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Part 1:
Utilizing the Academic Progression
\ Milestone Tool




JVIRGINIA  Academic Progression Milestone Tool March 2018
BUIE f1EA1TH SysTEM
Name: | Department: | Degree Completion Deadline (5 years from date of hire):
School for Pre-requisite(s): | Pre-requisite(s) Completion Date:
School for Degree Program: | Style of Program:DCIassroom D Onlinel | Hybrid | Graduation Date:
Year 1 Year 2 Year 3 Year 4 Year 5
( to ) ( to ) ( to ) ( to ) ( to )
¢ If Clinician 1: Complete Nursing
Residency Program This is an editable PDF document. To use it:

e Receive 3 credits towards BSN

¢ Focus should be primarily on q
establishing clinical skills * Save a copy of the tool to your file

* Establish Milestone Tool within 6 * Click and type information and action steps in the boxes

months of hire , * You can also copy/paste your courses into the boxes
¢ Educational Assistance available per

HR Policy 301
+ Determine pre-requisite needs and For meetings with your Manager/ANM:
programs available if required e Send to Manager/ANM for review
* Explore programs and confirm .
application deadlines * Add notes from meeting and save
¢ Enter Academic Progression as e Printa copy
Professional Development goal e« SIGN! (2 signatures)

» Keep copy in your records/personal file.

* One form can be used each year for two meetings -
Performance Appraisal and mid-year check-point.

* UPLOAD your signed Tools to WorkDay after each meeting.
(Tip: Try using a scanning app on your smart phone to email it
to yourself and then upload).

Meeting 1: RN and ANM/NM/Leader Check P¢ Update Tool as needed for future check points. Check Point Date:
[0 On Track based on review of evidence of col Upload each version to your profile in WorkDay. nce of course completion
[ Off Track
O Update Milestone Tool with new ex Blue font: WorkDay specific actions 'h new expectations
[0 Update Tracking Spreadsheet with riew compietion aate anad pian LI Upaate 1racking Spreaasneet with new end date and plan
If degree completion date will be past deadline with revised Milestone Tool: If degree completion date will be past deadline with revised Milestone Tool:
[J Contact Employee Relations for review and support re: Policy 701 [ Contact Employee Relations for review and support re: Policy 701
Notes: Notes:
RN Signature: RN Signature:
ANM/NM/Leader Signature: ANM/NM/Leader Signature:

Copyright © 2018 by The Rector and Visitors of the University of Virginia. This material is the proprietary information of The Rector and Visitors of the University of Virginia and may not be copied,
modified, distributed, sublicensed, or assigned without the express, written permission of UVA Health System’s PNSO Support Office (PNSO@virginia.edu , or 434-924-9357)
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JIRGINIA  Academic Progression Milestone Tool

BSN Due Date

~.

March 2018

Name:

| Department:

| Degree Completion Deadline (5 years from date of hire):

School for Pre-requisite(s):

| Pre-requisite(s) Completion Date:

School for Degree Program: /

LN

| Style of Program:DCIassroom D Onlinel |Hybrid | Gradeation Date:

Year 1 /
( to )

Y

r2
to ) (

AN

Year 3
to

) (

AN
Year 5

NS

Year 4
(o)

School pre-reqs will be done
at or already completed at if
needed.

establishing clinical skills

* Establish Milestone Tool within 6
months of hire

¢ Educational Assistance available per
HR Policy 301

* Determine pre-requisite needs and
programs available if required

* Explore programs and confirm
application deadlines

¢ Enter Academic Progression as
Professional Development goal

N

BSN program
Ex: UVA RN-BSN

Step 1.

I

Date pre-reqs will be
completed or were completed

Fill out information at the top of the page following the prompts.

Remember:

Include your Degree Completion Deadline which is 5 years

from date of hire.

Anticipated Month & Year
for Graduation from BSN
program

Meeting 1: RN and ANM/NM/Leader Check Point Date:
[ On Track based on review of evidence of course completion

O Off Track

O Update Milestone Tool with new expectations
[0 Update Tracking Spreadsheet with new completion date and plan
If degree completion date will be past deadline with revised Milestone Tool:

[ Contact Employee Relations for review and support re: Policy 701

Notes:

RN Signature:

ANM/NM/Leader Signature:

Meeting 2: RN and ANM/NM/Leader Check Point Date:

1 On Track based on review of evidence of course completion
(1 Off Track
[0 Update Milestone Tool with new expectations

[0 Update Tracking Spreadsheet with new end date and plan

If degree completion date will be past deadline with revised Milestone Tool:
[ Contact Employee Relations for review and support re: Policy 701

Notes:

RN Signature:
ANM/NM/Leader Signature:

Copyright © 2018 by The Rector and Visitors of the University of Virginia. This material is the proprietary information of The Rector and Visitors of the University of Virginia and may not be copied,
modified, distributed, sublicensed, or assigned without the express, written permission of UVA Health System’s PNSO Support Office (PNSO@virginia.edu , or 434-924-9357)

UVAHS RN Retention Program 4



mailto:PNSO@virginia.edu

INIVERSITY
BUNNE 1 {e AT TH SysTEM
Step 2.

Fill out each year with the steps and
classes needed to obtain your BSN
degree within the required timeline.

This establishes your expectations and
timeline to be successful.

This is a communication tool and will
be used when you meet with your
Manager/ANM during the performance
appraisal and mid-year check point.

Example Milestone Tools are located
on the RN Retention Website.

Professional Development goal

/TRGINIA. Academic Progression Milestone Tool

March 2018

| Department:

| Degree Completion Deadline (5 years from date of hire):

| Pre-requisite(s) Completion Date:

| Style of Program:DCIassroom D Onlinel |Hybrid | Graduation Date:

Year 2
to ) (

Year 3
to

Year 4 Year 5
) ( | 3 to ) ( to )

AN

Include your actions and
classes to obtain BSN degree:

Items to consider including:

* BSN program selected by
» Application deadline

* Enrollment deadline

e Class start date

e Classes, credits, semester

Year countdown to 5 year deadline.

Example:

If | was hired in May 2018:
Year 1: May 2018 to April 2019
Year 2: May 2019 to April 2020
Year 3: May 2020 to April 2021
Year 4: May 2021 to April 2022

Map out each year until
Graduation!

Meeting 1: RN and ANM/NM/Leader Check Point Date:
[ On Track based on review of evidence of course completion

O Off Track

O Update Milestone Tool with new expectations
[0 Update Tracking Spreadsheet with new completion date and plan

If degree completion date will be past deadline with revised Milestone Tool:
[ Contact Employee Relations for review and support re: Policy 701

Notes:

RN Signature:

ANM/NM/Leader Signature:

Meeting 2: RN and ANM/NM/Leader Check Point Date:

[ On Track based on review of evidence of course completion

[ Off Track
[ Update Milestone Tool with new expectations
[0 Update Tracking Spreadsheet with new end date and plan

If degree completion date will be past deadline with revised Milestone Tool:
[ Contact Employee Relations for review and support re: Policy 701

Notes:

RN Signature:
ANM/NM/Leader Signature:

Copyright © 2018 by The Rector and Visitors of the University of Virginia. This material is the proprietary information of The Rector and Visitors of the University of Virginia and may not be copied,
modified, distributed, sublicensed, or assigned without the express, written permission of UVA Health System’s PNSO Support Office (PNSO@virginia.edu , or 434-924-9357)
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TVIRGINIA  Academic Progression Milestone Tool

March 2018

Name:

| Department:

| Degree Completion Deadline (5 years from date of hire):

School for Pre-requisite(s):

| Pre-requisite(s) Completion Date:

School for Degree Program:

| Style of Program:DClassroom D Onlinel |Hybrid | Graduation Date:

Year 1
( to )

Year 2
to

)

(

Year 3
to

Year 4 Year 5
) ( to ) ( to )

¢ If Clinician 1: Complete Nursing

Residency Program
e Receive 3 credits towards BSN

¢ Focus should be primarily on
establishing clinical skills

* Establish Milestone Tool within 6
months of hire

¢ Educational Assistance available per
HR Policy 301

* Determine pre-requisite needs and
programs available if required

* Explore programs and confirm
application deadlines

¢ Enter Academic Progression as
Professional Development goal

Step 3.

Schedule time to meet with your Manager/ANM during the
performance appraisal and mid-year check points (2x per year).

Two places for notes and signatures:
* This form can be used for two separate meetings throughout
the year, i.e. Perf. appraisal and mid-year check point

Find an example of a completed Milestone Tool on last page.

Meeting 1: RN and ANM/NM/Leader Check Point Date:

[ On Track based on review of evidence of course completion

O Off Track

O Update Milestone Tool with new expectations

[0 Update Tracking Spreadsheet with new completion date and plan
If degree completion date will be past deadline with revised Milestone Tool:

[ Contact Employee Relations for review and support re: Policy 701

Notes:

RN Signature:

ANM/NM/Leader Signature:

Meeting 2: RN and ANM/NM/Leader Check Point Date:

[0 On Track based on review of evidence of course completion

[ Off Track
O Update Milestone Tool with new expectations
[0 Update Tracking Spreadsheet with new end date and plan

If degree completion date will be past deadline with revised Milestone Tool:
O Contact Employee Relations for review and support re: Policy 701

Notes:

RN Signature:
ANM/NM/Leader Signature:

Copyright © 2018 by The Rector and Visitors of the University of Virginia. This material is the proprietary information of The Rector and Visitors of the University of Virginia and may not be copied,
modified, distributed, sublicensed, or assigned without the express, written permission of UVA Health System’s PNSO Support Office (PNSO@virginia.edu , or 434-924-9357)
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&= 7\/TRGINIA  Academic Progression Milestone Tool March 2018
BUIE f1EA1TH SysTEM
Name: | Department: | Degree Completion Deadline (5 years from date of hire):
School for Pre-requisite(s): | Pre-requisite(s) Completion Date:
School for Degree Program: | Style of Program:DClassroom D Onlinel | Hybrid | Graduation Date:
Year 1 Year 2 Year 3 Year 4 Year 5
( to ) ( to ) ( to ) ( to ) ( to )
¢ If Clinician 1: Complete Nursing

Residency Program
e Receive 3 credits towards BSN

¢ Focus should be primarily on
establishing clinical skills

* Establish Milestone Tool within 6
months of hire

¢ Educational Assistance available per
HR Policy 301 Document your meeting below.

* Determine pre-requisite needs and
programs available if required

* Explore programs and confirm
application deadlines

Step 4.

your Manager/ANM.

Save, print and sign (2 signatures required).

Use this communication tool to review your progress and plan with

New for WorkDay in 2019:

Each RN will save their Tool in their WorkDay
profile within the Personal > Documents
section: Academic Progression category.

* Enter Academic Progression as Keep a copy in your file for tracking purposes and to use at the
Professional Development goal next meeting. It can then be accessed by the RN, Manager,
and RN Retention Program for tracking
UPLOAD your signed Tools to WorkDay after each meeting. purposes.

yourself and then upload).

(Tip: Try using a scanning app on your smart phone to email it to

Meeting 1: RN and ANM/NM/Leader Check Point Date:
[ On Track based on review of evidence of course completion
[ Off Track

O Update Milestone Tool with new expectations

Meeting 2: RN and ANM/NM/Leader Check Point Date:
[0 On Track based on review of evidence of course completion
[ Off Track

O Update Milestone Tool with new expectations

O Update Tracking Spreadsheet with new completion date and plan O Update Tracking Spreadsheet with new end date and plan
If degree completion date will be past deadline with revised Milestone Tool: f degree completion date will be past deadline with revised Milestone Tool:
O Contact Employee Relations for review and support re: Policy 701 0 Contact Employee Relations for review and support re: Policy 701
Notes: Notes:
RN Signature: RN Signature:

ANM/NM/Leader Signature:

ANM/NM/Leader Signature:

Copyright © 2018 by The Rector and Visitors of the University of Virginia. This material is the proprietary information of The Rector and Visitors of the University of Virginia and may not be copied,
modified, distributed, sublicensed, or assigned without the express, written permission of UVA Health System’s PNSO Support Office (PNSO@virginia.edu , or 434-924-9357)

UVAHS RN Retention Program 7



mailto:PNSO@virginia.edu

Part 2:

Uploading your completed Academic
Progression Milestone Tool into
WorkDay



Steps for RN to Upload
Completed Milestone
Tool into Workday

Luella M Glanzer

Clin Prog Coord, Murse Ret

Log into WorkDay

o
1]

Click on your picture

Click on “View Profile”

> Wb P

Click on “Personal” within blue
column on left side of screen

@ BB @ E B @

UVAHS RN Retention Program 9



Personal Information Names IDs Documents F

Add 5. Clickon

“Documents”
Luella M Glanzer none entered
Clin Prog Coord, Nurse Ret 6_ Then CIle on “Add"
(Astions ) to upload your
= = 8 completed

Milestone Tool

oo

Summary

o
1]

Overview

Job

Compensation

Benefits

Pay

Time Off

Contact

Personal

E kO o R @ E B O

Performance

Career

©)

UVAHS RN Retention Program 10



i Home Q search

Add Worker Document

Luella M Glanzer (actions)

{2 Choose File to Upload
A %5 ThisPC > LMKBFS (\HSCS-5513) () » Milestone Tool

Organize » Mew folder

o -
E This PC Mame Date modified

B Desktop ? LGlanzer MSN MilestoneTool.pdf 8/9/2018 9:36 AM
== Documents

; Downloads

Music

Pictures

Videos

Windows (C:)

LMEKEFS [\HSCS

[ LS

central (\\hscs-s
qi% (\\hscs-shan
programs (Vihsc

HHHHERYF

centralroot (4he v

v O Search Milestone Tool 2

Type

Adobe Acrobat D..

>

File name: | LGlanzer MSH MilestoneTool.pdf

v| Al Files (*.7)

Drop files here

or

Select files

7. Selectfile

8. Click “Open” to
upload

UVAHS RN Retention Program 11



r
§ilk Home Q Search

Add Worker Document

Luella M Glanzer (actons)

LGlanzer MSN MilestoneToocl.pdf

Document Category * | | =

ommen Academic Progression ”~ “ 1
Comment : 9. Select “Academic

e Progression” for
Upload Department Specific

Competency (0SC) Document Category

10. Click “OK” to finish
Leave of Absence u pload

Orientation Competency
Assessment (OCA)

Perzonal Information

Regicnal Competency
Assessment (RCA) v

Cancel

UVAHS RN Retention Program 12



-
.!'Im Home Q Search

Add Worker Document

Luella M Glanzer (astons)

You have successfully completed this task.

Add

1 item

Worker Document

ﬁ LGlanzer MSN MilestoneTool pdf

Document Category

Academic Progression

11. Select “Done” to
complete the
process!

File Name

LGlanzer MSN MilestoneTool pdf

UVAHS RN Retention Program 13



EXAMPLE:
[UNIVERSITY

=\ TRGINIA Academic Progression Milestone Tool March 2018
BUME F1g 11 SysTEM

Name: Example Clinician 1 w/ 9 pre regs | Department: 12 South | Degree Completion Deadline (5 years from date of hire): 02/10/23
School for Pre-requisite(s): LWVA | Pre-requisite(s) Completion Date: July 2019
School for Degree Program: UVA RN - BSN | Style of Program:[ /| Classroom |:| Online [~ |Hybrid ‘ Graduation Date: 05/31/21

Year 1 Year 2 Year 3 Year 4 Years

( Feb2018 g Jan2019 )] ( Feb2019 to Jan 2020 ) ( Feb2020 to Jan 2021 ) ( Feb2021 to Jan 2022 ) ( Feb2022 to Jan 2023 )
* [f (linician 1: Complete Mursing

Residency Program Start pre-req program Spring: 7 credits . _
» Receive 3 credits towsrds BSN | Spring: 6 credits NUCO 4450 Spring: 7 credits
« Focus should be primaril
estabishing cincal skils Class A NUIP 4420 NUIP 4200
» Establish Milestone Tool within 6 Class B or GNUR 6054 NUCO 4440
months_ﬂf hire _ .
Ry or T eneemwmisbeper | Apply for RN - BSN program | g, mmer 3 credits Graduatel May 20211

= Determine prerequisite needs and at UVA SON by March 1 GNUR 6056
programs available if required

= Expl 0g d confi i
applcationdeadines | SUmmEr 3 Credits Fall: 6 credits
= Enter Academic Progression as Class C NUIP 4610
Professional Development goal A i
o Start UVA RN to BSN Elective (NRFP applies)
Aoty e s program
Fall: 7 credits
NUCO 4420
NUIP 4430

RN and ANM/NM/Leader Check Point Date:

e T 1 On Track based on review of evidence of course completion
®™ On Track based on review of evidence of course completion 1 Off Track

1 Off Track 1 Update Milestone Tool with new expectations
1 Update Milestone Tool with new expectations 1 Update Tracking Spreadshest with new end date and plan

1 Update Tracking Spreadsheet with new completion date and plan If degree compiletion date will be past deadline with revised Milestone Tool:
If degree completion date will be past deadiine with revised Milestone Tool: 01 Contact Employee Relations for review and support re: Policy 701
1 Contact Employee Relations for review and support re: Policy 701
MNotes:
Motes: _ - ]
Programs and requirements explored. Programs selected. Time line
allows some flexibility to meet requirement.
Will adjust schedule Fall 2019.
RN Signature: ABC S RN Signature:
ANM/NM/Leader Signature: XYZ ANM/NM/Leader Signature:

Copyright & 2018 by The Rector and Visitors of the University of Virginia. This material is the proprietary information of The Rector and Visitors of the University of Virginia and may not be copied,
maodified, distributed, sublicensed, or assigned without the express, written permission of UVA Health System’s PNSO Support Office (PNSO@virginia.edu , or 434-924-9357) UVAHS RN Retention Program 14
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