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designed to assist you in preparing for a successful
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INTRODUCTION
Welcomel!

This handbook contains information and website locations to assist you in your academic and
professional development and success. The information is not all -inclusive, but does provide
major items needed to guide you through the program and the university. The handbook
contains a number of websites that provides crucial information regarding requirements and
deadlines for the Department of Health Management and Informatics (HMI) and the University
(MU). The information does not replace the need to meet with your mentors or academic
advisor, but, ultimately, the responsibility for navigating through graduate school
requirements is yours. While you enter the University under certain University and
Departmental policies, some of these may change over time, and so it is important to keep
informed about new requirements.

CRUCIAL WEBSITES

Obviously, one of the most critical websites is the Department of Health Management and
I nf or ma bhtlip:éwsvd.hnad.missouri.edu/ . There are a number of different links on this
website that are updated frequently, and you should check it periodically for important
information.

Most faculty within HMI use the port al access Moodle for posting syllabi, assignments, and
interacting with students. Most faculty also use Moodle for submission of and responses to
assignments. A link to this website ( https://hmi.missouri.edu/ moodle/) is located on the

Department 6s website.

The University0 dttp:Avaviv.missaud.&da/i t E&roni this home page, you can
navigate to the locations needed for information needed. One of the critical pages involves
class registration, http://gradschool.missouri.edu/policies/enrollment  -registration/course/ .
You register for courses and add and drop classes online through myZou at
https://myzou.missouri.edu/psp/prd/?cmd=login&languageCd=ENG& . Another important

University web page is the one for the MU Graduate School Catalog, which provides

information about degree programs and policies and procedures governing students at the

University http://gradschool.missouri.edu/policies/graduate  -catalog/. The Graduate School
Catalog is available electronically on Web pages and as a PDF. A hard copy of the catalog is
not available.  Another important reference for policies and procedures is the M -Book,
available at http://studentlife.missouri.edu/mbook.php

The home page for the School of Medicine is http://som.missouri.edu/ . One of the pages you
will use often is the J. O tto Lottes Health Sciences Library at http://library.muhealth.org/
This website offers a variety of on -line research references and tools. You will also find the
librarians at the Health Sciences library to be very helpful in performing literature searches
and other information seeking requests. They also offer a number of training programs in the
computer laboratory and the website provides a number of tutorials and guides online
covering many of the major top ics, http:/library.muhealth.org/research/research.htm

Another very important student services is the University of Missouri Career Center,
http://career.missouri.edu/ . More will be discussed later regarding this service.
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These initial websites are not meant to be comprehensive and all -inclusive. There are many
more sites that will be provided through this handbook, and others that you willa  dd yourself.

COMPETENCIES

The fields of health management and informatics are moving to competency -based education.
The health services management program, with the most recent accreditation by the
Commission on Accreditation of Healthcare Management Education (CAHME
https://www.cahme.org/ ), has adopted a modified version of the National Center for
Heal t hcar e Lhip//dvem.nshhorgh d)scompetencies. During the past summer, t he
faculty has been working on developing a set of competencies for the health informatics
program based on the competencies of the International Medical Informatics Association
(http://www.imia.org/ ).

National Center f or Healthcare Leadership Competency Model

NCHL HEALTH LEADERSHIP COMPETENCY MODEL

TRANSFORMATION
Achievement orientation
Analytical Thinking
Community Orientation
Financial Skills
Information Seeking
Innovative Thinking
Strategic Orientation

EXECUTION
Accountability HEALTH LEADERSHIP
Change Leadership ﬁm% PEOPLE
Collal:mralt]on . Human Resources Management
Eommtnicatnki Interpersonal Understanding
Impactand Influence o
Inforrr,\}\ation Te(:thOIOgy Relationship Building
anagemen :
Organizational Awareness Self Confidence
Performance Measurement Self Development
Process Talent Development
Management/Organizational Team Leadership

Design
ProjectManagement

The NCHL Model contains three domains with 26 competencies; the three domains f
transformation, execution, people f capture the complexity and dynamic quality of the health
| eader &6s r ol e and realte§ ih leealth leaddrsaip tddgyn a mi ¢

Description of each competency includes a general definition followed by an ascending
number of levels that describe the difficulty, complexity, or sophistication of demonstration.

Some competencies wmtwel actanseiodeared roef | ect t hat
composed of several linked instances of the lower levels. In other cases, the competencies

are considered oOoOnoncumul ati ve
different than at anothe r level.
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AW
TRANSFORMATION Visioning, energizing, and stimulating a change process that coalesces

communities, patients, and professionals around new models of healthcare and wellness.

Achievement Orientation A concern for surpassing a standard of excellence . The
standard may be oneds own p a
improvement); an objective measure (results orientation);
outperforming other (competitiveness); challenging goals, or
something that has not been done previously (inno vation).

Level 1: Wants to do Job Well; Expresses Feeling about Performance
(tries to do the job well or right; expresses a desire to do
better; expresses frustration at waste or inefficiency;
delivers expected results in line with job requirements)

Level 2: Creates Own Measure of Excellence Gets a standard of
personal expectation for excellence in both the quality and
qguantity of work; tracks and measures outcomes against a
standard of excellence ione that is higher and more
precisefinot imposed by ot hers; focuses on new or more
precise ways of meeting goals set by others)

Level 3: Improves Performance (makes specific changes in the system
or in own work methods to improve performance; does
something better, faster, at lower cost, more efficiently)

Level 4: Sets and Works to Meet Challenging Goals (establishes
0stretch goalsdé6 for sel f an
possible to reach; strives to achieve a unique standard (e.qg.,
ono one had ever done it
measures of baseline performance compared with better
performance at a later point in time fe. g. , 0 Wh
over, efficiency was 20 %; no
Level 5: Makes CostBenefit Analyses (Makes decisions, sets priorities,
or chooses goals on the basis of calculated inputs and
outputsiie.g., makes explicit considerations of potential
profit and risks or return on investment; analyzes
entrepreneurial opportunities in relation to risks, return on
investment, and the scope and magnitude of the investment)

Level 6: Takes Calculated Entrepreneurial Risks (commits significant
resources and/or time in the face of uncertain results when
significantly increased or dramatic benefits could be the
outcome (e.g., improved performance, a challenging goal)
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Y

TRANSFORMATION Visioning, energizing, and stimulating a change process that coalesces

communities, patients, and professionals around new models of healthcare and wellness.

Analytical Thinking

The ability to understand a situation, issue, or problem by
breaking it into smaller pieces or tracing its implications in a
step-by-step way. It includes organizing the parts of a
situation, issue, or problem systematically; making systematic
comparisons of different f eatures or aspects; setting priorities on
a rational basis; and identifying time sequences, causal
relationships, or if -then relationships.

Level 1;

Breaks Down Problems(breaks problems into simple lists of
tasks or activities without assigning values; | ists items with
no particular order or set of priorities)

Level 2:

Identifies Basic Relationships (identifies the cause -and-effect
relationship between two aspects of a situation; separates
situations into two parts fipro and con; sorts out a list of
tasks in order of importance)

Level 3:

Recognizes Multiple Relationships (makes multiple casual
link i several potential causes of events, several

consequences of actions, or multiple -part chain of events i A
leads to B leads to C leads to D; analyzes relationships
among several parts of a problem or situation fie.g.,
anticipates obstacles and thinks ahead about next steps, in

detail, with multiple steps)

Level 4:

Develops Complex Plans or Analyses (identifies multiple
elements of a problem and breaks down each of those
elements in detail, showing causal relationships between
them; peels back multiple layers of a problem; uses several
analytical techniques to identify potential solutions and
weight the value of each)
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TRANSFORMATION Visioning, energizing, and stimulating a change process that coalesces

communities, patients, and professionals around new models of healthcare and wellness.

Community Orientation

The abilityto al i gn oovmnedasnd t he organi
with the needs and values of the community, including its
cultural and ethnocentric values and to move health forward in
line with population -based wellness needs and national health
agenda.

Level 1:

Responds Appropriately to Community Needs (follows
through, when asked, on inquiries, requests, complaints;

keeps stakeholders up-to-date about progress of projects or
other events that impact them)

Level 2:

Maintains Clear Communication (maintains clear
communication with community leaders and constituents
regarding mutual expectations; monitors community
satisfaction and potential health needs; regularly distributes
helpful information to key stakeholders; gives friendly,
cheerful service)

Level 3:

Takes Personal Responsibility for Initiating Collaborative
Planning (corrects problems promptly and non -defensively;
takes personal responsibility for correcting service problems;
initiates collaborative planning; mobilizes resources to meet
community health n eeds and challenges)

Level 4:

Participates with and Understands the Community (sponsors
activities, takes action, and conducts data gathering to
understand the health needs of the local and regional
communities; gets involved in the community for the
purposes of increasing wellness and presenting a good image
of the organization; is routinely involved in community
health programs, interventions, and services)

Level 5:

Provides Services to the Community (takes deliberate action
to support the local andreg i on a | community
and needs; initiates or develops a new service or array of
services to address the specific needs of the population and
how it wants to receive health, recognizing ethnic and
cultural differences; works with other regional h ealth
organizations and constituencies to create a comprehensive
and integrated health system to promote long -term wellness
and serve community needs; advocates for community health
needs and priorities)

Level 6:

Advocates for the Broader Health Environment (engages in
meaningful actions at the national level to move recognized
priorities forward; partners across health constituencies to
create a coordinated and dynamic health system on a
national basis that meets long-term health and wellness
needs; understands needs of health stakeholders nationally
and pushes their agenda forward)
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AW
TRANSFORMATION Visioning, energizing, and stimulating a change process that coalesces

communities, patients, and professionals around new models of healthcare and wellness.

Financial Skills The ability to understand and explain financial and accounting
information, prepare and manage budgets, and make sound
long-term investment decisions.

Level 1: Expl ains the Organizationds
(Uses financi al metrics to d
success; explains income statement, balance sheet, cash
flow; explains indicators of financial health, especially
profitability, and accounting entries through general ledger

to revenue)

Level 2: Manages Budgets and Assets (develops budgets;
demonstrates expense and revenue managementii unit or
department; manages budget variances, including revisions
and corrective actions; explains expense sources and
management alternatives with implications; understands
sources of revenue including sensitivity analyzes;
demonstrates capital budgeting and asset management)

Level 3: Understand Impact of Reimbursement Models (assesgs
reimbursement and payment system alternatives; explains
connections between models and behavior of providers and
payers; develops incentives; considers impact of
reimbursement and payment systems when assessing
management alternatives)

Level 4: Evaluates Financial Analyses and Investments (analyzes rate
of return, net present value, cash flow analyses, and risk -
return trade -offs and cost-benefit analyses; analyzes
population, disease, utilization data; understands basics of
insurance rating and actuaria | risk)

Level 5: Develops LongTerm Financial Plans (develops long-term
plans for funding growth and development fie.g., new
services, clinical programs, community outreach; develops
long-term capital spending for building renovation and

expansion; develops funding sources and their financial
implications)
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Information Seeking

Y

TRANSFORMATION Visioning, energizing, and stimulating a change process that coalesces
communities, patients, and professionals around new models of healthcare and wellness.

An underlying curiosity and desire to know more about things,
people, or issues, including the desire for knowledge and staying
current with health, organizational, industry, and professional
trends and developments. It includes pressing for exact
inform ation; resolving discrepancies by asking a series of
qguestions; and scanning for potential opportunities or
information that may be of future use, as well as staying current
and seeking best practices for adoption.

Consults Available Resources (asks direct questions of the
people who are knowledgeable about the situation, such as
people who are directly involved; uses readily available

information, or consults other resources)

Level 2;

Investigates Beyond Routine Questions(conducts preliminary
investigations regarding a problem or situation beyond
routine questioning; finds those closest to the problem and
investigates further, such as asking)

Level 3:

Delves Deeper (asks a series of probing questions to get at
the root of a situation, a probl em, or a potential
opportunity below the surface issues presented; calls on
others who are not personally involved, to get their
perspective, background information, experience, etc.; does
not stop with the first answer, finds out why something
happened; seeks comprehensive information, including
expecting complexity)

Conducts Research to Maintain Knowledge (makes a
systematic effort over a limited period of time to obtain
needed data or feedback; conducts in -depth investigation
from unusual sources; commissions others to conduct formal
researchfie.g., market, financial, competitive fthrough
newspapers, magazines, computer search systems, or other
resources regarding practices in health and other industries
for the purpose of keeping current; se eks expert perspective
and knowledge)

Level 5;

Is Recognized as a User of Best Practicegestablishes ongoing
systems or habits to get information; for example, walks
around, holds regular informal meetings, or scans
publications that feature best practices; enlists individuals
to do regular, ongoing information gathering; adopts the
best practices from other industries)
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AW
TRANSFORMATION Visioning, energizing, and stimulating a change process that coalesces

communities, patients, and professionals around new models of healthcare and wellness.

Innovative Thinking

The ability to apply complex concepts, develop creative
solutions, or adapt previous solutions in new ways for
breakthrough thinking in the field.

Level 1;

Applies Basic Rules (applies simple rules, common sense,
evidence, and past experiences to identify problems;

recognizes when a current situation is exactly the same as a
past situation)

Level 2;

Recognizes Patterns Based on Life Experience(when looking
at information, sees patterns, trends, or missing
pieces/linkages; notices when a current situation is similar
or dissimilar to a past situation, and identifies the
similarities and/or differences)

Level 3:

Appli es 0OTried andor Trende {uses
knowledge of theory and different past trends or
occurrences to look at current situations; applies and
modifies concepts or methods appropriately)

Level 4:

Clarifies Complex ldeas or Situations (makes complex ideas
or situations clear, si mple, and/or understandable fie.g., re -
framing the problem, use of analogy; assembles ideas,

issues, and observations into a clear and useful explanation;

restates existing observations or knowledge in a simpler

fashion; takes intricate data and puts it into lay terms,
oboils downd6 information)

Level 5:

Creates New Concepts or Breakthrough Thinking (creates new
concepts that are not obvious to others and not learned
from previous education to explain situations or resolve
problems; looks at things in new ways that yield new or
innovative approachesfibreakthrough thinking; shifts the
paradigm, starts a new line of thought)

HMI Career Development Handbook
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Y

TRANSFORMATION Visioning, energizing, and stimulating a change process that coalesces
communities, patients, and professionals around new models of healthcare and wellness.

Strategic Orientation The ability to consider the business, demographic, ethno -
cultural, political, and regulatory implications of decisions and
develop strategies that continually improve the long -term
success and viability of the organization.

Level 1: Conducts Environmental Scanning (performs analyses that
identify the competitive/market, governmental and
regulatory, public opinion, scientific, and technological
forces that currently and will shape the organization;
identifies the strengths and challenges of the organization
vis-a-vis the forces today and into the future; identifies the
required social and economic position of the organization in
light of the envi ronmental scan)

Level 2: Develops Strategy to Address Environmental Forces(positions
the organization in light of the environmental forces over
the next three to five years; develops strategic goals and
plans for the organization that take advantage of its
strengths, addresses its shortcomings, builds on
opportunities, and attempts to minimize environmental
threats; aligns organizational units and investment
strategyfifinancial, people, technology, materials fito
achieve strategy)

Aligns Organization to Address LongTerm Environment
(understands the forces that are shaping health over the
next 5 to 10 years fi market, social, cultural, economic, and
political; aligns strategy, structure, or people with the long -
term environment; develops a long -term o rganizational
strategy fiincluding competitive, financial, structural, and
people elementsfito position the organization for success
over the next 10 years)

Level 4: Shapes Industry Strategy (develops a perspective on long-
term health and wellness trends and developments that is
respected by colleagues and leading policymakers; helps to
shape industry competitive positioning through policymaking
forums and industry -specific strategic groups)
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EXECUTION: Translating vision and strategy into optimal organizational performance .

Accountability

The ability to hold people accountable to standards of
performance or ensure compliance using the po
position or force of personality appropriately and effectively,
with the long -term good of the organization in mind.

Level 1;

Communicates Requirements and Expectations (gives basic
directions; makes needs and requirements reason ably clear;
ensures understanding of task requirements and
performance expectations; explicitly delegates details of
routine tasks in order to free self for more valuable or
longer-range considerations)

Level 2:

Sets Limits (establishes high but achievable performance,
quality, and resource utilization standards; firmly says no to
unreasonabl e requests; sets
actions; l'imits othersdé opti
resources available)

Level 3:

Demands High Peformance (imposes new, different, or
higher standards of performance with little input from
others; insists on compliance with own orders or requests;
monitors performance against clear standards; ensures
promised results are achieved; demands high perform ance,
quality, and resources; issues clear warnings about
consequences of nonperformance; shares results with
stakeholders)

Level 4:

Confronts Performance Problems (openly and directly
confronts individual and team performance shortfalls and
problems; holds people accountable for performance;
ensures timely resolution to performance deficiencies;
appropriately dismisses people for cause)

Level 5:

Creates Culture of Accountability (creates a culture of strong
accountability throughout the organization; holds others
accountable for demanding high performance and enforcing
consequences of nonperformance and taking action; accepts
responsibility for results of own work and that delegated to
others)
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EXECUTION: Translating vision and strategy into optimal organizational performance .

Change Leadership

The ability to energize stakeholders and sustain their
commitment to changes in approaches, processes, and
strategies.

Level 1;

Identifies Areas for Change (publicly defines one or more
specific areas where change is needed; identifies what needs
to change, but may not completely describe the path to
change)

Level 2;

Expresses Vision for Change(defines an explicit vision for
changéiii.e., what should be different and how; modifies or
redefines a previous vision in specific terms; outlines
strategies for change)

Level 3;

Ensures Change Message Is Hearddeliver the message or
vision for change to everyone affected; repeats message
whenever possible; posts change message# e.g., banners,
plaques, or other physical and public reminders; provides
opportunities for others to engage in change initiatives)

Level 4:

Challenges Status Quo(publicly challenges the status quo by
comparing it to an ideal or a vision of change; creates a
realistic sense of cri sis or a disequilibrium in order to
prepare the ground for change; energizes others for change)

Level 5:

Reinforces Change Vision Dramatically (takes a dramatic
action fi other than giving a speech fito reinforce or enforce
the change effort; personally exempl ifies or embodies the
desired change through strong, symbolic actions that are
consistent with the change)

Level 6:

Provides Calm during the Storm of Change (maintains an eye
on the strategic goals and values during the chaos of change;
provides focused, unswerving leadership to advance change
initiatives; exemplifies quiet confidence in the progress and
benefits of change; provides direction for overcoming
adversity and resistance to change; defines the vision for
the next wave of change)
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EXECUTION: Translating vision and strategy into optimal organizational performance .

Collaboration The ability to work cooperatively with others, to be part of a
team, to work together, as opposed to working separately or
competitively. Collaboration app lies when a person is a member
of a group of people functioning as a team, but not the leader.

Level 1: Conducts Work in a Cooperative Manner (supports team
decisions; does his or her share of the work; keeps other
team members informed and up -to-date about what is
happening in the group; shares all relevant or useful
information)

Level 2: Expresses Positive Attitudes and Expectations of Team or
Team Members (expresses positive attitudes and
expectations of others in terms of their abilities, expected
contributions, etc.; speaks of team members in positive
terms, either to the team member directly or to a third
party; develops effective working interactions with
teammates)

Level 3: Solicits Input (genuinely values ot he
actively seeks the input of others to increase the quality of
solutions developed; displays willingness to learn from
others, including subordinates and peers; solicits ideas and
opinions to help form specific decisions or plans; works to
create common mindset)

Level 4: Encourages Others (publicly credits others who have
performed well; encourages others; empowers others)
Level 5: Builds Team Commitment (acts to promote good working

relationships regardless of personal likes or dislikes; breaks
down barriers across groups; builds good morale or
cooperation within the team, including creating symbols or
group identity or other actions to build cohesiveness;
encourages or facilitates a beneficial resolution to conflict;
creates conditions for high -performance te ams)
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EXECUTION: Translating vision and strategy into optimal organizational performance .

Communication Skills

The ability to speak and write in a clear, logical, and
grammatical manner in formal and informal situations, to
prepare cogent business presentations, and to facilitate a group.

Level 1;

Uses Generally Accepted English Grammar(uses subject-verb
agreement and parallel structure; uses rules of punctuation
and sentence and paragraph construction; uses concise
thematic construction)

Level 2;

Prepares Effective Written Business Cases or Presentations
(uses accurate and complete presentation of facts; uses
logical presentation of arguments pro and con; develops
well -reasoned recommendations; prepares concise executive
summary)

Level 3:

Makes Persuasive Oral Presentations (uses clear and
understandable voice that is free of extraneous phrases i
i . e., ouhmé and oyou Kknowo;
mediaf presentation software, ex hibits, etc.; stays on the

topic; engages in non-defensive Q&A; stays within time

allotment)

Level 4:

Facilitates Group Interactions (uses varied communication
management techniques, brainstorming, consensus building,
group problem solving, and conflict resolution;
demonstrates good meeting management techniques fie.q.,
agenda development, time management)
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EXECUTION: Translating vision and strategy into optimal organizational performance .

Impact and Influence

The ability to persuade, convince, influence, or impress

others (individuals or groups) in order to get them to go along

with or to support oneds opi

understanding others, since impact and influence is based on the
desire to have a specific impact or effect on others where the
person has a specific type of impression to make, or a course of
action that he or she wants the others to adopt.

Level 1:

Expresses Logical Intention but Takes No Action (intends to
have a specific effect or impact; communicates intentions;
expresses concern with reputation, status, appearance, etc.,
but does not take any specific actions)

Level 2:

Takes a Single Action to Persuade (uses direct persuasion in
a discussion or presentation; appeals to reason, data,
ot h e gelé-idterest; uses concrete examples, visual aids,
demonstrations, etc.; makes no apparent attempt to adapt
presentation to the interest and level of the audience)

Level 3:

Takes Multiple Actions to Persuade (takes two or more steps
to persuade without t rying to adapt specifically to level or
interest of an audience; includes careful preparation of data
for presentation; makes two or more different arguments or
points in a presentation or discussion; uses multiple points
of view and delivery alternatives)

Level 4:

Calculates Impact of Actions or Words (analyzes the needs,
interests, and expectations of key stakeholders; anticipates
the effect of an action or o
the speaker; prepares for ot
to interests and needs of audience; aligns persuasion actions
for targeted effects or impact; takes a well -thought-out
dramatic or unusual action in order to have a specific
impact)

Level 5;

Uses Indirect Influence (uses chains of indirect influence fi
0 Ge tto show B so B will tell C such-and-s uc h 6 ; t
or more steps to influence, with each step adapted to the
specific audience; enlists endorsements of others fie.g.,
experts or other third parties fto influence)

Level 6:

Uses Complex Influence Strategies (assembles coalitions;
buil ds -thédscénesnsdpport for ideas; uses an in-
depth understanding of the interactions within a group to
move toward a specific position fie.g., may give or withhold
information among individuals to have specific effects)
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EXECUTION: Translating vision and strategy into optimal organizational performance .

Information Technology
Management

The ability to see the potential in and understand the use of
administrative and clinical information technology and
decision  support tools in process and performance
improvement.  Actively sponsors their utilization and the
continuous upgrading of information management capabilities.

Level 1:

Recognizes the Potential of Information Technology in
Process and Performance Improvement (acknowledges the
importance of information systems in relation to quality of
care, service outcomes, and process improvement;
understands how information technology tools simply,
streamline, and improve care; is familiar with current
technology for patient tracking fiespecially registration,
billing, and records management fifinancial automation and
reporting, and reimbursement management; is receptive to
automation of pa per-based processes)

Level 2:

Actively Promotes Information Technology Implementation
(uses knowledge of PC and network technologies to advocate
for integrated systems that collect, track, and share
information across local - and wide-area networks; presents a
cogent case for using these tools to clinical and
administrative audiences; personally uses information
technology or tools to improve processes and performance
outcomes; supports investment in databases, web -based
capabilities and tools, and informat ion systems)

Level 3:

Champions Decision Support Systems Implementation
(provides clinicians/staff with state -of-the-art information
systems, toolsii e.g., handheld devices, notepad computers A
and Web-based capabilities to access real -time information,
record data, and make decisions to optimize clinical/
management decision making; supports use of interactive,
Web-based capabilities for decision making fie.g., provider
selection, self -care decision trees, health plan selection,
appointment  scheduling, transact ion tracking and
scheduling; provides customers/patients with online access
to their information fe.g., health information, account
information; supports the development and investment in
long-termii.e., five years Ainformation systems planning,
including in tranet and internet capabilities)

Level 4:

Challenges the Organization to Use Leading Edge and
Developing Information Technology (stays up to date on the
latest developments in information technology; identifies
new opportunities to use latest information  technology and
decision-support tools to fundamentally alter the way the
organization operates or promotes wellness; partners with
the latest thinkers and developers to identify and
implement breakthrough systems)
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EXECUTION: Translating vision and strategy into optimal organizational performance .

Initiative

Identifying a problem, obstacle, or opportunity and taking
action in light of this identification to address current or
future problems or opportunities. Initiative should be seen in
the context of proactively doing things and not simply thinking
about future actions. The time frame of this scale moves from
addressing current situations to acting on future opportunities or
problems.

Level 1:

Responds to ShortTerm Opportunities or Problems
(recognizes and reacts to present opportunities; reacts to
present problems, including overcoming obstacles)

Level 2:

Is Decisive in Time-Sensitive Situations (acts quickly and
decisively in a crisis or oth er time -sensitive situation; acts
with a sense of urgency when the norm is to wait, study the
situation, and hope the problem will resolve itself)

Level 3:

Looks Ahead to Take Action ShortTerm (anticipates short -
term opportunities, obstacles, and problem s; takes action to
create an opportunity, prevent problems, or avoid future
crisis, looking ahead within a three -month time frame)

Level 4:

Takes Action on Longer-Term Opportunities (anticipates
longer-term  opportunities, problems, and obstacles;
proactiv ely takes action to create an opportunity or avoid
future crisis, looking ahead 4 -12 months)

Level 5:

HMI Career Development Handbook

Acts Over a Year Ahead (Scans for environmental inflection
points to anticipate changes, future opportunities, and
potential crises that others may not see; anticipates and
takes action to create an opportunity or avoid future crisis
looking over a year ahead)

Page 16



EXECUTION: Translating vision and strategy into optimal organizational performance .

Organizational Awareness

The ability to understand and learn the formal and informal
decision-making structures and power relationships in an
organization or industry (e.g., stakeholders, suppliers). This
includes the ability to identify who the real decision makers are
and the individuals who can influen ce them, and to predict how
new events will affect individuals and groups within the
organization.

Level 1:

Uses Formal Structure (uses the formal structure or
hierarchy of an organization to get things done; understands
chain of command, positional power, rules and regulations,
policies and procedures, etc.)

Level 2:

Applies Understanding of Informal Structure (uses the
informal structure of an organization when the formal
structure does not work as well as desired; recognizes key
actors, decision influencers, etc.; applies this knowledge
when formal structure does not work as well as desired)

Level 3:

Adapts Actions to Climate and Culture (recognizes norms and
values of an organization including the unspoken guidelines
about what people are and are not comfortable doing, and
what is and is not possible at certain times or by people in
certain positions; adopts t
organization; uses formats and terminology that reflect the
environment)

Level 4:

Considers Priorities and Vadues of Multiple Constituencies
(takes time to become familiar with the expectations,
priorities, and values o fie.gh
physicians, nurses, patients, staff, professionals, families,
community leaders; uses this understanding to bui Id
coalitions and consensus ar
priorities, and national health and wellness agendas;
recognizes and/or uses ongoing power and political
relationships within the constituencies fialliances, rivalries i
with a clear sense of organi zational impact)

Level 5:

Uses I nsights of Stakehol der
(addresses the deeper reasons for organization, industry,
and stakeholder actions, such as the underlying cultural,
ethnic, economic, and demographic history and traditions;
uses these insights to gain long-term support for the
creation of local, regional, and national integrated health
systems that achieve national agenda for health and
wellness)

HMI Career Development Handbook

Pagel7



AW
Performance The ability to understand and use statistical and financial
Measurement methods and metrics to set goals and measure clinical as well
as organizational performance; commitment to and
employment of evidence -based techniques.
Level 1: Monitors Indicators of Performance (uses knowledge of

customers, markets, and financial and management
accounting to track organization performance and financial
results;  implements basic  patient tracking fie.g.,
registration, invoicing, third -party payer i and operational fi
e.g., nhumbers of procedures, equipment usage A
measurement systems; reports results in an accurate, timely
manner that clearly shows organization performance)

Level 2: Monitors a 0Scorecardo of
Measures(tracks financial, customer, quality, and employee
performance measures; uses patient and constituent
satisfaction scores, as well as demographic and
epidemiological statistics to set organiza tional priorities,
plans, and investments; gathers both quantitative and
gualitative information on customer perceptions, market
position, and financial viability; tracks high -incidence
procedures and conditions; establishes procedures based on
evidence; ensures medical professionals undergo quality

revi ews; uses measurement s
warningdé as well as orear wi
Level 3: Uses EvidenceBased Approaches to Support Community|

Wellness (monitors community  wellness; measures
organization success by tracking community wellness and
performance against national criteria and priorities; uses

advanced warning measures to enable the movement of
people, equipment, and resources; anticipates community
needs; ensures timeliness, effect iveness, and efficiency of
services; advocates for treatment and other care decisions
that are evidence based and patient/customer centered)
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EXECUTION: Translating vision and strategy into optimal organizational performance .

Process Management and | The ability to analyze and design or improve an organizational
Organizational Design process, including incorporating the principles of quality
management as well as customer satisfaction.

Level 1: Conducts Process Flow Analysesluses process mapping and
analysis software; maps process steps; identifies key
decision points; determines staffing requirements fi numbers,
costs, and essential knowledge, skills, and other attributes i
cost implications, and service implications)

Benchmarks Good Processs and Practices (conducts
benchmarking and best practices research and interpretation
to improve both clinical and non -clinical organizational
practices; understands customer service and satisfaction
drivers; understands continuum of care across different
delivery sites fi e.g., outpatient, acute care, specialty clinic;
defines roles and responsibilities of different caregivers and
other providers; defines roles and responsibilities of
administrators and departments; understands legal,
accrediting, and regula tory requirements; understands
clinical research requirements and practices; knows patient
and information confidentiality requirements; determines
costs and revenue implications)

Level 3: Evaluates Organization Structure and Design (assesseqd
organizing structures i functional, departmental, service
line, etc. iand their advantages and disadvantages;
understands basic differences in provider structures fii.e.,
practice site, teaching hospital, community hospital, clinic,
sub-acute provider; uses organization st ructure to design
and improve performance)

Level 4: Uses Organization Governance Best Practices (understands
governance practices, including board relations, committee
structure, and fiduciary, ethics, and clinical review
responsibilities; defines role and responsibilities of
foundations and other auxiliary organizations; uses key
governing and regulatory organizations such as state,
county, and city governments; uses organization governance
to enhance quality, customer satisfaction, and performance)
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EXECUTION: Translating vision and strategy into optimal organizational performance .

Project Management The ability to plan, execute, and oversee a multi -year, large -
scale project involving significant resources, scope, and
impact. Examples include the construction of a major building,
implementation of an enterprise -wide system (patient tracking,
SAP), or development of a new service line.

Level 1: Prepares a Detailed Project Plan (uses project management
software; establishes phases and steps with realistic
timelines; identifies required knowledge, skills, and abilities

of team and vendors; selects team; identifies selection and
contracting processes and criteria and selects vendor;
identifies performance requirements, measurem ent systems,
and tracking and reporting processes; establishes budget)
Manages Projects Effectively (tracks performance against
plan and budget; holds vendors accountable; holds team
members accountable; reports project outcomes; adjusts
plan and re-schedules projects; ensures delivery within
prescribed timeframes and budget)

Level 3: Provides Project Oversight and Sponsorship (identifies
project performance requirements, including financing and
ROI; defines project requirements; selects manager;
provides project plan and major decision review and
oversight; acquires resources; manages major obstacles;
provides project performance reporting review and problem
solving)
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People: Creating an organizational climate that values employees from all backgrounds

and provides an energizing environment
responsibility to understand his or her impact on others and to improve his or her
capabilities, as well as the capabilities of others.

Human Resources The ability to implement staff development and other

Management management practices that represent contemporary best
practices, comply with legal and regulatory requirements, and
optimize the performan ce of the workforce, including

performance assessments, alternative compensation and benefit
methods, and the alignment of human resource practices and
processes to meet the strategic goals of the organization.

Level 1: Is Familiar with Basic Processes and Law(demonstrates basic
knowledge of employment management principles, policies,
and law in relation to hiring, promotion, or dismissal;
applies human resources policies and procedures; applies
equal opportunity and fed eral contract compliance A
EEOC/OFCCithe disabilities act fi ADAj fair labor
standardsfi FLSAand employee income, security, and
refinement regulations f ERISA; demonstrates al
understanding of union/labor principles and practices fie.g.,
contracting, negotiations, g rievance process, mediation)
Level 2: Uses Alternative Compensation and Benefit Programs
(conducts job analysis, evaluation, and grading; uses
compensation surveys; understands compensation structures,
including i market pricing, pay delivery models and their
implications, benefits and their role in total compensation,
and union wage and hour contract provisions; uses
compensation, benefit, and incentive programs to optimize
performance of diverse employee stakeholders; conducts
performance assessments)

Level 3: Aligns Human Resource Functions with Strategy (aligns
human resource functions to achieve organizational strategic

outcomes; understands the importance of aligning

recruitment and selection, job design and work systems,

learning and development, r eward and recognition, and
succession planning)
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People: Creating an organizational climate that values employees from all backgrounds

and provides an energizing environment
responsibility to understand his or her impact on others and to improve his or her
capabilities, as well as the capabilities of others.

Interpersonal The ability to understand other people as well as to accurately
Understanding hear and understand the unspoken or partly expressed
thoughts, feelings, and concerns of others. It measures

increasing complexity and depth of understanding of others and
includes cross-cultural sensitivity.

Level 1: Recognizes Emotions and Concerns of Others (recognizes
emotion by reading body language, facial expression, and/or
tone of voice; attends to thoughts and concernsi spoken and
unspokemi displayed by others)

Level 2: Interprets Emotions and Verbal Content (understands both
emotionfiby reading body language, facial expression,
and/or tone of voice fiand the content of what the person is
saying; accurately interprets emotion and content of what
others say; recognizes when the emotion and content do not
appear to be in sync)

Level 3: Commits to Understanding Others (takes time to get to know
people beyond superficial or job -related information;
genuinely seeks to understand people as individuals and
their points of view; uses insights gained from the
knowl edge of others to know
and why they act in certain ways)

Level 4: Displays Sensitivity to Cultural, Ethnic, and Social Issues (Is
sensitive to the cultural, ethnic, and social backgrounds of
individuals and groups; understands their differences with
an eye toward accommodating or appreciating them;
displays an in-depth understanding of the ongoing reasons
for a per soorifespponbes)havi or

Level 5: Actively Increases Diversity and Multicultural Approaches
(uses own insights and perceptions to create greater
diversity and multiculturalism; uses understanding to shape
future care scenarios to respond more positively to different
community and demographic groups)
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People: Creating an organizational climate that values employees from all backgrounds

and provides an energizing environment
responsibility to understand his or her impact on others and to improve his or her
capabilities, as well as the capabilities of others.

Professionalism The demonstration of ethics, sound professional practices,
social accountability, and community stewardship. The desire
to act in a way that is consi g
says is important.
Level 1: Acts Openly and Honestly (acts consistently and according to

organi zationos expressed co
public, and government in an open and truthful manner;
expresses what he or she believes even when the message
may not be welcome; shares information, insights, or
comments when it would be easier to refrain from doing so)
Level 2: Promotes Organizational Integrity (Ensures that organization
adheres to honesty and fair dealing with all constituencies,
including employees and community stakeholders; promotes
the development of professional roles/values that are
compatible with the improvement of health and wellness;
serves all equally and upholds trustworthiness)

Level 3: Maintains Social Accountability (develops and implements
systems for tracking and sustaining commitments to the
community and customers; acknowledges issues and
contributing factors; publicly admits to mistakes;
establishes approaches to handling issues and mistakes with
openness, honesty, and fairness)

Level 4: Promotes Community Stewardship (develops professional
roles/values compatible with improving population and
individual health; commits to addressing the health and
wellness needs of the total population, including adapting
new approaches that address diverse cultural attitudes
about health; ensures organizational stewardship and
accountability for honesty and fair dealing with all
constituents)
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People: Creating an organizational climate that values employees from all backgrounds

and provides an energizing environment
responsibility to understand his or her impact on others and to improve his or her
capabilities, as well as the capabilities of others.

Relationship Building The ability to establish, build, and sustain professional
contacts for the purpose of building networks of people with
similar goals and that support similar interests.

Level 1: Develops or Sustains Informal Contacts (makes or sustains
informal contacts with others that extend beyond formal
work relationships; is approachable and able to engage in
osmall talkdé and i nfor mal cCo
Level 2: Builds Friendly Rapport with Associates (maintains friendly
relations and rapport with work contacts; attends events
with associates and other business contacts that provide
informal mingling and contact, such as business meals,
sporting events, and other outings; finds things that one ha s
in common with associates and uses them to build friendly
relations)

Level 3: Sustains Formal Contacts (organizes parties, outings, or
special gatherings designed to improve or strengthen
relationships with others; creates forums for conducting
business; participates in a broad range of relationships with
others who have the potential to become strong business
allies)

Level 4: Establishes Important Relationships with Key Leaders (works
to meet key people in the health industry, the community,
and other constituenci es; i denti
s h a k @todayé and the future Aiand establishes good
working relationships with them)

Level 5: Sustains Strong Personal Networks (builds personal
relationships with colleagues such that one can ask and
readily receive favors and requests; maintains contacts with
others in the field for mutual assistance; can call on others
for support and, if needed, personal testimonials and
references; i s recognized as
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People: Creating an organizational climate that values employees from all backgrounds

and provides

an energizing environment

responsibility to understand his or her impact on others and to improve his or her
capabilities, as well as the capabilities of others.

Self-Confidence

Abelief in oneds own capabiahd
select an effective approach to a task or problem. This includes
confidence i n oneds ability

challenging circumstances and confidence
opinions.

Level 1;

Acts Confidently within Job or Role (works without needing
direct supervision; appears confident in person; presents
self well)

Level 2:

Acts Confidently at the Limits or Slightly Beyond the Limits

of Job or Role (makes decisions without asking others; makes
decisions even when others disagree; acts outside formal
role or authority; acts in uncertain circumstances)

Level 3:

States Confidence in Own Ability (describes self as an expert,
someone who makes things happen, a prime mover; sees self
as among the top performers in an organization; explicitly
states confidence in own judgment or abilities;
communicates self-assuredness to take on new roles,
responsibilities, and challenges)

Level 4:

Takes on Challenges (seeks challenging assignments and is
excited by a challenge; looks for and gets new
responsibilities; speaks up when he or she disagrees with
management or others in power, but disag rees politely,
stating own view clearly and confidently fieven in a conflict)

Level 5;

Chooses Extremely Challenging Situations (willingly takes on
extremely challenging fii.e., those that are personally risky fi
assignments; confronts management or others with power
directly; can be blunt and bold when necessary)
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People: Creating an organizational climate that values employees from all backgrounds

and provides an energizing environment
responsibility to understand his or her impact on others and to improve his or her
capabilities, as well as the capabilities of others.

Self Development The ability to have an accurate view of
and development needs, including the impact that one has on
others. A willingness to address needs through reflective, self -
directed learnin g, and by trying new approaches.

Level 1: Seeks Feedback (routinely seeks feedback from others,
including those who are likely to be critical; appreciates the
need to learn and grow)

Level 2: Improves Own Performance (regularly reflects on own
performance including events that were successful and those
that were less so; learns from less successful events,
missteps, and challenges; sets annual improvement goals; is
open to coaching)

Level 3: Considers the Impact One Has on Others (is aware of w hat
behaviors and styles get the best results and matches styles
to the situation; reflects on the impact one has on others
prior to making decisions or taking actions; modifies
behaviors in response to informal cues as well as formal
feedback and integrat es the results into personal
development efforts and goals; tries out new leadership
techniques and adopts those with positive impact)

Level 4: Pursues LongTerm Personal Development (independently
analyzes future developmental needs, factoring in  accurate
self-assessment, feedback from others, personal career
goals, and organization direction; proactively pursues multi -
year personal development, including willingness to tackle
fundamental behavior change fie.g., from pacesetter to
consensus builder)
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People: Creating an organizational climate that values employees from all backgrounds

and provides an energizing environment
responsibility to understand his or her impact on others and to improve his or her
capabilities, as well as the capabilities of others.

Talent Development Thedrive to build the breadth &
human capability and professionalism, including supporting
top-performing people and taking a personal interest in coaching
and mentorin g high-potential leaders.

Level 1: Expresses Positive Expectations of Others (makes positive
comment s regarding ot her so
particularly those whom others might see as not having high
potential; believes others want to, and/or can learn to,
improve their performance)

Level 2: Gives ShortTerm, Task-Oriented Instruction (gives detailed
instructions and/or one -the-job demonstrations; provides
specific helpful suggestions)

Level 3: Provides Constructive Feedback and Support (gives directio ns
or demonstrations with reasons or rationale as a training
strategy; provides practical support or assistance to make an
assignment easier for the others; volunteers additional
resources, tools, information, and expert advice; supports
learning and profe ssional growth of others; asks questions,
gives tests, or uses other methods to verify that others have
understood explanation or directions; gives feedback in
balanced, behavioral, and constructive manner; provides
constructive development expectations)

Level 4: Supports Ongoing Development (uses surveys, assessmen
tools, and personal engagement to develop a comprehensive
understanding of talent strengths and needs in the
organization; actively supports resource investments to
close talent gaps; is a voc al supporter of growing talent and
capability; demonstrates commitment to developing talent
by investing resources; provides opportunities for more

responsibility and O0stretch
Level 5: Acts as a Developer of Talent (recognizes that developing

people in the organization is a key priority and

accountability; knows who t

are and gives them mentoring; participates in formal
development and training, occasionally serving as a trainer;
ensures that succession plans are robust and current; serves
as a coach for successors to own and other key top positions)

Level 6: Develops health Industry Talent (contributes personal time
and energy to mentoring and improving healthcare talent

industry wide; develops a vision of top leadership
requirements and works with industry colleagues to
implement a vision; serves as a coach/trainer for industry

leadership development programs)
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People: Creating an organizational climate that values employees from all backgrounds
and provi des an energizing environment
responsibility to understand his or her impact on others and to improve his or her
capabilities, as well as the capabilities of others.

Team Leadership Sees oneself as a leader of others, from forming a team that
possesses balanced capabilities to setting its mission, values,
and norms, as well as to holding the team members accountable
individually an d as a group for results.

Level 1: Manages Team Meetings Well (conducts efficient and
effective meetings; states meeting agendas and objectives;
controls time and pace; makes assignments)

Level 2: Keeps People (provides essential information for decision
making and fulfillment of responsibilities individually and
collectively; lets people affected by the team know what is
happening and the status of decisions; explains the reasons
behind a decision promptly and candidly)

Promotes Team Effectiveness (creates the conditions that
enable the team to perform at its best fie.g., setting clear
direction, providing appropriate structure, getting the right
people; determines team membership fiincluding selection
and dismissalil team assignments, performance man agement,
and team development actions in a manner that promotes
team morale and productivity; obtains input from others to
promote the effectiveness of the group or process)

Level 4: Obtains Resources/Takes Care of the Team (Obtains needed
personnel, resources, and information to meet team goals;
holds team members accountable for their contributions to
team success, including bringing team resources to their
assistance; protects the group and its reputation vis -a-vis
the larger organization or the communi ty at large; provides
or secures needed support and development for both the
individuals and the team as a group)

Level 5: Demonstrates Leadership (establishes norms for team
behavior; personally models the norms; takes appropriate
action when members vio late the norms; works with team
members to gain their personal commitment and energy to
the team mission, goals, and norms; uses own positional
power, trust, respect of others, and relationships to remove
or smooth over obstacles that the team meets; coach es and
develops team members to top performance)

Is a Role Model for Leadership (Is recognized throughout the
health industry as an example of outstanding leadership;
provides guidance and perspectives on leading others to
peers and colleagues outside the organization; takes an
active role in spreading leadership approaches across the
industry; is recognized by the industry as a leader whose
leadership approaches are considered best practice; is often
sought out for perspective and guidance int he field)
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HMI Competency Assessment Program

In addition to the NCHL Competency Model, HMI has also developed a competency assessment
program (HMI CAP) that is also used in a number of classes.
complements the NCHL model and provides additional guidance for quantifying the
achievement of crucial abilities for health care leaders.

Unsatisfactory

Critical Thinking

Satisfactory

This competency model

-

Superior

Rarely reflects on the ideas Sometimes reflects on the Enthusiastically reflects on
I_ ; . I_ ; - I_ ; .
encountered in readings ideas encountered in the ideas encountered in
: readings readings
- Reactively addresses
problems, if at  all - Attempts to evaluate and - Reliably evaluates and solves
solve problems with new problems with new
- Rarely seeks new knowledge information information
- Thinks logically - Thinks logically and
- Does not contribute to creatively
discussions
- : n Engages in discussions n Diligently seeks new
- Is indifferent or hostile to knowledge
evidence contradicting
existing beliefs - Is open to evidence that |_ Eagerly engages in and leads
contradicts previous beliefs discussions
- Uses poor judgment
- Bases judgments on |_ Seeks alternative views to
evidence enhance understanding
- Fails to distinguish valid and
invalid arguments |— Can distinguish valid and |_ Bases judgments on high
invalid arguments quality evidence
n Is not self -reflective
- Asks questions, but does not n Asks revealing and thought -
: _ contribute to exploration of provoking questions
I_ Fails : to recognize the pr0b|em
connections between n Seeks knowledge from other
different issues |_ Is self -reflective disciplines to enhance
understanding
- Reliably identifies arguments
and issues
Additional Comments for J
Critical Thinking Section J
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Professionalism

Unsatisfactory Marginal Satisfactory

Avoids or denigrates some
learning objectives

Displays arrogance
Lacks respect for faculty or
peers

Sometimes intolerant of the
beliefs of others

L e B B

Dress and appearance
inappropriate at times

Additional Comments for -
Professionalism Section
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Unsatisfactory

Judging ideas early in the
process rather than deferring
judgment

Functional fixation 1 unable
to see an object or issue in
another context or frame or
reference

Looking for one answer or
solution rather than
exploring many possible
answers or solutions

Focuses on either divergent
or convergent thinking
rather than a balance of both

Lacks self -confidence and
worries about taking risks or
making a mistake

Lacks curiosity
Resistant to new ideas a nd
change

Narrowly focused knowledge
domain

Does not
assumptions

challenge

Perspective that once
problem has been solved, it
can be forgotte
broke, donot fios

HMI Career Development Handbook

Creative Thinking and Innovation

O d O al O

.

Satisfactory

Problem -finding perspective
(Every problem that has
been solved can be solved
again in a better way)

Exploratory  attitude and

curiosity

Ability to accept change and
new ideas

Ability to generate new ideas

Willingness to play with
ideas and possibilities

Able to find relevant
information/knowledge
connections and combines
information/knowledge

Works hard to continually
improve ideas and solutions

Looking for many possible
answers or solutions rather
than only one

Able to suspend judgment
and criticism of generated

ideas until later in creative
process
Able to look at

problems/issues/situations
from different angles or
perspectives

Challenges assumptions

I

Superior

Focuses on problem -finding,
problem -definition, and
problem -representation

Challenge assumptions i
keeps asking Awl
Ambidextrous  thinking T
abilty to balance the

divergent and convergent
thinking

Able to generate new ideas
by combining, changing, or
reapplying existing
knowledge/ideas

Allows self to make wild
crazy suggestions as well as
those that seem sensible

Ability to generate
imaginative or novel ideas

Draws on knowledge from a

broad array of specific
knowledge domains

Ability to integrate
knowledge -- see
connections between
knowledge from diverse,
seemingly remote,
knowledge domains

Ability to translate

knowledge/ideas into new
product/service/experience,
process, positioning,
paradigm (business model)
design innovations

Ability to connect and re -
contextualize
knowledge/ideas

Generates
insights

breakthrough

Able to break down patterns
and restructure them -
envision the reconfigured
roles and relationships
among a constellation of
entities to mobilize the
creation of value in new
forms and by new players
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Additional Comments for
Creative Thinking and Innovation

Section
Unsatisfactory
|— Thought processes are
disorganized, no logical
sequence
n Misses information in context
- Inadequate  appraisal  of
problem
- Fails to obtain information

from supplemental sources
and apply to problem  solving

- Fails to recognize and track
key issues in problem

- Jumps to conclusions without
understanding the

complexity of the problem
and how it impacts various
parts of the system

Additional Comments for
Problem Solving Section

HMI Career Development Handbook

Problem Solving

Satisfactory

Able to generate hypothesis
but unable to prioritize these
hypotheses

Struggles to generate
alternative hypotheses

Usually obtains information
from supplemental sources
and applies to problem
solving

Struggles but draws
appropriate conclusions

Inconsistent  but  usually
adequate appraisal of
problem

Usually identifies key points
and important elements of
the problem

Lo

Superior

Organized, logical thought
processes that consistently
incorporate information from
other sources to inform the
hypotheses generation

Appreciates subtleties in the
problem

Able to generate alternative
hypotheses, prioritizes
alternative hypotheses and
articulates rationale  for
priorities

Logical progression from
information  available to
conclusions/hypotheses

Effective  use of prior
knowledge

Able to prioritize materials
and pick out key points

Ability to discern what is
important within the problem

il

=]
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Unsatisfactory

Unaware or unconcerned
about role in group

Does not use feedback to
improve performance

Resists  suggestions  from
peers and tutors

Evaluates self in superficial
manner at mid -block

Inconsistent or incomplete
response to mid -block
evaluation feedback

Additional Comments for
Self Reflection Section

HMI Career Development Handbook

Self Reflection

Satisfactory

Monitors group
reaction/interactiont o self

Able to use mid -block
information to improve
performance

General evidence of self
assessment and
improvement

Usually careful to provide
constructive feedback

Receives verbal and non -
verbal group feedback and
changes behavior
accordingly

Superior

Consistently self monitors
group dynamics and
incorporates information to
promote better self and
group learning

Self critical and monitors
own learning

Continually appraises and
assimilates scientific
evidence to refresh
knowledge base

Evidence of self assessment
and improvement
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Unsatisfactory

Sets poor
example

leadership

Does not focus on team work
product

Lacks pride in the team and

its accomplishments

Does not set aside own
needs for good of team

Avoids more difficult team
objectives

Discourages others from
contributing

Additional Comments for
Team Work Section

.
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Team Work

Satisfactory

Finds meaning in the work
being performed

Respects differences in
perspectives of team
members

Asks questions

Listens and
constructively

responds
Generally focused on what
needs to be achieved

Meets deadlines for
achieving results

Helps group stay on task
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Superior

Identifies the purpose in the
work being performed

Actively learns from others
and teaches others

Recognize and
contribution of others

respect

Searches out and discovers
capabilities of all other team
members

Understands differences in
perspectives of team
members

Mobilizes everyone to get
involved and  contribute

Displays pride in the team
and its accomplishments

Puts the team first

Skilled in verbal and non
verbal communication
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Unsatisfactory

Writes in a disorganized
or confusing style

Uses little or improper
evidence to  support
conclusions

Offers weak or no critical
analysis

Does not reference
sources

Uses poor grammar when
writing

Uses poor grammar when
speaking

Poorly organ izes and
delivers presentations

Enunciates poorly, uses
inappropriate  tone  or
volume

Bores or confuses an
audience when
presenting

Pays little attention to
other speakers, does not
ask questions

Easily distracted or
distracts others

Additional Comments for
Communication Section

Communication

Satisfactory

Writes in an
understandable style

Presents but does not
synthesize evidence to
support conclusions

Appropriately references
sources

Uses proper grammar
when writing

Uses proper grammar
when speaking

Enunciates clearly, uses
good tone and volume

Presents adequately to
an audience

Pays attention to other
speakers

Avoids or eliminates
distractions

Superior

Writes in a clear,
convincing, and
organized style

Synthesizes evidence to
support conclusions

Offers  strong critical
analysis

Speech/presentations
well organized and
delivered

Uses proper grammar
when speaking

Generates interest in an
audience

Presentations logically
organized and
professionally structured

Pays attention and
adjusts to audience
needs while presenting

Listens  effectively to
others and clarifies
information as needed

Recognizes and responds
appropriately to
nonverbal cues
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HMI Internship Competency Assessment Program

An important component of education is the practical experiences gained through the summer
internship. The following is the competency assessment form that preceptors of the program
complete twice during the internship, once at the mid -point of the summer to enable
corrective acti ons if needed and again at the end of the summer internship.
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Intern Assessment Form

Instructions: Below, please indicate the type of assessment (middle or end of internship).
You may choose any combination of assessment areas and elements that reflect your observations
of your student intern.

Choose a student: | John Smith

Is this evaluation:  ® Mid-internship, or

OEnd of internship

Knowledge and Preparation

O Unsatisfactory

Displays little or no
knowledge of the
profession

Unclear about the
nature of the
internship and its
goals

Little or no
background
knowledgeable about
the organization
upon arrival

Has poor academic
skills requiring
remedial training

HMI Career Development Handbook

O Satisfactory

Displays expected
level of knowledge
of the profession for
a mid-degree student

Knowledgeable of
the internship and its
goals

Some background
knowledgeable about
the organization
upon arrival

Has the academic
skills necessary to
get by

O Superior

Displays impressive
knowledge of the
profession for a mid-
degree student

Enthusiastic about
the internship and its
goals

Very knowledgeable
about your
organization upon
arrival; has done his/
her homework

Has the academic
skills necessary to
perform at a high

level

Page 36



Additional Comments for
Knowledge and
Preparation Section

Learning on the Job

O Unsatisfactory O Satisfactory O Superior
[0 Demonstrates little [0 Demonstrates [0 Demonstrates new
learning and adequate learning skills and
retention from new and retention from understanding from
experiences new experiences new experiences
Does not learn from [0 Seeks help when Applies lessons of
successes needed past success to new
. situations
[0 Does notleam from [0 Pays attention
mistakes [0 Applies lessons of
i hel past mistakes to new
[0 Does not seek help S
when needed
Additional Comments for
Learning on the Job
Section
Contribution and Achievement
O Unsatisfactory O satisfactory O Superior
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[0 Contributes little to
the organization

O Does not contribute
beyond minimum
required

[0 Unreliable or
irresponsible

I This intern is not
someone I would
consider hiring

Additional Comments for
Contribution and
Achievement Section

Makes expected
level of contribution
to the organization

Seeks out
opportunities to
contribute

Reliable in
responsibilities
assigned

This intern is the
type of professional I
would consider hiring

Contributes to the
organization at a
higher level than
expected

Creates novel
opportunities to
contribute

Eager for additional
responsibility beyond
those assigned

This intern is the
type of professional I
would eagerly hire

O Unsatisfactory

[0 Rude, shows little
evidence of respect
for others

[0 Habitually late or
unreliable

[0 Uninterested or
apathetic

O Displays poor
interpersonal skills

HMI Career Development Handbook

O O

Professionalism

O Marginal

Avoids or denigrates
some learning
objectives

Displays arrogance

Lacks respect for
faculty or peers

Sometimes intolerant
of the beliefs of
others

O satisfactory

Displays enthusiasm
for learning and the
profession

Helpful and polite to
group members

Behaves
professionally at all
times

Maintains respect for
others
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[Q Dressand
appearance
inappropriate at times

Additional Comments for
Professionalism Section

Communication

OUnsatisfactory O Satisfactory O Superior

[0 Writes inan
understandable style

[0 Presents but does not
synthesize evidence
to support
conclusions

[0 Appropriately
references sources
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Uses poor grammar
when writing

Uses poor grammar
when speaking

Poorly organizes and
delivers presentations

o o o O

Enunciates poorly,
uses inappropriate
tone or volume

Bores or confuses an
audience when
presenting

O

[ Pays little attention
to other speakers,
does not ask
questions

[0 Easily distracted or
distracts others

Additional Comments for
Communication Section

Uses proper
grammar when
writing

Uses proper

grammar when
speaking

Enunciates clearly,
uses good tone and
volume

Presents adequately
to an audience

Pays attention to
other speakers

Avoids or eliminates
distractions

Speech/presentations
well organized and
delivered

Generates interest in
an audience

Presentations
logically organized
and professionally
structured

Pays attention and
adjusts to audience
needs while
presenting

Listens effectively to
others and clarifies
information as needed

Recognizes and
responds
appropriately to
nonverbal cues

O Unsatisfactory

HMI Career Development Handbook

Critical Thinking

O Satisfactory

O Superior
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