UNIVERSITY OF MICHIGAN HEALTH SYSTEM
Performance Evaluation Process-Self evaluation with Peer Input

1. The nurse will select a minimum of 3 peers to perform peer review.
· Those selected must be educated in the peer review process.
· At least one peer must be an RN.
· Each nurse will be asked to evaluate the person on 1-2 different Framework domains, so that all five Framework domains are reviewed by peers. Clinical Skills and Knowledge domain must be completed by an RN whenever possible.
2. The nurse will submit the names of their chosen peers to the manager that will be completing their performance evaluation. The nurse distributes 1-2 domains of the peer feedback tool to selected peers.

3. The reviewers will use the current Development Framework Peer Input tool for their appraisal. They will complete their peer tool, sign it and return it to the nurse within 7 days. 

· Peers should circle the appropriate behavioral level. Peer reviewers would be encouraged to support their views with concrete examples on the right hand side of the page.

· Each peer will comment on 1-2 different Framework domains.

4. The peer review forms are returned to the nurse, who shall review the content and summarizes the information on the performance review form.   

The nurse will complete the level appropriate self-evaluation portion of the Staff 
5. Performance Planning and Evaluation form, with consideration of the input provided by the peer evaluation.

6. The nurse will submit their completed Staff Performance Planning and Evaluation form and their Peer Review forms to the manager. If materials are not submitted within two weeks of the established due date, then the managers may proceed with completing the evaluation process.

7. The manager will review the peer review form, peer summary and self-evaluation and then complete the manager section of the evaluation form.

· The manager will utilize peer and self evaluations as well as own knowledge of employee performance in determining ratings on the Performance Planning and Evaluation form.

· Rationale for rating other than “meets expectations,” must be provided in the evaluation summary section after each domain.

· The manager will arrange an appointment with the nurse for the performance review.

8. The Peer Review forms will be returned to the nurse following the performance evaluation process, and a copy of the completed Performance Plan/Evaluation will be given to the nurse.

9. Completed evaluations are given to the administrative assistant for processing.
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	Education Nurse Coordinator Expert Level

	Scale:
N = Behavioral Expectations Not Met or N/A
A = Approaching Behavioral Expectations

M = Meets Behavioral Expectations   

E = Exceeds Behavioral Expectations
	Self Evaluation
	Manager’s Evaluation

	UMHHC Performance Expectations For All Employees

	1. Customer Focus: Relates work and job purpose to UMHHC mission and commitment to putting patients and families first.
	     
	     

	2. Teamwork: Interacts effectively and builds respectful relationships within and between units and among individuals.
	     
	     

	3. Communication: Communicates effectively in ways that enhance productivity and build respectful relationships.  Demonstrates active listening, written, verbal, and information technology skills.  Shares relevant information.
	     
	     

	4. Conflict Resolution: Seeks constructive approaches to resolving workplace issues.  
	     
	     

	5. Integrity: Adheres to high standards of personal and professional conduct.
	     
	     

	6. Adapting to Change: Responds positively to change, showing willingness to learn new ways to accomplish work.
	     
	     

	7. Respect for Individuals: Fosters mutual respect and supports UMHS commitment to diversity.  Promotes community building and diversity initiatives that help employees learn and respect each others’ differences.
	     
	     

	8. Safety: Contributes to a safe and secure environment for patients, visitors, faculty, and staff by following established procedures and protocols as appropriate by job function.
	     
	     

	9. Quality: Adopts practices to improve work processes, enhance customer satisfaction and ensure excellence in daily work.
	     
	     

	10. Efficiency: Accomplishes work in ways that maximize productivity and available resources while minimizing waste.
	     
	     

	11. Attendance.      
	     
	     


	Summary of UMHHC Performance Behaviors (Includes supporting comments and areas requiring further development.  Use corresponding number where applicable.)

	Self:

Manager:




	UMHHC Job Specific Performance Expectations 

	Scale:
N = Behavioral Expectations Not Met or N/A
A = Approaching Behavioral Expectations

M = Meets Behavioral Expectations   

E = Exceeds Behavioral Expectations
	Self Evaluation
	Manager’s Evaluation

	CLINICAL THINKING and JUDGMENT

	12. Can develop assessment tools in collaboration with others to measure individual and group learning needs.
	     
	     

	13. Recognizes the relative importance and increasingly able to prioritize learning needs.
	     
	     

	14. Differentiates between learning needs and non-learning needs.
	     
	     

	15. Plans and designs learning interventions in collaboration with other leaders.
	     
	     

	16. Updates and revises plans targeting specific needs.
	     
	     

	17. Functions independently in planning and design of learning interventions.
	     
	     

	18. Implements teaching/learning for entire unit and begin to extend beyond unit boundaries.
	     
	     

	19. Collaborates on CE development and process.
	     
	     

	20. Evaluates outcomes in terms of instructional objectives and learning needs.
	     
	     

	21. Evaluates outcomes relative to unit strategic plans.
	     
	     

	22. Develops evaluation tools utilizing resources and literature.
	     
	     

	23. Demonstrates proficient clinical practice.
	
	

	24. Is intuitive in familiar situations.
	
	

	25. Solves problems reliably, utilizing resources.
	
	

	26. Plans proactively for both immediate and long term educational needs.
	
	

	Summary of Clinical Thinking and Judgment (Includes supporting comments and areas requiring further development.  Use corresponding number where applicable.)

	Self:

Manager:




	Scale:
N = Behavioral Expectations Not Met or N/A
A = Approaching Behavioral Expectations

M = Meets Behavioral Expectations   

E = Exceeds Behavioral Expectations
	Self Evaluation
	Manager’s Evaluation

	SYSTEMS THINKING

	27. Recognizes the interrelationships that exist across our system.
	     
	     

	28. Incorporates organizational mission, vision, and values in educational planning and processes.
	     
	     

	29. Assumes leadership in unit/area Professional Practice Model.
	     
	     

	30. Develops strategies for the implementation of necessary change.
	     
	     

	31. Communicates requirements for change and assists with evaluation phase.
	     
	     

	32. Adapts systems to accomplish educational goals/objectives.
	
	

	Summary of Systems Thinking (Includes supporting comments and areas requiring further development.  Use corresponding number where applicable.)

	Self:

Manager:



	Scale:
N = Behavioral Expectations Not Met or N/A
A = Approaching Behavioral Expectations

M = Meets Behavioral Expectations   

E = Exceeds Behavioral Expectations
	Self Evaluation
	Manager’s Evaluation

	ADVOCACY

	33. Advocates for the collective needs of learners, preceptors, and managers.
	     
	     

	34. Assists in the development of nurse’s advocacy and moral agency through teaching, coaching, role modeling, and/or mentoring.
	     
	     

	35. Serves as an agent for learners and professional nursing educational issues.
	
	

	Summary of Advocacy (Includes supporting comments and areas requiring further development.  Use corresponding number where applicable.)

	Self:

Manager:



	Scale:
N = Behavioral Expectations Not Met or N/A
A = Approaching Behavioral Expectations

M = Meets Behavioral Expectations   

E = Exceeds Behavioral Expectations
	Self Evaluation
	Manager’s Evaluation

	THERAPEUTIC RELATIONSHIPS/ENGAGEMENT (focus on teaching: learning relationships)

	36. Assumes leadership role and works with others to maintain a supportive environment for learning.
	     
	     

	37. Values individual talents, strengths, and skills of all staff, new and experienced.
	   
	   

	Summary of Therapeutic Relationships/Engagement (Includes supporting comments and areas requiring further development.  Use corresponding number where applicable.)

	Self:

Manager:



	Scale:
N = Behavioral Expectations Not Met or N/A
A = Approaching Behavioral Expectations

M = Meets Behavioral Expectations   

E = Exceeds Behavioral Expectations
	Self Evaluation
	Manager’s Evaluation

	COLLABERATION/COMMUNICATION, and PROFESSIONAL RELATIONSHIPS

	38. Collaborates with learners, preceptors, educators, and managers/directors to ensure that instructional and/or educational processes are congruent with the standards of excellence.
	     
	     

	39. Promotes positive, constructive, confidential, professional relationships in others.
	     
	     

	40. Collaborates with schools of nursing and other departments to ensure mutual benefits for educational purposes.
	     
	     

	41. Creates and supports a learning environment that is characterized by safe discourse, constructive feedback, conflict resolution, and first party communication.
	     
	     


	Summary of Collaboration/Communication, and Professional Relationships (Includes supporting comments and areas requiring further development.  Use corresponding number where applicable.)

	Self:

Manager:



	Scale:
N = Behavioral Expectations Not Met or N/A
A = Approaching Behavioral Expectations

M = Meets Behavioral Expectations   

E = Exceeds Behavioral Expectations
	Self Evaluation
	Manager’s Evaluation


	FACILITATOR of LEARNING and PROFESSIONAL DEVELOPMENT

	42. Demonstrate computer skills in relation to teaching: learning environments.
	     
	     

	43. Demonstrates proficiency in the utilization of the electronic learning management systems.
	
	

	44. Applies competency based approaches to nursing education and development: + curricula that support lifelong learning, evidence based practice, and professional accountability.
	
	

	45. Develops instructional objectives in the cognitive and psychomotor domains.
	
	

	46. Applies developmental principals (Novice to Expert) to design and implementation of educational programming.
	
	

	47. Identifies opportunities for staff to enhance their professional growth within the unit/area.
	
	

	48. Sets goals on an ongoing basis to enhance development in the nurse educator role.
	
	

	49. Beginning evidence of advancing professional identity: Membership in a professional organization.
	
	

	50. Familiarity with literature in education and/or clinical specialty.
	
	

	51. Presents at educational programs within the unit/area and institution.
	
	


	Summary of Facilitator of Learning and Professional Development (Includes supporting comments and areas requiring further development.  Use corresponding number where applicable.)

	Self:

Manager:



	Scale:
N = Behavioral Expectations Not Met or N/A
A = Approaching Behavioral Expectations

M = Meets Behavioral Expectations   

E = Exceeds Behavioral Expectations
	Self Evaluation
	Manager’s Evaluation

	RESPONSE (responsiveness; sensitivity) to DIVERSITY

	52. Modifies and utilizes a variety of teaching methods to meet identified learner needs and learning style.
	     
	     

	53. Creatively removes or minimizes barriers.
	
	

	54. Participates in the promotion of an environment that embraces diversity in the workplace.
	
	


	Summary of Response to Diversity (Includes supporting comments and areas requiring further development.  Use corresponding number where applicable.)

	Self:

Manager:



	Scale:
N = Behavioral Expectations Not Met or N/A
A = Approaching Behavioral Expectations

M = Meets Behavioral Expectations   

E = Exceeds Behavioral Expectations
	Self Evaluation
	Manager’s Evaluation

	ADVANCING PRACTICE

	55. Incorporates pertinent nursing, patient care, and/or educational research into educational programs and materials.
	     
	     

	56. Takes on leadership role in relation to innovations/improvements in educational initiatives.
	
	

	57. Implements change in educational programs based on application of current research findings.
	
	

	58. Incorporates research into program and materials.
	
	

	59. Applies performance improvement (i.e.: PDCA, LEAN Process, etc.) principles in the process of continuously enhancing educational programming.
	
	


	Summary of Advancing Practice (Includes supporting comments and areas requiring further development.  Use corresponding number where applicable.)

	Self:

Manager:



	Scale:
N = Behavioral Expectations Not Met or N/A
A = Approaching Behavioral Expectations

M = Meets Behavioral Expectations   

E = Exceeds Behavioral Expectations
	Self Evaluation
	Manager’s Evaluation

	Contribution (see bolded behaviors throughout the document – these reflect contribution domain)

	60. See BOLDED behaviors imbedded in other domains.
	     
	     


	Summary of Contribution (Includes supporting comments and areas requiring further development.  Use corresponding number where applicable.)

	Self:

Manager:



	Scale:
N = Behavioral Expectations Not Met or N/A
A = Approaching Behavioral Expectations

M = Meets Behavioral Expectations   

E = Exceeds Behavioral Expectations
	Self Evaluation
	Manager’s Evaluation

	COordination (of education)

	61. Collaborates with others to coordinate educational activities.
	     
	     


	Summary of Coordination of Education (Includes supporting comments and areas requiring further development.  Use corresponding number where applicable.)

	Self:

Manager:



	Summary of Job Specific Behaviors (Includes supporting comments and areas requiring further development).  Use corresponding number where applicable.

	Self:

Manager:


	Previous year Learning and Self-Development Plan Assessment.  Refer to the M-Learning system transcript for specific courses and activities completed.  http://mlearning.med.umich.edu/.  List supporting comments and areas requiring further development below.

	


	Competency / Mandatory Requirement Summary – See M-Learning link http://mlearning.med.umich.edu/ to obtain transcript.  Required mandatories include: Fire/Safety, Corporate Compliance, Unit Critical Incident Plan, Patient Safety. 
Refer to blue folder competency tab for competencies not included in M-Learning.

	


	Overall Evaluation Summary Statement-Manager

	Guidelines for the overall performance ratings go to (form must be unlocked to use links)
http://www.med.umich.edu/mchrd/policy /performance/Overall%20Rating%20Guidelines.pdf

	


	Overall Performance Rating
	N
	A
	M
	E

	Scale: N = Behavioral Expectations Not Met or N/A     A = Approaching Behavioral Expectations  M = Meets Behavioral Expectations    E = Exceeds Behavioral Expectations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If “N” or “A” used in the overall rating, check problem area(s) listed below.  Identify any action plans for UMHHC performance expectations, job specific, or self development areas not listed above. 

	 FORMCHECKBOX 
Job Specific
	 FORMCHECKBOX 
Customer Service
	 FORMCHECKBOX 
Communication
	 FORMCHECKBOX 
Effective team / group work
	 FORMCHECKBOX 
Other:      

	Action Plan: 


	Peer Feedback (Required):  Use this space to capture feedback that is received throughout the year.

Sources of peer/customer feedback include:

	· Employee survey results
· Patient satisfaction survey results

· 360 Feedback results
	· UMHS Peer Feedback tool – all 5 domains

· You’re Super Awards
· Written feedback (i.e. emails) regarding the individuals performance

	Feedback Summary: 



	Customer Feedback (Optional): 



	Feedback Summary: 



	Annual Plan; The Learning, Self-Development and Improvement Plan is used to set personal and professional goals which contribute to the staff member’s growth and development.  Time frames should be stated with all staff development goals.

	1. Growth Area: 

Time Frame

     ∙     Outcome:

     ∙     Action:

     ∙     Evaluation:

     ∙     Comments:

2. Growth Area: 

Time Frame

     ∙     Outcome:
     ∙     Action:
     ∙     Evaluation:
     ∙     Comments:
3. Growth Area:

Time Frame

     ∙     Outcome:
     ∙     Action:
     ∙     Evaluation:
     ∙     Comments:



	Employee Comments: (Optional)

	

	Date
	Employee Signature
	Supervisor Name
	Supervisor Signature
	Department
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