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Employee Name:
     
	Position Title:
     
	Employee #:
     

	Position #:
     
	Department #:
     
	Evaluation Period:
     
to
      

	Reviewer Name:
     
	Position Title:
     
	Conference Date:
     

	The Non-Clinical Performance Management Summary is a tool to guide the annual conversation between the employee and the manager regarding role performance throughout the preceding year.  This conversation should reflect periodic communication throughout the year citing accomplishments as well as opportunities for ongoing growth and development.  The Service Standards and Code of Conduct section is based on the Elliot Essentials Code of Conduct component.

Instructions for Self Evaluation
· Service Standards may only be rated as “Distinguished Performer” or “Needs Development.”
· List 3-4 bullet points that you feel best summarize your performance in regard to each overall category.  Bullets should include strengths as well as opportunities for growth as appropriate.  

· Evaluate your own performance based upon the criteria below and enter a rating in the field under “self” for each indicator. 

· Enter your goals for the past year and the status of each, as well as your requested goals for the coming year.  

· Submit completed self evaluation to your manager by the requested date.  

· Electronic submission is strongly preferred.

Manager Instructions
· Service Standards may only be rated as “Distinguished Performer” or “Needs Development”

· Assign a rating (ND, QP, DP) to each indicator according to the key below.

· Ratings should reflect the clinical employee’s self review, peer comments and professional development/coaching communications held throughout the year.

· Comments under each individual category are required.

· Summarize performance in narrative format in space indicated.

· Electronic submission is strongly preferred.

· This document must be reviewed and signed by your Human Resources Business Partner before presenting it to the employee for initial discussion.

	

	Evaluation Criteria
Please use this scale when assessing all remaining areas

	ND 
Needs Development

Performance does not meet expectations. Performance plan will address and focus on action to meet goals and responsibilities.

	QP
Quality Performance

Meets expectations. Performance represents an important contribution to the organization and may occasionally exceed standards.

	DP
Distinguished Performance

Consistently exceeds expectations and acts as a role model. Contributions and results significantly exceed expectations and represent top performance. Recognized by peers and other colleagues as a resource/mentor.  Documented example(s) required.

	ELLIOT ESSENTIALS EHS

Service Standards, Code of Conduct (“I am Elliot”)
Demonstrates behavior competency
success for I CARE Essential.

Demonstrates behavior competency
success for I SERVE Essential.

Demonstrates behavior competency success for I INSPIRE Essential.

Rating

I
Innovation and Inspiration

I
Introduce 

I

Interactions
 ND

 DP

C

Collaboration/Continuity in Caring

S
Smile and Set the Tone

I

Innovation
A
Accountability

E
Engage

N

Nurture
R
Respect and Role Modeling
R
Respect

S

Share
E
Ethics and Integrity 
V
Verify

P

Present
E

Exceed Expectations 
I

Imperatives
R

Respect
E

Empower



	Demonstrates awareness that communication, demeanor and appearance make a critical difference and leave a lasting impression on patients, families, colleagues and others. 

Provide an example of how you incorporate this meaningful interaction with every encounter, every time. 

     
	Self

 ND

 DP
	Manager

 ND

 DP

	Employee
Self Review
	     

	Manager
Comments
	     

	Innovation & Inspiration
	Rating

	Utilizes current evidence, EHS policies and procedures and relevant national/specialty standards to guide performance.


	Self
	Manager

	
	 ND

 QP

 DP
	 ND

 QP

 DP

	Embraces and promotes change to support optimal outcomes and an effective professional environment.  Regularly contributes at staff meetings and other forums.


	Self
	Manager

	
	 ND

 QP

 DP
	 ND

 QP

 DP

	Employee
Self Review
	     

	Manager
Comments
	     

	Collaboration & Continuity in Caring
	Rating

	Collaborates in a professional and proactive manner with colleagues and members of other disciplines to ensure seamless care across shifts and settings.
	Self
	Manager

	
	 ND

 QP

 DP
	 ND

 QP

 DP

	Demonstrates effective documentation and verbal communication skills to support and ensure appropriate patient care and smooth handoffs.
	Self
	Manager

	
	 ND

 QP

 DP
	 ND

 QP

 DP

	Employee
Self Review
	     

	Manager
Comments
	     

	Accountability
	Rating

	Fulfills position expectation, duties and responsibilities of job description.  Manages time efficiently and effectively, organizes and prioritizes daily workflow.  Produces a higher than expected amount of work; finishes work prior to deadlines; anticipates work related problems and takes action to prevent problems without compromising the thoroughness of other work; meets departmental productivity standards if applicable.
	Self
	Manager

	
	 ND

 QP

 DP
	 ND

 QP

 DP

	Demonstrates accountability for continued professional growth and development.    Demonstrates accountability to maintain current on topics and trends appropriate to role.  Demonstrates smooth operational responsibility.  Contributes to and supports the organizational and departmental specific goals and strategic imperative plan. 
	Self
	Manager

	
	 ND

 QP

 DP
	 ND

 QP

 DP

	Employee
Self Review
	     

	Manager
Comments
	     

	Employee
List previous year’s goals and status of each.
	     

	Manager
List agreed upon goals for the coming year.
	     

	Other Required Criteria
	No
	Yes
	N/A

	Annual Required Education (Healthstream) completed within designated timeframe. 
	
	
	

	Department-specific safety training and clinical competencies reviewed, completed and signed within designated timeframe.  Evidence of Regulatory Compliance attached, if applicable.
	
	
	

	Self evaluation completed/submitted to manager within designated timeframe.  Date submitted:
      
	
	
	

	If applicable: List of continuing education programs completed within past year attached.
	
	
	

	Total number of unscheduled absences:        .

	Highest level of education completed (note degree and field):
     
     

	Employee signed and attached updated and current job description.
	
	
	


	Manager Narrative

Note to Manager:  Are there any corrective action documents present during the performance review period?

     
IMPORTANT: This document must be reviewed and signed by your Human Resources Business Partner before presenting it to the employee for initial discussion.

     
     
HR Business Partner Signature
Date


	

	

	To be completed by manager:
Based on this review I am recommending a merit increase of       %, resulting in a pay rate of      .

(Note to Manager:  If corrective action documentation is present during this review period, there may be a 0% increase for the review.)



	     
     
Employee Signature
Date
     
     
Manager Signature
Date

     
     
Human Resource Business Partner Signature
Date
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