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Contact Hour Accreditation 

This CNE activity has been provided by Ohio 
Nurses Association

Learners must attend the entire session (live 
presentation or 11 webinars) and receive a 
passing post-test with a score of at least 80% in 
order to receive a certificate of contact hours.

There is no conflict of interest for anyone with the 
ability to control content of this activity.

This nursing continuing professional development 
activity was approved by the Ohio Nurses 
Association, an accredited approver by the 
American Nurses Credentialing Center’s 
Commission on Accreditation. (OBN-001-91)

 Approval Valid through June 1, 2024
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Disclosures

Nancy has no relationships with 
commercial entities related to the 
healthcare industry.

Nancy is the Assistant Director of 
Education for  NADONA
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Objectives

The participant will be able to 

Name 3 items necessary to conduct an effective 
interview

Determine if the applicant hired meets the regulations 
for working in a LTC facility

List 3 components that should be reflected in an 
evaluation

Identify 3 levels of employee engagement

Describe the 5 sections necessary in a Disciplinary 
Policy and Procedure
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Hiring / Interviews
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Conducting an Interview

 To conduct a fair and effective interview process:

Provide the candidate with time and location of interview

Review the application prior to interview

Conduct the interview in a quiet , private location 

Allow plenty of time for the interview

Put the person at ease by referring to something from the 

application

Interview questions should be structured by using 

predetermined questions of all candidates

Use different kinds of questions such as situational. (Open-

ended-”What do you think about”) Not yes or no questions.

Allow for the candidate to do 70% of the talking
© 2019 NADONA LTC
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Conducting an Interview cont.

Allow the candidate time to respond. Don’t rush the next question.

 Treat all candidates in the same manner ( equal)

 Take notes but do not write on the application or resume. These notes will go in 

the file with the application – should only reflect the answers – not personal 

thoughts

 Stay on target – If the candidate gets off track use a question to refocus

Monitor the time

 Finish by asking the candidate if they have any questions or comments regarding 

the position or their candidacy

Discuss the next steps in the process

 Thank the candidate for their interest

 Complete your notes immediately following each interview. Decide whether each 

candidate meets, exceeds, or does not meet the requirements.

 Keep your top candidates interested by completing the interview process quickly.

© 2019 NADONA LTC
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Types of Interview Questions
Open-ended questions are basic to any effective interview 

because they ask candidates to relate information and ideas 
that they feel are important. 

Example: “Tell me about your supervisory experience.”

 Accomplishment questions ask the candidate to identify 
important accomplishments and what skills were used to 
execute them. 

Example: “Tell me about your most recent important 
accomplishment in your job. What did you do and what was 
the outcome?”

 Situational questions ask candidates how they handled or 
would handle job-related situations, to evaluate their ability to 
recognize important aspects of situations, analyze them, and 
provide reasonable options. 

Example: “Describe a situation where you had two 
assignments with conflicting priorities and how you handled 
it.”

© 2019 NADONA LTC
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Types of Interview Questions

 I t’s always ok to throw in an unexpected question or two.  Especially if it is going to 

require a creative answer.

 Instead of asking only the standard questions “what is your greatest attribute”  or 

“what is your one area of weakness you would like to improve”, why not ask: “if you 

could be one kitchen appliance, what would it be and why”?

 This was actually asked of me on an interv iew and it requires some thinking on your 

feet and shows your creative side.

 (I  answered blender, and said I  like to try and make a cohesive team no matter what 

our backgrounds are.  I  went on to say I  think having a blend of various skills and 

backgrounds is the best way to keep the team moving forward.)

 I t must have worked…I got the job!  ☺

© 2019 NADONA LTC
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Appropriate Interview Topics

 Explore gaps in employment

 Inquire about short term jobs

 Discuss the opportunity of special skills or areas of 
expertise

Question the level of responsibility that the candidate 
has held or is willing to hold

© 2019 NADONA LTC
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Topics That  May Not Be Covered in an Interview

 Topics NOT to ask about

Personal Nature questions

 Illegal questions

Gender

Sexual Orientation

Age-

Marital Status

Color

Race

Religion

National Origin

Medical Condition
© 2019 NADONA LTC
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Topics That  May Not Be Covered in an Interview cont.

Pregnancy

Disabilities

Children

Lifting unless it is a necessary part of the position

Medical History

Worker’s compensation claims

Injuries

Family medical history

Whether the candidate takes medications

If the candidate brings up one of these topics do not respond to 

it. Acknowledge it with a nod and I see (something neutral). 

Continue on with another question.
© 2019 NADONA LTC
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References
 Checking References

 Check references on the top 2 candidates

 If possible have the candidate sign a form allowing the reference check.

 Check for substantiation of the following

Hire and termination dates

Was a notice given

Listen to how the information is given

 Being asked for a reference

 Depending on organizational policy

Give dates of employment

 If they left in good standing 

Whether they were re-hirable

 Discovery of a conviction of abuse in another facility would prevent you from hiring the 
candidate

 After job offer be sure to checkout

 License

 Background check

 OIG
© 2019 NADONA LTC
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Managing Employees
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Job Descriptions

 Review job descriptions regularly to ensure that they are 

current and reflect the responsibilities and tasks of the 

position as it is currently expected.

 Interview the staff in these positions to ensure that all 
responsibilities are captured with in the job description.

 Be sure to sign and date them as they are reviewed

© 2019 NADONA LTC
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Managing employees through out the year

As issues come up deal with them on a one- to 
one basis.

Do not take notes and then at evaluation time 
spring them on the employee.

Employees should be able to anticipate what 
an evaluation will say if the manager has been 

up front throughout the year both with 
coaching and approval.

© 2019 NADONA LTC
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Managing Employees
 Annual Evaluations

Manager’s impression

Based on the current job description

Reflect observations of the employee’s relative ability to meet established 

performance standards and business objectives during the immediate prior 

rev iew period (usually a year),

 Include specific examples to substantiate those observations, and 

Prov ide suggestions for action that could be taken to improve relative 

performance.

 Employee’s impression

Allow the employee to offer in writing their comments regarding the 

evaluation

Goals

Both the manager and the employee may set goals for the upcoming year 

that will be rev iewed at the next evaluation © 2019 NADONA LTC

18

16

17

18



6/1/2022

7

Unions

© 2019 NADONA LTC
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Union Contracts

 Union Contract or  collective bargaining agreement –

sets out guidelines for the employment relationship between a 
business and its unionized workers.

the union and employer negotiate a multiyear contract that 

contains

wages,

 benefits, 

pension contributions, 

scheduling, 

seniority advantages and 

other working conditions

Can take weeks or months to negotiate © 2019 NADONA LTC
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Union Contracts cont.

 Labor Laws fundamental to union contracts

National labor Relations Act (NLRA)

protects employees' rights to engage in concerted activity.

Taft-Hartley Act ( Labor Management Relations Act) (LMRA)

protects the rights of employees to not engage in concerted 
activity if they do not wish to do so.  (like sign a petition about poor 
working conditions, etc.)

 Other laws that affect union members 

Title VII of the Civil Rights Act of 1964,

 the Americans with Disabilities Act of 1990

other laws enforced by federal and state agencies

 Union contracts incorporate all of these laws to ensure that workers are 
afforded all the protections given to workers who don't have a union 
contract

© 2019 NADONA LTC
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Staff Engagement

© 2019 NADONA LTC
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Types of Employees

 3 Types

Engaged

Work with passion

Feel profound connection their business

Drive innovation

Help move the company forward

Not-Engaged (Untapped Opportunity)

Essentially checked out / unmotivated

Putting in time / thinking about breaks, lunch etc.

No energy

No passion

Going through the motions of a workday © 2019 NADONA LTC
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Types of Employees cont.

Actively Disengaged

Aren't happy at work

Act out their unhappiness

Undermine what others are accomplishing

Monopolize the manager’s time

Drive away customers

© 2019 NADONA LTC
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Employee Engagement

 Definition: The extent to which people are personally involved in the 
success of a business.

 Engaged employees will go the extra mile because they feel a strong 

emotional connection to the organization.

 They want their businesses to succeed because they identify with their 

company’s mission, purpose, or values on a personal level.

 Engaged employees go that extra mile because success is personal for 
them.

 Two factors – emotional connection and performance – are the two 
most important concepts in understanding engagement and creating 

employee engagement strategies that work.

© 2019 NADONA LTC
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Key Element Behind Effective Employee 
Engagement

Sense of Belonging 

Feel that their work was meaningful and made a 
difference

Feel valued, trusted and respected

Feel secure and self-confident

The more an employee feels part of a community, the 
more likely it is that they are engaged

© 2019 NADONA LTC
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Engaged Employees 

13% of employees world wide are engaged

33% of US workers are engaged

Are self-guided

Have well defined roles

Understand their contribution to the 
organization

Invest in personal & professional development

Feel connected to their team & the larger 
organization

© 2019 NADONA LTC
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https://www.gallup.com/workplace/231581/five-ways-improve-employee-engagement.aspx
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How to engage Employees
 Use a good employee engagement (satisfaction) survey

 Ask specific, relevant questions that are actionable for the team

 Validate the data for accuracy

 Review the outcome data of the survey with the employees

 Explain what potential actions can be expected

 Focus on engagement at all levels

 Change occurs on the workgroup level but must be evident at the top level first

 Must be a part of the management expectations first 

 Mangers must be empowered to make changes with their staff

 Identify barriers to engagement with the staff..  TALK TO THEM!

 Solicit their ideas to improve performance business innovation and a better environment

 Pick the right managers

 Have the attitude that their success and the business success is in the hands of the employees

 Great managers empower their employees, recognize and value their contributions, and actively 

seek their ideas and opinions.

 Select managers for the unique talents it takes to effectively manage people greatly increase the 

odds of engaging their employees © 2019 NADONA LTC
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How to Engage Employees cont.
 Work with the Mangers and hold them accountable for employees’ 

engagement

Encourage an active role in building engagement

Hold them accountable; discuss with them.

Track, progress\ & ensure they are focusing on emotionally engaging 
the employee.  Keep employees informed.  They want to feel they are 
a part of a larger picture.  They want to be valued and appreciated.

 Define engagement goals in everyday terms

Make goals meaningful to employees’ day to day

Describe what success looks like

Discus engagement at 

weekly meetings

Planning sessions

One to one meetings

Make it a part of daily interactions and activities in the workplace© 2019 NADONA LTC
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If employees truly are a company's best 
asset, then leaders and managers should 
make caring for them a priority.
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Disciplinary Actions

© 2019 NADONA LTC
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Disciplinary Actions
Definition: a method for dealing with 

a worker who causes problems or does not obey 
company rules, for example, by removing them 
from their job.

Purpose of disciplinary action:  is to correct behavior and 
document issues.

At will employment state: employees work at-will, and can 
be terminated at any time, for any reason and can leave 
at any time for any reason.

All disciplinary actions are done in private.

© 2019 NADONA LTC
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Disciplinary Actions cont.

Disciplinary Action Policy

Policy Statement

Explains the steps we will take to address employee 
failure to perform or misconduct. This policy applies to 
all employees.

At will Employment

Describes what that means for the employee

Progressive Discipline steps

Each step is listed

Managers or supervisors will document each step in this 
process using official forms.

Employees must always be informed of any disciplinary 
action, of what stage they are in, the consequences of 
further violations, and corrective actions they can take.

© 2019 NADONA LTC
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https://dictionary.cambridge.org/us/dictionary/english/method
https://dictionary.cambridge.org/us/dictionary/english/dealing
https://dictionary.cambridge.org/us/dictionary/english/worker
https://dictionary.cambridge.org/us/dictionary/english/cause
https://dictionary.cambridge.org/us/dictionary/english/problem
https://dictionary.cambridge.org/us/dictionary/english/rule
https://dictionary.cambridge.org/us/dictionary/english/example
https://dictionary.cambridge.org/us/dictionary/english/remove
https://dictionary.cambridge.org/us/dictionary/english/their
https://dictionary.cambridge.org/us/dictionary/english/job
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Policy cont.

Explanation of Steps and actions to be taken

Progressive discipline can start at any step*

Meant to provide guidelines

Right to appeal

Steps to appeal

Who to appeal to 

Timeframe for appeal

Some Union Contracts state disciplinary action is removed from files 
annually and the steps start over for members.

* A serious infraction can lead to immediate termination of 
employment for anyone, even without prior disciplinary action in 
their record.

© 2019 NADONA LTC
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Progressive Disciplinary Steps

 Verbal Warning

The exact nature of what took place and why it is in violation of 
policy, or how it falls short of performance expectations, should 

be explained, along with corrective actions.

Coaching form written up and placed in file (HR notified)

 Formal Written Warning

The incident is described and the corrective actions are written 

down 

Reviewed by the manager and the employee 

Signed by both

© 2019 NADONA LTC
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Progressive Disciplinary Steps cont.

 Formal Disciplinary Meeting ( 2nd written warning)

Manager / Employee / HR rep meet to

Discuss the problem

HR investigates

Employee informed after this that punitive action may take 
place up to and including termination

Suspension /Loss of Privileges   

After this infraction the employee may be 

Suspended

Loss of privileges 

Demotion or other penalties 

Termination from employment

Fired for continued violations
© 2019 NADONA LTC
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Reasons to Terminate an Employee

Behavior

Performance

Bad Attitude

 Insubordination

Sexual Harassment

Attendance

Bullying

Safety Violations  ( be careful – get legal assist)

Job abandonment

© 2019 NADONA LTC
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How to Terminate an Employee
 Revisit performance reviews.

 Document issues, and make the employee aware of them.

 Schedule another review.

 Give them a probation period to fix the problems.

 Don’t procrastinate when it comes to firing.

 Keep the termination meeting short, stick to the facts, be clear and firm.

 Have a plan ready that includes what you need from them & have them 
sign it

Keys 

Passwords

Equipment

Materials

 Have them leave the premises immediately.
© 2019 NADONA LTC
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Resources

 https://managers.usc.edu/recruiting/interviews/types-and-samples-of-

interview-questions/

 https://managers.usc.edu/

 https://www.snacknation.com/guides/definitive-guide-employee-

engagement/#ch1
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https://managers.usc.edu/
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nancy@nadona.org
612-718-8974 Cindy Fronning

cindy@nadona.org
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