             ----------------------------------PERFORMANCE APPRAISAL-------------------------     
CEO/Administrator Appraisal Form

Today’s Date: _____________ Job Title:   Chief Executive Officer/Administrator

Name: __________________________________      Appraiser: ___________________________________

 5 Above & Beyond   4 Exceeds    3 Meets                2 Below 

1 Does not meet                         

          Standards                          Standards
         Standards                  Standards                   Standards          




         

Appraiser:  If the score is other than a “3” you are required to explain your reasoning in the comment section.  You can also use each comment section for more details, e.g., strengths or areas for improvement.  Please score each activity and insert the final score for each section in the square box. The octagon box is for the self-evaluator use.

final                                                                                                                          self  

                  JCAHO Accreditation Standards

· Planning and designing services.

Leadership provides a collaborative process to develop a mission that is reflected in long-range, strategic, and operational plans; service design; resource allocation; and organizational policies.
· Directing services

Leadership provides organization, direction, and staffing for patient care and support services according to the scope of services offered.

· Integrating and coordinating services

Leadership communicates objectives and coordinates efforts to integrate patient care and support services throughout the hospital.

· Improving performance

Leadership establishes expectations, plans, and priorities, and manages the performance improvement process. It ensures implementation of processes to measure, assess, and improve the performance of the hospital’s governance, management, clinical, and support processes.

Comments:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ ______________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________
         Service Excellence Standards

· Promotes ***’s commitment to Service Excellence by providing leadership and


guidance in maintaining the integrity of the program.

· Provides leadership and guidance in continuous improvement of the program

Comments:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

         Leadership/Professionalism

          
· Effectively directs and supervises *** activities through administrative staff members and department managers by properly delegating duties and responsibilities.

· Keeps lines of communication open and communicates with department managers and the Medical Staff on a regular basis, keeping them informed of *** activities, needs, concerns, policy or procedure changes, and administrative matters.

· Actively promotes team-building and close working relationships among all ***departments and services in order to accomplish the primary objective of cost-effective, quality patient care.

· Demonstrates flexibility and the ability to respond positively to changing circumstances in the health care industry.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

           Improving Organizational Performance

· Directs *** sponsored community activities.

· Executes responsibility for the operation of the ***, the application and implementation of established  policies and the maintenance of an effective liaison among the Governing Board, the Medical Staff, and the various departments/services of ***.

· Ensures compliance with regulatory agencies governing health care delivery and the standards of accrediting agencies by monitoring the ***’s operations, programs, services, and physical properties.  Informs the Governing Board of surveys, inspections, recommendations of such agencies, and initiates changes.

· Develops and pursues the goals of  *** in accordance with the Governing Board’s approval.

· Strives to ensure cost-effective health care services through the acquisition, utilization, and organization of available human, financial, and physical resources, and the incorporation of improved techniques and practices.

· Coordinates activities with the Governing Board, Medical Staff, and other staff members in order to respond to the needs of the community and provide optimal quality care.

· Demonstrates competence in assisting in the preparation of budgets and the allocation of funds based upon sound financial principals.

· Ensures that there are adequate, ongoing educational programs and training opportunities for all employees, including orientation programs and relevant in-service education sessions.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

         Strategic Planning


· Participates with the Governing Board in establishing strategic objectives for the *** based on the identified needs of the community.

· Recommends courses of action and assists in the development and implementation of a documented long-range strategic plan; ensures that *** is pursuing specific and quantified strategic objectives of the plan.

Comments:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

         Organizational Values

· Directs, Supports, identifies, and participates in Performance Improvement principles, projects and teams. 

· Presents an appearance that reflects professionalism and inspires confidence.

· Encourages the integration of *** with the community through effective communication; promotes a strong community relations program to encourage community support and an understanding of ***’s mission, vision and values.

· Demonstrates uncompromising honor and integrity.  Always holds self and others accountable for actions.

· Employs diplomacy and tact when dealing with employees, the community and the media.

· Displays an ability to identify and discuss key issues cogently and express thoughts clearly and coherently with credibility and is an accomplished speaker.

Comments:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
            Implementing

· Coordinates health care services with the identified needs of the patient population.

· Establishes department services necessary for the effective and efficient functioning of ***.

· Demonstrates effectiveness in the interpretation and administration of the policies of the Governing Board; functions as an advisor and liaison in matters involving the formulation of institutional polices.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


    Physician Relations 

· Keeps lines of communication open and communicates with department managers and the Medical Staff on a regular basis, keeping them informed of *** activities, needs, concerns, policy or procedure changes, and administrative matters.

· Ensures that Medical Staff is kept well informed, that their input is encouraged, and good relations are maintained.

· Promotes Medical Staff involvement in risk management, quality assurance and safety, all relative to the clinical aspects of patient care.

Comments:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Fiscal Responsibility

· Monitors an effective system of internal controls to safeguard the real property and financial resources of  ***, and implements corrective action as necessary.

· Maintains a sound financial structure, including the establishment of fee schedules providing for the careful, economical, and safe administration of funds; ensures the accurate recording of all *** financial transactions; reviews financial reports on a regular basis; monitors the accuracy and reliability of financial data; ensures that an independent audit of the financial operations of *** is performed annually and reported to the Governing Board.

· Ensures a timely, accurate, and comprehensive development and implementation of an annual budget for ***; Maintains a highly structured budget process and monitors adherence to budgetary policies. 

· Ensures that the *** budget is developed with the participation of the department managers, other appropriate staff members, and members of the Governing Board; that it is prepared annually and includes an operating budget, cash flow budget, plant and equipment budget addressing capital equipment, personnel, inventories, supplies, and other department costs.

· Demonstrates effectiveness in negotiating professional contracts.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Self Development


· Maintains professional affiliations to enhance growth and remains current with the latest trends in the health care industry.

· Remains current with national and local issues affecting the hospital administration and their potential impact on ***.

· Continually seeks new technology and developments that will accelerate the attainment of the System’s service, financial and operational goals and objectives.

· Continues self-development by attending educational conferences and courses.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Goals







Date:_____________  

   Goal # 1 - _________________________________________________


____________________________________________________________

____________________________________________________________

____________________________________________________________

Outcome - __________________________________________________________________________ ____________________________________________________________

____________________________________________________________

____________________________________________________________


   Goal # 2 -  ________________________________________________ ____________________________________________________________
____________________________________________________________

____________________________________________________________

Outcome -  _________________________________________________________________________
____________________________________________________________

____________________________________________________________

____________________________________________________________


    Goal # 3  - _________________________________________________ ____________________________________________________________

____________________________________________________________

____________________________________________________________

Outcome - __________________________________________________________________________ ____________________________________________________________

____________________________________________________________ ____________________________________________________________ 

    Goal # 4  - _________________________________________________ ____________________________________________________________

____________________________________________________________

____________________________________________________________

Outcome - __________________________________________________________________________ ____________________________________________________________

____________________________________________________________ ____________________________________________________________ 
--------------------------------------------------------------------------------------------------------------------------------

                                              PERFORMANCE APPRAISAL SUMMARY:

--------------------------------------------------------------------------------------------------------------------------------

JCAHO Accreditation Standards





____________

Service Excellence Standards





____________                          

Leadership/Professionalism





____________           

Improving Organizational Performance




____________

Strategic Planning


 



____________

Organizational Values                                                                                        
____________



Implementing







____________




Physician Relations






____________

Fiscal Responsibility






____________ 

Self Development






____________

Goal # 1








____________

Goal # 2








____________ 

Goal # 3








____________

Goal # 4








____________








Column 1 Total







____________

Column 1 =  __________  divided  by  14  =  Overall  Rating  of  __________

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Employee’s Comment: _________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________
Appraiser’s Signature_____________________________________________Date___________________

Employee’s Signature______________________________________________Date___________________

(Employee’s signature means the performance appraisal was reviewed with him/her.  It does not necessarily indicate that s/he agrees with the appraisal.)

I have received and reviewed a current Job Description with the Board of Commissioners. 

Employee’s Signature______________________________________________Date_________________
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