Application Process
PORTFOLIO CONTENTS
	Item
	Description

	1.  Application Checklist
	A one-page document to aid in tracking completion of portfolio requirements for the applicant. This might also be used as the cover sheet for the portfolio.



	2.  Application Form
	A one-page document that lists:

a.  nurse’s name,

b.  department,

c.  # years at Alameda Health System as a registered nurse,

d.  # years working on unit as a registered nurse (including start date),

e.  anticipated portfolio submission date, and
f.   verification by Nursing Director/Nurse Manager that includes:

     ●  full-time/part-time work status as defined in Eligibility Requirements
     ●  minimum performance rating of “3,” and 

     ●  language that the candidate has a positive work record pursuant to Eligibility  

         Requirements


	3.  Staff Performance 

     Review Summary
	This is submitted as part of the portfolio and includes verification by the Nurse Director/Manager.


	4.  Introduction Essay
	A one-page document that: 

a.  introduces the candidate, 
b.  discusses what the role of Clinical Nurse Advanced/Expert means to the nurse 
     and their patients – the focus here is on outcomes & making a difference in patient 
     care

c.  is typed and double-spaced, and 

d.  not more than 250 words.



	5.  Resume
	Instructions on how to format the resume are set forth and include:

a.  full name with academic & certification credentials

b.  contact information (home address, phone, e-mail address)
c.  educational preparation (formal in a nursing program, college or university setting)

d.  professional experience (as a RN)

e.  professional organizations

f.   professional certifications

g.  awards or honors

h.  professional presentations (inside or outside of organization)

i.   research/evidence-based practice/publications (projects in which the candidate 

     served as primary investigator, or co-investigator, or member of investigative 
     group; also publications where candidate served as author, co-author, editor or 
     contributor)



	6.  Letters of 

     Recommendation
	Instructions include:

a.  who may write letter (peer, nurse director/manager, charge nurse, nurse educator, 

     clinical nurse specialist, committee chairperson)
b.  number required (two, one of which must be a peer)

c.  content

d.  specific examples rather than generalities

e.  the wording I recommend _____ be recognized for their expertise in nursing by 

    being approved for the Professional Practice Ladder.


	7.  Professional 

     Activities Summary
	Evidence for six (6) activities (one from each category below with an additional two activities of the candidate’s choosing) in the performance categories of:

a.  Clinical Practice              

b.  Leadership

c.  Research/Quality            

d.  Education

Describes the structure (what and when), process (how) and outcome (what)


	Item
	Description

	7.  Professional 

     Activities Summary
     (continued)
	difference you made for patient care or professional practice) regarding each activity.
A minimum of one example must be provided from each category. Examples from each category are included.

These must be separate from the written exemplars.

	8.  Evidence to Support 

     Performance 

     Category Elements
	Includes:

a.  instructions (including six examples, one from each performance category and two 

     of the candidate’s choosing and describing how you went above and beyond 

     practice)

b.  guidelines for the candidate that describe the requirements clearly and specifically

c.  required criteria/elements for exemplar approval (to guide review board and 

     candidate)

d.  format (including structure, process & outcome)

	9.  Scoring Form
	A one page document to be used by the initial portfolio reviewer. Content includes the requirement elements and columns for Meets and Does Not Meet. It is similar to the checklist but more specific as to requirements. The initial reviewer will use this to either refer the portfolio to the Review Board or Return to the Candidate with a description of the deficiencies.
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