CDS

 Probationary Nurse (CINS/FINS)

Performance Review & Competency Assessment Form
Self-Evaluation / Supervisor Evaluation

	Employee Name:
	
	Position:
	

	Rating Period:
	
	Date:
	

	
	


Using the review factors and definitions:

· Mark the appropriate rating for each category.

· Basis for Rating must be included for each factor rated “Needs to Improve” or “Exceeds Competency Expectations”.

	Needs to Improve
	Meets Competency Expectations
	Exceeds Competency Expectations

	Employee performance is inconsistent and fluctuates between a substandard and standard level.  Critical elements of performance are occasionally below the standards required for the position as outlined in the job description.
	Employee consistently performs at the level of efficiency and effectiveness for standards required for the position as outlined in the job description.  This is the performance of a fully trained, qualified and motivated employee.
	Employee regularly performs above the expected level.  Performance is above the standards required for the position as outlined in the job description.  This is performance beyond satisfactory standards, and requires additional work, which is beneficial to CDS, Inc.


1.
PROFESSIONAL DEMEANOR

 The ability to portray a professional image.

a) Responds to the needs of the public, program participants, and co-workers in a service friendly manner 

b) Applies skills that demonstrate the promotion of a productive team environment

c) Develops and maintains effective relationships with other programs and departments

d) Assists by linking individuals to appropriate social service resources in the community should CDS lack the resources to serve them     
	1
	2
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	4
	5
	6

	   Needs to Improve   
	   Meets Competency Expectations


	Basis for Rating:  


2.
KNOWLEDGE OF JOB

 Information obtained through experience, observation, on-the-job training and/or through verbal or written procedures or instructions.
a) Has a working knowledge of the program policies and procedures manual 

b) Responsible for oversight and management of medication distribution, secure storage and accountability of medications 

c) Responsible for verification of youths’ medications brought to the shelter and verifying that all youth health and medical information at admission is accurate. This shall include communication with the youths’ community pharmacy, medical provider and parent/guardian  

d) Responsible for Medication administration during on-site hours to youth safely and accurately 

e) Monitoring medication side effects when administering medications

f) Responsible for ensuring that non-licensed staff are trained and know how to assist youth with self-administration of medications during hours when not on-site  

g) Review documented side effect monitoring by non-licensed staff and provide additional training as needed 

h) Be familiar with and manage the Pyxis medication storage system, including medication inventory counts 

i) Conducts counts when on site and assigned staff persons trained in the appropriate medication counting system when not available 

j) Responsible for creating and maintaining all Medication Distribution Logs of all youth receiving medications when on site 

k) Responsible for reviewing and verifying all Medication Distribution Logs at the next available scheduled work day when non-health care staff initiate them after nursing hours.

l) Monitoring Medication Distribution Logs (MDL) daily to ensure that medications provided by the non-licensed program staff through assisting the youth with self-administration are provided as prescribed
	1
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	   Needs to Improve   
	   Meets Competency Expectations


	Basis for Rating:  

3.            SAFETY & SECURITY                                                                                                    

 The ability to ensure the safety of participants, co-workers and/or the general public.

a) Maintains limited to the facility access

b) Conduct Root Cause Analysis of medication errors, including omission of medications.

c) Responsible for the development and implementation of applicable Universal Precautions and Infection Control standards and education of participants and staff regarding these standards
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6

   Needs to Improve   

   Meets Competency Expectations

Basis for Rating:  




4.
ATTENDANCE

The regularity with which an employee attends work.

a) Is on time and prepared to work during shifts, meetings, and trainings

b) Provides proper notice of anticipated absences
	1
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	6

	   Needs to Improve   
	   Meets Competency Expectations


	Basis for Rating:  


5.
COMMUNICATION

The ability to convey knowledge and information effectively.  

a) Documentation of youths’ healthcare status upon admission:

Reviewing the Health Admission Screening form 

Conducting nursing assessments as indicated by intake documentation.  

Developing a nursing care plan for youth with medical conditions. Plans shall include all known medical and dental appointments, current medications, and names of youths’ community practitioners  

Completing appropriate Medical Alerts, including nutrition and diet concerns.

b)  Ensures that information communicated is useful and facilitates appropriate follow up 

c) Coordinates the submission of required reports as assigned

d) Is responsive to staff needs 

e) Ensures that participant related documents are complete including documenting all youth interactions regarding nursing interventions such as health education, first aid and emergency/episodic care

f) Communicates in a manner that results in the best program management possible
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	   Needs to Improve   
	   Meets Competency Expectations


	Basis for Rating:  


6.        DECISION MAKING

The ability to use sound judgment and reasoning to arrive at a solution. 
a) Appropriately discerns situations requiring independent decision-making and situations that require consultation with supervisor prior to decision

b) Makes decisions that promote team attitude, reduce conflict, and increase sense of fairness & cohesion
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	   Needs to Improve   
	   Meets Competency Expectations


	Basis for Rating:
7.            INITIATIVE                                                                                                   

 The ability to display eagerness or aptitude in seeking new challenges, and successfully resolve problems.

a) Recognizes and perform other tasks upon completion of assigned tasks

b) Reorder over the counter medications and first aid supplies as needed

c) Participates in the development of Quality Improvement Initiatives including guidance regarding health care standards

1

2

3

4

5

6

   Needs to Improve   

   Meets Competency Expectations

Basis for Rating:  

  


8.            QUALITY AND QUANTITY OF WORK                                                                        
 The amount of work completed within a specified time.
a) Participates Review and evaluate all medical CCC incidents 

b) Make recommendations about Corrective Action to be taken to correct deficiencies and address issues in response to these incidents

c) Evaluate CCC reporting information and data collected through the Care Fusion Knowledge Portal to identify emerging medical concerns and trends

d) Assists with internal and external audits when requested

e) Maintains tracking and filing systems in an organized manner as assigned

	1
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	   Needs to Improve   
	   Meets Competency Expectations


	Basis for Rating:  


	Factor #
	1
	2
	3
	4
	5
	6
	7
	8
	TOTAL

	Score
	
	
	
	
	
	
	
	
	


Step 2:  Divide Total Score by number of factors used to get review score.

   Score/
              
                   =     Review Score
# Factors         
8


 

Step 3:  Mark range corresponding to above score.

	0       -    3.00
	Needs to Improve  

	3.00  -    6.00
	Meets Competency Expectations  


Summarize improvement plan and steps to be taken to attain competency improvement as applicable.

	Goal 1: (Specific job function, competency, or work requirement to be addressed.)
	

	
	Objectives/Action Steps to Meet Goal
	Target Quarter

	1
	
	

	2
	
	

	3
	
	


	Goal 2: (Specific job function, competency, or work requirement to be addressed.)
	

	
	Objectives/Action Steps to Meet Goal
	Target Quarter

	1
	
	

	2
	
	

	3
	
	


	Goal 3: (Specific job function, competency, or work requirement to be addressed.)
	

	
	Objectives/Action Steps to Meet Goal
	Target Quarter

	1
	
	

	2
	
	

	3
	
	


Training Plan objectives for the coming year as applicable
	
	Training Needs/Goals: (Based on Goals of the Evaluation)
	Target Quarter

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	


	
	Professional Growth/Career Goals:
	Target Quarter

	1
	
	

	2
	
	

	3
	
	


	Additional Comments:



Signatures (in ink)


         Date
	Employee
	

	


	Supervisor
	

	


	Chief Operations Officer
	

	


	Chief Executive Officer
	

	



	Employee Comments:
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