
TEXAS TECH UNIVERSITY HEALTH SCIENCES CENTER 

SUPERVISOR'S GUIDE TO PERFORMANCE MANAGEMENT-DEVELOPMENT

CHECK LIST FOR COMPLETING THE STAFF PERFORMANCE EVALUATION FORM
It is suggested that the Staff Performance Management Instrument may be reproduced electronically with your word processing package to facilitate easier completion of the form.

Step 1. Just prior to completing the Performance Management Instrument:

A. Employee and then the supervisor should review the Position Description Questionnaire (PDQ) already on file in the department for the position held by the employee.

B. Any changes should be made on the department's copy and a copy of the revised PDQ forwarded to the Wage and Salary Manager in the Human Resources Office for information. Note: Employee and supervisor should always sign off on revised PDQs as accurately reflecting job duties being performed and any minor revisions should be initialed by both.

C. Supervisor should review any counseling notes or disciplinary actions concerning employee being evaluated since last evaluation - noting progress of employee since the date of such actions. This should include a review of the employee's work attendance noting any exceptional reasons for absences.

Step 2. Before conducting the Performance Management interview with the employee:

With information from the current PDQ form and other noted resources, complete the Staff Performance Management Instrument as follows:
Part I.

Items 1-4 Complete (self-explanatory) noting basic employee information from the employee's departmental personnel file. If Item 3 is not known, contact the employee records section in the Human Resources Department (HSC) at extension 3-2865. Schedule a date, time and location before completing 

Item 5. Date of Evaluation Conference. It is suggested that no less than 30 minutes be reserved and, typically, no more than I hour will be required.

Part II.

Item 6. Same as # on page 2 of the completed PDQ and simply denotes order in count of function listed.

Item 7. Same as "Function" description on Page 2 of PDQ

Item 8. Same as "E" for essential function and "M" for marginal function as designated on page 2 of PDQ.

Item 9. Performance Rating will be rating given employee based on the following rating description. 

	Does Not

Meet

Expectations
	
	Meets Expectations
	
	Exceeds Expectations

	1
	2
	3
	4
	5


1. Does Not Meet Expected Results

Performance in the job function does not meet the expected performance standards and is unsatisfactory.

2. Does Not Meet All   Expectations

This rating reflects marginal performance - the lowest level of acceptable performance. This rating connotes that for the function the employee needs more than the expected amount of guidance and supervision. An action plan is required in section 3 stating what the supervisor expects from the employee to remedy the low rating. Supervisor should include in such a plan what additional guidance and supervision will be received by the employee for improving performance in this function.

3. Meets All Expectations

This rating shows that the employee meets all the expected requirements of the function and requires only the normal amount of supervision. This should be the normal of expected performance and, therefore, it can be anticipated that the majority of the workforce will fall into this category on many job functions.

4. Exceeds Expectations

This rating shows that the employee's performance on the job function is beyond the expected level but falls short of the "maximum performers." The employee always meets performance requirements; often exceeds requirements and requires less than the normal amount of guidance and supervision.

5. Exceeds All  Expectations

This designation is only for the employee who achieves maximum performance on the job function. His/her performance is “excellent” – the best that can be attained on this job function. The employee’s performance and achievements consistently and significantly exceed requirements and expectation for the function. The person requires little, if any, supervision and guidance. This rating is truly for the few exceptional individuals who deserve it.

Item 10 is provided for explanation when performance ratings of 1 or 5 are given on any function. Explanation should include actions required by employee to improve in deficient areas. Examples of exceptional work performance should also be noted if a rating of 5 has been given. Attach additional pages if more space is needed.

Part Ill. Personal Relations

Item 11. Evaluator should note employee's observed level of relationship with fellow employees. Evaluator should add comments, examples (incidents) supporting the category checked. Comments should include suggestions for improvement if necessary.

Item 12. Evaluator should note employee's observed level of relationship (treatment of) with customers. Evaluator should add comments or examples (incidents) supporting the category checked. Comments should include suggestions for improvement if necessary.

Item 13. Evaluator should check those categories that apply to employee.

Part IV. Summary of Evaluation

Evaluator should check only one recommendation for each of the three categories in this section. The first two items are overall summary statements about the evaluation. The last category is a recommendation for personnel action and appropriate action should be initiated based on the recommendation made.

Part V. Suggestions for Employee Development

This section is provided for the evaluator and employee to make any suggestions for development activities that will enhance employee's skills and abilities to perform the job in a more efficient manner.

Part VI. Signatures

Self-explanatory. Signature of employee highly encouraged. If employee refuses to sign, then the supervisor should so note in the following manner and date: "Employee reviewed completed evaluation this date, but has elected not to sign form."

Questions concerning the performance evaluation process or operating procedure should be addressed to the Assistant Vice President for Human Resources at 3-2865.

TEXAS TECH UNIVERSITY HEALTH SCIENCES CENTER

TEXAS TECH STAFF PERFORMANCE MANAGEMENT INSTRUMENT

 Certified Nursing Assistant
Part I.

BASIC EMPLOYEE INFORMATION:

Item 1. Employee Name: 
Item 2. Employee Social Security Number: 
Item 3. Employee's Date of Hire:
Item 4. Responsible Department:

Item 5. Date of Evaluation Conference: 

Part II.

PERFORMANCE RATING BY JOB FUNCTION:

	Item 6

#
	Item 7

Function
	Low

1
	2
	3
	4
	High

5

	
	DEPARTMENTAL RESPONSIBILITIES
	
	
	
	
	

	1. 
	Reports absences from clinic area to Nurse Manager or designated nurse according to departmental protocols.
	
	
	
	
	

	2. 
	Is self-directing and follows through with responsibilities and assignments in a timely manner.
	
	
	
	
	

	3. 
	Manages time effectively.
	
	
	
	
	

	4. 
	Completes special daily assignments as assigned.
	
	
	
	
	

	5. 
	Becomes knowledgeable about new equipment in the department.
	
	
	
	
	

	   6.
	Reports non-functioning equipment to the proper person
	
	
	
	
	

	   7.
	Promotes cost containment by economical use of supplies and equipment.
	
	
	
	
	

	   8.
	Regularly attends clinic staff meetings.
	
	
	
	
	

	   9.
	Actively participates in the clinic’s Performance Improvement program.
	
	
	
	
	

	
	NURSING PROCESS / Patient Care Responsibilities
	
	
	
	
	

	1. 
	Demonstrates knowledge and skills necessary to provide care appropriate to the age of the patients served
	
	
	
	
	

	2. 
	Collects necessary information for insertion into patient charts (i.e., laboratory and x-ray reports, charge sheets).
	
	
	
	
	

	3. 
	Picks up completed lab test result, ER records, etc., and records in patient charts
	
	
	
	
	

	4. 
	Takes accurate vital signs, weight and height measurements and records in patient’s chart.
	
	
	
	
	

	5. 
	Knowledgeable and complies with HSC regulations regarding emergency situations.
	
	
	
	
	

	6. 
	Provides care in accordance with standards of patient care.
	
	
	
	
	

	7. 
	Documents all care accurately.
	
	
	
	
	

	8. 
	Implements patient care, as delegated to do so,  in a timely manner.
	
	
	
	
	

	9. 
	Assists in maintaining an environment conducive the welfare and safety of clients
	
	
	
	
	

	10. 
	Prepares necessary paperwork, labels specimens appropriately and assures prompt transportation of collected specimens to the laboratory.
	
	
	
	
	

	11. 
	Prepares patient for various types of examinations and procedures.  Includes appropriate draping, gowning, and positioning of patients.
	
	
	
	
	

	12. 
	Assists physician with physical examinations and various specialized procedures as per clinic protocols.
	
	
	
	
	

	
	CONTINUING EDUCATION
	
	
	
	
	

	   1.
	Attends Nursing continuing education programs as applicable.
	
	
	
	
	

	   2.
	Assists in identifying educational needs and opportunities and communicates these to licensed nursing staff.
	
	
	
	
	

	   3.
	Participates in Medical Emergency preparedness drills in Department.
	
	
	
	
	

	   4.
	Attends departmental Nursing staff meetings to review issues, processes, communicate new and pertinent developments, address Performance Improvement initiatives.
	
	
	
	
	

	   5.
	Completes Annual Nursing Core Competency Training.
	
	
	
	
	

	
	
	
	
	
	
	

	
	Equipment
	
	
	
	
	

	1. 
	Prepares necessary equipment and instruments for, and assists physician with, examinations, treatments, and special procedures (as per clinic protocols).
	
	
	
	
	

	2. 
	Properly operates and cares for equipment and instruments in accordance with established procedures for clinical specialty area.
	
	
	
	
	

	3. 
	Ensures that inventory of necessary supplies and equipment is maintained.
	
	
	
	
	

	4. 
	Ensures that examination/treatment rooms are clean and stocked with supplies.
	
	
	
	
	

	
	
	
	
	
	
	

	
	CONDUCT
	
	
	
	
	

	1. 
	Displays appropriate, courteous attitude and behavior (respect, support, loyalty) towards patients, healthcare team members, and HSC administration through appropriate eye contact, facial expressions and tone of voice.
	
	
	
	
	

	2. 
	Displays respect by introducing self and addresses patients and visitors appropriately (when known).
	
	
	
	
	

	3. 
	Always demonstrates professional attitude towards clinic staff, physicians, and /or problems in front of patients. (Doesn’t complain in front of patients.)
	
	
	
	
	

	4. 
	Maintains calm professional demeanor in stressful situations.
	
	
	
	
	

	5. 
	Follows department dress code and standards for personal hygiene; wears name badge correctly.
	
	
	
	
	

	6. 
	Limits personal phone calls and side-talk.
	
	
	
	
	

	7. 
	Adheres to clinic policy for attendance and tardiness 
	
	
	
	
	

	8. 
	Represents the clinic in a positive and professional manner in the community
	
	
	
	
	

	9. 
	Exercises discretion and maintains confidentiality in all matters relating to the clinic, its employees and patients.
	
	
	
	
	

	10. 
	Exhibits stability, promptness, and dependability by providing proper notification for absences or tardiness.
	
	
	
	
	

	11. 
	Observes department rules for food and drink at work station
	
	
	
	
	

	12. 
	Respects allotted time limits when taking breaks and lunch periods.
	
	
	
	
	

	
	
	
	
	
	
	

	
	OTHER DEPARTMENT GOALS
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	
	Yes
	No

	Employee Health Profile Current?
	
	

	CPR Certification Current?
	
	

	Mandatory Inservices Current?
	
	

	Nursing Core Competency Training Current?
	
	

	Certificate Verification in File?
	
	


Item 10. Functions

List additional information concerning high (5) and low (1) ratings by function number as listed on the previous page.  Refer to the instructions

PART III. CUSTOMERS/PERSONAL RELATIONS

Item 11. Relationship with fellow employees:

( ) Excellent 

( ) Good 

( ) Unsatisfactory

 Explain:

Item 12. Relationship with customers:

( ) Excellent 

( ) Good  

( ) Unsatisfactory 

Explain: 

Comparison to previous evaluation: 

( ) Improved 

( ) No Change 

( ) Negative/Decline

Item 13. Personality (Check those which apply)

	
	
	

	( ) Friendly
	( ) Outgoing 
	( ) Courteous

	( ) Aloof
	( ) Neat in appearance
	( ) Untidy

	( ) Enjoys work
	( ) Dependable
	( ) Conscientious

	( ) Calm under pressure
	( ) Nervous
	( ) Complains excessively

	( ) Negative influence on others
	( ) Positive influence on others
	

	
	
	


Desire for achievement:

( ) High 

( ) Average 

( ) Low

PART IV. SUMMARY OF EVALUATION

Overall evaluation: 

( ) Positive

( ) Needs Improvement

Overall comparison to previous evaluation: 

( ) Improved

( ) No Change

( ) Negative

Continued Employment:

( ) Recommended

( ) Recommended with improvement

( ) Not recommended 

PART V. SUGGESTIONS FOR EMPLOYEE DEVELOPMENT – REFER TO INSTRUCTIONS

(If typing manually, use separate sheet. If using this file electronically, highlight this statement and begin typing.)

PART VI. SIGNATURES OF SUPERVISORS

This report is based upon my observation and/or knowledge. It represents my best judgement of the employee’s performance.

Signature 

Of 

Employee: 






Date: 


Signature

Of

Evaluator: 






Date: 


Signature

Of

Administrative

Officer: 







Date: 


Note: Employee signature indicates only that this performance evaluation was reviewed by the employee and discussed with the evaluator.  Disagreement with the evaluation or any items contained therein should be made in writing and presented to the evaluator.  A copy of any written statement should also be presented to the Assistant Vice President of Human Resources and will be placed with the evaluation instrument in the employee’s official personnel file.  Questions or comments concerning this form or the execution of the operating policy should be made to the Assistant Vice President of Human Resources at 3-2865 by TTUHSC employees.
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