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IBIT 99

Queensland Government
Queensland Health

Assessment Sheet

Applicant’s Name : AP D e D L2525 o E /‘(

*use of this form is not mandatory — it's purpose is to simply guide panels on how to assess applicants.

WMS.9000.0021.00083

Form 2 (b)

Interview Question

Panel Member's Notes on Applicants response

3. Clinical Skills

e —
Working with Adult with complex mental
health issues in a locked environment
can be challenging.

Q

Tell us about your professional assets
(skills and qualifications) and experience
that would equip you to be an effective
part of the treatment team?
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Does Not Meet (DNM) Almost Meets (AM) Meets Requirements{M) Slightly Above (SA) Outstanding (O)
Does not meet Key Skill Almost meets Key Skill Requirements Meets Key Skill Requirements Slightly above Key Skill Requirements / | Exceeds Key Skill Requirements
Requirements / fails or / Partially / marginally meets Key Skill Marginally exceeds / superior

minimally satisfies Key Skill Requirements satisfaction of Key Skill Requirements

Requirements

Desired Responses (NB - the "desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideal applicant.)

-

Panel member

Name: //} B N V=,

Signature:

March 2010
People & Culture Corporate
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EXHIBIT 99

WMS.9000.0021.00084

Queensland Government Form 2 (b)
Queensland Health
Assessment Sheet
Applicant’s Name : M/‘Wé{/ E5n s S el
*use of this form is not mandatory — it's purpose is to simply guide panels on how to assess applicants.
Interview Question Panel Member’s Notes on Applicants response
=~ SAEFVEL (T gfruﬂfv e %,MCWWVA

4. Consumer Focussed

Ke c@wéﬂ/7

Contemporary adult mental health
services use the term Recovery.

Exar@ iz

What does this term mean to you?

How have you framed your clinical
interventions to promote this?
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Does Not Meet (DNM) Almost Meets (AlM)

Meets Requirements (M) Slightly Above (SA) Outstanding (O)

Does not meet Key Skill
Requirements / fails or
minimally satisfies Key Skill
Requirements

Almost meets Key Skill Requirements
/ Partially / marginally meets Key Skill
Requirements

Meets Key Skill Requirements Slightly above Key Skill Requirements /

Marginally exceeds / superior
satisfaction of Key Skill Requirements

Exceeds Key Skill Requirements

Desired Responses (NB - the "desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideal applicant.)

Panel member

Name: W ) &y

Date: /é//////%

Signature:

March 2010
People & Culture Corporate

/




G9

-ﬂ 99 WMS.9000.0021.00085
AR

Queensland Government
« Queensland Health Pavri8)
Assessment Sheet
Applicant’'s Name : Yol eadd i P A ES U C L

*use of this form is not mandatory — it's purpose is to simply guide paneis on how to assess applicants.

Interview Question Panel Member’s Notes on Applicants response

2

- Aroteco! sf sl# RS /JZ%Q/C@ :
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yelled at by a client. Whilst the person

5.

is abusive, they are also refusing to take ' > e , % TF |
medication. o i /Z( /P %‘Dé@ﬂ?éﬂ&/

Can you explain what your actions ~ __| //‘\_/CL/'/\JQ’W@/\J A Cﬁfﬁ&/ﬁ
would be in this instance?
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[PTO] 1 "7 W ‘&\'g//g'?/&j

Does Not Meet (DNM) Almost Meets (AM) Meets Requirements(My ; Slightly Above (SA) Outstanding (O}
Does not meet Key Skill Almost meets Key Skill Requirements Meets Key Skill Requirements Slightly above Key Skill Requirements / | Exceeds Key Skill Requirements
Requirements / fails or / Partially / marginally meets Key Skill

Marginally exceeds / superior

minimally satisfies Key Skill Requirements satisfaction of Key Skill Requirements

Requirements
Desired Responses (NB - the “

desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideal applicant.)

Panel member

”
Name: A&/,ﬁﬁa) c D g Date: /é/f// /9

Signature:

March 2010
People & Culture Lorporaie
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EXHIBIT 99 WMS.9000.0021.00086

&' Queensland Government Form 2 (b)
L0 Queensland Health

. You are on a medication round in a prison when you find yourself being yelled at by a client. Whilst the person is abusive, they are
also refusing to take medication. Can you explain what your actions would be in this instance.

Safety — Self
Safety — Environment — ensure med cart can’t be stolen
- other prisoners safe
- officers and yourself safe
Safety — Client/what is the medication
Team approach/discuss/notify/document/review/
Communication — de escalation/ ABM
Report :
- senior nurse
- doctor
Does anyone else need to know external to QH: QCS safety and security
Documentation — medical chart
Documentation — medication chart
Documentation - Handover

March 2010
People & Culture Corporate
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EXHIBIT 99 WMS.9000.0021.00087

Queensland Government
Queensland Health

Form 2 (b)
Panel Member Interview Notes — Tips:

The purpose of taking notes when assessing applicants is to assist the panel member in discussing with the other panel members who they believe
to be the successful applicant and why.

These notes and subsequent discussion should be used to draft the summary statement on each shortlisted applicant within the selection report.

The summary statement is a collective statement from all panel members on each applicant.

As the legislative requirement for recruitment and selection is that the process “is able to be reviewed”, the summary statement (or comparative
statement where more than one applicant exists) must succinctly indicates the panel's assessment of the applicant against the role’s key attributes,
and whether the panel considers them meritorious, suitable or not suitable for an order of merit, and on what basis.

Provided the reader of the summary statement is to be able to clearly differentiate one applicant from the other, and see the logic in the final
outcome, this will meet the test of “able to be reviewed”.

Your summary statement must indicate that all available information has been considered (ie. combined information, eg. application, interview &
referee report — not just interview alone).

Documentation of a selection decision must clearly explain the decision-making process with reference to the basis for assessment contained in the
role description. The final summary statement on each applicant that is recorded within the selection report successfully meets this requirement.

Therefore, as panel member’s notes will assist in drafting a final summary statement on each applicant, the notes will no longer be required
thereafter.

Do not discard individual panel member's notes unless you are certain that the final summary statement on each applicant is of a high standard.

It is suggested that panel schedule enough time between interviews to draft the summary statement of each interviewed. If you do this when your
whole panel is present, it is easier, quicker, and more valid and reliable than relying on your recall and interview notes several days later.

° it is not sufficient for the summary statement statement to consist of scores alone.

“Scoring” is not required or recommended. This mathematical approach to recruitment and selection is time consuming and not effective. Consider
why you have allocated a certain score, and instead of a documenting the number/score, document the rationale for the number/score. If a

selection decision is challenged, the panel will be required to explain the scoring anyway — better to document the rationale (rather than the
number/score) in the first instance while the applicant is still fresh in your mind.

March 2010
People & Culture Corporate
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Queensland Healt!

Applicant’'s Name :

Lourdes WONG

Epellocy /s oms

% Form 2 (b)

nent Sheet

*use of this form is not mandatory — it's purpose is to simply guide panels on how to assess applicants.

health issues?

In your answer use examples of how
you have achieved this in the past.

le.
Could you please tell us how you have j &WWOW i Pl
involved yourself in the promotion and
development of a safe and effective and
cohesive clinical team that promotes
recovery focused treatment for adults
with complex and high risk mental

Loivger) v ¢yl e ! o Aira K

Interview Question S Panel Member’s Notes on Applicants response
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minimally satisfies Key Skill
Requirements

Regquirements

&

Does Not Meet (DNM) Almost Meets (AM) Meets Reqmrements (M) Slightly Above (SA) © Outstanding (O)

Does not meet Key Skiil Almost meets Key Skill Requirements Meets Key Skill Requirements Slightly above Key Skill Requirements / | Exceeds Key Skill Requirements
Requirements / fails or / Partially / marginally meets Key Skill Marginally exceeds / superior

satisfaction of Key Skill Requirements

Desired Responses (NB - the "

desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideal applicant.)

Panel member

Signature:

March 2010
People & Cultu
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EXHIBIT 99 WMS.9000.0021.00089

4 Queensland Government
Queensland Health

Form 2 (b)
Assessment Sheet

Applicant's Name : ' M

*use of this form is not mandatory — it's purpose is to simply guida panels on how to assess applicants.

Interview Question Panel Member’s Notes on Applicants response

2. Risk Management and Leadership &TY@ "b ULQD’?’K ékt: Ve ;/W
Working in the area of acute adult /‘/LC/\O@/LJ@Q: / Vz/ (5/\.,(%

mental health you are often faced with //L(/

challenging situations.
7@{7/75 - Z@/['

o

[

The role of the RN requires a leadership
role in the identification and

management of risks, give us examples
of how you have achieved this? aL

Tell us about your recent experience

‘ HoEf b SSTT —=
andlhow you have managgd your own L/@M&Oﬂ/& G TEy7 y7E

positive mental health in this £ C)/b s /Lg /M % /;/ W/
environment. ) 17 /g/pu/y M p | / %//V/@ _
/7 -

/]
Does Not Meet (DNM) Almost Meets (AM)” Meets Requifements (IVl) Slightly Above (SA) Outstanding (O)
Does not meet Key Skill Almost meets Key Skill Requirements Meets Key Skill Requirements Slightly above Key Skill Requirements / | Exceeds Key Skill Requirements
Requirements / fails or / Partially / marginally meets Key Skill Marginally exceeds / superior
minimally satisfies Key Skill Requirements satisfaction of Key Skill Requirements
Requirements

Desired Responses (NB - the “desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideal applicant.)
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Panel member
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Signature:

March 2010
People & Culture Corporate
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XHIBIT 99

Queensland Government
Queensland Health

WMS.9000.0021.00090

Form 2 (b)
Assessment Sheet
Applicant's Name : 2L T 254 a@/&_j(;
*use of this form is not mandatory — it's purpose is to simply guide panels on how to assess applicants.
Interview Question Panel Member's Notes on Applicants response
e
3. Clinical Skills K€D 7S 59 MHamont NEEE
" : AR /7 1777 ,
Working with Adult with complex mental f (/Cf Qéﬂ)ﬁ /Cﬁ_ i&;’\/ Qf‘// _ é%.i =
health issues in a locked environment ' Ay
can be challenging. (el A et /y/"”
Tell us about your professional assets W%
(skills and qualifications) and experience 4 W“%\
that would equip you to be an effective Q{(Q&y 2
part of the treatment team?

Does Not Meet (DNM) Almost Meets (AlM) Meets Requirements (M) Slightly Above (SA) Outstanding (O)
Does not meet Key Skill Almost meets Key Skill Requirements Meets Key Skill Requirements Slightly above Key Skill Requirements / | Exceeds Key Skill Requirements
Requirements / fails or / Partially / marginally meets Key Skill Marginally exceeds / superior

minimally satisfies Key Skiil Requirements satisfaction of Key Skill Requirements
Requirements
Desired Responses (NB - the *

desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideal applicant.)

Panel member

Name: L) ¢ )

Signature;,

March 2010
Peaple & Culture Corporate
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EXHIBIT 99

Queensland Government
Queensland Health

Appiicant's Name : /a/@é S e A

Assessment Sheet

*use of this form is not mandatory — it's purpose is to simply guide panels on how to assess applicants.

WMS.9000.0021.00091

Form 2 (b)

Interview Question

Panel Member’'s Notes on Applicants response

4. Consumer Focussed

Contemporary adult mental health
services use the term Recovery.

What does this term mean to you?

How have you framed your clinical
interventions to promote this?
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Does Not Meet (DNM)

Almost Meets (AM)

Neets Requirements (M)

Slightly Above (SA)

Qutstanding (O)

Does not meet Key Skill
Requirements / fails or
minimally satisfies Key Skill
Regquirements

Almost meets Key Skill Requirements
/ Partially / marginally meets Key Skill
Requirements

Meets Key Skill Requirements

Slightly above Key Skill Requirements /
Marginally exceeds / superior
satisfaction of Key Skill Requirements

Exceeds Key Skill Requirements

Desired Responses (NB - the "desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideal applicant.)

Panel member

Name:

{/
Signatures,

March 2010
People & Culture Corporate
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BIT 99

% Queensland Government
484%  Queensland Health

WMS.9000.0021.00092

Form 2 (b)
. Assessment Sheet
Za/ﬂ/(?éé AR

*use of this form is not mandatory — it's purpose is to simply guide panels on how %o assess applicants.

Applicant’s Name :

Interview Question Panel Member’s Notes on Applicants response

5. /,’v
You are on a medication round i /
prison when you find your;e}/ﬁm

th

yelled at by a client. Whilst'the person /
is abusive, they are alspfefusing to take 4
medication. /

Ca\) you explain wﬁét your actions
would be in thisinstance?

[PTO]

Does Not Meet (DNM)

Almost Meets (AM)

Meets Requirements (M)

Slightly Above (SA)

Outstanding (O)

Does not meet Key Skill
Requirements / fails or
minimally satisfies Key Skill
Requirements

Aimost meets Key Skill Requirements
/ Partially / marginally meets Key Skill
Requirements

Meets Key Skill Requirements

Slightly above Key Skill Requirements /
Marginally exceeds / superior
satisfaction of Key Skill Requirements

Exceeds Key Skill Requirements

Desired Responses (NB - the

“desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideal applicant.)

Panel member

Name:

4/57 & ) DT e

Date: /é)

Signature:,
March 2010
People & Cult
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E BIT 99 WMS.9000.0021.00093

Queensland Government Form 2 (b)
Queensland Health

5. You are on a medication round in a prison when you find yourself being yelled at by a client. Whilst the person is abusive, they are
also refusing to take medication. Can you explain what your actions would be in this instance.

Safety — Self
Safety — Environment — ensure med cart can’t be stolen
- other prisoners safe
- officers and yourself safe
Safety — Client/what is the medication
Team approachl/discuss/notify/document/review/
Communication — de escalation/ ABM
Report :
- senior nurse
- doctor
Does anyone else need to know external to QH: QCS safety and security
Documentation — medical chart
Documentation — medication chart
Documentation - Handover

March 2010
People & Culture Corporate
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EXHIBIT 99 WMS.9000.0021.00094

Queensland Government
Queensland Health

Form 2 (b)
Panel Member Interview Notes - Tips:

The purpose of taking notes when assessing applicants is to assist the panel member in discussing with the other panel members who they believe
to be the successful applicant and why.

These notes and subsequent discussion should be used to draft the summary statement on each shortlisted applicant within the selection report.

The summary statement is a collective statement from all panel members on each applicant.

As the legislative requirement for recruitment and selection is that the process “is able to be reviewed”, the summary statement (or comparative
statement where more than one applicant exists) must succinctly indicates the panel’'s assessment of the applicant against the role’s key attributes,
and whether the panel considers them meritorious, suitable or not suitable for an order of merit, and on what basis.

Provided the reader of the summary statement is to be able to clearly differentiate one applicant from the other, and see the logic in the final
outcome, this will meet the test of “able to be reviewed”.

Your summary statement must indicate that all available information has been considered (ie. combined information, eg. application, interview &
referee report — not just interview alone).

Documentation of a selection decision must clearly explain the decision-making process with reference to the basis for assessment contained in the
role description. The final summary statement on each applicant that is recorded within the selection report successfully meets this requirement.

Therefore, as panel member's notes will assist in drafting a final summary statement on each applicant, the notes will no longer be required
thereafter.

Do not discard individual panel member’s notes unless you are certain that the final summary statement on each applicant is of a high standard.

It is suggested that panel schedule enough time between interviews to draft the summary statement of each interviewed. If you do this when your
whole pane! is present, it is easier, quicker, and more valid and reliable than relying on your recall and interview notes several days later.

e It is not sufficient for the summary statement statement to consist of scores alone.

“Scoring” is not required or recommended. This mathematical approach to recruitment and selection is time consuming and not effective. Consider
why you have allocated a certain score, and instead of a documenting the number/score, document the rationale for the number/score. If a

selection decision is challenged, the panel will be required to explain the scoring anyway — better to document the rationale (rather than the
number/score) in the first instance while the applicant is still fresh in your mind.

March 2010
People & Culture Corporate
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IBIT 99

Y .Queensland(
Queensland Health

Lourdes WONG

Applicant’'s Name :

WMS.9000.0021.00095

Doc MU

Ki/w/v\cwdg -

Form 2 (b)

1ent Sheet

"use of this form is not mandatory — it's purpose is to simply guide panels on nuw w assess applicants.

Interview Question

Panel Member’s Notes on Applicants response

1. Team Work \

Could you please tell us how you have
involved yourself in the promotion and
development of a safe and effective and
cohesive clinical team that promotes
recovery focused treatment for adults
with complex and high risk mental
health issues?

In your answer use examples of how
you have achieved this in the past.

— Teoun_— Cong Coordfla— < J ool Aiccany - Beaic Gt
L{/&DC.‘ "f‘a/v\x(.e(-’fw WN.- OT—’(@QW@’SIWW
/Q Jconn anvdd o - coSeon - i o
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—

Does Not Meet (DNM)

Almost Meets (AM)

Meets Requirements (M) Slightly Abave (SA) Outstanding (O)

Does not meet Key Skill
Requirements / fails or
minimally satisfies Key Skill
Requirements

Almost meets Key Skill Requirements
/ Partially / marginally meets Key Skill
Requirements

Meets Key Skill Requirements Slightly above Key Skill Requirements /

Marginally exceeds / superior
satisfaction of Key Skill Requirements

Exceeds Key Skill Requirements

Desired Responses (NB - the

“desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideal applicant.)

Panel member

Name:

Date:

Signature:

March 2010
People & Culture Corporate
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EXHIBIT 99

Queensland Government
Queensland Health

Applicant’'s Name :

WMS.9000.0021.00096

Form 2 (b)

Assessment Sheet

*use of this form is not mandatory — it's purpose is to simply guide panels on how to assess applicants.

Interview Question

Panel Member’s Notes on Applicants response

2. Risk Management and Leadership
Working in the area of acute adult
mental health you are often faced with
challenging situations.

The role of the RN requires a leadership
role in the identification and
management of risks, give us examples
of how you have achieved this?

Tell us about your recent experience
and how you have managed your own
positive mental health in this
environment.

= S
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Does Not Nieet (DNM) Almost Meets (AM)

Meets Requirements (M) Slightly Above (SA) Outstandmg (O)

Does not meet Key Skill
Requirements / fails or
minimally satisfies Key Skill
Requirements

Requirements

Almost meets Key Skill Requirements
/ Partially / marginally meets Key Skill

Meets Key Skill Requirements Slightly above Key Skill Requirements /
Marginally exceeds / superior

satisfaction of Key Skill Requirements

Exceeds Key Skill Requirements

Desired Responses (NB - the "desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they

are seeking from an ideal applicant.)

Panel member

Name:

Date:

Signature:

March 2010
People & Culture Corporate
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¥ Queensland Government

WMS.9000.0021.00097

# ' Queensland Realth Form 2 (b)
Assessment Sheet
Applicant’'s Name :
*use of this form is not mandatory — it's purpose is to simply guide panels on how to assess applicants.
Interview Question Panel Member's Notes on Applicants response
2 e ke e ol skl - peqdalng. Noand — S[3 M - ObsZ a0,

Working with Adult with complex mental

~Qo_€o‘(&;v\%/~ Conl: WAL X0 VAOWND A~

; — N\ O\J\KCC/V\/\Q s
health issues in a locked environment — p&N C/LO./A/OJ’ Ma—ef\ﬁ: o M/Q(Ak

can be challenging.

Tell us about your professional assets

“No Wiowian onsuand. lockad, envionmadt

(skills and qualifications) and experience [~ \/\)OJO.QQ ot 1) E’IQ :

that would equip you to be an effective

part of the treatment team? /Mu\m\o) —

Does Not Meet (DNM)

Almost Meets (AM) Meets Requirements (M) Slightly Above (SA)

Outstanding (O)

Does not meet Key Skill
Requirements / fails or
minimally satisfies Key Skill
Requirements

Almost meets Key Skill Requirements Meets Key Skill Requirements Slightly above Key Skill Requirements /
/ Partially / marginally meets Key Skill Marginally exceeds / superior

Requirements satisfaction of Key Skill Requirements

Exceeds Key Skill Requirements

Desired Responses (NB - the "desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideat applicant.)

Panel member

Name:

Date:

Signature:

March 2010
People & Culture Corporate
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EXHIBIT 99

WMS.9000.0021.00098

Queensland Government

Queensland Health

Applicant's Name :

Form 2 (b)

Assessment Sheet

*use of this form is not mandatory — it's purpose is to simply guide panels on how to assess applicants.

Interview Question

Panel Member’s Notes on Applicants response

=
PRy

4. Consumer Focussed

: A A O,\
= . _ ds e on con ST on Faoy Uoo) — Wog T

Contemporary adult mental health W u\\_e,cD/rc)\,Q:\_Q/\
services use the term Recovery. ; o=
i g &\ ——h { o gum anl ~ MW “
What does this term mean to you? 1 ) e il . m kz o
o -Cuodic [ooleaa [ Bafiiio, — sl e cooR =
How have you framed your clinical ek — / cjz\@t LT
interventions to promote this? \/\J\,\D/\f\ (QJO——Q, 0\/\}1:’ M&Mc MM - «an“c‘z\

L:QV\\IW =

minimally satisfies Key Skill
Requirements

Does Not Meet (DNM) Almost Meets (AM) Meets Requirements (M) Slightly Above (SA) Outstanding (O)
Does not meet Key Skill Almost meets Key Skill Requirements Meets Key Skill Requirements Slightly above Key Skill Requirements / Exceeds Key Skill Requirements
Requirements / fails or

/ Partially / marginally meets Key Skill

Marginally exceeds / superior
Requirements

satisfaction of Key Skill Requirements

Desired Responses (N8B - the "

desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideal applicant.)

Panel member

Name:

Date:

Signature:

March 2010
People & Culture Corporate
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IBIT 99
Queensland Government

Queensland Health

Applicant's Name :

WMS.9000.0021.00099

Form 2 (b)

Assessment Sheet

*use of this form is not mandatory — it's purpose is to simply guide panels on how to assess applicants.

Interview Question

Panel Member’'s Notes on Applicants response

5.

Can you explain what your actions
would be in this instance?

You are on a medication round in a {/ \Q/(

prison when you find yourself being % O

yelled at by a client. Whilst the person C

is abusive, they are also refusing to take l M %
medication. C OWM

O\/\Qx‘tﬁ pg%% J(fC&(Vl(/\QOL

Requirements

[PTO]
Does Not Meet (DNM) Almost Meets (AM) Meets Requirements (M) Slightly Above (SA) Outstanding (O)
Does not meet Key Skill Almost meets Key Skill Requirements Meets Key Skill Requirements Slightly above Key Skill Requirements / | Exceeds Key Skill Requirements
Requirements / fails or / Partially / marginally meets Key Skill Marginally exceeds / superior
minimally satisfies Key Skill Requirements

satisfaction of Key Skill Requirements

Desired Responses (NB - the “desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they

are seeking from an ideal applicant.)

Panel member

Name:

Date:

Signature:

March 2010
People & Culture Corporate
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EXHIBIT 99

' Queensland Government
Queensland Health

WMS.9000.0021.00100

Form 2 (b)

3. You are on a medication round in a prison when you find yourself being yelled at by a client. Whilst the person is abusive, they are
also refusing to take medication. Can you explain what your actions would be in this instance.

Safety — Self
Safety — Environment — ensure med cart can’t be stolen
- other prisoners safe
- officers and yourself safe
Safety — Client/what is the medication
Team approachl/discuss/notify/document/review/
Communication — de escalation/ ABM
Report :
- senior nurse
- doctor
Does anyone else need to know external to QH: QCS safety and security
Documentation — medical chart
Documentation — medication chart
Documentation - Handover
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Panel Member Interview Notes — Tips:

The purpose of taking notes when assessing applicants is to assist the panel member in discussing with the other panel members who they believe
to be the successful applicant and why.

These notes and subsequent discussion should be used to draft the summary statement on each shortlisted applicant within the selection report.

The summary statement is a collective statement from all panel members on each applicant.

As the legislative requirement for recruitment and selection is that the process “is able o be reviewed”, the summary statement (or comparative
statement where more than one applicant exists) must succinctly indicates the panel’'s assessment of the applicant against the role’s key attributes,
and whether the panel considers them meritorious, suitable or not suitable for an order of merit, and on what basis.

Provided the reader of the summary statement is to be able to clearly differentiate one applicant from the other, and see the logic in the final
outcome, this will meet the test of “able to be reviewed”.

Your summary statement must indicate that all available information has been considered (ie. combined information, eg. application, interview &
referee report — not just interview alone).

Documentation of a selection decision must clearly explain the decision-making process with reference to the basis for assessment contained in the
role description. The final summary statement on each applicant that is recorded within the selection report successfully meets this requirement.

Therefore, as panel member's notes will assist in drafting a final summary statement on each applicant, the notes will no longer be required
thereafter.

Do not discard individual panel member’s notes unless you are certain that the final summary statement on each applicant is of a high standard.

it is suggested that panel schedule enough time between interviews to draft the summary statement of each interviewed. If you do this when your
whole panel is present, it is easier, quicker, and more valid and reliable than relying on your recall and interview notes several days later.

° It is not sufficient for the summary statement statement to consist of scores alone.

“Scoring” is not required or recommended. This mathematical approach to recruitment and selection is time consuming and not effective. Consider
why you have allocated a certain score, and instead of a documenting the number/score, document the rationale for the number/score. If a

selection decision is challenged, the panel will be required to explain the scoring anyway — better to document the rationale (rather than the
number/score) in the first instance while the applicant is still fresh in your mind.

March 2010
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Applicant’'s Name . _

WMS.9000.0021.00103

Form 2 (b)

nt Sheet

*use of this form is not mandatory — it's purpose is to simply guide panels on how to assess applicants.

Interview Question

Panel Member's Notes on Applicants response

1. Team Work

Could you please tell us how you have
involved yourself in the promotion and
development of a safe and effective and
cohesive clinical team that promotes
recovery focused treatment for adults
with complex and high risk mental
health issues?

In your answer use examples of how
you have achieved this in the past.
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Does Not Meet (DNM)

Almost Meets (AM)

Meets Requirements (M) Slightly Above (SA) Outstanding (O)

Does not meet Key Skill
Requirements / fails or
minimally satisfies Key Skill
Requirements

Almost meets Key Skill Requirements
/ Partially / marginally meets Key Skill
Requirements

Meets Key Skill Requirements Slightly above Key Skill Requirements / | Exceeds Key Skill Requirements

Marginally exceeds / superior
satisfaction of Key Skill Requirements

Desired Responses (NB - the *

desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideal applicant.)

Panel member

Name:

Date:

Signature:
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*use of this form is not mandatory — it's purpose is to simply guide panels on how to assess applicants.
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Form 2 (b)

Interview Question

Panel Member’'s Notes on Applicants response

2. Risk Management and Leadership
Working in the area of acute adult
mental health you are often faced with
challenging situations.

The role of the RN requires a leadership
role in the identification and
management of risks, give us examples
of how you have achieved this?

Tell us about your recent experience
and how you have managed your own
positive mental health in this
environment.
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Does Not Meet (DNNM)

Almost Meets (AM)

Meets Requirements (M) Slightly Above (SA)

Outstanding (O)

Does not meet Key Skill
Requirements / fails or
minimally satisfies Key Skill
Requirements

Almost meets Key Skill Requirements
/ Partially / marginally meets Key Skill
Requirements

Meets Key Skill Requirements Slightly above Key Skill Requirements /
Marginally exceeds / superior

satisfaction of Key Skill Requirements

Exceeds Key Skill Requirements

Desired Responses (NB - the "desired responses” a panel indicates hereunder is not meant to be an exhaustive or exclusive list, but is to guide the panel on what they are seeking from an ideal applicant.)

Panel member

Name:

Date:

Signature:
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