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Annex	5.1.	SAMPLE	Mental	Health	On-the-job	training,	Competency	Checklist	
and	Goal	Setting	Form	[Mid	Level	Staff]	ORIENTATION and GUIDANCE 
on USE	
 
 
PHC mid level staff Name: _________________________________________ 
 
Place of supervision: ____________________________________ 
 
Supervisor’s name: _____________________________________ 
 
Please use this scale to assess the practicum trainee’s skills:  
 
6: Demonstration of this task or usage of this skill was EXCELLENT  
5: Demonstration of this task or usage of this skill was GOOD  
4: Demonstration of this task or usage of this skill was FAIR  
2-3: Demonstration of this task or usage of this skill was POOR  
1: Demonstration of this task or usage of this skill WAS NOT COMPLETED as expected  
0: Demonstration of this task or the usage of this skill DOES NOT APPLY 
 
Skill 1: Establishing and building rapport with patients/clients 
 
6 – Excellent 

* Trainee discusses issues of Privacy and Confidentiality with the patient/client; reassuring them 
that what was discussed with them will not be dispensed to a third-party without their consent and 
knowledge.   
* Genuineness is the expression of truthfulness and honesty with the patient.  The trainee dispels 
and conveys the information to the patient in a truthful manner.  
* Unconditional positive regard; the trainee does not impose his/her judgment or opinion onto the 
patient.  The trainee is neither critical nor harsh in the manner of communicating with the patient.   
* Empathy; the trainee displays the appropriate emotions when discussing with the patient.  The 
trainee shows an understanding of the difficulties expressed by the patient. [Note: if the 
patient/client is a Follow-Up, the trainee asks questions pertaining to the advancements made 
during the period from the last appointment and the present].  

 
5 – Good  

* Trainee discusses issues of Privacy and Confidentiality with the patient/client; reassuring them 
that what was discussed with them will not be dispensed to a third-party without their consent and 
knowledge.   
* Genuineness is the expression of truthfulness and honesty with the patient.  The trainee dispels 
and conveys the information to the patient in a truthful manner.  
* The trainee imposes her/his opinions in the form of giving unsolicited advice.   
* The trainee displays a shallow and superficial understanding of empathy towards the 
patient/client. [Note: if the patient/client is a Follow-Up, the trainee asks general and vague 
questions pertaining to the advancements made during the period from the last appointment and the 
present]. 
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4 – Fair  
* Trainee discusses issues of Privacy and Confidentiality vaguely, without explaining the purpose 
behind it.   
* The trainee dispels information in a vague manner; going over points quickly, without asking 
whether the patient/client has understood completely.   
* The trainee imposes her/his opinions in the form of giving unsolicited advice.   
* The trainee displays a shallow and superficial understanding of empathy towards the 
patient/client. [Note: if the patient/client is a Follow-Up, the trainee asks general and vague 
questions pertaining to the advancements made during the period from the last appointment and the 
present]. 

 
2-3 – Poor  

* The trainee does not discuss issues of Privacy and Confidentiality.   
* The trainee dispels information poorly; simply providing basic information without clarifying on 
various points.   
* The trainee shows bias and judgment; mostly evidenced by giving unsolicited advice.   
* The trainee displays little to no empathy towards the patient/client.   

 
0 OR 1  

* Not applicable for this specific case because the patient/client is not being seen for the first time 
(a Follow-up).   

 
Skill 2: Demonstration of active listening, basic attending, and ability to communicate competence 
 
6 – Excellent  

* Asks open-ended questions that are not answered by simply ’yes’ or ‘no’. 
* Finds the appropriate balance between asking both closed and open-ended questions.   
* Uses the appropriate prompts to ask further questions.   
* Maintains appropriate eye contact with the patient. 
* Rephrases what the patient said to show understanding. 
* Reflects emotions by reframing what the patient said in a constructive manner. 
* Summarizes the main points that were discussed to identify possible change.  
* Dispenses the information to the patient in a professional manner.    

 
5 – Good  

* Asks open-ended questions that are not answered by simply ’yes’ or ‘no’. 
* Finds the appropriate balance between asking both closed and open-ended questions.   
* Uses prompts to ask further questions, but has difficulty in maintaining the communication flow.   
* Maintains eye contact with patient/client.   
* Uses Rephrasing and Reflection as means to prompt for more questions, rather than a process of 
showing understanding and reframing.   
* Summarizes points as a means to understand the problem more to him/herself rather than to 
identify possible change.   
* Dispenses information to the patient/client as an afterthought rather than a formality.   

 
4 – Fair  

* Relies heavily on closed-ended questions.  
* Open-ended questions used scarcely and superficially.  
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* Uses Suggestions rather than prompts as a means to ask further questions [Note: Suggestibility 
of patients/clients].  
* Maintains eye contact with client/patient; however, is mostly busy with taking notes on what the 
patient/client is saying.   
* Uses Rephrasing and Reflection scarcely.   
* Dispenses information only when asked or requested by the client/patient.   

 
2-3 – Poor  

* The trainee uses only closed-ended questions.  
* Uses Suggestions instead of open-ended questions.  
* Poor eye contact with the client/patient.   
* Does not use adequately Rephrasing and Reflection.   
* Uses Summarizing as a means to indicate end of session rather than a means identify possible 
change.   
* Does not dispense information unless requested by the client/patient.    

 
Skill 3 : Investigation & Referral  
 
6 – Excellent   

* Trainee suggests referring the patient/client depending on the need and facility of the 
patient/client.   
* Trainee makes appropriate referrals, depending on need of patient/client; taking note of 
feasibility of referral as well.   
* Trainee explains and dispenses information about the referral system clearly and concisely. 
* Trainee makes note of following-up with the patient/client after referring them.   

 
5 – Good 

* Trainee makes referrals without consulting the patient/client.   
* The trainee provides a superficial and vague reasoning behind the need to be referred.   
* The trainee supplies little information about the referring system to the patient/client.   

 
4 – Fair  

* Trainee has difficulty identifying which referral to make for the patient/client.   
* The referral is inadequate in regards to the specific need of the patient/client.   
* The trainee makes the referral without consulting the patient/client, asking whether he/she 
consents to the referral being made.  [Does not take into account the feasibility of the referral to the 
patient/client].  
* The trainee supplies information about the referral made only when it is requested by the 
patient/client.   

 
2-3 – Poor  

* The trainee incorrectly and/or inadequately refers the patient/client.   
* The trainee makes the referral without consulting the patient/client, asking whether he/she 
consents to the referral being made.  [Does not take into account the feasibility of the referral to the 
patient/client].  
* The trainee does not supply information about the referral even when it is not requested or 
prompted by the patient/client.   
* Little or no note is taken by the trainee to follow-up with the patient/client in regard to his/her 
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referral. 
Skill 4: Follow Up & Care Planning  
 
6- Excellent:  

* The trainee explains thoroughly the need to be followed-up regularly to maintain well-being.  
* The trainee presents feasible and appropriate methods of care planning – taking into account the 
patient’s social economic status and previous history.  
* Dispenses relevant material (pamphlets, brochures) regarding care planning – moreover, 
discusses the handouts with the patient, answering questions they might have.  
* Trainee makes excellent and appropriate follow-up arrangements with appropriate documentation 
and communication skills.  

 
5- Good:  

* The trainee explains the need to be followed-up regularly to maintain well-being.  
* The trainee presents appropriate methods of care planning – although not taking into account 
feasibility.   
* Dispenses relevant material regarding care planning – discusses briefly content of handouts.  
* Makes thoughtful arrangements.  Communication skills are good.   

 
4- Fair:  

* The trainee briefly explains the need to be followed-up; not discussing the importance it has on 
maintaining well-being.  
* The trainee presents adequate although not exactly appropriate methods of care planning; there is 
no consideration to feasibility.  
* Dispenses material – regardless if they are relevant – there is no discussion about handouts.  
* Satisfactory follow-up is arranged and communication is fair.   

 
2-3 Poor:  

* No explanation about the necessity or need to be followed-up regularly.   
* The methods of care planning are far-fetched, inappropriate, and not feasible.  
* Material/handouts are not dispensed.  
* Little thought given to follow-up.   
* Communication is barely adequate.    

Skill 5: Interaction with Other Team Members 
 
6- Excellent 
* Trainee interacts excellently with other team members, by knowing how to interact with the rest by 
respecting their opinions – taking into account their stance by demonstrating objectivity when listening 
to their concerns regarding the case.   
* The trainee is able to effectively link and synthesis the other team members’ statements about the case 
into a comprehensive whole.   
* The trainee demonstrates confidence in his/her ability to maintain composure in difficult/unfamiliar 
situations; acts in the best interest of the patient without compromising the patient’s needs; and is an 
inspiration to both team members and patients.   
 
5- Good 
* Trainee interacts well with other team members.  Listens to the concerns of team members by showing 
objectivity; however, is concerned with getting his/her point across more than considering other’s 
opinions.   
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* The trainee is able to link and synthesis the other team members’ statements about a case; however, 
the synthesis is mostly based on her/his initial statements.   
* The trainee demonstrates confidence in ability in maintaining composure; however only in familiar 
and easy to handle situations.  Has the patient’s best interest in mind; but is concerned with appearing 
‘right’ and ‘knowledgeable’.  Is able to motivate patients and other team members, but is not 
inspirational.   
 
4- Fair 
* Trainee’s interaction with other team members is mediocre.  Tries to demonstrate objectivity, but is 
more subjective when listening to other’s concerns and opinions about the case.   
* The trainee shows difficulty in synthesizing and linking other team members’ statements and opinions.  
The results are not cohesive, the product being a mismatch of opinions and statements.   
* The trainee lacks confidence when faced with a situation/decision; having to over-rely on others to 
arrive to a conclusive idea.  The trainee appears ego-centric and self-involved; appearing to be bossy and 
domineering rather than inspirational.   
 
2-3 - Poor  
* Trainee’s interaction with other team members is poor.  Is subjective and domineering, does not 
acknowledge other team members’ opinions or comments.   
* Trainee is unable to link and synthesis other’s opinions and comments into a cohesive whole.  The 
synthesis is mostly based on her/his opinions, with complete disregard to other members’ efforts.   
* The trainee lacks confidence – relies only on others for decisions regarding the case.  The trainee is 
perceived as authoritarian by other team members – he/she is bossy with little respect and regard to 
others in the team.   
 
Skill 6: Case discussion and understanding  
 
6- Excellent 
* Trainee shows an excellent understanding of the case and its problematics – demonstrates an 
understanding of the possible causes and antecedents of the problem and the possible reasons for their 
start.   
* Trainee asks pertinent and right questions – questions that help in clarifying the patient’s 
problem/situation.  
* Trainee offers practical and feasible solutions to the patient’s case; taking into account the patient’s 
past history, present condition, and social/financial situation. 
* Trainee partakes in case discussion, offering opinions, and respects the opinions of other team 
members.   
 
5- Good  
* Trainee has a good understanding of the case and its problematic – has a suspicion about the possible 
causes and antecedents of the problem, but is not sure or confident about them.  
* Trainee asks good questions, however they are general questions that need to be focused and more 
specific.   
* Trainee suggests practical solutions, but doesn’t take into account its feasibility.   
* Trainee partakes in case discussion, offering opinions – however, is subjective rather than objective.   
 
4- Fair 
* Trainee has a mediocre understanding of the case and its problematic – has little to no understanding 
of the causes of the problem.   



53 

* Trainee asks mediocre questions; however, they are not specific or focused.  The questions do not 
follow a logical sequence of ideas.   
* Trainee advises on solutions that are idealistic and not characteristic to the present case.  The advice is 
unfeasible and unpractical – there is little to no information regarding the case taken into account 
beforehand.   
* The trainee is not very active in the case discussion.  Offers her/his opinion only when asked to 
participate by others.  OR Trainee over-participates in case discussion; offering non-circumstantial 
conclusions based on opinion rather than facts.  Trainee shows little respect to others by either not 
respecting their statements or trying to dominate the conversation.   
 
2-3- Poor  
* Trainee has no understanding of the case and its problematic – has no understanding of the possible 
causes of the problem.  
* Trainee asks irrelevant questions – questions that do not clarify the problem.  The questions are more 
suggestions and prompts.   
* The solutions provided by the trainee are unfeasible and unpractical.  There is no consideration to 
patient’s background and past history.  The solutions provided by trainee are given as things that 
“should” and “must” be done.   
* The trainee shows little interest in partaking in case discussion – offering only superficial and shallow 
answers to questions regarding the case. OR Trainee is over-involved with the case, by providing un-
evidenced statements which are mostly based on her own ‘interpretations’ rather than facts provided by 
patient.  Trainee shows no respect to others in the team by either interrupting them when talking, not 
respecting their opinions, or aggressively attacking others in the team by criticizing them for their own 
opinions and suggestions regarding the case.   
Skill 7: Knowledge & Understanding of Role  
 
6- Excellent  
* Trainee has an excellent knowledge and understanding of his/her role in the team.  
* Trainee has an excellent knowledge and understanding of the role of others in the team.  
* Trainee shows leadership qualities [listens to others, acknowledges others’ opinions, takes decisions 
based on a consensus arrived by the team, facilitates discussions with ease, and acts in the best interest of 
the patient].  
* Trainee is knowledgeable about the referral system.  Discusses with team about the best course of 
action in regards to referrals made.  
 
5- Good  
* Trainee has a good knowledge and understanding of her/his role in the team.  
* Trainee has a good knowledge and understanding of the roles of others in the team.  
* Trainee shows some leadership qualities; however, seems hesitant to implement them.  
* Trainee has a good knowledge about the referral system.  Discusses with the team about the best 
course of action, but takes decision that he/she sees best fit in his/her opinion.   
 
4- Fair  
* Trainee has a mediocre knowledge and understanding of her/his role in the team.  
* Trainee has a mediocre knowledge and understanding of the roles of others in the team.  
* Trainee shows a significant lack in leadership qualities; needing the support of others for basic 
decisions and course of action.  
* Trainee has a mediocre knowledge about the referral system.  Does not consult with the team about 
the best course of action for the patient.  
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2-3- Poor  
* Trainee has a poor knowledge and understanding of her/his role in the team.  
* Trainee has a poor knowledge and understanding of the roles of others in the team.  
* Trainee shows no leadership qualities.  
* Trainee has a poor knowledge about the referral system.  Does not consult with the team about the 
best course of action for the patient; takes decisions based on own interpretation of the case.   

 
Score Range  Competency Level  

5 skills with scoring of 5-6 
 

Highly Competent  

Only 1 skill with scoring under 4  
Or better 

 

Reached Minimum Competency Level  

2 skills with scoring under 4 Not Competent  
 

	
	 	


