THE YOUR HOSPITAL AND MEDICAL CENTER


PERFORMANCE APPRAISAL


Return to Personnel Department no later than																		


PERSONAL DATA





Name of Employee				 Performance Review Date			





Position Title Biomed. Equipment Tech 3	 Department Engineering			





TYPE OF APPRAISAL





	 End of Six-month Trial			





	 Annual										





	 Pay increase $		/month Based on Full-time Rate  Eff. Date			





EXPLAINATION OF RATINGS





Rating #1	Indicates ongoing performance is deficient in meeting the given standard.





Rating #2	Indicates performance consistently meets standards.





Rating #3	Indicates performance consistently exceeds given standards. Innovative procedure or unusual effort has led to accomplishment exceeding standard performance, and there is little or no room for improvement.


	


Criterion:	(10%)





1.0	Performs interdepartmental duties.





Evaluation Standards:





1.1	Consults with physicians and nurses on equipment operation and problems by providing informal guidance/inservices as needed.


									1	2	3


	Completed work orders will be reviewed. Work orders which could have included an inservice will be copied and discussed with the technician. A technician who has less than three copies of this type of closed work order will receive a rating of 3. A technician with four to six of these work orders will receive a rating of 2. Technicians with seven or more of these type work orders will be rated a 1.





1.2	Documents above inservices in the computerized maintenance system.


									1	2	3


	A minimum of two inservices per month is considered average and will result in a rating of 2. An average of less than two inservices per month will result in a rating of 1. A technician who documents inservices at a frequency greater than two per month will be given a 3. The number of inservices will be obtained by the Engineering Department’s computerized maintenance program and calculated for the period of the review.





1.3	Trains technical service personnel on use of new or modified equipment according to internally developed requirements.


									1	2	3





	Technicians are expected to set up inservices on new equipment which they preaccept. A technician who does not set up these inservices prior to delivering equipment will receive a rating of 1. The inservice is to consist of an outline or PM procedure, a brief overview of the device use and department where it will be used. Inservice review sheets will be used. A technician who consistently follows all the recommendations on the review sheet including an inservice will receive a rating of 3.





1.4	Provides technical assistance on codes and standards, maintenance and repair of medical equipment and related facilities in clinical areas.


									1	2	3





	This rating is based solely on the opinion of the Chief BMET and discussions with the technician during the review period. It will be based on the technicians knowledge of current codes and standards. These discussions may be at shop meetings, during the repair processes or other informal times.





1.5	Participates in establishing and maintaining Hospital policies, objectives, quality assurance, safety standards, environmental and infection control.


									1	2	3 





	This rating will be based upon conversations with the BMET and at times procedures written by them. At times, BMET’s will be asked to perform and write procedures which he/she may not agree with. Their responsiveness to these situations will be used as a basis for this rating. Technicians are sometimes asked to update policies in the procedures or replace existing procedures. These are expected to be performed with-in one week of assignment. Technicians are expected to discuss policies which need to be revised rather than make changes or not perform the written policies.





1.6	Participates on committees/attends meetings as directed. Documents meeting notes as needed to review with supervisor.


									1	2	3





	Technicians will be asked at times to attend hospital meetings where feedback to the Chief BMET is essential. A technician who routinely writes meeting information without being asked will receive a rating of 3. Those who must be asked for the meeting content will be given a 2 and technicians who do not return from meetings with retained information will be given a 1.





1.7	Sets professional long term goals at least a yearly.			


1	2	3





	Technicians are required at review time to show a list of goals for the upcoming year and provide the Chief BMET with a list of goals and achievements that they have completed for the previous year. A technician who writes specific goals for the upcoming year, adds to and modifies their list during the year and who has documentation of last years goals will receive a 3. A technician who writes goals for the upcoming year and who has documentation of last years goals will receive a 2. A technician who does not present goals for themselves at review time will receive a rating of 1.





1.8	Meets those goals set for the past year.		


		1	2	3





A technician who has sets professional goals and worked to achieve those goals will receive a rating of 3. A technician who can describe goals that have been achieved but does not stick with their written list will receive a 2. A technician who can not describe goals completed for the previous year will receive a rating of 1. 





1.9	Is dedicated and serious about the responsibilities of a technician.


	1	2	3





	Technicians are expected to act seriously and professionally at all times during the year. A technician who is serious about their job, is never found clowning around or teasing others will receive a rating of 1. A technician who is generally serious during the day but is on a few occasions found clowning around will receive a 2. A technician who is generally the shop clown will receive a rating of 1.





Criterion:	(40%)





2.0	Receives work orders, schedules and performs repairs and PM’s of all types of Biomedical equipment.





Evaluation Standards:





2.1	Prepares work schedule and allocates time in accordance with requirements.


									1	2	3





	Technicians must develop an ability to prioritize their assigned work. A technician who accepts all assigned work,  prioritizes it without intervention,  handles complaint calls from the associated department and does not allow any open work orders to go past 60 days will receive a rating of 3. Technicians who prioritize most of their work, occasionally ask for assistance from others and allow some work orders to remain open for greater than 60 days will receive a rating of 2. Technicians who consistently pass their work on to other personnel without the approval of the Chief BMET or who frequently must be reminded to complete old jobs will receive a 1. 





2.2	Performs pre-acceptance inspections and develops PM procedures on newly purchased equipment. Files procedures and manuals accordingly.


									1	2	3





	Technicians are expected to follow the preacceptance procedures in great detail. This is an area where errors cannot be tolerated. A random sample of preacceptances will be pulled and reviewed. A technician with out any errors in the preacceptance process will receive a rating of 3. A technician with one to 4 errors in procedures will receive a 2. A technician with more than 5 errors will receive a rating of 1.





2.3	Performs PM/electrical safety inspections according to procedures. Corrects problems efficiently.


									1	2	3





	A technician who consistently completes their assigned PM’s and associated repairs will receive a rating of 3. This also includes writing up the unable to locate list without being reminded. A technician who needs assistance in completing their assignments but schedules this assistance with the Chief BMET in advance will receive a 2 as long as they write up the unable to locate lists without being reminded. A technician who does not complete their expected PM’s and who needs to be reminded of the PM requirements will receive a 1.





2.4	Responds to emergency calls, during the workday, on Biomedical equipment problems and initiates appropriate actions.


									1	2	3





	Technicians are to have the ability to respond to any emergency call regardless of their knowledge of the item. They are expected to act in a professional manner using common troubleshooting techniques such as discussing the problem with the operator and understanding the problem. A technician who responds to any calls without hesitation or assistance will be given a 3. A technician who asks for assistance occasionally from other technicians will receive a 2. A technician who is reluctant to respond to emergence calls, or who does not respond without knowledge of the equipment will be given a 1. 





2.5	Requisitions supplies and materials as needed for the completion of assigned work. Properly stocks parts and maintains inventory as specified in Biomedical Lab policies and procedures.


									1	2	3


	This is another area where errors must be kept to an absolute minimum. A random sampling of recent purchases will be evaluated and errors in purchase requisitions will be kept throughout the year. A technician with two or less improperly stocked parts or errors will receive a rating of 3. If three - five items or errors are found, the technician will receive a rating of 2. Problems with six or more purchase requisitions or parts stocking will result in a rating of 1.  





2.6	Assures proper and complete recording of information such as task performed, materials/supplies used on each job.


									1	2	3





	Problems with the completion of work orders will be examined. Technicians are to follow the procedural examples when completing their work orders. Problem work orders will be copied throughout the year. A technician with 5 or less work order errors will receive a 3, six to 10 erroneous work order completion’s will result in a 2, eleven or more work orders with problems will result in a rating of 1.





�
2.7	Maintains a productivity level of at least 70%.


									1	2	3





	The productivity level for each technician will be evaluated quarterly. A technician who has maintained productivity of at least 70% will be rated a 3. Technicians with productivity levels between 60% to 70% will receive a 2. Productivity levels which fall lower than 60% will result in a 1.





2.8	Maintains reports, work order status files, and “In Bin” as required.


									1	2	3





	This is mainly an opinion of the Chief BMET. Technicians are expected to check their “In-bins” at least two times per day. They are also expected to act on the tasks placed in their bins. A technician who actively checks his bin twice per day and takes action on the assigned tasks rather than simply filing it in another bin on his bench will receive a 3. It should be noted that the bench “In-bins” will be reviewed on a monthly basis when the technician is not at their bench. A technician who cleans the Office bin daily but acts on tasks after they have sit in their bench area for a few days will receive a rating of 2. A technician who either does not check his office bin twice per day or who simply places all paperwork in another bench “In-bin” will receive a rating of 1.





2.9	Effectively responds to “On-Call” list during off-hours to provide 24 hour emergency repair coverage. This involves phone consultations and a timely response when problems cannot be solved over the phone.


									1	2	3





	Technicians are expected to attempt to solve problems over the phone before responding to after hour calls. If the situation can not be resolved via the telephone they are expected to respond to the hospital. A technician who at times solves problems  over the phone, responds to the hospital as needed and repairs equipment rather than just leaving a loaner will be rated a 3. A technician who follows the above example but resolves the problems by leaving loaner equipment will receive a 2. A technician who can not resolve problems over the phone or properly leave loaner equipment will be rated a 1.





�
2.10	Demonstrates ability to concentrate on own work and does so without interfering with others.


									1	2	3





	Technicians are expected to stay focused on their assigned tasks. They are not to work with other technicians unless assigned to do so. They are to educate others in a formal setting approved by the Chief BMET. Technicians who follow this rule will be rated a 3. Technicians who occasionally wander into others areas for unassigned interests will be given a 2. Technicians who frequently do not work alone or continue to assist others without the approval of the Chief BMET will receive a rating of 1.








2.11	Works independently without requesting assistance from others.	


	1	2	3





	A technician who seldom asks for assistance from others and does so only with the approval of the Chief BMET will receive a rating of 3. A technician who frequently asks for assistance from others but does so with the approval of the Chief BMET will receive a 2. A technician who either frequently asks for assistance from others or asks for assistance with out the knowledge of the Chief BMET will receive a rating of 1.





2.12	Performs work at designated shop bench. (Except as expected in 2.13 below)


 	1	2	3


	


	A technician who is never seen working outside their designated area will receive a rating of 3. A technician who occasionally (3 - 5 times a year) works in another shop or area will receive a 2. A technician who is frequently observed (more than 5 times a year) in shop areas other than those designated as their area will receive a rating of 1. 





	(See exception 2.13 below)





2.13	Performs minor repairs and most PM’s in the designated department.


		1	2	3





	Technicians are expected to perform the majority of PM’s and minor repairs in the department where the equipment exists. A technician who always performs at this level will receive a rating of 3. A technician who usually completes PM’s and minor repairs in the department will receive a 2. A 2 will also be given to technicians who are learning new equipment in the Biomedical Lab. A 1 will be given to technicians who do not complete a majority of inspections or minor repairs in the originating department.  





2.14	Shows patience when working with difficult and tedious situations.


									1	2	3


	This is an opinion of the Chief BMET. Technicians will be observed as they perform repairs. It is important that a technician remain calm during complicated and tedious situations. Technicians are expected to follow all assignments to the end. A technician who is giving up on a task or shows a poor attitude will receive a 1. 





2.15	Performs electrical repairs, modifications and installations on equipment and system installations according to procedures which comply with the standards and recommendations of governing agencies.


									1	2	3


	


	Various repairs which are assigned will be analyzed with the technician are he/she completes the work. This category is related to electrical repairs, modifications and installations. These type of work orders will be examined as much as possible. Installations are to include wiring diagrams, cable organization and other detailed professional type work. A technician who performs complex installations or modifications to a high degree will be rated a 3. A technician who completes installations or electrical repairs in a safe manner but without a high degree of organization or superior work will receive a 2. A technician who performs work that must be redone or cleaned up by others will receive a 1.








2.16	Uses basic biomedical/electronic test equipment to perform inspections and diagnosis of equipment failures.


									1	2	3





	Basic biomedical/.electronic test equipment will consist of items such as voltmeters, simulators, safety analyzers, flowmeters, esu analyzers, etc. This rating is based on the opinion of the Chief BMET on the technicians ability to use such equipment. 





�
2.17	Checks and documents status of open purchase orders older than 1 month.


	1	2	3


	


	Technicians are expected to check the status of their open purchase orders on a monthly basis. The board is occassionally reviewed by the Chief BMET. A technician who always checks open PO’s and documents the status with the proper paperwork will receive a rating of 3. A technician who has been found to have up to 5 unchecked PO’s during the course of the year will receive a 2. A technician with 6 or more unchecked PO’s will receive a rating of 1.








2.18	Completes PM’s in an acceptable amount of time		


		1	2	3





	A benchmark will be established by a review of randomly selected work orders which are completed by technicians in the lab. This benchmark will be compared to work orders handed in by the technician. A technician who always completes PM’s in a time lower than the established benchmark will receive a rating of 3. A technician who normally completes PM work orders within the average time will receive a 2. A technician who often completes PM work orders with time exceeding that of the shop average will receive a rating of 3.





2.19	Specializes in at least 5 departments with an ability to complete complex tasks without supervision.


									1	2	3





	The technician must prove that he has special knowledge in at least 5 departments or equipment areas with-in HOSPITAL. A technician who shows specialization of this amount will receive 2. A technician who specializes in 6 or more departments or will receive a 3. A technician with specialized knowledge in less than 5 areas will receive a 1. This knowledge must be above the general knowledge of other technicians and in most cases must be above the knowledge of the Chief BMET. Detailed questions will be asked to determine this numerical rating.





�
Criterion:	(10%)





3.0	Maintains professional growth.





Evaluation Standards.





3.1	Maintains professional growth and development through professional affiliations, conferences, manufacturer’s seminars, internet correspondence, etc. to keep abreast of the biomedical field.


									1	2	3


	A rating of 3 will be given to a technician who is a member of professional organizations which are not local and/or attends conferences other than those provided by MEPCIS on their own time. (The technican must advise the Chief BMET of this information) A rating of 3 will also be given for consistent input into the biomedical profession on a State or National level. A rating of 2 will be given to a technician who use “fill in” time at work to study the field of Biomedical Instrumentation. A 1 will be given to technicians who use “fill in” time in ways which are unrelated to Biomed.





3.2	Documents the lessons and theory learned at the above stated meetings according to internally developed policies.


									1	2	3


	Technicians are expected to have notes typed (or at least prepared and ready to type by a data entry person) when returning from service seminars. These notes are to be in detail. Miscellaneous notes in the service manuals are not considered to be above average and will result in a rating of 1 or 2 depending on their content. A rating of 3 will be given when the notes are completed during the time spent at the seminar. A 2 will be given when work time is used to prepare the notes for typing. A 1 will be given if there have been no notes taken during the seminar.





3.3	Makes suggestions and recommends new ideas and is actively involved in biomedical organizations.


									1	2	3


	This rating will be based on attendance at local biomedical organizations and associated participation. A rating of 3 will be given to a technician who holds an office or other position in these groups. A rating of 2 will be given if a technician attends at least 3 local meetings per year. A 1 will be given to a technician who has no local involvement in  Biomedical societies. It is understood and acceptable that some involvement may be in the forum of electronic communications such as the internet. It is important that technicians make the Chief BMET aware of such unusual circumstances so that they can be reflected on this review.





3.4	Assumes responsibility for his/her work.


									1	2	3





	Mistakes are common in the Biomedical field. Technicians are to reveal their errors to others for educational purposes. Everyone is expected to perform this task without being asked or by someone else” finding” their errors. A technician who willingly and formally shares their mistakes and errors with other shop personnel by a formal inservice will be given a 3. Technicians who casually discuss this information at lab meetings or morning meetings will receive a 2. Technicians who forget to share this information with others or hide their errors will be given a 1. Technicians are also expected to accept responsibility for their actions as they relate to procedural problems and mistakes. Technicians who blame others for their situations will be rated a 1 in this category





Criterion:	(10%)





4.0	Achieves satisfactory safety standards.





Evaluation Standards:





4.1	Keeps work areas orderly, clean and safe.


									1	2	3





	Random inspections of the technicians work areas will be performed. A technician who cleans up his bench area and cart completely at least once a week will be rated a 3. A technician who cleans his bench areas clean most of the time but does not make a conscience effort to do it weekly will receive a 2. A technician who leaves their area messy for extended periods of time and requires organization by others will receive a 1. 





4.2	Keeps common shop areas orderly, clean and safe. Returns equipment and supplies neatly to proper locations/bins.


									1	2	3





	Technicians are expected to return common shop items such as special test equipment, manufacture service manuals, and  stock items to their proper areas daily. Exceptions will be made for a technician performing PM’s or repairs which require many items of test equipment and cannot be completed in a day. (Such as OR PM’s or major repairs) Then these items of common equipment are to be left in an obvious place such as the top of their cart or workbench. A technician who always follows the above procedures will receive a 3. A technician who occasionally leaves items on his bench after repairs or PM’s will receive a 2. A technician who places common items in his cart when he is not on duty will receive a rating of 1.  





4.3	Uses proper care in the use of tools, both power and hand.


									1	2	3





	A 3 will be given to a technician who always uses the “Right tool for the right job” and asks for additional tools as needed to properly perform an assigned task. A 2 will be given to technicians who improvise without notifying the Chief BMET of the required tools. A 1 will be given if an employee is abusive to or looses their tools or shop tools.





4.4	Utilizes proper safety equipment when performing duties.


									1	2	3





	Technicians are expected to utilize safety glasses, face shields, smoke evacuators, soldering pencil holders, laser signs, mechanical braces, etc. when performing duties. A technician who always is thinking about safety and never violates a safety rule ill receive a 3. A technician who follows most safety rules but bends the rules for minor situations will receive a 2. A technician who seldom utilizes the safety equipment provided will receive a 1.





4.5	Complies with established Hospital and Departmental policies and procedures, safety, environmental and infection control.


									1	2	3





	Technicians are expected to know and follow all hospital policies and procedures which relate to the biomedical lab. Technicians will be made aware of any policies which they violate during the course of the review period. A technician with two or less violations will receive a 3. A technician with  three - six violations will receive a 2. A technician with seven or more violations will receive a 1. 








�
Criterion:	(10%)





5.0	Communicates effectively.





Evaluation Standards:





5.1	Consults with supervisor concerning assignments and keeps supervisor informed of activities, needs and problems.


									1	2	3





	This rating is an overall opinion of the technicians ability to communicate with the Chief BMET. It will encompass the morning meetings, shop meetings and all other conversations between the employee and supervisor.





5.2	Accurately relays daily work history and upcoming expectations during morning lab work reviews.


									1	2	3





	A 3 will be given when a technician routinely and accurately relays their previous word day information and upcoming work day information at all morning meetings. A 2 will be given when technicians are asked about specific jobs which they may have completed or forget to schedule work for the upcoming day. A 1 will be rated when a technician gives inaccurate work history and does not plan for the upcoming day.





5.3	Collaborates with fellow technical personnel during morning updates and lab meetings to insure they are kept abreast of technical updates and/or device related problems.


									1	2	3





	A 3 will be given to a technician who shows attentiveness to others at morning meetings and add to the conversation in a positive manner. A 2 will be given to technicians who show attentiveness but do not add to the conversation. A 1 will be given to technicians who do not pay attention to others when they are discussing their work history.





�
5.4	Summarizes problems quickly and precisely to an understandable level.		


1	2	3





	Technicians are expected to have the ability to quickly explain problems and needs. A technician who has this ability and can summarize problems with good understanding will receive a 3. For all other determinations, a judgmental rating of 2 or 1 will be given based on the opinion of the Chief BMET.





5.5	Is polite and tactful when interacting with other employees in the department and throughout the Hospital.


									1	2	3





	 A technician who is always polite, tactful, courteous and motivated will receive a 3. A 2 will be rated for employees who perform most of their duties in this manner but occasionally complain about other co-workers or hospital employees. A 1 will be given to anyone who complains frequently or who has had justified formal grievances filed on them.





5.5	Demonstrates leadership and assumes responsibility when senior person on a job or project.


									1	2	3





	Technicians are assigned duties such as Primary PM Technician where others are asked to assist him/her. Other duties may include installations or tasks that require more than one person. A 3 will be given to technicians who always complete these tasks in a leadership role provided they motivate others and do not perform the job entirely by themselves. A 2 will be given if the Chief BMET assists with the tasks to be delegated to others. A 1 will be given if the employee does not accept a supervisory task when requested.





Criterion:	(10%)





6.0	Demonstrates punctuality and good attendance.





Evaluation Standards.





6.1	Adjusts schedule to accommodate Hospital needs when requested.


									1	2	3





	A 3 will be given to technicians who always willingly shift their schedule whenever asked to accommodate specific tasks. A 2 will be rated when a technician normally shifts their schedule to accommodate HOSPITAL. A 1 will be assigned to technicians who do not shift their schedule when asked.


 


6.2	Reports to work on time and is ready for duty. Does not abuse lunch, break or clean-up times.


									1	2	3





	A 3 will be given to technicians who consistently report to work, are late one time or less, organize their day prior to 0700 hours. (1500hrs if on second shift) and works until the complete end of the day. A rating of 2 is given to technicians who report to work on time, is late less than four times during the year, does not interrupt others when they begin work, works until the assigned clean up time and then cleans up from the days work. A 1 will be given to technicians who are late more than 4 times during the year. A 1 will also be given to technicians who waste other technicians time in the morning hours or repeatedly interrupt the first shift when reporting to duty on second shift.  








6.3	Plans in advance for special days off; does not abuse time.


									1	2	3





	A 3 will be given for technicians who project their time off prior to April 1st of each year. A 2 will be given to technicians who schedule vacations using the time off sheets on an average of 5 - 20 days in advance. A 1 will be given to technicians who need to take emergency call-in vacations more than three times during the review period. 





6.4	Gives adequate notice to Engineering Office when calling in sick or late, according to Department policy.


									1	2	3





	A 3 will be given to technicians who do not call in sick at all. A 2 will be given to technicians who call in sick by 0710 hrs for first shift and by 1300 hrs on second shift. A 1 will be given to technicians who fail to call in by these times if it occurs more than one time during the year.








�
6.5	Maintains acceptable attendance record consistent with Hospital policy.


									1	2	3





	A 3 will be given if a technician calls in sick for less than or equal to one sick occurrence. A 2 will be given to a technician who has two to four occurrences. A 1 will be given when a technician has called in sick for five or more occurrences during the review period. 





Criterion:	(10%)





7.0	Demonstrates ethical behavior.





Evaluation Standards:





7.1	Demonstrates health and well being in the work environment by attending educational inservices and practicing standard precautions.


									1	2	3





7.2	Demonstrates fiscal responsibility by making responsible use of time, tools, supplies and equipment that are available for our jobs.


									1	2	3





7.3	Demonstrates social responsibility by respecting the rights and privacy of patients, staff, physicians, etc.


									1	2	3





7.4	Demonstrates compassion by treating others with respect, avoids being judgmental, takes time to listen and react with understanding.


									1	2	3





7.5	Demonstrates integrity by working in professional competent manner, being responsible and dependable while taking pride in our work.


									1	2	3





7.6	Demonstrates excellence by performing quality work, maintains a positive outlook and strives for continuing quality improvement.


									1	2	3





7.7	Demonstrates justice by abiding by Hospital policies and procedures, maintaining ethical behavior, and being accountable for our conduct.


									1	2	3





OVERALL PERFORMANCE RATING





		POINTS	DIVIDED	POINTS	


RESPONSIBILITY	RECEIVED	BY	POSSIBLE	=	SCORE  X  WEIGHT  =  RATING





	1															


	2																				


	3																				


	4																			


	5														


	6															


Overall Performance Rating: 				


				


						Satisfactory Rating - 67


Evaluator’s comments (specific strengths; areas to be improved; how to improve) :











Employee’s comments:














									


Employee’s Signature	Date





					


Evaluator’s Signature	Date





					


Dept. Head’s Signature	Date
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