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Performance Contract

The Standard of Performance

Treatment of Others
o Regard others as equals — treating everyone with RESPECT at all times.
¢ Be helpful while demonstrating a genuine concern in a professional manner giving support,
encouragement and reassurance to those with whom you come into contact.
e Be willing to admit and rectify any mistakes, to make needed changes and to go the extra mile.
Corporate Citizenship
e Understand the importance of the work that you do and report to work on time, working the
shifts that have been assigned to you.
e Accept responsibility for and be accountable for the work that you do, making sure that you
follow procedures.
Practice safety at all times treating equipment and property as if it were your own.
e Make sure that you take the necessary steps to know how to do your job with competence and
be willing to share with others the knowledge and skills that you bring to the job.
e Take a great deal of pride in your job performance and take the time to deliver quality,
accurate services.
Attitude
e Bring a cooperative, courteous attitude to your job ~ setting a positive example.
o Work as a team member by being patient with others while being helpful and understanding.
Understand that we’re all in this together and will pitch-in even if it is not in your job
description.

o Be flexible and cooperative while demonstrating a willingness to learn.

e Bring an appropriate sense of humor and sense of fun to your job.

e Be a positive advocate for NEMHS within the organization and in the community.
Appearance

e Maintain a clean, neat, professional appearance that is appropriate to the customer you are

serving. That is to include personal hygiene and appropriate use of fragrances. Plus, do your
part to help maintain a clean, neat, professional workplace.

e Demonstrate friendliness and a warm welcoming SMILE as you deal with those you serve.

e Let those with whom you interact know your name through introductions and the wearing of

nametags.
Communication

o Take the time to say “Please” and “Thank-You”.

o Demonstrate that you are approachable, willing to give and to receive feedback while
encouraging and receiving suggestions with an open mind. Give feedback in a positive, non-
critical way so as to help others improve.

Do your part to help eliminate gossip in the workplace.
Make sure that you follow-up on promises you have made for those you serve.
Make sure that your written communication is legible.

Take the time to explain what you will do to solve any problems and explain the reasons for
any delays.

Practice honest open communication.

Make sure that you give recognition and appreciation for a job well done.

Be willing to ask questions and seek help when needed.

Take the time to really listen to and try to understand what a person is saying.



Customer Service
e Deliver prompt, courteous service explaining any delays to your customers internally
and externally.
e Take steps to ensure that you maintain confidentiality in the workplace and in the
community.
e See the customer, as a real person with specific needs, satisfying those needs to the
best your ability, while treating each customer as #1.

| have read and reviewed the standards of performance. | agree to abide by and practice
these standards. | understand that failing to uphold these standards will lead to disciplinary
action, up to and including termination. | will also hold my fellow employees accountable to
these standards.

Employee Signature: Date:

Department Manager: Date:




