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Part 1:
Utilizing the Academic Progression 
Milestone Tool
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Meeting 1: 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
☐ 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
☐ 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:

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: Classroom Online Hybrid Graduation Date:
Year 1

( to )
Year 2

( to )
Year 3

( to )
Year 4

( to )
Year 5

( to )
•If Clinician 1: Complete Nursing  
Residency Program

• 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

This is an editable PDF document.  To use it:

• Save a copy of the tool to your file
• Click and type information and action steps in the boxes 
• You can also copy/paste your courses into the boxes

For meetings with your Manager/ANM:
• Send to Manager/ANM for review
• Add notes from meeting and save
• Print a copy
• 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).

Update Tool as needed for future check points. 
Upload each version to your profile in WorkDay.

Blue font: WorkDay specific actions
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Meeting 1: 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
☐ 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
☐ 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:

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: Classroom Online Hybrid Graduation Date:
Year 1

( to )
Year 2

( to )
Year 3

( to )
Year 4

( to )
Year 5

( to )
•If Clinician 1: Complete Nursing  
Residency Program

• 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

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

Date pre-reqs will be 
completed or were completedBSN program

Ex: UVA RN-BSN

Anticipated Month & Year 
for Graduation from BSN 
program

Step 1.

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.

BSN Due Date
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Meeting 1: 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
☐ 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
☐ 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:

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: Classroom Online Hybrid Graduation Date:
Year 1

( to )
Year 2

( to )
Year 3

( to )
Year 4

( to )
Year 5

( to )
•If Clinician 1: Complete Nursing  
Residency Program

• 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

Include your actions and 
classes to obtain BSN degree: 

Items to consider including:
• BSN program selected by 
• Application deadline
• Enrollment deadline
• Class start date
• Classes, credits, semester 

Map out each year until 
Graduation! 

Year countdown to 5 year deadline.

Example:
If I 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

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.
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Meeting 1: 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
☐ 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
☐ 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:

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: Classroom Online Hybrid Graduation Date:
Year 1

( to )
Year 2

( to )
Year 3

( to )
Year 4

( to )
Year 5

( to )
•If Clinician 1: Complete Nursing  
Residency Program

• 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.
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Meeting 1: 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
☐ 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
☐ 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:

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: Classroom Online Hybrid Graduation Date:
Year 1

( to )
Year 2

( to )
Year 3

( to )
Year 4

( to )
Year 5

( to )
•If Clinician 1: Complete Nursing  
Residency Program

• 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 4.

Use this communication tool to review your progress and plan with 
your Manager/ANM.

Document your meeting below.  

Save, print and sign (2 signatures required).

Keep a copy in your file for tracking purposes and to use at the 
next meeting.

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).

New for WorkDay in 2019:

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

It can then be accessed by the RN, Manager, 
and RN Retention Program for tracking 
purposes.
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Part 2:
Uploading your completed Academic 
Progression Milestone Tool into 
WorkDay
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Steps for RN to Upload 
Completed Milestone 

Tool into Workday

1. Log into WorkDay

2. Click on your picture 

3. Click on “View Profile”

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

4
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5. Click on 
“Documents”

6. Then click on “Add” 
to upload your 
completed 
Milestone Tool

5
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7. Select file 

8. Click “Open” to 
upload 
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9. Select “Academic 
Progression” for 
Document Category

10. Click “OK” to finish 
upload

6
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11. Select “Done” to 
complete the 
process!

UVAHS RN Retention Program 13



EXAMPLE:
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