Employee performance Review
Name

Position


Review Date: _____________   Type:  90 Day      Annual      Other: 


Reviewer/Supervisor: 
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This evaluation form may be completed by both the employee and/or the supervisor, and will serve as the basis of a discussion about the job performance for the preceding year and goals for the coming year. 

OBJECTIVES:

To review position requirements and performance expectations and rate the extent to which they have been met.

To improve efficiency and maintain quality of care.

To serve as a learning tool and to provide an incentive for individual progress by affording an opportunity for self-evaluation and supervisor feedback.

To provide an objective basis for determining promotions and merit increases.

To support communication between supervisor and employee.

To establish performance related goals.

RATING SCALE:

The following rating definitions apply to each performance criterion appraised:

Exceptional: 
Consistently exceeds position requirements and performance expectations.

Above Standard:
Consistently meets position requirements; frequently exceeds performance expectations.

At Standard: 
Consistently meets position requirements and performance expectations.

Approaches Standard: 
Inconsistent in meeting position requirements; occasionally falls below performance expectations.

Below Standard: 
Usually does not meet position requirements nor performance expectations; significant improvement required.

PERFORMANCE CRITERIA:

JOB KNOWLEDGE:  Demonstrates the ability to perform tasks required by the job description.
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
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

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

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

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Comments:


QUALITY OF WORK:  Produces finished work in a timely manner.  Work is accurate, useful, thorough, and well organized. 
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

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

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

at Standard




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

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Comments: 


QUANTITY OF WORK:  Amount of work produced is consistent with the needs of the job. 
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

Approaches Standard




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Comments: 


TEAMWORK:  Motivates and encourages others within and outside the work team.  Offers guidance and/or support to others.  Sees problems and is resourceful in improving the situation.  Shares ideas and requests help as needed. 
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
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
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Comments: 


PROFESSIONALISM:  Adheres to personal and professional standards.  Demonstrates enthusiasm, responsibility, integrity, cooperation, approachability, accessibility and communicativeness.  Provides outstanding customer service. 
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Comments: 


JOB SPECIFIC PERFORMANCE CRITERIA:  Each Department Head may design this section of the appraisal form, as appropriate, to evaluate the employee's performance in regard to the specific job criteria as defined in the employee's job description. 
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Reception & Assessment of Patient

1. Generates patient clinical data through use of observation, interviewing and inspection techniques and taking vital signs.  Based on the patient's chart, knows what vitals to take, to follow-up on labs previously ordered and anticipates the information the doctor will need so their time is well spent.

2.  
Analyzes the data and evaluates for deviations from normal.

3.  
identifies abnormal physical symptoms and changes.

4.  
Recognizes patient's need for immediate intervention and initiates it.

5.
Formulates and records appropriate legal and professional documentation in the 

     Patient’s medical record.
Yes                         No                             In part   

Planning of Patient Care 

1. From the assessment data, determines the nursing health care interventions needed by the patient and plans how to obtain them.

2.  
From the assessment data, determines the patient teaching needed.

3.  
Prepares patients for special procedures, including need for informed consent.

4. Exercises knowledge of nursing legal responsibilities, the Nurse Practice Act and the legal limits involved, and applies that knowledge in planning nursing care.

Yes                         No                             In part   

Implementation of Patient Care

1.
Administers medications by injection, orally and topically.

2. Provides wound care and dressing changes, demonstrating an understanding of medical and surgical antisepsis, and implementing appropriate bloodborne pathogen precautions.

3.
Assists and handles specimens appropriately and implements blood borne pathogen precautions.

4.
Sets up for special procedures, including sterile fields.

5.
Responses to patient emergency situations in a professional manner.

6.
Professionally provides patient teaching and instructions.

7.
Knows how and when to utilize special medical equipment.

8. Understands and abides by the professional responsibility to protect the patient's rights to confidentiality.  Must stay up-to-date on HIPPA.

9. Formulates and records appropriate legal and professional documentation in the patient's medical record.

10. Must be able to stay on track with the many interruptions received due to consultations requested

Yes                         No                             In part   

Evaluation of Patient Care:

1. Assesses patients via phone.

2. Reviews instructions with patients to verify understanding of or the need for remedial instructions

3. Evaluates lab and x-ray reports for deviations from normal.  Consults with patient after the doctor has reviewed x-rays.

4. Formulates and records appropriate legal and professional documentation in the patient's medical record.

5. Provides critical thinking by participating in Quality Improvement activities

Yes                         No                             In part   

Other Duties:

1. Prepares contaminated instruments for central decontamination, utilizing appropriate bloodborne pathogen precautions.

2. Continues professional growth by assessing self-learning needs and by participating in continuing education.

3. Determines priorities and makes professional decisions that reflect both knowledge of the facts and good judgment.

4. Appropriately communicates concerns or problems related to patients, staff or       work situations.

5.
Assists in other clinical areas, when needed.

6.
Assists with the orientation of new employees to clinic offices.

7.
Provides critical thinking by participating in nursing staff and committee meetings.

8.
Assumes charge nurse responsibilities when assigned. 

9.
Must be available to answer questions on the phone and readily available for patients

Yes                         No                             In part   

ACHIEVEMENTS / GOALS MET

GOALS FOR NEXT YEAR

Employee Signature                                            Supervisor Signature          

                                 Date                                                                          Date
Signature is required to indicate employee has read and discussed the performance appraisal; signature does not necessarily reflect agreement

