MEDDAC Regulation 600-8-2

Personnel — General

Competency
Assessment

Headquarters

U.S. Army Medical Department Activity
Fort George G. Meade

2480 Llewellyn Avenue

Fort George G. Meade, MD 20755-5800
10 June 2004

Unclassified



SUMMARY of CHANGE

MEDDAC REG 600-8-2
Competency Assessment

Specifically, this revision—

0]

Adds new paragraph 3-4 to discuss MEDDAC Form 777 (Orientation of Specific Skills) and
MEDDAC Form 777-1 (Orientation of Specific Skills — Continuation Sheet). Old paragraph
3-4 was redesignated 3-5.

Adds new paragraph 3-6 to address mandatory customer services competencies for all em-
ployees. Old paragraphs 3-6 through 3-9 have been redesignated accordingly.

Changes the policy and method for re-assessing employee competencies (para 3-7a).

Changes appendix B; specifically paragraph B-1, table B-1, and the Competency Assessment
File Section I and 11l header sheets.

Add new appendix H, which will be used to evaluate customer services competencies.

The revision of 22 March 2004—

0]

o)

Adds the following as the third sentence in paragraph 2-1, Newcomers Orientation: “A
‘Statement of Orientation” will be placed in the file of every employee who was oriented
prior to February 2004.”

Paragraph 4-1b has been changed to read, “b. All new employees will attend facility orient-
tation within 30 days of arrival. The Newcomers Orientation agenda will be dated, signed by
training personnel, and put in the employee’s CAF to verify orientation. An interim orient-
tation addressing key items, such as fire safety, will be conducted by the respective super-
visor if the facility orientation is not scheduled within the employee’s first two weeks.”

Corrects erroneous references to paragraphs, appendixes, and obsolete forms throughout the
regulation.

Changes table B-1 in appendix B.

The revision of 16 March 2004—

0]

Has been published in a new format that includes a cover and this “Summary of Change”
page.



Reformats the title page. The Contents section now includes the page numbers for the various
chapters and paragraphs.

Changes the title of the regulation from Competency-based Orientation (CBO) to Compe-
tency Assessment.

Changes the term competency-based orientation (CBO) folder to competency assessment file
(CAF).

Rescinds MEDDAC Form 675-R (Personnel Data Sheet) and MEDDAC Form 676-R
(Competency Assessment — Facility Orientation).

Expands the purpose paragraph to include defining process and policy (para 1-1).

Expands the responsibilities of the deputy commanders, department chiefs, section chiefs
and employees (para 1-4).

Adds responsibilities for the Chief, PTMS&E (para 1-4).
Adds a new chapter entitled Orientation and Assessment Mechanisms (chapter 2).

Changes paragraph 3-1 (The CAF) to read, “The CAF is comprised of six sections. All
information contained in the CAF will be filed chronologically with the most recent on top,
All documents in the CAF will be maintained there a minimum of 3 years. Each section
contains specific items of documentation and information as described below in table 3-1.
Supervisors of credentialed providers maintain sections | through Il and VI of the CAF.
Information on initial competencies, ongoing competencies, and licensure concerning cre-
dentialed providers will be maintained in their credentials files in the Credentials Office. The
divider sheets for the various sections of the CAF are provided at appendix B. The CAF will
be assembled as shown in table 3-1, below.”

Changes table 3-1 to delete the mention of MEDDAC Forms 675-R and 676-R.
Deletes paragraph 2-2 (MEDDAC Form 675-R (Personnel Data Sheet).

Deletes paragraph 2-5 (MEDDAC Form 676-R (Competency Assessment — Facility Orienta-
tion).

Makes changes to the competency assessment program process (chapter 4).

Deletes the requirement to include a curriculum vita or resume in section 1 of the Compe-
tency Assessment File folder, which was formerly required by table B-1.

Enhances the age-specific competencies skills list (appendix D).

Adds an age-specific competencies signature sheet (appendix D, page D-2).



Adds an age-specific “fill in the blank” unit specific skills document (appendix D, page D-
11).

Adds the method key to Age-specific Competencies for Patient Care Initial and Annual Unit-
specific Competency Verification Record (appendix D).

Adds two new forms: MEDDAC Form 774-R (Statement of Understanding) (para 3-10); and
MEDDAC Form 775-R (Certification of Performance Evaluation and Competency Review)
(para 3-11).

Adds table B-1 (Organization of the competency assessment file folder (appendix B, table B-
1).

Adds new appendix G (Competencies and Performance Criteria in Occupational and En-
vironmental Health Nursing).
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Chapter 1
Introduction

1-1. Purpose

This regulation prescribes the policies, procedures and responsibilities to establish and maintain a
documented source of information that indicates the competency or need for training for MEDDAC
personnel. It defines the process and policy for organization and unit orientation, annual updates of
training, and assessment and documentation of competency, including age-specific competency for
all MEDDAC staff. It provides a format for the creation and maintenance of 6-part competency
assessment folders to institute consistent processes and documentation throughout the MEDDAC.

1-2. Explanation of abbreviations and terms
Abbreviations and special terms used in this regulation are explained in the glossary.

1-3. References
Prescribed forms are listed at appendix A.

1-4. Responsibilities

a. The MEDDAC Commander. The MEDDAC Commander will ensure a competent staff is
available to meet the mission.

b. The Deputy Commander for Clinical Services (DCCS). The DCCS will evaluate and ensure
the competency of all medical and administrative staff in the departments, services and special
clinical staff sections subordinate to the DCCS.

c. The Deputy Commander for Nursing (DCN). The DCN will evaluate and ensure the
competency of the nursing staff and the administrative support staff working under the direction of
nursing personnel.

d. The Deputy Commander for Administration (DCA). The DCA will evaluate and ensure the
competency of the administrative staff, excluding those subordinate to Nursing Services.

e. Commanders, directors and chiefs of outlying clinics. Commanders, directors and chiefs of
outlying clinics will comply with the provisions of this regulation.

f. Department and section chiefs. (Within this regulation “department” refers to any staff
element whose chief is immediately subordinate to a deputy commander (or equivalent), and
“section” refers to all sections, services, clinics and branches whose chiefs are subordinate to
department chiefs, as defined within this statement.) Department and section chiefs will—

(1) Establish, evaluate and monitor a department or section Competency Assessment
Program that identifies criteria to satisfy the mandatory and unique competency requirements for
their respective activities. Chiefs with subordinate sections will ensure that those chiefs do the same.

(2) Ensure all personnel attend the MEDDAC’s Newcomers Orientation within 60 days
of arrival at the MTF and complete a department and section orientation prior to assuming full duties
within their respective work areas.

(3) Ensure all subordinates are familiar with this regulation.

(4) Ensure supervisors give their employees (that is, all assigned, contracted, attached
volunteer and borrowed manpower personnel) performance and competency standards or expec-
tations; that competency folders are established and competency is assessed before employees are
allowed to independently perform the duties required of their positions.
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(5) Ensure all employees complete the MEDDAC’s Computer-based Annual Training
(CBAT).

g. The Chief, PTM&S. The Chief, PTM&S will perform the following functions regarding
Newcomers Orientation at Kimbrough Ambulatory Care Center—

(1) Design, update and revise the agenda.

(2) Schedule orientations.

(3) Collect and review feedback from orientation participants and provide feedback to
presenters to facilitate continuous improvement of the program.

(4) Ensure attendance is recorded and feedback is provided to all department chiefs.

(5) Provide a mechanism for students and short-term employees to meet the orientation
requirements of the organization.

h. Employees. Employees will—

(1) Attend the MTF’s Newcomers Orientation.

(2) Complete CBAT annually.

(3) Complete section orientations before independently performing the duties required
of their positions.

(4) Execute only the duties they have been validated to perform, as determined during
their department and section orientations and competency assessment processes.

(5) When asked to perform tasks beyond their capabilities, report such to their super-
visors. (Employees will not be required or allowed to perform tasks for which they have not been
certified or validated to perform.)

(6) Request and attend in-service, continuing education and cross-training programs as
needed to maintain or enhance their skills. (Supervisors will revalidate competency of skills
annually.)

Chapter 2
Orientation and Assessment Mechanisms

2-1. Newcomers Orientation

All new employees are required to attend the first available Newcomers Orientation following the
onset of employment. The Newcomers Orientation agenda will be initialed for completion and
placed in section 11l of the CAF. A “Statement of Orientation” will be placed in the file of every
employee who was oriented prior to February 2004. Temporary personnel at Kimbrough Am-
bulatory Care Center (that is, anyone who will be with the organization less than 45 days) will com-
plete and document their orientation using the Short Term Staff Orientation document. The Short
Term Staff Orientation document will be reviewed, completed, and signed by the temporary
personnel and their supervisors. It is the supervisors’ (or designees’) responsibility to assure the
personnel are competent with the required orientation information.

2-2. Unit-specific orientation

All employees receive unit-specific orientations within their sections, where they will be briefed on
issues and polices that are specific to their departments and sections. Unit-specific orientation will
be conducted at the department and section level and is the responsibility of those chiefs, who may
delegate this responsibility to subordinate supervisors. Unit-specific orientation expands on those
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areas covered in Newcomers Orientation and also addresses those areas specific to the job site.

2-3. CBAT

After receiving initial Newcomers Orientation training, staff will update their organizational level
training annually via CBAT during their birth months. The CBAT Certificate of Completion will be
filed in Section 111 of the CAF. During this time, supervisors will review the need for updates on unit
level training and provide such as deemed necessary.

2-4. Assessment of duty performance
All employees’ duty performance will be assessed using appropriate job evaluation processes.

2-5. Competency assessment

Competency assessment of an employee will be accomplished before he is allowed to work without
direct supervision. If an extension to the orientation period is deemed necessary, documentation and
communication to the immediate supervisor is required. Initial competency will be based on the
employee’s education, training, prior performance evaluations, and demonstrated skill. Competency
requirements will be based on specific expectations and requirements unique to the duty position,
including any age-specific competencies that may be identified for the duty position.

Chapter 3
The CAF, Documentation Maintained in the CAF, and General Maintenance of the CAF

3-1. The CAF

The CAF is comprised of six sections. All information contained in the CAF will be filed
chronologically with the most recent on top. All documents in the CAF will be maintained there a
minimum of 3 years. Each section contains specific items of documentation and information as
described below in table 3-1. Supervisors of credentialed providers maintain sections | through 11
and VI of the CAF. Information on initial competencies, ongoing competencies, and licensure
concerning credentialed providers will be maintained in their credentials files in the Credentials
Office. The divider sheets for the various sections of the CAF are provided at appendix B. The CAF
will be assembled as shown in table 3-1, below.

3-2. MEDDAC Form 719-R (Signature Verification Sheet)

Supervisors will have all eligible staff who are authorized to initial new employees CAFs (that is, an
employee’s supervisor, HN, NCOIC and preceptor (or designee)) complete MEDDAC Form 719-R.
This form is reproducible and is contained in the —R Forms section at the back of this regulation.
Supervisors may reproduce copies of the form as needed; do not requisition copies through forms
resupply channels.

3-3. MEDDAC Form Letter (FL) 200-R, (Patient Confidentiality Acknowledgment Statement)
MEDDAC FL 200-R will be initiated and maintained in accordance with MEDDAC Policy
Statement No. 15, which may be accessed from the Electronic Publications section of the
MEDDAC’s web site. The form may be reproduced from the copy at the back of Policy Statement
15, as needed. Do not requisition copies through forms resupply channels.
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3-4. MEDDAC Form 777 (Orientation of Specific Skills) and MEDDAC Form 777-1
(Orientation of Specific Skills — Continuation Sheet)

MEDDAC Forms 777 and 777-1 are electronically fillable forms that may be used to prepare
competency assessment documents for specific skills for an employee when one of the appendixes
provided at the back of this regulation does not suit the purpose. Employees at KACC can access
these forms in the Local Forms Menu of the AMEDD Electronic Forms Support System (AFESS).
Employees at outlying clinics that utilize AFESS should access the forms from their Local Forms
Menu if the forms have been installed in AFESS. If not, or if the MTF does not utilize AFESS, you
should download these forms from the Electronic Forms section of the MEDDAC’s internet web site
(www.narmc.amedd.army.mil/kacc/Employees/Eforms/Forms.htm), store them on your computer’s
hard drives or your network drive, and access them from there.

Table 3-1
Sections and content of the competency assessment file
Section  Section Title Contents
| Personnel Data a. MEDDAC Form 719-R
b. MEDDAC FL 200-R
c. Copy of BLS and ACLS card (if applicable)
Il Duty / Position Description a. Duty description for officers and enlisted personnel

b. FASCLASS position description for DA civilians
c. Statement of Work for contract employees

1 Facility Orientation
\ Initial Unit Orientation and Initial See paragraph 3-4, below.
Competency Assessment

Y, Ongoing Competency Assessment  See paragraph 3-5, below.

VI Continuing Education MEDDAC Form 679-R or comparable documentation

3-5. Initial unit orientation and competency assessment (IUOCA)

a. The IUOCA will identify unit specific tasks that an employee must know and demonstrate
to work in that unit. In addition to the skills and tasks, pieces of medical equipment that an employee
would be required to use will be listed. Age-specific competencies and critical thinking skills should
also be incorporated throughout the document. Customer service competencies are required for all
staff (see paragraph 3-6, below).

b. Since each section must have a version of this form that is specifically tailored to the unit,
there is no official MEDDAC form associated with the IUOCA section of the CAF. Two example
formats are provided in appendixes C and D.

c. Each unit is responsible for creating an Initial Unit Orientation and Competency
Assessment form based on the examples in appendixes C and D, using existing regulations or
practice guidelines pertinent to their clinical or administrative area.

(1) The first column lists the knowledge and skills specific to that unit. If possible, these
are grouped by major category as shown in the example.

(2) The second column is a self assessment completed by the new employee. The super-
visor uses this information to help tailor the orientation program.

(3) The third column is used by the preceptor to annotate when the new employee was
oriented to a task or skill.
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(4) The fourth column annotates the method used by the supervisor to verify the employ-
ee’s competence to perform that skill or task. Each unit is responsible for identifying those pro-
cedures and/or tasks that require demonstration to verify competency. This is annotated with a “D”
for demonstration.

(5) The supervisor signs and dates the fifth column once competency has been assessed
and verified. By doing so, the supervisor has verified that the employee is competent to perform this
task without supervision.

(6) The final column addresses comments and can be used by both the preceptor and
supervisor. Comments may include notes that this task was performed in a skills lab setting or that
the employee requires additional practice before verifying competency, or similar notes. This section
may also be used to annotate restrictions (such as a skill that requires certification) or note that the
employee did not have an opportunity to perform or demonstrate that skill during the orientation
process (such as administering the rabies vaccine).

d. Department chiefs, or supervisors if delegated, will initiate the CAF and issue the new
employee a IUOCA checklist to use during his or her orientation program. Completion of the
checklist is a joint effort between the employee, the preceptor and the supervisor. The completed
IUOCA checklist will be maintained in the employee’s CAF.

e. Supervisors are responsible for establishing a time frame to complete the ITUOCA.
Established time frames are to be used as guidelines and may be subject to change at the discretion
of the supervisor depending on the learning needs of the new employee.

f.  The supervisor will prepare and sign a memorandum for record stating that the employee
has successfully completed initial orientation. An employee who rotates to another area, such as to
Laboratory Service or Pharmacy Service, must have a separate memorandum for each identified
area.

3-6. Customer service competency assessment
Each employee will have a customer service competency assessment. Use appendix H for this pur-
pose.

3-7. Ongoing competency assessment

a. Every supervisor will re-assess and validate the competencies of his or her established
employees on an ongoing basis during the year. Supervisors will document a formal written
competency re-assessment, using appendix D or a similar format, utilizing MEDDAC Form 777,
and MEDDAC Form 777-1 if necessary, at least once in a 3-year JCAHO accreditation cycle (2004,
2007, 2010, etc.). The supervisor may use a variety of methods (that is, verbal, observation of daily
practice, demonstration, or via skills labs or a recertification class) to validate the competency of the
staff.

b. Ongoing competencies will reflect the changing nature of the job in light of organization
mission and goals. These are based on new initiatives, procedures, technologies, policies or prac-
tices; changes in procedures, technologies, policies or practices; high risk job functions or ac-
countabilities; problem prone areas identified by performance improvement data, patient surveys,
staff surveys, incident reports, or any other formal or informal evaluation processes. The ongoing
competency checklist is completed in the same manner as the orientation checklist as per the steps
noted in paragraph 3-5, above, and has room to write in new required competencies as they are
identified.
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c. Eachunitis responsible for creating an IUOCA form based on the example in appendix D.

d. The ongoing competency assessment checklist is maintained in the six-part CAF. Em-
ployees assigned prior to the implementation of this format will keep all prior CAF formats in their
CAFs and will use the ongoing competency assessment form from this point on.

3-8. MEDDAC Form 679-R (Competency Assessment — Continuing Education/In-service
Record)

a. MEDDAC Form 679-R (or a comparable document) will be used to record continuing
education, and military and education in-services.

b. This form is reproducible and is contained in the -R Forms section at the back of this
regulation. Supervisors will reproduce copies of the form as they need them; do not requisition
copies through forms resupply channels.

3-9. MEDDAC Form 774-R (Statement of Understanding)
MEDDAC Form 774-R will be signed by the employee to indicate the employee has read and
understands—

a. The MEDDAC’s Mission, Vision, Values, and Strategy goals.

b. The MEDDAC'’s Staff Rights and Responsibilities in MEDDAC Policy Statements 17 and
19.

3-10. MEDDAC Form 775-R (Certification of Performance Evaluation and Competency
Review)

MEDDAC Form 775-R will be signed by the employee and supervisor to attest to the completion
of a current evaluation report for the employee.

3-11. General maintenance of the CAF

a. All entries made in the CAF will be in ink or typewritten.

b. Any time a formal review of skills is undertaken, a written assessment of the needs,
recommendations and/or remedial training, and outcome will be documented and maintained in the
employee’s CAF.

Chapter 4
Implementation of the Competency Assessment Program and the Competency-based
Assessment Evaluation Process

4-1. The Competency Assessment Program process

a. The department chief, or the supervisor if delegated to do so, will initiate CAFs for all new
employees.

b. All new employees will attend facility orientation within 30 days of arrival. The New-
comers Orientation agenda will be dated, signed by training personnel, and put in the employee’s
CAF to verify orientation. An interim orientation addressing key items, such as fire safety, will be
conducted by the respective supervisor if the facility orientation is not scheduled within the em-
ployee’s first two weeks.

c. Orientation to a specific unit will be documented in a format similar to the one provided in
appendix C, which will be completed in conjunction with the immediate supervisor.
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d. Except for credentialed providers, all new employees will undergo an initial competency
assessment orientation at the unit level and follow the process outlined in paragraph 3-4, above.

e. New employees are encouraged to provide their supervisors with documentation of
previous training courses, certifications, continuing education classes, and similar documentation,
that can be included in section VI of the CAF. This will provide the supervisor an historical
perspective of the new employee’s previous training record.

f.  New employees who have completed certification programs, such as suture certification,
at other locations and who wish to continue performing those skills, will provide their supervisors
with all documentation of training. This information will then be routed to the respective department
chief or deputy commander for review and consideration. The employees will be informed if the
certification is accepted for transfer, if they must demonstrate their skills, or if they must attend a
specific certification course.

g. An action plan will be identified for those low volume procedures or skills, such as
administering rabies vaccine, that the employee did not complete during initial orientation due to
lack of opportunity. The supervisor will design a plan of action to rectify this situation and then
annotate after the skill has been verified.

h. All CAFs will be maintained by the supervisor and will be available to both the supervisor
and the employee for updating and maintenance. It is a joint responsibility of the supervisor and the
employee to ensure that the employee’s CAF is up to date and ready for inspection at any time.

i. Supervisors are authorized and encouraged to conduct formal and informal needs assess-
ments and reverification of skills at any time, as well as during employees’ annual performance
appraisals. The Ongoing Competency Assessment Checklist will be initiated during this time and
new skills and learning needs identified that reflect the changing nature of the job.

4-2. Monitors and Indicators

a. Atany time, the immediate supervisor has the right to prohibit unsupervised performance
of a skill or task pending full review. If retraining is deemed necessary, the supervisor will make
arrangements to initiate a reorientation or skills training program. All initiatives and results will be
thoroughly documented and the employee will operate under supervision until the supervisor vali-
dates competency.

b. An employee whose competency is not validated during initial orientation, retraining
and/or reorientation process and is unable to fulfill the duties of his or her position description may
be subject to administrative action.
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Appendix A
References

Section |
Required publications

MEDDAC Policy Statement
No. 15

Confidentiality of Patient
Information. (Cited in para 3-
4.)

MEDDAC Policy Statement
No. 17

Staff Rights. (Cited in para 3-
10.)

MEDDAC Policy Statement
No. 19

Command Ethics. (Cited in
para 3-10.)

Section |l
Related Publications

AR 40-48
Nonphysician Health Care

Providers

AR 40-68
Quality Assurance Adminis-
tration

JCAHO Manual

Section Il
Prescribed Forms

MEDDAC Form 679-R
Competency Assessment -
Continuing Education/In-
service Record. (Cited in para
3-7 and table 3-1.)

MEDDAC Form 719-R
Signature Verification Sheet.
(Cited in para 3-3 and table 3-
1)

MEDDAC Form 774-R
Statement of Understanding.

A-1

(Cited in table B-1, appendix
B.)

MEDDAC Form 775-R
Certification of Performance
Evaluation and Competency
Review. (Cited in para 2-11
and table B-1, appendix B.)

Section IV
Referenced Forms

MEDDAC FL 200-R
Patient Confidentiality
Acknowledgment Statement



Appendix B
Organization and Composition of the Competency Assessment File

B-1.

Organization of the competency assessment file

The 6-part competency assessment folder, or Competency Assessment File (CAF), is available
through the supply system. The folders will be structured as shown below in table B-1, below, to
include those that were constructed before the date of this regulation.

Table B-1

Organization of the competency assessment file folder

Section Location Section title and contents Instructions
| Inside front cover, Personnel Data: 1. Use MEDDAC Form 774-R,
left side 1. Signed statement of understanding on: MEDDAC Form 719-R, and
a. The MEDDAC's mission, vision, values MEDDAC Form Letter 200-R.
and strategic goals. 2. License verification statement
b. Patient and staff rights. — initialed in Credentials.
2. Certifications, licensures.
3. Signature verification.
4. Patient confidentiality acknowledgment.
1 Inside front cover,  Duty Position Description: None
right side 1. Job description.
2. Performance expectation.
3. Diplomas and degrees, if applicable.
1l Left side, after first Newcomers Orientation: Newcomers Orientation signed
divider 1. Documentation of Newcomers Orientation. | agenda and Statement of
2. CBAT annual certification. Orientation. Older documentation of
3. All other required annual training. newcomers or facilities orientation is
acceptable provided it is complete.
\% Right side, after Initial Unit and Initial Competency Use MEDDAC performance
first divider Assessments: evaluation and MEDDAC Form
1. Initial unit competency assessment. 775-R.
2. Unit-specific orientation.
3. Completed certification of performance
evaluation and competency review.
4. Age-specific competency assessment.
\ Left side, after Ongoing Competency Assessment: Use MEDDAC Form 679-R or
second divider Ongoing assessment. comparable documented certificates
of training.
VI Right side, back Continuing Education: Use MEDDAC Form 679-R or

cover

1. Continuing education, as applicable.
2. Awards.

comparable documented certificates
of training.

B-2. Competency Assessment File Section Divider Sheets

The divider sheets for the Competency Assessment File folder should be printed from the
following pages of this appendix.

B-1



Competency Assessment File

Section |

Statement of Understanding
(MEDDAC Form 774-R)

Licensure Document
(Initialed and signed, and in the Credentials Office)

Life Support Verification/Certification

(Copies of certification cards)

Patient Confidentiality Statement
(MEDDAC Form Letter 200-R)

Competency Assessment/Signature Verification

Sheet
(MEDDAC Form 719-R)



Competency Assessment File

Section 11

€ Duty/Position Description



* & o o

Competency Assessment File

Section 111

Newcomers Orientation Signed Agenda

Statement of Orientation

CBAT Annual Certification

Certification of all Other Required Annual
Training



Competency Assessment File

Section IV

Competency-based Orientation
(For non-provider staff only.)

Initial Unit-specific Orientation

Certification of Performance Evaluation and

Competency Review
(MEDDAC Form 775-R.)

Age-specific Competency Assessment



Competency Assessment File

Section V

€ Ongoing Competency Assessment



Competency Assessment File

Section VI

€ In-service

€ Continuing Education
(MEDDAC Form 679-R or comparable documentation.)



Appendix C
Initial Orientation of Unit Specific Skills and Procedures — All Staff
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Appendix D
Initial Orientation of Unit Specific Skills and Procedures — Age-specific Competencies for Patient
Care
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Appendix E
Orientation of Specific Skills for Management and Leadership
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Appendix F
Initial Orientation of Specific Skills for Nursing Leadership
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Appendix G
Competencies and Performance Criteria in Occupational and Environment Health
Nursing

The MEDDAC utilizes the American Association of Occupational Health Nurses (AAOHN)
Competency Levels in Occupational and Environmental Health Nursing. AAOHN Journal, July
2003, Vol. 51, No. 7, pages 290-302, states, “The AAOHN has delineated nine categories of
competency in Occupational and Environmental Health Nursing. Within each category, three
levels of achievement or competence are identified, with the competent levels considered the
core for practice in the specialty. The code of ethics, standards of practice, core curriculum and
competencies provide the basis for scope of practice, knowledge, skill and the legal and ethical
framework in occupational and environmental health nursing.” Following are the definitions and
examples of each of the three levels of competency, listed from least to greatest:
a. Competent.

(1) Definition. A nurse whose confidence has increased and whose perception of the
role is one of mastery and an ability to cope with specific situations. There is less of a need to
rely on the judgments of peers and other professionals. Work habits tend to stress consistency
rather than routinely tailoring care to encompass individual differences.

(2) Example. The competent occupational and environmental health nurse is one who
has sufficient experience to recognize a range of practice issues and who is able to function com-
fortably in such roles as clinician, occupational health services coordinator, and case manager.
The nurse follows prescribed procedures of the organization and relies on assessment checklists
and clinical protocols to provide treatment.

b. Proficient.

(1) Definition. A nurse who, based on past experiences, has an increased ability to
perceive client situations as a whole, and focuses on the relevant aspects of the situation. The
nurse is able to predict the events to expect in a particular situation and can recognize that
protocols must sometimes be altered to meet the needs of the client.

(2) Example. The proficient occupational and environmental health nurse is able to
quickly obtain information needed for accurate assessment and move quickly to the critical as-
pects of a problem. Structured goals are replaced by priority setting in response to the situation.
A proficient nurse usually possesses sophisticated clinical or management skills in the occupa-
tional health setting.

c. Expert.

(1) Definition. A nurse who has extensive experience and a broad knowledge base and
is able to grasp a situation quickly and initiate appropriate action. An expert nurse has a sense of
salience grounded in practice guiding actions and priorities.

(2) Examples. Expert occupational and environmental health nurses are able to—

(a) Provide leadership in developing occupational and environmental health pol-
icy within an organization.

(b) Function in upper executive or management roles.

(c) Serve as consultants to business and government.

(d) Design and conduct significant research in the field.
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Competency Assessment -- Continuing Education/In-service Record

Program Title

Date

Supervisor's Initials

MEDDAC (Ft Meade) Form 679-R, 1 Nov 03

Previous edition is obsolete.




SIGNATURE VERIFICATION SHEET

Employee's name

Printed Name

Mil rank
or
GS level

Position Date

Initials

Signature

MEDDAC (Ft Meade) Form 719-R, 1 Jun 01




STATEMENT OF UNDERSTANDING
(For use of this form, see MEDDAC Regulation 600-8-2)

1. | have read and understand the MEDDAC's Mission, Vision, Values, and Strategic Goals, as stated in the

MEDDAC's Strategic Plan.

2. lunderstand the MEDDAC's Staff Rights and Responsibilities, as explained in MEDDAC Policy Statement No.

17 (Staff Rights) and Policy Statement No. 19 (Command Ethics).

Employee's signature

Date

MEDDAC (Ft Meade) Form 774-R, 1 Nov 03




CERTIFICATION OF PERFORMANCE EVALUATION AND COMPETENCY REVIEW
(For use of this form, see MEDDAC Regulation 600-8-2)

1. Name (Last, First, M)

2. Grade

3. Duty section

4. Duty title

5. Area of concentration

6. MOS and Title or Civilian GS/WG Occupational Series and Occupational Title

7. Evaluation report. | certify that | have a current evaluation report for the employee named above, as stated below:

a. Type of evaluation report: 0 OER [ NCOER 0O Civilian

b. Rating period: FROM:

TO:

8. Certification statement: |, who am the supervisor of the above-named employee, certify by signature in item 10b below, that | have reviewed this
employee's rating chain and last evaluation report (see item 7), and that | have discussed both with the employee.

9a. Employee's signature

9b. Date

10a. Supervisor's typed or printed name

10b. Supervisor's signature

10c. Date

MEDDAC (Ft Meade) Form 775-R, 1 Nov 03




Glossary

Section |
Abbreviations

CAF
competency assessment file

DCA
Deputy Commander for Ad-
ministration

DCCS
Deputy Commander for Clini-
cal Services

DCN
Deputy Commander for Nurs-
ing

HN
head nurse

IUOCA
initial unit orientation and as-
sessment

MEDDAC

U.S. Army Medical Depart-
ment Activity, Fort George G.
Meade

NCOIC
noncommissioned officer in
charge

Section Il
Terms

Age-specific competency

The knowledge, skills and
behaviors required to care for a
patient along the age contin-
uum. This includes knowledge
of age-specific physiological,
psychosocial, safety, communi-
cation, and pain management
that exist for each age group.

This MEDDAC recognizes
eight general age groups: neo-
nate, infant, toddler, preschool,
adolescent, young adult, adult
and geriatric.

Certification

A formal process by which
clinical personnel are author-
ized to perform certain skills
which are beyond the individ-
ual’s formal training or repre-
sent high risk to life or limb.
Certification requires a speci-
fied educational program, doc-
umentation of attendance, and
competency verification.

Competency
The effective application of
those technical skills and

knowledge that the individual
must possess in order to per-
form their duties. Competency
communicates an acceptable
level of practice and may be
evaluated using a variety of
methods.

Competency assessment

A process for the evaluation
and documentation of an em-
ployee’s knowledge, skills and
ability to perform a specific job
or task.

Competency folder

A 6-part folder created and
maintained at the work site that
contains documentation relat-
ing to an employee’s general
education and skills training,
institutional and unit-specific
orientation, and ongoing and
specialized training relating to
job duties.

Competency verification
The process by which a
responsible individual meas-
ures the abilities of an indi-
vidual for a specific compe-
tency statement. Verification
can and should take many
forms within the overall com-
petency process. A single
method of verification can
never effectively capture the
technical, critical thinking, and
interpersonal skills required to
successfully perform the job.
Therefore a variety of methods
should be used to assess com-
petency. Competency verifica-
tion methods include but are
not limited to observation,
post-tests, return demonstra-
tions, case studies, exemplars,
peer review, self-assessment,
discussion groups, presenta-
tion, mock events, and per-
formance improvement moni-
tors and observation that the
individual is able to perform a
particular task.

Department

Within this regulation, a
department is an element of the
staff or special staff whose
chief is directly subordinate to
a deputy commander (or the
equivalent of a deputy com-
mander at an outlying clinic).

Employee

Within this regulation, the term
employee includes all military
personnel, Department of the
Army civilians, contractor
civilians, attached personnel,
borrowed personnel, reservists,
volunteers, and students under



the operational control of the
MEDDAC.

Initial competencies

Competencies that focus on the
knowledge, skills, and abilities
required in the first six months
to one year of employment.
These competencies are often
referred to as the “core com-

petencies” required to perform
the job.

Ongoing competencies

Competencies that build on
already established knowledge,
skills, and abilities. These
competencies reflect new,
changing, high-risk, and prob-
lematic aspects of the job as it

evolves overtime.

Section

Within this regulation, a
section is any element of the
staff whose chief'is subordinate
to a department chief (as
defined within this glossary).
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