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Program Administrator

ACE
ACCOUNTABILITY & COMPETENCY EVALUATION








	Employee Name
	[bookmark: _GoBack]     
	ID
	     
	Hire Date   /  /   Evaluation Date   /  /  

	
	
	
	
	

	Supervisor’s Name
	     
	ID
	     
	|_| 3 Month  |_| 5 Month  |_| Coaching/Annual  




	I. ACCOUNTABILITIES

	For each accountability, review performance expectations in the Performance Standards Guide. Then evaluate all work performed throughout the evaluation period and select an overall rating. 

	Rating Scale: 
	
	Unsatisfactory Performance
	Successful Performance 1
	Successful Performance 2
	Successful Performance 3
	Exceptional Performance

	U
	Unsatisfactory Performance
	Consistently failed to meet expectations; significant improvement is needed. 
	
	
	
	
	

	S1
	Successful Performance 1
	Did not consistently meet some expectations; further development is needed.
	
	
	
	
	

	S2
	Successful Performance 2
	Consistently met all expectations; solid contributor. 
	
	
	
	
	

	S3
	Successful Performance 3 
	Consistently met all expectations and occasionally exceeded expectations.
	
	
	
	
	

	E
	Exceptional Performance
	Frequently exceeded expectations and served as a role model to others; exceptional contributor. 
	
	
	
	
	

	
	
	
	U
	S1
	S2
	S3
	E

	1. Work Direction, Support, and Quality Control – Plans and assigns work, and provides staff guidance and support to ensure the objectives of the work unit are met. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	2. Performance Management – Sets goals with staff and provides regular feedback to improve performance, addresses performance issues, and accurately evaluates job performance. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	3. Staffing – Staffs the work unit with competent and motivated individuals who are capable of fulfilling the work of the unit.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	4. Training and Development – Identifies and addresses on-going training and development needs to increase staff performance and promote professional growth.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	5. Fiscal – Monitors expenditures; oversees the use of supplies, equipment, and facilities; and administers contracts.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	6. Information Collection and Reporting – Maintains systems to collect and store data, analyzes data and prepares reports, and ensures information technology needs of the work unit are met.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	7. Technical Oversight – Provides technical assistance and oversight of complex or high profile work, develops policies and procedures, and represents the work unit with external parties. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	8. Evaluation of Nursing Interventions
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	9. Health Nursing Service Activities
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	10. Public & Community Health
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     


	11. Other –       
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of performance to support the rating):  
     





	II. COMPETENCIES

	For each competency, evaluate all related behaviors performed throughout the evaluation period and select an overall rating. Refer to the Performance Standards Guide to select the most appropriate rating. 


	Rating Scale: 
	
	Unsatisfactory Performance
	Successful Performance 1
	Successful Performance 2
	Successful Performance 3
	Exceptional Performance

	U
	Unsatisfactory Performance
	Consistently failed to meet expectations; significant improvement is needed. 
	
	
	
	
	

	S1
	Successful Performance 1
	Did not consistently meet some expectations; further development is needed.
	
	
	
	
	

	S2
	Successful Performance 2
	Consistently met all expectations; solid contributor. 
	
	
	
	
	

	S3
	Successful Performance 3 
	Consistently met all expectations and occasionally exceeded expectations.
	
	
	
	
	

	E
	Exceptional Performance
	Frequently exceeded expectations and served as a role model to others; exceptional contributor. 
	
	
	
	
	

	
	
	
	U
	S1
	S2
	S3
	E

	1. Displays High Integrity – Creates an environment that fosters high ethical standards.  
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	2. Exercises Due Diligence – Manages resources and day-to-day responsibilities in a manner that instills public trust.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	3. Acts Decisively – Uses vision, creativity, reasoning, and experience to reach conclusions and make effective decisions.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	4. Leads Organizational Change – Proactively and successfully brings about needed change in the agency.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	5. Focuses on Customer Needs – Anticipates and meets the needs of customers by delivering and continuously improving quality services.  
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	6. Takes Entrepreneurial Risks – Identifies opportunities to develop new services and encourages resourceful and innovative solutions.  
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	7. Builds Strong Alliances – Develops networks and uses them to strengthen internal and external support.  
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	8. Turns Vision Into Strategy – Thinks and acts strategically to ensure the agency moves toward its mission and the Governor’s vision.  
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	9. Demonstrates Astuteness – Uses personal influence, combined with an understanding of internal organizational reality and external factors, to positively affect results for the agency.  
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	10. Maintains Professional Credibility – Keeps current with developments in own field or expertise and applies this knowledge to effectively manage resources.  
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	11. Builds Competence – Fosters continuous learning and self-development and ensures employees have the tools and training to do their jobs.  
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	12. Develops Successful Teams – Builds and leads cohesive teams that are committed to a common goal. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	13. Inspires High Performance – Empowers staff and motivates them to achieve or exceed their goals. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     






	III. DEVELOPMENT

	Select at least one behavior (from Competencies) or one performance expectation (from Accountabilities) to develop. List the identified area(s) of development and specific action(s) in the left column. Use the right column to document the progress made during follow up coaching and evaluation sessions. During each subsequent session, continue to identify areas for development and progress made. Note the date after each entry. 

	Development Opportunity:   
	Evaluation of Progress:   

	     
	     

	IV. COMMENTS

	Additional Supervisor Comments:

	     

	Employee Comments:

	     

	Were other performance issues discussed this evaluation period?
|_| Yes – Indicate if other documentation exists:       
|_| No

	|_| Employee Input Form discussed and attached

	V. SIGNATURES

	Supervisors and employees are required to sign this form. Signatures indicate that the supervisor and employee have discussed performance and the comments written on this document. Signatures do not necessarily indicate agreement.

			Next-level Supervisor’s Signature:
	     
	Date:   /  /  

	
	
	

	Supervisor’s Signature:
	     
	Date:   /  /  

	
	
	

	Employee’s Signature:
	     
	Date:   /  /  
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