Directions for Using Your Initial Competency Assessment Tool

Welcome to Brooke Army Medical Center! You are now holding your six-part Competency Assessment Folder (CAF) that documents the following:

· License Verification and Special Certifications (if present)

· Your position description or job requirements

· Health and Safety Training

· Orientation to your worksite and a comprehensive competency assessment of your technical, critical thinking, and interpersonal skills

· Continuing Education and training 

The CAF is maintained at the worksite by your first line supervisor and in an area accessible to you for updates of information. The CAF is a valuable record of your tenure with us and it is imperative that you assist your supervisor with its upkeep – especially since you will take the contents with you to your next job when and if you leave our facility.

Orientation Program/Preceptorship: This is a mandatory process for providing you with initial training and information relevant to the organization, work site, and job.  We will also evaluate your initial competency skills during the next few weeks using an assessment tool designed for your specific worksite and position. Competency communicates an acceptable level of practice and may be evaluated using a variety of methods. Age, language, and cultural specific competencies are considered components of overall competency and are identified and integrated throughout your assessment tool. 

Initial Competency Assessment Tool: This tool evaluates your ability to effectively apply those technical, critical thinking and interpersonal skills and knowledge necessary to perform the job.   

· Self-Assessment Column: Please conduct a self-assessment of your skills using the codes on the bottom of each page. Your supervisor and preceptor will then tailor an orientation/preceptor program to meet your needs.

· Orientation Column: Have your preceptor(s) initial and date once you’ve reviewed the information or performed the skill.

· Evaluation Column: This is where your supervisor annotates which method was used to verify your competency using the codes at the bottom of each page.  

· Competency Validated Column: This is where your supervisor signs and dates that you are competent and can do that skill WITHOUT direct and continuous observation. Please remember that there may be days or weeks difference between when you were oriented to a skill and when you are now competent to perform it on your own. 
· Comments Column: This is used as needed by your preceptor and/or supervisor. For example, they might annotate that you are extremely experienced on a particular skill and should teach others. Or they could annotate that you didn’t have the opportunity to complete that skill during the orientation/preceptor program due to unavailability (i.e., give a rabies injection but no patients came in for an animal bite….)

· Once completed you and your supervisor sign and date on the last page. 
· Then one year from now (or when your performance appraisal is due), your supervisor will use the one page Ongoing Competency Assessment Form to re-verify selected skills and competencies. 
Still have questions? Contact Hospital Education where we are more than happy to help you!
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