Decision Matrix for Establishing Competency, Personnel, and Training Folders for BAMC Employees

	Job Example
	* Competency Assessment  Folder (CAF) 
	** Personnel Documentation Folder (PDF) 
	*** Training Documentation Folder (TDF) 
	Comments

	RN or LVN
	Yes
	Yes
	No
	

	Nursing Assistant or 91W
	Yes
	Yes
	No
	

	Clerk/receptionist/secretary
	Yes
	Yes
	No
	

	Radiology Technician
	Yes
	Yes
	No
	

	Phlebotomist or Lab officer
	Yes
	Yes
	No
	

	Respiratory Therapist
	Yes
	Yes
	No
	

	Diet Assistant
	Yes
	Yes
	No
	

	Pharmacist
	Yes
	Yes
	No
	

	Industrial Hygienist
	Yes
	Yes
	No
	

	Administrative Assistant
	Yes
	Yes
	No
	

	Budget Officer
	Yes
	Yes
	No
	

	Patient Administration 
	Yes
	Yes
	No
	

	Physician Assistant or Nurse Practitioner (credentialed provider)
	No
	Yes
	No
	Competency Information maintained in the Credentials Office. CAF documents (BAMC 999, Synquest printout, unit orientation checklist) maintained in the PDF. Documents to support the Provider Activity File  (PAF) may also be filed in the PDF until submitted to Credentials.

	Physical Therapist (credentialed provider)
	No
	Yes 
	No
	Competency Information maintained in the Credentials Office. CAF documents (BAMC 999, Synquest printout, unit orientation checklist) maintained in the PDF. Documents to support the PAF may also be filed in the PDF until submitted to Credentials

	Staff Physician (privileged provider)
	No
	Yes 
	No
	Competency Information maintained in the Credentials Office. CAF documents (BAMC 999, Synquest printout, unit orientation checklist) maintained in the PDF. Documents to support the PAF may also be filed in the PDF until submitted to Credentials

	Dietician (credentialed provider)
	No
	Yes
	No
	Competency Information maintained in the Credentials Office. CAF documents (BAMC 999, Synquest printout, unit orientation checklist) maintained in the PDF. Documents to support the PAF may also be filed in the PDF until submitted to Credentials

	Interns/Residents/Fellows
	No
	No
	Yes
	Student Status. See below for content of the TDF.

	RN – Critical Care Course
	No
	No
	Yes
	Student Status. See below for content of the TDF.

	Phase II training course (91WM6, 91V, 91D, etc) 
	No
	No
	Yes
	Student Status. See below for content of the TDF.


* Organization and Content of the CAF as submitted to MEDCOM to replace Appendix C of the newly published AR 40-68 (FEB 2004) 
	Section
	Section Contents
	Comments

	I
	( Job Description
	JD for all GS, military, contract, and volunteer staff. Official performance counseling maintained in the Personnel Folder. New standardized Competency Assessment Tool (see comments below for Section IV) delineates unit and/or job specific performance standards.

	II
	( License Verification

( Mandatory Certifications (BLS, ACLS, etc)

( Specialty Certifications (CEN, OCN,   

   Sedation or Chemotherapy certified,  etc)
	Memo annotating Prime Source Verification of license. No copies of licenses or license numbers.

	III
	· Facility Level orientation 

· Unit level orientation

· Annual training
	Some larger facilities may also have department level orientation to place in the CAF

Very important to have evidence of orientation at the immediate worksite.

This includes initial and mandatory annual training

	IV
	· Initial Competency Assessment Checklists

· Ongoing Competency Assessments 
	Examples of various initial and ongoing competency tools are available viewing and editing at https://akm.amedd.army.mil/competency/. This format is highly recommended but not required. Format is unit and/or job specific and incorporates age specific competencies as well as scope of practice. Do not remove prior editions/versions of assessment tools or checklists. Newer versions are placed on top.

	V
	· Continuing Education
	CEs, certificates of training, inservice logs, readiness and military training, etc. New employees are highly encouraged to provide their supervisor with copies of prior training and education. 

	VI
	· Miscellaneous


	Per local policy, this can be used for facility specific requirements, CVs, letters of appreciation, recognition, publications, etc. 


** Content of the Personnel Documentation Folder (PDF)


Performance standards (i.e., OER support form, Base & Senior System Counseling forms, NCOER Counseling forms, etc)

Performance counseling (i.e., quarterly or midpoint as per evaluation system)


Other documents required by supervisors such as personnel actions (SF52, awards), off duty employment, dental, PROFIS, CTT, APFT, etc 

*** Content of the Training Documentation Folder (TDF):  A combined competency and personnel folder for students


Student’s program description/requirements


Training goals and objectives (support forms)


Counseling and performance appraisals


Licensure and BLS certifications


Evidence of Health and Safety training 


Mandatory training


Hospital and unit level orientation


Training certificates

