Supervisor’s Directions for Implementing the Initial Competency Assessment Tool

Use this tool for all of your new employees (and we provide this in their Competency Assessment Folder when they inprocess through Hospital Education). This is the same version posted on the Hospital Education Website under Competency Assessment. Please DO NOT keep copies of this tool in your area. If another new employee transfers from another part of BAMC you should just print from the website, as that will always have the LATEST information. Remember that it is not a problem if you want to make changes to your competency tool. Let us know what they are and we’ll update the website.

· Self-Assessment Column: Have the new employee complete the self-assessment using the codes on the bottom of each page. You can then tailor their preceptor program to meet their needs.

· Orientation Column: Have the preceptor(s) initial and date once the new employee has reviewed the information or done the skill.

· Evaluation Column: This is where the supervisor annotates which method was used to verify that the new employee is competent in that area (use the codes at the bottom of each page). Remember that you as the supervisor DO NOT need to physically verify that the new employee is competent to do that skill –you can use your preceptor staff to tell you if the new employee is “good to go”. But there may be specific areas that you DO want to personally verify competency (ie., documentation skills).

· Competency Validated Column: This is where you sign and date that the new employee is competent and can do that skill WITHOUT direct and continuous observation. Yes, you can sign off in blocks for like items. No, you CAN NOT draw through the entire page.

· Comments Column: Use this as needed. You can annotate that the new employee is extremely experienced on a particular skill and should be used to teach others. Or you can annotate that the employee didn’t have the opportunity to complete that skill during the preceptor program due to unavailability (i.e., give a rabies injection but no patients came in for an animal bite….)

· Once completed you AND employee sign and date the last page. 

*********** BIG HINTS HERE!!!!! **************
· Make sure that there is a match between the dates on your unit orientation checklist and the dates on your competency tool (there should not be a lag of time between the two documents).
· Make sure that an appropriate amount of the time is used to orient and assess the competency of the new employee. In other words, make sure that the preceptor has not signed them off as being oriented in 1 day (this is impossible, unsafe, and not fair to the new employee).
· Then one year later from date of implementation (or you can tie it to your base and senior system performance appraisals) you complete the one page Ongoing Competency Assessment Form and place that on top of the initial tool in the Competency Assessment Folder (CAF).  

Still have questions? Please contact Hospital Education for further assistance!
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