are the personnel trained in quality insurance
Is ongoing personnel training implemented
Does the Lab organise decision processes and liabilities

Are CV and training records of all Lab personnel documented
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QMS16 CLSI guideline 2015

Laboratory Personnel Management

|\
Clinical and Laboratory Standards Institute document QMS16—Laboratory

Personnel Management provides guidance for processes involved in managing
personnel resources such as personnel qualifications, preparation

and maintenance of effective job descriptions, introduction
of new personnel to the laboratory organization, continuing
education, professional development, and contents of
personnel records.

This guideline focuses on how to meet regulatory and accreditation
requirements for personnel.



1.

2.
3.

8.
9.

Objectives of HRIM

To help the organization reach its goal

To employ the skills and abilities of the workforce efficiently

To provide the organization with well trained & well motivated
employees

To increase employees job satisfaction and self actualization
(stimulate employees to realize their potential)

To develop & maintain a quality of work life.

Wurk@ufe
To communicate HR policies to all employees. z

To be ethically & socially responsive to the needs of the
society(ensuring compliance with legal & ethical standards)

To provide an opportunity for expression & voice in management
To provide fair, acceptable & efficient leadership

10. To establish sound organizational structure & desirable working

relationships.



Importance of HRM

Increase productivity & profits

Improve job satisfaction

Enhance standard of living

. Generate employment
opportunity

10.Greater trust & respect

1. Attract & retain talent
2. Train people for challenging roles
3. Develop skills & competencies
4. Promote team spirit
GOOD HR 5. Develop loyalty & commitment
PRACTICES HELPS 6.
/.
8.
9

A
.




Qualities of HR Manager _ mau®

Henry fayol categorized as

a) Physical- health, vigor (energy, strength), address

b) Mental- ability to understand, learn, judge & adaptable
c) Moral —firmness, responsible, initiative, loyal, dignity (self
respect)

d) Educational- subject knowledge about function performed
e) Technical- peculiar knowledge on function

f) Experience — arising from work proper.
OTHERS:

honesty & integrity, patience, good leader,
socially responsible, good communicator,

courteous (well mannered)




1.
Z;
3.
4.

4

Emerging issues in HRM ;
Future of HRM: influencing factors

Increase in size of workforce-additional demands for better pay, benefits
& working conditions.

Cnmpﬂsitinn of workforce- The raising percentage of women in workforce,
demand for equal pay, gender inequality

Employees expectations-as workers are better educated, more demanding,
voice strong- financial & non financial demands is ever growing & expanding.

Changes in tEChﬁ0|Ugy- increase in automation, modernization &

computerization. Employees must update their knowledge & skills constantly.
This will necessitate constant training at all levels.

Life style cha NEES- people are ready to change jobs, shift locations, start
up companies & even experiment with untested ideas.

Environmental challenges- privatization efforts in India will gather
momentum . Burden of training & retraining falls on the shoulder of HR manager.
Reserved categories, minorities will lose importance during selection of
employees.

Personnel Function-Job redesign, career opportunity, Productivity,
reward, safety and welfare, Talent hunting, developing & retaining, Lean & mean
mg (good bye to old employees), labour relation, Health care benefits



Human Resources Management Function

Management Business Process
(sub-functions)

Plan Recruit

Determining how human resources

will be used to achieve goals and Selecting, deploying,

ke evaluating human resources
objectives
N
Measure Develop
Developing the knowledge and
(Performance) capabilities of human resources
Evaluating the Human Resource
Management function

Retain

Retaining human resources



Personnel Management
(Chapter 2)

Human Resources Management (Subchapter 2.1)

Preemployment Emplayment and Employee End of Employment

Performance Development .
(Subchapter 2.2) (Subchapter 2.3) (subchapter 2.4) (Subchapter 2.5)

Staffing Plan Hiring Continuing Education Employee Exit
(Subchapter 2.2.1) (Subchapter 2.3.1) (Subchapter 2.4.1) (Subchapter 2.5.1)

Job Creation lob Introduction Program Professional Development Exit Interview Meeting
(Subchapter 2.2.2) (Subchapter 2.3.2) (Subchapter 2.4.2) (Subchapter 2.5.2)

lob Qualifications Training Retention Employee Exit Records
(Subchapter 2.2.3) (Subchapter 2.3.3) (Subchapter 2.4.3) (Subchapter 2.5.3)

Job Descriptions Competence Assessment Succession Planning
(Subchapter 2.2.4) (Subchapter 2.3.4) (Subchapter 2.4.4)

Recruitment Performance Management
(Subchapter 2.2.5) (Subchapter 2.3.5)

Interview Disciplinary Action
(subchapter 2.2.6) (Subchapter 2.3.6)

Selection
(Subchapter 2.2.7)



Preemployment Management

(Subchapter 2.2)

Stafming Plan Job Creation
(Subchapter 2.2.1) (Subchapter 2.2.2)

Process

kdentify mecessany
job position

Develop core technical
and behavioral
competencies

Activities

Establish
staifing plans

Records

Job Qualifications
(Subchapter 2.2.3)

De=terrrine neseded
fiormial education

Determine licensune,
certification, and
registration

Determine needed
skills, training, and
expeTience

Job Descriptions Recruitment Interview Sedection
(Subchapter 2.2.4) (Subchapter 2.2.5) {Subchapter 2.2.6) (Subchapter 2.2.7)

Develop job description i Track and assess Select imidviduals
specfying duties and i iti applicani=s fior hire
responsibilities

Verify eligibility of
applicants feducation
and certification)

Job posting
announcement

Figure 3. Personnel Timeline—Preemployment Management. Preemployment management involves the processes,
activities, and tasks established by the organization’s HR function and used by laboratory management to identify and

hire individuals for work positions within the laboratory.




Recruitment
* Acc to Edwin B.Flippo defined recruitment as
“the process of searching for prospective

employees and stimulating them to apply for jobs
in the organization”

The Recruitment Process

- : Job
Stage One | Description :
Define R “Job
. Requirements % Specification
¥ . ——
Stage Two Sob
Attract Potential ——____ Advertising o
Employees P
I B
Stage Three Job Interview
Select Right — [ | ¥ - ‘ * * ' iil

People f "_'_{"]&Eimy Tests



Staffing Plan

» It is important to periodically evaluate the personnel levels and capabilities of employees
to ensure staffing remains adequate and aligned with the aboratory’s operational and
quality goals. When the laboratory experiences or anticipates a major operational
change, such as a merger or significant change in the volume or type of examinations,




Staffing Inventory list

iNnventory should be conducted and redefined. A stathing inventory3?! is also
useful in succession planning and can be conducted by:

> ldentifying the numbers and types of personnel that vwill be needed,
both short term and long term, to implement plans effectively
(including how personnel should be organized and deployed)

ldentifying the personnel resources currently available

vy

Projecting the “"supply” of talent available at the point in the future
for which requirements have been defined (eg, factoring in the
effects of turnover, retirements, planned movement)

> ldentifying differences betvween anticipated demand and
forecasted supply

> ldentifying core competencies for nevw or emerging technologies
and periodic review of core competencies for existing functions

 Developing and implementing plans and actions needed to close
talent gaps and eliminate surpluses

A stathing to workload calculation worksheet is a tool to calculate and

i eor—t ey el ey remle Fv=acemed o vl lis = e A ey o s 2



Takls Z. Laboratory O peraticnal Charactenstrs arnsd mpact on Creaton of Lalboratory lolbs

s i e el = Sl Bt g . w ot g g e g
Infermational, naticnal, = Licenses or certifacation by national or local gpowvermirreende
regulatony. or accreditatsan - Accreditation standards
recyuirermerts ) . -

= Limion or collectie:e bangaining agreserments
= Tramirnge and CF reguiremments .:-'Ii'l:i-ill amd -::l-nE-::l-lnE]

Size amnsd orpaniathornal = Fumiber of |laboratory sectiomns or departrresat=s

struscture of laboratory Te=ting per=ormme] meeded, 5=, specalists or seneralist=

Twpe o organizatihon hieranchy strechurs — many or fewer manaperial levels
= FEatio of mamassers amnd supervicors o empboyee=

Specialihy disciplines = Aureas i swhiiach unegues trainime ansd sducation ars regquired, such as-
— Aunatormec patfecbogy (incleding histopathobogy and optopatbeology)
— Aolsrular patisolooy

— e =

— Histooommpatibbility testinge

— ckoitesd reprrociucitive Teckhhireodogsy
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Elements of a Job
Description Contents of a Job Description

Job title

= Mame of the position

Organizational relationships

= Reporting and accountability of the specific position to organization, managers, peers,
other health care workers, patients, and regulatory agencies (as needed)

lob responsibilities and tasks

= Soope

- Roles

- Technical and behavioral competencies
- Principal responsibilities

= Specific job work processes, tasks, competencies, duties, or functions (may be in order
of priority)

Minimum qualification
reguirements

= Education (ie, formal schooling with any needed degree level)
= Any required national, regional, or local license or registration
- Any needed professional credentials or certifications

= Technical competencies

- Any required skills {eg, technical, computer)

= Years and type(s) of experience

Preferred skills and
behawviors

« Desired skills (eg. management, communication, computer, teaching, research,
administrative, technical abilities)

- Desired behaviors and attitudes (eg, pood communication, teameork)

Physical requirements

= Phiysical abilities needed to do the job (eg, ability to stand for prolonged periods, lift, or
bend)

= Any requirements for safety and accommodation under national or local requirerments

Work environmeent

- Type of laboratory
- Potential hazards or disagreeable conditions

Status

«Wage or salary grade or level
- Whether the position is unionized or nonunionized

Personnel development

- Expectations for CE and/for training for each role and responsibility




ample Job Description

This job description template contains essential information for defining a job and can be modified as needed.

Organization and Laboratory Name

Job Title: Job Category:

Department Name: Job Code ID #:

Status: Hours of Work:

Salary Range: Position Type: | (eg, full-time, part-time, job share, contract,
intern)

ORGANIZATIONAL STRUCTURE:

Indicate expected communications, relationship, and collaborations with other positions/departments specific to this job
position (eg, peers, managers, organization, other health care workers, patients, requlatory bodies).

Reports to:
Supervises If Yes, # of

Y N ’
Personnel: = ° Direct Reports:

Direct Reports:

List job titles and number of direct reports:

Job Title:

# Employees:




Direct Reports: List job titles and number of direct reports:
Job Title: # Employees:
SRS TE Internal contacts? Yes No External contacts? Yes No
If yes, please list major contacts (eg, peers, other supervisors/managers, personnel in other
departments) this job position interacts with and types of communication (eg, reporting of
examination results, project collaboration, advising).
Contact With (list positions): Type of Communication:
JOB QUALIFICATIONS:
Indicate required and/or preferred qualifications for this job position.
Education: Indicate required andy/or preferred educational background required for this job position.

If job-related experience can be substituted for education, please indicate (eg, Associate’s Degree, 5
years of related experience).

Degree: Major:




LI .

L

LICENSE/CERTIFICATION/REGISTRATION:

Indicate required and/or preferred license, certification, and/or registration for this job position.

B Required Preferred Not Applicable
Lzsc Required Preferred Not Applicable
Certification:

Type of . .
Reiistration: Required Preferred Not Applicable
EMPLOYEE DEVELOPMENT:

Indicate employee development and/or training requirements specific to this job position.

Training: Required Preferred Not Applicable
E::::’:‘c;:g Required Preferred Not Applicable
JOB DESCRIPTION:

Describe responsibilities/tasks (ie, technical and nontechnical) and competencies, skills, and key behaviors expected in this
Job position.

Job » Responsibility 1:

Responsibilities:

- Responsibility 2:
» Responsibility 3:

« List additional responsibilities for this job, as needed.




PHYSICAL REQUIREMENTS AND WORK ENVIRONMENT:

Physical Describe any physical demands/requirements, including types and frequency, associated with this
Requirements: Job position (eg, heavy lifting, standing for long periods of time).

Work Environment: | Describe related working conditions (including disagreeable conditions or potential hazards in
working environment).

Reviewed by: Date:
Approved by: Date:
Last updated by: Date:

Page 2 of 2

Abbreviation: ID, identification.




Interview process \

AN organized, vwell-prepared intervieww process helps the intervievwer
objectively differentiate among candidates to identify the best qualified
candidate most likely to be successtul in the position. The organization may
hawve structured processes for conducting interviewws, or interviewers may
Nneed to develop their ovwn processes. Many publications are available to
assist in developing strategic questions and effective interview techniques.

AN intervieww usually consists of:

I:I AnNnopening or greeting period to put the candidate at ease and
set the tone for the intervieww

I:I A description of the intervieww process
I:I AN intervievw question and answvwer period

I:I Information about the job

I:I A closing period for clarification of gathered information, a

chance for the candidate to ask questions, and an explanation
of next steps 1IN the process

I:I AN evaluation of the candidate by the intervievwer or intervieww
team



J I

KINDS OF INTERVIEW m = Fu

Preliminary interview- screening of applicants this afford him
freedom to decide whether the job will suit him.

The non directive interview- recruiter asks questions that comes
to mind. This allows applicant to talk freely.

The directive or structured interview- recruiters use
predetermined set of questions & comparison are made among applicants.

The situational interview- Applicant is given a hypothetical

(imaginary) incident and asked to respond to it W -
. . & -Jh_r
ThE bEhEVIGI’E! INterview-focuses on actual TR T S~

work incidents. The applicant must reveal what he/she do in given situation.

Stress interview- Interviewer attempts to find out how applicant
respond to aggressive, embarrassing, rude & insulting questions.

Panel interview- the applicant meets 3-5 interviewers who takes
turns in asking questions. The panel members can ask new & incisive
(penetrating) question based on their expertise & experience and elicit
(draw out) deeper & meaningful responses from candidates.
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SELECTION STEPS- series of hurdles

 Reception-(a co. create favorable impression from stage of

reception

* Screening Interview-(Preliminary interview cuts the cost, allow
only eligible candidates to go through further stages)

M e Application Blank- (brief history sheet of employees background)

= ~

e Selection Tests-1.Intelligent test 2. Aptitude, 3.Personality
4.Achievement Tests 5. Simulation test 6.Assessment centre 7.
Graphology test 8. Polygraph (lie detector) 9.Integrity test =

F

e Selection Interview- oral examination

&

& * Medical Examination- reveals Physical fitness

e Reference checks-personnel department check applicants
previous job performance through references given. ]

e Hiring Decision- final decision whether to select or reject a candidate.




SELECTION TEST

1.Intelligent test [mental ability]- numerical ability
2. Aptitude tests[potential to learn skills]- mathematical
3.Personality tests-
(a)Projective tests[interpret problem],
(b)Interest tests[idea to know peoples area of interest],
( c)Preference test[people differ in preference for achievement]
4.Achievement Tests| proficiency know-how test]-short hand
5. Simulation test[assess potential of employees by making them solve problem]
6.Assessment centre[in a separate room employees are assessed through multiple
assessors]
(a)The in-basket [candidates are asked to act in limited periods with the files & notes
given]
(b)Leaderless group discussion[to examine interaction as a group] e
(c JBusiness game[how to advertise, market, penetrate market] N 5
(d)Individual presentation[ plan, organize on assigned topic] z {
(e)Structured Interview|[series of questions aimed at participant] ’

7. Graphology test[to examine lines, trend , curves understanding ability, flourishes
persons handwriting and emotional make-up |

8. Polygraph (lie detector)- [rubber tube around chest , arms , fingers to examine physical
changes, blood pressure etc. This establishes truth about applicants behavior]

9.Integrity test — measure employees honesty. By asking more “yes” or “No” questions




-Analytical ability: Small Handwriting and angles in the letters 'm’ and ‘w’

‘Dynamism: Clear and Big initials in Signature

-Precision: Perfect o and i dotting

‘Enthusiasm: High and long't' bar, heavy pressure handwriting

Patience & Self Control: Well compressed't’ bar, medium speed handwriting, Stable handwriting size,
Clear (Readable) signature

‘Responsible: Starting strokes in the letter S, High t bar, Clear signature

‘Organisational abilities: Balanced and well-formed loops in the letter 'f

-Loyalty: Clear Signature, high t bar,

-Self-starters: high T bars, Big initial Signature
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ERRORS IN INTERVIEWING

The Halo effect- The interview should assess the

whole of candidate’s personality and should not be led
away by any one trait or achievement.

Leniency (mercy)- When a candidate is rated by 2

raters, their rating may be different. One with high score &
other with low score which results in error.

Projection- interviewer expects his own qualities , skills,

opinions, values as he resembles his age , voice &
background.

Stereotyping- This error arises when interviewer have

already forms mental association between particular
community, culture, origin. This is an undesirable quality of
an interviewer.



Hiring
(subchapter 2.3.1)

Personnel

file to inchude-

= Application reconds

= Verification of
qualifecations

+ Bduscation

= Experience

= Preem ployrnent
torauimi meg

= Rocord of dale

Job imtroduction

Program
(Subchapter 2.3.2)

Create job introduction
to orient staff to-
= Dvganization
= Laboralory

Estabdish stalf
corrumumicalion process.
within the organirabion

Estabdish staff
Cormimunication process
within the laboratory

Emiployee hamd ook
and job introduciion
records

Employment and Performance Management
(Subchapter 2.3)

Training
(subchapter 2.3.3)

Creatbe traiming program
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= bob processes amd
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Perfiornn imitial
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Assessment

(subchapter 2.3.4)

coHmipetence by
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ol LesL
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+ Reviewing work
oo s

= Direct observation
of maintenance

+ Performing
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material
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skills

Comipetence
asseccent records

Perfomance
Management
(subchapter 2.3.5)

Disciplinary Action
(subchapter 2.3.6)

Ewsalunate airud

documenlt performanoe

Provide onpoing
coaching and fesdback
for skaff goal
development

Performanoe
manapgement reconds




Table 4. Examples of Possible Job Introduction Topics

Topic
Personne| imtroductions

Conmbent
= Introductions to coworkers and other selected staff new personnel need to know

Laboratory terminology

= Any particular terms or phrases used that may be unigue to this laboratory

Alrtendance

« Documentation of attendance (time cards, computerized attendance systemns,
records)

- Lise of sick time, vacation time, personal time, and requests for time off
» Break periods during the work day

Dress requirerments

= Required uniforms, dothing, and/for laboratory coats
= Footwear

- Personal grooming (hair, beards, use of perfume or cologne)

Ergonomics

- Llse of ergonomic eguipment {(eg, chairs, laboratory pipettors)
= Procedure for requesting ergonomic equipment

Facility communications

= Use of telephone and other commmunications systems
= Rules regarding cell phone use during work

Computer systems

= Laboratory information systerm and relationship to other organizational information
systems. NOTE: Providing instructions for how to use the information system(s) is part
of computer system training.

- Lise of e-mail (restrictions, personal use, and limitations)

= Internet usage (restrictions, personal use, and limitations)

Seourity and privacy

= Regulatory and/for laboratory policies on protecting patient confhdentiality and
information

= Lse of computer disks and other rermovable memory devices (eg. “thumb™ or “flash™
drives)

- Remowval of any data or information from the laboratory

= Security and privacy of organization, laboratory, patient, customer, and personal
information

- Data encryption polides, processes, and procedures
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Appendix F. Job Training Checklist for Non—Path
WWorkflow Actiwvities
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Appendix F. (Continued)

Computers

Use of laboratory information system

Other relevant computer systems and applications used in job
position

Personal computer applications (eg, log-on/-off procedures, use of
e-mail, password protections)

Online laboratory documents/forms

Security and privacy of information

Confidentiality of protected health information

Ongoing computer or information management training
requirements

Compliance

Medical necessity requirements (where applicable)

Charging and billing fraud and abuse reporting

Billing-related responsibilities

Ongoing compliance training requirements




Table 6. Components of a Laboratory Training Program (see CLSI document QMS035)
Type of Employment

Training Contents

Quality » Code of ethics

« Professional rules of conduct

- Scientific rules of conduct

- Laboratory’s QMS

» Quality manual

- Quality policy

- QMS responsibilities

« Laboratory’s path of workflow

« QC program, as relevant to work areas

- Quality objectives and related measurements
- Proficiency testing

- Accreditation program(s) participation

- Nonconforming event management program

« Complaint management program

« Customer service program




Table 6. (Continued)
Type of Employment

Training Contents

Safety - General (laboratory floor plan; locations of eye wash stations, safety showers, and
other safety equipment)

- Environmental health and safety (Emergency and Disaster Response Plan, emergency
contact list for the laboratory)

- Fire safety (locations of emergency exits, evacuation routes, fire alarm pull stations,
and fire extinguishers; location outside the fadility where personnel should report
in the event of an emergency evacuation; procedure for calling in a fire event to
appropriate authorities)

- Accident reporting
- Biological hazards (eg, infection control processes and procedures)

- Chemical hygiene program (eg, safety data sheets, chemical storage, safety cabinets,
handling and storage of gas cylinders, use of chemical fume hoods)

- Hazardous waste disposal
- Radiation safety, as applicable
- Emergency preparedness and management

- Decontamination procedures (location of materials for decontamination,
decontamination and spill cleanup procedure, who to notify in event of a spill)

- PPE (issue of uniforms and/or laboratory coats, procedure for handling and cleaning of
uniforms or laboratory coats, eye and hearing protection)

« Use of engineering controls (eg, safety hoods)
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Customer focus

+ Assessing customer satisfaction

+ Responding to customer feedback

Work processes and + Processes in the path of workflow in which the employee works (including
procedures preexamination, examination, postexamination), and quality management
+ Procedures performed
» Confidentiality of protected health information
Computer systems » Organization-wide system (eg, electronic health record)

+ Laboratory’s computer system

+ Information services system (eg, e-mail, scheduling, word processing, spreadsheets,
database)

+ Intranet and Internet usage (restrictions of use)
» Online documents

» Other computer applications used in the job (eg, documentation of training, CE,
competence assessment)

+ Use of external memory devices such as “flash” drives and CDs/DVDs

+ Security and privacy of information (eg, removal of data from the laboratory, regulatory
and/or laboratory policies on protecting patient confidentiality and information)




A B
.3.4 Competence Assessment

A laboratory’s QMS relies on effective training to ensure personnel
performance results in consistent, predictable, and high-quality outcomes
in the delivery of health services. Laboratory management needs to ensure

training is successful and personnel are competent to perform required
duties.

Training and competence assessment are separate and distinct personnel
management activities. Competence assessment is the process of verifying
that the information, knowledge, and skills gained from training are
applied by the employee to the work performed.

Competence assessment is also distinguished from an organization’s
periodic performance evaluation process, which is usually conducted in
conjunction with the organization’'s HR department or function. However,
competence assessment outcomes may be included as a component of an
organization’'s performance evaluation.

Laboratory management should define the processes for initial and
ongoing competence assessment. International, national, regulatory,
or accreditation requirements may specify competence assessment
requirements, including methods of assessment and periodic revieww.



» Direct observation of
employee’s performance of
duties, including observation
for compliance with
approved procedures and
safety practices

» Monitoring the recording
and reporting of examination
results

» Review of intermediate
examination records,
worksheets, QC, and

preventive maintenance

Methods of verifying competence in the laboratory should include
but are not limited to:

» Direct observation of

performance of instrument
maintenance function checks

» Assessment of performing

examinations through
testing of previously
analyzed specimens, internal
blind samples, or previously
tested external proficiency
testing samples

» Assessment of problem-

solving skills
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Appendix G3. Competence Assessment

COAPETENCE A SSESSMEMNT

Emploeess MNErme=- CeemErtrmerTt:

Postham Tt Persommes] 10D

IMNETRMCTHOMS: This form 1= deslgned o assist In docwmentng assessmertt of an employess cormipetenos. The

coim petence of persornmel shall b= ewaluatesd fior Sll tasks for whiich the eamploses = responsibe. sethods o ewvasuate
amploysss com petence Include, bt ars not mised to-

CDires—t observation of employes's performance of duties

Cbservaton for compliance with safety protosoods

Periiod e resdiesss of weoirks prodiuct for cormipllamcs weitth procsdurss amd applicable weorklozd mies
A omboring employess"s recording and reporfiing of exsminaton resu s

CHres—t observation of pEerformance: of Iretrument mainteEnance and fumction checks

A gsemsrmeEnt of test performance through tessing of prestioushy analyzssd specimens andsor profclency tTesting
A ssessrment of problerm-sabdmg skills

= O A R

Miethod Lised to Evaluate Cormpetemioe-
joheck relbewamt meethod [=])
= E - = [ i

Ao TR e
Dheareonsirat=d

A tom o be taken To errsune TN PETEroe: in the= @re=s marked “ms=-

Folbowss-up on action taken 3= a result of abowee referemced assecsment:

Employes Signanune. | C=ta:

& b besriak ko 10 sarrtifeeat on



Appendix G1. Competence Determination: Example 1

COMIPET ENCE DETERM INMATION
Employes Mame: Cepartment: Date-
Position Title- Personnel 1D #:
IMSTRUMCTHOMS: This form is designed to assist in documenting assessment of an employee’s competence. The
com petence of personnel shall be evaluated for all tasks for which the employese is responsible.
Caollects blood culture samples per procedure to
awoid conmtamination and provide the optima
Procedure: Blood Culture Collection sample for detection of possible organisms.
Soore (clircle the ourrent status)
i 2 E <4 5 Comments
o Blood culbure contamination rate in last 12 months (based =295 >1%E =BG
on statistics for comtaminants;fotal collection) g bt bt bt o2
<335 o e < 1%
BE. Collects blood culture samples following the proper
procedurs to avoid comtamination = o el Shee FEHe | 10O0%
iC. Obtains tweo (or F-'"IDI'E:' SE"__E--E'F I:-_I:-::-d cultures per proper c1o2 | 2= S5 7==e | 1o0%
procedure to awoid conmtamiination
] S:};;iii Z??é:;tz:;:ﬁlz-lgcﬂs cublture bottles for special c1oms | 2o SO 752 | 1o0%
E_ Collects 2 sets of blood cultures as requested, at least S _
minutes apart unless otherwise specified el =heE £S5 1O0O%
F Fills an asrobic and anasrobic botte for a set of blood
cultures unbess patient cannot tolerate the blood loss orthe | <10%6 | 253 5025 TS | 100
blood collection is difficult
S | e Sied cutres properly (eg aveids too much camele: | 0% | 253 | so | 7% | 100
H. E.S?—f':rf.ig—fcﬂff;tr: iz .1‘:':?_;;:'.1 gue rewvieww vwhen individual "o I A A Yo
1. Wolurmteers to review blood culture collection technigques of
cother personnel to assist in improving their contamination pt e P % P 5 Pl Y=
rate to below 0.5%
1 Works with other deparbments in the hospital to review
blood culbure proper procedure and collection technigue to gl [N [ I M Vs
assist in improving their contamination rate to below 0.5%
Audd column scoring to obtaln final score.
Final Score




Edit View Window Help

Open

o P

&R e B e =

®) (®) | AB5 | (950f112) | (=) | 145% |~ | | T | Tools Fill & Sign Comm
contamination rate is > 0.5% ST AN
l. | Volunteers to review blood culture collection techniques of
other personnel to assist in improving their contamination No | N/A | N/A | N/A | Yes
rate to below 0.5%
J. | Works with other departments in the hospital to review
blood culture proper procedure and collection technique to No | N/A | N/A | N/A | Yes
assist in improving their contamination rate to below 0.5%
Add column scoring to obtain final score.
Final Score
Action to be taken to ensure competence in the areas scored “3” or less:
Follow-up on action taken as a result of above referenced assessment:
Did employee contamination rate improve after follow-up action?
Employee Signature: Date:
Supervisor Signature: Date:

Page1of1

Abbreviations: ID, identification; N/A, not applicable.
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Employes Mame-

Position Title-

Personnes

COMPETENCE DETERMINATION

Cremartrments

Croate:

1 34

INSTRUCTHIMNS: This form is designed to assist in documenting assessment of an employee’s competence. The
competence of personnel shall be evaluated for all tasks for which the employee is responsible.

Procedure:
Timely Collection of Samples

Samples are collected in a timely manner based
on ordering pri

ority

Score [circle the current statws)

improwving their collection performance

1 2 3 < 5 Comrmments
A Routinely achiewves average collection numbers per hour 2—4 4—& 5—8 510 =10
B. Followes order priority <10 2555 SO 53 S
C. Collects STAT samples and delivers immmediately to the
. e _ ) ; . "?. <15 25%6 O2a 5240 1036
laboratory within 15 minutes of ordermotihcation
(S '._:l“E'E‘IES ard -SE'FH_'.'S. routine samples to 'II-"IE- laboratory c10me | 2s=e 5O 7e2e | 1009
following delivery protocol based on pricrity
E. Assigns all sample collections before leaving for the day <10% | 25% O3 TE | 1O
F. F':u:?ss,es reqL.EStS_ﬁ:r additional collection orders whemn <102 | 5% oo, 7o | 1009
previous workload is completed
Ll Assists other employees as requested in sample collections <10 | 259 or2s 52 | 100
H- Reguests procedure/technigue review when collection
P ! que re Mo M | omgs | omge Yes
performed is beloww a score of “3
Wolunteers to review specimen collection technigues of
other personnel to assist in improving their collection Fo ) I, P 58, Yes
performance
1 Wilorks with other departments in the hospital to reviews
proper procedure and collection technigue to assist in Mo W R I 58, Yes

Add colurmnmn scoring to obtaln final score.

Final Score

Action to be taken to ensure competence in the areas scored “37 or less:

Followes-up on action taken as a result of abowve referenced assessment:

Did employee specimen collection procedures improwve atter follow-up action?

Employee Signatuwre:

Date-

Supervisor Signature:

Date-

Page 1 of 1

Abbrewviations: |0, sdentifecation: M, not applicable.




Employeese Dewvelopment Managemnenit

(Subchapter 2.4)
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Professional
Dreveloprment
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BEetention
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A bbreviatiom: CE. continuing educatiom.

Figure &. Personnel Timeline —Employee Development Management. Ermp
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processes, activities, and tasks used by laboratory management to promote personnel CE and professional development
to further personal knowledge and skills in the profession and lifelong learmming. Laboratory mmanagement is focused on
developing succession plans and retaining employeess.




Retention staffs iIn
medical lab
as important

\ challenge
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Some factors to consider in developing a retention plan for the laboratory

include:
V] Employee engagement
Compensation
Opportunities for advancement
v Job satisfaction
2.4.3.1 Engagement

Employees who are fully involved and enthusiastic about their work and
the interests of their organization are considered engaged and committed
to their work. Employee engagement is both an intellectual and emotional
relationship connected to accomplishing the work of the department

and the success of the whole organization. Employees who are engaged
and committed to the organization are more likely to perform better in
their tasks and have higher productivity, and are less likely to leave the
organization.

A NOTE?

Employees who are engaged
and committed to the
organization are more likely to
perform better in their tasks
and have higher productivity,
and are less likely to exit the



When management develops an employee retention plan, the
drivers of employee engagement should be considered, including:

» Communication » Career development

» Performance clarity and opportunities

feedback » Clear job description and
understanding of the
employee’s role in the
organization

» Organizational culture
» Rewards and recognition

» Relationships with managers

» Knowledge of the
and peers

organization’s goals and
vision
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A NOTE:

Laboratories can also use
nonsalary compensation such
as meal vouchers, uniform
allowances, and free or
subsidized commuter travel to
recruit and retain personnel.

2.4.3.2 Compensation

Personnel compensation is usually established by the organization in
collaboration with laboratory management and may be influenced by
internal and external factors. Steps can be taken to determine whether
salaries and benefits, where applicable, are competitive. Surveying other
laboratories of a similar size and complexity of services and performing
research on national or regional salary ranges are examples of such steps.
Results from this research can either support that personnel salaries are
competitive or justify adjustments. Laboratories can also use nonsalary
compensation such as meal vouchers, uniform allowances, and free or
subsidized commuter travel to influence personnel retention.

2.4.3.3 Opportunities for Advancement

Employees may need help identifying opportunities for advancement
within the organization. Laboratory management may develop a position
advancement process that allows employees to move to other positions
with more complex responsibilities and challenges. The advancement
plan may include an option for position advancement upon completion
of designated training. Another option may require the employee to
meet predetermined criteria for successful completion of a personal
development plan. This plan may include successfully achieving the

=T B | Iil"ﬂmﬂﬂ"’{_ .I'"‘i'F ﬂr*"\hlifh.ﬂ.f‘l e R e e e o e I.I:'l'l n':.|r ™ F hDr'Ff\l’mih.l"T



3.4 Job Satisfaction

Employees experience a higher degree of job satisfaction when they feel
valued; feel their work is appreciated, important, and challenging; and
feel they are treated equally. Laboratory management can contribute
directly to job satisfaction by recognizing individual employees and by
promoting the work of the laboratory within the organization and the
community. Examples include sponsoring employee recognition awards
and including the laboratory in community events such as job fairs. Articles
in organizational newsletters or similar communications can include case
histories describing the laboratory’s positive contribution in preventing
or diagnosing illness and disease. Laboratory personnel should be given
opportunities to participate in events such as institutional safety training,
for example, that allow them to be perceived as an important part of the
health care team.

Treating employees equally by ensuring work is evenly and equitably
distributed and holding all staff accountable to a uniform set of policies
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and rules is critical to job satisfaction. Employees should be given ﬂ
opportunities to communicate with and express their grievances to NOTE:

laboratory management. Management should address employee concerns

quickly and consistently, and in accordance with the organization’s policies. ~ Employees should be given
opportunities to communicate

with and express their
grievances to laboratory
management.

Organizations sometimes conduct employee satisfaction surveys where
personnel are asked about the level of their satisfaction on varying issues.
Laboratories can use the conclusions from these surveys to engage in
discussions with personnel and to improve any related processes and
procedures.

Job satisfaction is also directly related to opportunities for additional
training, CE, and professional development, which are covered previously in
this chapter.



}l Succession Planning

.1 ldentifying Key Positions

Even with the most effective retention strategies, personnel still leave
employment. Succession planning is the identification and development of A NOTE:®
potential successors for key positions in an organization, which increases :

the availability of experienced and capable employees who can assume . .
J P P Py Succession planning is the

identification and development
of potential successors for key
positions in an organization,
through a systematic
evaluation process and training.

organizational management and leadership roles as they become available.
Management should identify specific individuals who can assume

greater responsibilities in the laboratory. Succession planning on the part
of laboratory management can improve employee commitment and
retention and meet employee career development expectations.

.2 Developing Succession Plans

Laboratory management should provide development opportunities
for employees who are interested in filling key positions, and engage
management in supporting the development of potential managers
and leaders. Identifying successors involves appraising each potential
candidate’s strengths, weaknesses, and abilities to take on additional
responsibilities. Attainable training and professional development goals
should then be determined for each candidate. On-the-job experience



End-of-Employment Management
(Subchapter 2.5)

Exit Interview Employee Exit
Meeting Records
(Subchapter 2.5.2) (Subchapter 2.5.3)

Employee Exit
(Subchapter 2.5.1)

Establish Conduct exit Return organization
end-of-employment interview property
process

PMaintain files

Activities

Resignation or Exit interview Personnel files
end-of-employment checklist End-of-employment
notice records

Figure 7. Personnel Timeline—End-of-Employment Management. End-of~-employment management involves the
processes, activities, and tasks used by laboratory manacement to finalize the employvment process for an individual




Table 10. Common Reasons for End of Employment

Voluntary End of Employment Involuntary End of Employment

- Transfer to another department in the - Organizational restructuring

same organization - Inability to properly perform job

» Pursuit of other professional or functions or responsibilities (eg,
personal opportunities not maintaining competence)

- Dissatisfaction or disagreement » Violation of a condition of
with management practices or employment, also known as “for
organizational ethics cause”

« Retirement

« Nonwork-related personal situations

The exit phase of the personnel timeline is as important as the hiring
phase. In cases of involuntary exit—eg, dismissal of an employee who is
not performing according to expectations or position requirements—there
may be organizational policies and processes the manager needs to follow.
The employee exit process may also be used as a tool to measure how
well the laboratory is managing its employees and keeping them engaged,
energized, and performing effectively.

2.5.2 Exit Interview Meeting

A NOTE?

The exit phase of the personnel
timeline is as important as the
hiring phase.

A NOTE?

Ideally, exit interviews should
be performed by a neutral
party with each exiting
employee, whether the
separation is voluntary or
involuntary.



2.5.2 Exit Interview Meeting

An exit interview is a meeting held by management with the employee
who is leaving the organization. It is a tool designed to obtain
straightforward and sincere feedback from an employee that could
provide an assessment of the organization’s environment and could lead
to improved personnel management practices. Ideally, exit interviews
should be performed with each exiting employee, whether the separation
is voluntary or involuntary. The exit interview can be conducted as an
in-person meeting, a telephone interview, an online interview, or with

a paper questionnaire. Whenever possible, the exit interview should be
conducted by a neutral party, such as an HR professional, so that the
employee can more openly and straightforwardly comment and respond
to questions.

Exit interview questions may include:

» Reasons for leaving » Feedback about the
organization’s policies,

» Level of job satisfaction
processes, or procedures

» Frustrations and their causes

SEpPdidLiurn Is vOIuriLdly Ol
involuntary.

A NOTE:

Exit interview options include:
» In-person meeting
» Telephone interview
» Online interview

» Paper questionnaire
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ﬂ 2.5.3 Employee Exit Records

NOTE: . |
e b s ece s s ssceeeeaasena Management needs to keep employee exit records. The personnel exit
Anv assioned security access records may vary depending on the reasons for the employee exit, or any
Cojes SthuId be prﬂgnptly national, regional, and organizational documentation requirements.
inactivated. Other end-of-employment records may include:

» Accumulated leave balances
» Any accrued retirement benefits
» Unemployment benefits

» Additional compensation

» Return of laboratory and organization property (eg, pagers,
computers, uniforms, keys, credit cards)

» Disposition of personnel files

Any assigned security access codes should be promptly inactivated in order
to prevent unauthorized access to the organization’s information systems.

Appendix K is an example of a checklist that could be used to track end-of-
employment activities.



Appendix J. Sample Form for an Exit Interview

Emplosee MNarmse: Crhepartrmerndt: Crate:
Po=iticors Trtle- Personmel 16 &:

Date of Hire: Date of End of Bmplosyrrseat:

Can dahe be shared- e [ L= H no, reason:

Imsitructiorns:
Flease help us maks owr laboratory = better place o weork by completings the followring queesthiornaine. This is yoaar
o portumity o prowide fesedbasck in refersence to wihat is weworking wwell within the organizstion and what areas can be
dewe loped. Youwr honest arsd candid anmnswers @are important o ws. Yowur amswvssers. do motd affect ywour fubure referemces. ar
prospeects for resermployrment

s sl R s rrse

1. wWwhat i= thie prirmasry reason for ywour resisnataon?

2. Dwarimg wowr ermploymendt did oo fesel that vwou wwere treated
fairly by vwour irmmMmeaediate superwisaor?

f mo or wes, please prowvide excamples.

. Was recopgriticm im referersce o your paerformanoes prowvided on
a regular bhasis?

fmno, pleass prowide sureppestions for improvermment.

4 M »Eur Spamhon, wwWerns S pe-stilons, issuwes, amnd oorscerms
addre=z=ed in & thimelby and appropriate manmnners

5. Wwhat i=s vowr perceptiocm of rmeorale weithim the orgamiEation?

% Plesse desoribe wouwr owerall lewvel of job saticfacticn during
yiouar ermployrment weith the laboratorye

e N your expersence weitih The laboratory, do yoa fesl thait oo
had the opportunify for open cormmunnicaticon?

f =0, plesse explain the rmeethiodds wsed.

2. What are yowr thoughts onm the eamployses beneflt=s packag="

oD Do wou Tesl wow had thie necessary tools and training 1o
perform weall i o rreost recent role?

10 Wwhat has been the most challenging sspaect of yoaar
aerm oy et in the laboratore™

11 _wWwiowld wou like o bBe comsidered for rehiire im the future?

12 In the space prowvided, plesse feel free to offer amy sugeesticnrs,
cormrmenrTiEs, or areas of strength and opposrtuniiy.

Employea’s Sigrratware: Dok

Fleass refurm the completed questiconnmaire o the Hurman Resocurnces Dirsesctor.

Page 1 of 1
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Appendix K. Sample Forrm foram En

d-of-Employment Checklist

Employes Marme:

Po=Hicom THl=:

Cepartrmeent:

Perscormad 1D &

Cate o F Hilre:

Caie of Emd of BEmyployrment:

Diate-

Imstructiors:

Fesponsible parfp- Perfonm thee indilcated actiomn, and mnifilal and date wsihen completed.

Ermpiopes Returm the following iesmes o ywour supervisor om or before your last day of employrmeni.

Swupervsor: Doourmeaent the returm of the followeang items from e employsese omn or before the last day of employmmesnt

HE

Fotwurm o

Action to Completse

Date Submmithed

Final payrollffimeshe=et entry

= Ceparting employes
= ImMmmeaediate supervisor

Commyplete final tirmeesheaet

Cre=sk supplies

Irmirmeeedilate superneisor In e ork
aAr==

Feturm work material=s,
=equilpaTeErve

Irmfiormation tescreokogEy
aquipment k&, cormpuriber,
lapiop. Mmool phoress)

Informatiomn Technology

Eeturm sguipmerntt o
Imfiormation TechmoldogEywe

Irmfiormaton aocess (laborabory
ared organizatiomn corm puribeEr
Systerms)

SupsErwilsor

Disabkde cosrmpuaber access.

Eemowe ermployee fTnorm ussr
list=]).

Personnsel] Chamge Acilon fiorm - HE Compleite personnel dhange
- Payroll personne reothce forrm for termilnatlon.
Benefit terrmiinmation HE Frowilde information o

Explanatiom

=employee.

Ex It Irmiervileww

HE Direchor

Distribwuats amnd colleck forrm.

Buiidimg sntry or prosirmiity ey’
badg=

= Imfommation Techmology
= Office manager

Eeturm k=y carnd, door key's,
ldlemitification badae.

Parkang tag

OThice Mianager

FEeturm parkimg tag.

—redit card

Fimamce amd Acoounding

EFetwrm credit card and
financial formes o Fimamoe @amd
Soooeurrting.

Las=t paychedck and tEac
Irmfiormatsion fewheere applicabie)

Prowide em ployeae vt
Imformation regarding dakbe on
wehlch last paycheck and t=ac
Imformation, wihere applicable,
welll be receied.

Werty employes"s rmailling
addness._

Page 1 of 2




Appendix L. Sample Employee Record Checklist

Empiloyesa Recoord Checklist
Emmp oo Rarmee: CrepaErtrmenyt:
Suerwisor-

ok Trtke: Ermployes ID #&:
Date of Hilre:

Instructions: The followsing record=s shwowld e retained for each emmployee. Resconds retalned sihvwowld e the most
Ccurremn (e, oarrent lloernse [T requinesd], previows year s paerformance ewaluastiom) Confirm reterrdon of each requilned
record amnd docuament reviews In check boxes Delowe. “rMo~ responses should e resolved weith a plan oo aogulne resguainssad
InforrmaEtiom.

o Fllbe

Raoords e | Feday | I

Emploprrrant Adariaa e rrran T Becoras

- Ioh desoripiiom

- Curremnt llcensey/foertficationdegistramlon, inclheding verfcathon

= Record of formal education transcripe, diplomal

- Updaited persocnal Inforrmatiomn

= Ermeer gancy oot act iImformmation

- Health armd safety-related recornds {Iimmunization recornds, tuberncualin skin tests, job-related
radiation and chamical exposure, visual aculty test, Incdeaernt reores)

Fobh irtrodorction Beconds

= Joh imtnoduction ecsrd (organizathon)

= Jobh imtrnoeduction recerd (departrmerst)

Trerfrrirmg Eecoros

= Qualty Mmansgerment SyYysterm tralmimg

- Up-to—date job-spedcic tralrirng

- SaEfety tralning

= Additional tralining (newsw jobh dutlhes]

oA OEREr nECLInireEdD! FrEConns

Toad aofther reevpuriredd rerearads

CovT e TEnce ASTEssimerntt Recowrds

= Irnitial CcormypeTersrs 3sSassITert

= Armnnual oosmpetence assessmeent
PerforTia rivcE Aariaa e Irran T Becoras

= Performancoe evaluation most necent)
- Records of cormrmandation, awasrds

Fage 1 of =
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Appendix L. (Continued)

On File
Records (Continued) Yes | No | N/A

Continuing Education and Professional Development Records

» Signed participation logs (if required, confirm minimum required hours have been met)

- Copies of certificates of completion

- Records of advanced certification/education

» (add other required records)

- (add other required records)

Records reviewed by: Date:

Page 2 of 2

Abbreviations: ID, identification; N/A, not applicable.
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laboratory manager

» A laboratory manager in the medical field is
responsible for overseeing day to day activities
in the laboratory.

» This includes supervision of laboratory
personnel, quality assurance, and
overseeing the collection, analyzing and
ultimate use of lab data




Table 2.1. Summanry of roles and responsibilities in the testing process.

Role

Clirviciarn

Phil=botomii=t

CourierfPorter
Support Stafr

Techniciam &
Techmologists:

Clhinical Pathologist
& Medical Scientist

Laboratory
Supervisor

IT Staff

Laboratory Manaoenr

Reszponsibilities

Viorks owt the patient's presentimg symptoms and selbecis the
appropriate testi=)

Collects speecimens, stores amd packs them for transport to the
laboratory

T ransporits the specimeaens and reguest formms to the labboratorys.

Fegisters and =oris specimens received by the |laboratory,
wwarsehousing of reagemnis and consumaklss.
Preparss  specimens, maintaims imstramends and reasgenis,

amaly=zes Qi and patiemt samples, wearfies and reporids fiest
resulis.

Werfies reguests and tesi results and writes reports bassed i
manual delia chhecks, reviews of patient history, diasgnosis,. maedical
reaimeasnt=s, =tc. FProvides consultation for OO0 reviewrs. ECCA
rewiewss rmvetinod wverincations, imstrurme walid ations, arvd
weorkflowe revisions.

Implemasnts workiflows policy, monmitors OO0 trends., take stock of
reagents, comsumables, and orders:, plans staff rosters (elective
amd =sick Eave]), configurimg e tesis i the laboratory
mformation =sy=stem (LIS) and o the instruomemit {interface),
cCheck=s raw daita, sigms off host guerness amnd bransmissiom  of
resulis imbo the LIS,

Support of LIS dharndsyarse amnd =oftvware],
database=_ data safety amnd =ecurity

maimienances of

Chrrersaeas SUErvisors arwd CcoaTumunicaties wwiithe
pathoclogisis= mMmadical =ciemiists amd climicians in revisinvkg fest
(ppl=—pt N sethmg wp reflex testimg, mplsmenting newer tesis,

managimg referrals, managing instrument contracts, s=ending  out
communications to the doients for any delays or changes,
preparing instrument specifications for tfenders.




1. Higher management/administrators

Y,

2. Pathologists/medical scientists

.,

3. Laboratory manager

b,

4 Laboratory supervisors

LS

a. Staff (medical technologists/technicians)

Figure 2.2 Layers of leadership in a medical laboratory
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Competency category of supervisor
in medical labs

» Quality management( practice & promote
principles of quality management & efficient
utilization of resources)

»interpretation & reporting results (using
scientific knowledge / interprets/ communicates \

/documents confidential data / delta check &
correlation check during of verification of results /
identify of unconformity & mismataching of results )




Competency category of supervisor
in medical labs

»Critical thinking (apply critical thinking
skills to constructively solve problems)

»Resource management (HRM/change
managements/ material & equipments
managements / financial managements /
information mnagements)




Competency category of supervisor
in medical labs

» Communication & interaction or CRM
(interact with clients or patients in a professional &
competent manner / using effective listening &
verbal & written communication in dealing with lab
colleagues & patints & others ) \

» Professionalism and ethic ( meet the legal
& ethical requirements of practice & protects the
patient rights to a reasonable standard such as
privacy and confidentiality and consent....)




Competency category of supervisor
in medical labs

» Safe work practice ( apply the principle of
standard precutions / monitor of using PPE by
personels /

» Technical skills (Analytical & pre analytical and
postanalytical skills and techniques )

» ability of difficult veinpuncture & reception of
patients ../ programming & set up of new method &
tests / understandings of complex tests & softwares







Success or failure of standardization in medical
labs directly depends on the staffs
Laaiien Lgal&dula 31 (o jbma ylailic) dali j Cocssli U 328 4
Ca) L Euba 1 LS LS Ay g

Knowledge

Solga 9 ol
motivation
> &)
commitement to do standards
L lailicd gf_a) 4y agas




Extrinsic Motivation Intrinsic Motivation

Motivated to perform an activity to Motivated to perform an activity for
earn a reward or avoid punishment its own sake and personal rewards

very









TIPS TO KEEP EMPLOYEES MOTIVATED



Figure 5.8. The management of the appraisal process.

Top 10 Ways to Motivate Staff

Personally Thank

Meet and Listen

Provide Specific and Frequent Feedback

Recognize, Reward, and Promote High Performance
Keep Staff Informed

nvolve Staff in Decision Making

Encourage to Learn New Skills and Develop

Create a Partnership with each Employee

No Blame, No Shame. Be Open and Built Trust

0 Celebrate Successes




12 Most Exalting Phrases Leaders Share with their Teams (39)

1. You were right about.....
I'm glad you are here

| trust you

You earned it

Let's have some fun

| believe in you

That is interesting

How can | help?
What do you think?

10. Comeonin
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(Help employees in specific and actionable ways)
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(Inspire the employees, not the organization)
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(Stay connected and communicate on both channels)
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(That not everything is work)
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(Show that your employees are different from others)
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(Invest in your employees’ career and Offer them growth opportunity)
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(Pay attention to their health)
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Common mistakes of middle managers
( Supervisor)
Clinical laboratory

human resource management (HRM)
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Leadership in medical laboratory
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ﬂ_ DIFFERENCE BETWEEN

BOSS VS. -~ LEADER '
- Drives employee ‘ - Coaches them
- Depends on authority - On goodwill

- Inspires fear - Generates enthusiasm
-Says, " | -Says, “ We"
- Places blame for the - Fixes the breakdows

breakdown - Shows how it is done

- Knows how it is done - Develops people

- Uses people - Gives credit

- Take credit - Asks

- Commands

- Says, “Let'sgo”
-Says, “Go” g



LEADERSHIP STYLES

There are different styles of leadership manifested by different leaders. Amongst
these are charismatic, participative/democratic, autocratic, Laissez-faire, situational,
transactional, transformational, servant, and quiet leadership styles. All of these
styles can be related to the clinical laboratory (11).

CHARISMATIC LEADERSHIP STYLE

Charismatic leadership is a modemrnm leadership style. The charismatic leader uses
charm to get the admiration of their followers. They show concern for their people
and they look after their needs. They create a comfortable and friendly atmosphere
for their followers by listening to them and making them feel that they have a voice In
decision-making. Examples of famous charnsmatic leaders are Winston Churchill, Bill
Clinton, Barack Obama, and Nelson Mandela. In laboratory service the need for
such leaders is greatest at the top for inspiring, motivating, forward-thinking, mowving

the whole organization to the next level and most importantly dewveloping other
leaders.

DEMOCRATIC LEADERSHIP STYLE

The democratic or participatory leadership style i1s usually seen in corporate settings.
Participatory leaders act as facilitators. They facilitate the development of ideas and
the sharing of information with the end goal of amving at a decision. The final
decision ultimately rests on the leader but all considerations and factors of a decision
come from the collective mind of the group under this leadership. Such leadership
becomes important to the laboratory, especially when facilitating significant short-
term and long-term change (change management).




Autocratic leadership, also known as authoritarian leadership, is a leadership style
characterized by individual control over all decisions and allowing little input from
group members. Autocratic leaders typically make choices based on their ideas and
judgments and rarely accept advice from followers. Autocratic leadership involves
absolute, authoritarian control over a group. However, there can be situational

benefits in this style as it can be used when urgent decision making based on
justifiable need is required.

Situational leadership style brings three factors into play in affecting the leader’s
decision: the situation, the capability of the followers, and the capability of the leader.
The leader adjusts to whatever limitations presented by subordinates and the
situation itself. Adaptability is the key here. These leaders need to be as dynamic as
the different situations they are faced with. This is also important in the laboratory

where many factors can influence day to day operation despite efforts to maintain
stability and standardize processes. A situational leader adjusts to the changing



LAISSEZ-FAIRE LEADERSHIP STYLE

Laissez-faire leadership style, also kKnown as delegative leadership, involves a
hands-off approach, allowing group members to make decisions. The Laissez-faire
leader can be effective in situations where group members are highly skilled,
motivated and capable of working on their own (expert group members). This
granted group autonomy can be freeing to some group members who may then gain
greater satisfaction from their work. The laissez-faire style can be used in situations
where followers have a high-level of passion and intnnsic motivation for their work.
While the conventional term for this style is 'laissez-faire’ and implies a completely
hands-off approach, many leaders still remain open and available to group members
for consulitation and feedback. Laissez-faire leadership i1s less useful in situations
where group members lack the knowledge or experience required to complete tasks
and make decisions. Some people are not good at setting their own deadlines,
managing their own projects and solving problems on their own. In such situations,
projects can go off-track and deadlines can be missed when team members do not
get enough guidance or feedback from leaders. In some situations, the laissez-faire
style leads to poorly defined roles within the group. Since team members receive
little to no guidance, they might not be sure about their role within the group and
what they are supposed to be doing with their time. Laissez-faire leaders are often
seen as uninvolved and withdrawn, which can lead to a lack of cohesiveness within
the group. Since the leader seems unconcerned with what is happening, followers
sometimes pick up on this and express less care and concern for the project. Some
leaders might even take advantage of this style as a way to avoid personal
responsibility for the group's failures. When goals are not met, the leader can blame
other members of the team for not completing tasks or living up to expectations.




TRANSLATIONAL LEADERSHIP STYLE
Transactional leadership style establishes a clear chain of command. The leader
motivates subordinates by presenting rewards and punishments. All requirements for

a subordinate are clearly stated with corresponding rewards. If subordinates fail to
satisfy those requirements, they will receive a cormmesponding punishment. Coaches
of athletic teams provide one example of transactional leadership. These leaders
motivate their followers by promoting the reward of winning the game. They instill
such a high level of commitment that their followers are willing to risk pain and injury
to obtain the results that the leader is asking for. Another example of transactional
leadership is former Wisconsin state senator, Joseph McoCarthy, and his ruthless
style of accusing people of being Soviet spies during the Cold War. By punishing for
deviation from the rules and rewarding followers, McCarthy promoted results among

followers. This leadership style is especially effective in crisis situations, and another

example of this type of leadership was Charles de Gaulle. Through this type of
reward and punishment, he was able to become the leader of the free French in a

crisis situation. This style can be useful in the laboratory especially when staff does
not follow procedures and policies. It relies on the human nature of responding to the

conditioning of good and bad outcome.




TRANSFORMATIONAL LEADERSHIP STYLE

Transtformational leadership style involves leading by motivating followers, through
appealing to their followers' ideals and morals and thereby motivating them to
accomplish tasks. Basically, these leaders empower their followers using their own
beliefs and personal strengths. Simply put, they inspire their followers. Famous
transformational leaders include Martin Luther King Jr., Gandhi, Mother Theresa,
and others. Nelson Mandela has been also suggested as one in the South African
context, who transformed some of s citizens by his values. The difference between
Transformational Leadership and Transactional leadership 1s that the former solves
the root of the problem, and allows the tree to flourish whilst the latter handles day-
day changes as they come without paying attention to the root of the problems.

QUIET LEADERSHIP STYLE

Cuiet leadership style involves leading by example. Quiet leaders do not tell people
what to do or force people to do things that they are not willing to do. They do not
give loud speeches, sweeping statements, and clear-cut orders. Quiet leaders do
what needs to be done, and inspire their followers to do the same. They may plan
and calculate gquietly without communicating with their members. Examples of the
quiet leader are Rosa Parks, King George Vi, Abraham Lincoln, and Woodrow
Wilson. This style is not useful in the laboratory environment according to our
experience but this may depend on the culture of the staff (the way they behave In
the workplace). Not being explicit about the consequences or actions to be taken
when unfavorable behawviors are observed, and also not being able to take actions,
are detnmental parts of this style.



SERVANT LEADERSHIP STYLE

Semnvant leadership style involves the leader takKing care of the needs of his followers
first before taking care of their own. Instead of acting like a King to their subordinates,
these leaders act as servanis. The leader feels that they need to serve their
followers rather than force upon them what they want. Famous examples of servant
leaders include George Washington, Gandhi, and Mother Theresa. MNMelson Mandela

can also be included as he was ready to die for his people. Leading by example (of
serving the community/patients) related to this style and it is useful in laboratory

practice where human rights, ethics, and professional conduct is to b2 modeled.

From the descriptions abowve it is clear that all styles come with pros and cons, and
the advantages may depend on the context in which it is to be used. In some cases,

mixdures of styles may be used Iin order to realize the best outcomes. Im our
experience at the clinical laboratory, the people in managenal roles in the laboratory
sermvice require a multiple/combined approach withh a mixiure of styles, interchanging
depending on the siiuation, requiring a grealt sensor to decide which and when to
use and change. The reallife examples of these are shared as case studies below.

CHALLEN GES IN THE LABREORATORY SERVICES
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Role of Delegating

iIn HRM and medical labs
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New Challenges of Supervisor Lab

Lack of the view of delegating work to people with potential or actual
qualifications
It's too busy in the field of work
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New Challenges of Supervisor Lab
Lack of the view of delegating work to people with potential or actual qualifications
It's too busy in the field of work




Challenges of Supervisor Lab
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» What are barriers of creativity?

» Fear of failure is one of the most
common barriers to creativity in business
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Presenter Notes
Presentation Notes
These are aspects of  personnel management.  Each of these personnel elements must be addressed as part of the quality system.  Assessment of staff competency will be the primary focus of these discussions


Personnel Issues — Site Specific
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Presenter Notes
Presentation Notes
The range of personnel management often is dependent on the size of the laboratory and complexity of testing services offered.  Management should consider practical application of personnel management.
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Presenter Notes
Presentation Notes
STATE – competency is defined as the application of knowledge, skills, and behaviors in performing specific job tasks. These tasks involve procedures throughout the total testing process
STATE  - competency assessment is defined as any system for measuring, documenting, or otherwise determining whether employees are able to do their jobs.
EMPHASIZE the goal of competency assessment is to identify problems with employee performance and to address these issues before they affect patient care.

REFERENCE – CLSI GP21-A2(Training and Competency Assessment).


SOME DEFINITIONS OF COMPETENCIES?

- Competency is an underlying characteristic of an employee
(i.e., a motive, trait, skill, aspects of one's self-image, social
role, or a body of knowledge) which results in effective
and/or superior performance. (Prof. Boyatzis, 1982)

- A Competency is a set of skills, related knowledge and
attributes that allow an individual to successfully perform

a task or an activity within a specific function or job.
(UNIDO, 2002)

- Competencies are coachable, observable, measurable, and
critical to successful individual or corporation performance.
E::__;hv ,ﬁ: E The pieces of the puzzle.....
"{:;.ﬁé- % ..... that form a common language about success
...that reflect the values and culture of the T
organization
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+ Possess thought leadership
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Presenter Notes
Presentation Notes
After completion of orientation, an initial competency assessment should be conducted to assess capability.  Competency Assessment is also an ongoing process.  Whether conducted initial, or periodically, these assessments may lead to the identification of training needs.
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Presenter Notes
Presentation Notes
STATE – there are several methods for assessing competency of employees.  
Directly observe of test performance 
Whoever observing must be familiar with the test (If you are doing direct observation, be sure the assessor is competent on the specific test)

Direct observation should not be limited to test performance, but include all processes that the employee is involved in.  This method is the most time consuming way to assess employee competence, so care should be taken to select the areas which may have higher impact on patient care. – 
Expand to include issues for direct observation given size of lab.

Monitoring the recording and reporting of results – This can be easily accomplished either by documentation of an employee writing or entering test results on report forms or into the computer, or by reviewing worksheets.

Written exercises or case studies can be used to assess competence in the areas of problem solving skills, Knowledge, or interpretation of results.  Employees may be asked to respond orally or in writing to simulated technical problems in  the form of case studies.

Developing and using checklist would be helpful when assessing competence.  


Training and Education
of personnel
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3 Strategies to Recruit and Select the Best
Talent for Your Team

1. Define the role and performance expectations. ...

2. Spend Time Interviewing and Selecting the Right
Candidate. ...

3. Let the Candidate Spend Time with the Team Before
Hiring. ...
4. Better Managers Can Hire Better Talent.




5 functions of human resource management

- Recruitment and hiring. One of the most well-known
functions of human resource management is
recruitment and hiring. ...

- Onboarding and ongoing training and development. ...
- Managing employee and employer relationships. ...
- Creating a rewarding company culture. ...
- Overseeing disciplinary action.




What are the 8 stages of recruitment?

» Contents:

- Application.
Resume screening.

- Screening call.

- Assessment test.
In-person interviewing.
Background checks.
Reference checks.
Decision and job offer.
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Problem solving in
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