FOCIS-SED – Guide

Canberra Health Services are creating exceptional care together.

CHS’ Strengths, Engagement and Development (SED) process helps us create a working environment where respectful, constructive feedback, learning and continuous improvement, and positive engagement between employee and manager is expected and received. SED is how we fulfil our vision of creating exceptional healthcare together.

[bookmark: _Hlk64988585][bookmark: _Hlk69482096]SED seeks to support everyone to:
· develop professionally and personally to perform at your best and thrive at work 
· meaningfully contribute to your team’s purpose - together you can solve problems and address challenges
· create a strong foundation for a great place to work
· to engage in regular two-way feedback and discussions. 

SED facilitates alignment of individual goals with team and organisational goals via regular two-way feedback and discussions with your manager or direct supervisor. This process is ongoing, from when you are recruited until you leave the organisation. 

The SED template is where you record your conversation with your manager. SED is a working document that you and your manager add to throughout the annual cycle based on the regular, mid and end-of-cycle conversations you have with your manager. 
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Who participates in SED?

All staff, other than:
· casual staff
· temporary staff with less than 3 month contracts

Who could you have these conversations with?
You can have a SED conversation with several different people in your team. Your manager may cascade responsibility for SED conversations to other senior members of your team.

Therefore, when we use the word ‘manager’, for you it might mean your supervisor, team leader or other person designated to support you. Within this process, your manager will still be aware of what you want to achieve, your development needs and the support you require. 

Who is responsible?

You are responsible for
· Thinking about:
· what would you like to do better or aspire to in your career?
· what actions would help you to get there?
· Allocating time to have conversations with your manager about what you want to achieve and what you want to develop
· Asking for what you need to be able to do your job effectively. This might mean you need to provide feedback to your manager about how they need to work with you so you can both achieve the best outcome.  
· Talking to your manager if you are not getting the support or opportunities that were agreed upon in your SED Conversation.

Managers are responsible for
· Balancing your goals with the team and organisational strategic priorities 
· Ensuring you are clear about the team’s purpose and goals and how they link to your division’s workplan.
· Clarifying your role and responsibilities so you understand what’s expected of you.
· Setting expectations as to how you collaborate with your team, and the community we serve.
· Allocating time regularly with you to discuss your SED.



Instructions for completing the SED process

Preparing for your SED conversation:
Before meeting with your manager for your SED conversation, take time to look over relevant documentation and cheat sheets that will assist you to participate in the conversation and complete the template. These include: 
· job description – tells you what you should be doing in your role. If there are gaps between what you are doing and what your role requires, these gaps could inform what you want to achieve for the year. Ask your manager for a copy 
· area workplans - linking the CHS Strategic priorities to your workplace work priorities. Ask your manager for a copy
· cheat sheets 
· Fostering a culture of feedback
· Your Role in Action
· Creating SMART Goals
· Values in Action
· 70/20/10 combined learning approaches

STEP 1 - Book a time with your manager, or ask your manager to book a time for your SED conversation

Your manager may choose to talk to you individually or the whole team at once. In the meantime, access the Fostering a Culture of Feedback guide here (link).

[bookmark: _Hlk64042823]STEP 2 – Complete the SED Template found on the FOCIS-SED intranet page in conversation with your manager. 

Q1. What do you want to achieve this year?
This question is asking you to consider what you need to do to improve in your current role or advance your career over the year. Use your job description to understand what is expected in your role, area workplans, Making Goals into Action and SMART Goals guides to clarify how you can meaningfully contribute over the coming year.


Q2. What will you do to improve care?
Everyone at CHS contributes to patient care. Identify two ways to keep yourself and the people we care for safe, and link with our quality and safety standards. To assist you, refer the FOCIS-SED Roles in Action document and access more information on quality and safety here. 




Q3. What CHS value - Reliable, Progressive, Respectful and Kind will you focus on mastering this year?
How well we do our job doesn’t only depend on our level of skill and expertise. How we act towards each other and the community members we serve is just as important. 

You already live CHS values. This question asks you to choose a value you might want to improve or really excel at to support your growth in your workplace. To assist you, refer to the FOCIS-SED Values in Action document.

Q4. What would you like to do better or develop this year?
This question is about what knowledge, skills and attitudes you want to develop to support your continued professional growth.

Completing your mandatory training ensures we’re providing exceptional care – it means we are safe and focussed on patient care – make it a priority, including recording your specific WHS training requirements for your role and when this training will be completed.  

What are the Workplace Health & Safety training requirements specific to your role?

Are you required to complete specific WHS training requirements for your role? Record these training requirements in the space provided on the template, including date of completion.

Q5. What do you need? How can we work better together?

What are the things that make it easier for you to do your job, be more engaged with your work and feel supported to succeed at both work and in life.  

Consider how you and your manager can work better together:
· What will make your job more achievable and rewarding?
· What wellbeing or safety supports do you need?

Discussing these questions can go a long way to making each day you work as good as it can be.

Examples:
· Flexible working arrangements
· Reasonable adjustments
· Having the equipment you need to do your job well.

STEP 3 – Book time now for your mid and end-cycle conversations and agree with your manager when you will next check-in.

You and your manager will need to keep a copy of your agreement in a safe place, so you can refer to this and update it over the course of the Annual Conversation Cycle. 

Resources
Video resources, guides, information sessions and training programs have been developed to help you get the most out of the SED process. Links to these resources can be found on the FOCIS-SED intranet page.
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