INITIAL COMPETENCY ASSESSMENT

Brooke Army Medical Center: Inpatient Ward Clerk (Generic Version)

Patient Population Served:    ( Infants   ( Toddlers   ( Preschool    ( School Age    (  Adolescents    (  Adults    (  Older Adults
Brooke Army Medical Center:

      


       Inpatient Ward Clerk        
	Required Competency or Skill
	* Self Assess
	Orientation (Preceptor initials & date)
	+ Eval Method
	Competency Validated by Supervisor (Signature & date)
	Comments/Additional Resources



Employee Name: ______________________________________ Assessment Start Date: _______________ Completion Date: _______________ 

	Required Competency or Skill
	* Self Assess
	Orientation (Preceptor initials & date)
	+ Eval Method
	Competency Validated by Supervisor (Signature & date)
	Comments/Additional Resources

	Organization
	CRITICAL THINKING: Communicates this information to staff and seeks any and all opportunities to make the vision a reality.

	A. Verbalizes mission, goals, and strategic plan for 
	
	
	
	
	

	  (1) MEDCEN
	
	
	
	
	

	  (2) Department of Nursing
	
	
	
	
	

	  (3) Inpatient Ward
	
	
	
	
	

	B. Verbalizes understanding of roles and responsibilities of 
	
	
	
	
	

	  (1) Commander and Executive Group
	
	
	
	
	

	  (2) Department Chief
	
	
	
	
	

	  (3) Section Supervisor
	
	
	
	
	

	  (4) Head Nurse
	
	
	
	
	

	  (5) Wardmaster
	
	
	
	
	

	
	
	
	
	
	

	Team Work
	CRITICAL THINKING: Communicates appropriate information to staff members in a courteous, professional, and approachable manner. Maintains professional composure at all times, ensures that all work is completed, and manages conflicts appropriately and in a timely manner.

	A. Demonstrates ability to communicate and use effective interpersonal skills with colleagues and other members of the medical center
	
	
	
	
	

	B. Ensures customer satisfaction oriented environment for patients, families, and other customers 
	
	
	
	
	

	C. Fosters a positive work environment and encourages team work among staff
	
	
	
	
	

	D. Demonstrates appropriate time management skills
	
	
	
	
	

	E. Verbalizes knowledge and understanding of patient and staff rights and responsibilities (i.e., Durable Power of Attorney, Advanced Directives, etc.)
	
	
	
	
	

	F. Verbalizes ward’s mission, philosophy, and scope of service
	
	
	
	
	

	G. Is familiar with BAMC services and their location: pharmacy, radiology, nuclear medicine, MRI, in-patient records, lab, patient administration, MEB office, physical therapy, brace shop, patient rep, TRICARE center, health promotion, CARES desk, ID office, health benefits advisor etc.
	
	
	
	
	

	H. Ensures a safe environment for patients/families and staff, identifying health and safety risks and takes appropriate and immediate steps to alleviate the risk. Calls all needed repairs in.
	
	
	
	
	

	I. Demonstrates knowledge of current status of MEDCEN, Department, and Ward Performance Improvement, Risk Management, and Patient Safety programs and initiatives
	
	
	
	
	

	J. Assists in the orientation of new personnel and shares expertise 
	
	
	
	
	

	K. Meets suspenses without prompting
	
	
	
	
	

	L. Receives and distributes mail to staff and patients
	
	
	
	
	

	
	
	
	
	
	

	Telephone Courtesy & Customer Service
	CRITICAL THINKING: Recognizes that older or English as a second language callers may demonstrate a delayed response to questions and politely allows them time to phrase an answer. Also clarifies the caller’s request to avoid any misunderstandings.

	A.  Correctly and politely answers the telephone and transfers/forwards calls/takes messages appropriately
	
	
	
	
	

	B. Demonstrates thorough understanding of how to transfer calls, use intercom room to room
	
	
	
	
	

	C. Places calls to obtain requested information for staff
	
	
	
	
	

	D. Use phone directory to provide caller with appropriate number
	
	
	
	
	

	E. Documents note in WINCIS when necessary
	
	
	
	
	

	
	
	
	
	
	

	Infection Control
	CRITICAL THINKING: Demonstrates ability to identify and reduce the risks of acquiring and transmitting infections between patients, employees, and visitors.

	A. Refers to BAMC Infection Control Policy as needed
	
	
	
	
	

	B. Demonstrates proper technique for washing hands
	
	
	
	
	

	C. Ensures desk area cleanliness and does not eat nor drink at the team center
	
	
	
	
	

	D. Ensures proper Infection Control placards are posted on patients rooms
	
	
	
	
	

	E. Notifies housekeeping to ensure they’re aware of rooms requiring cleaning
	
	
	
	
	

	F. Maintains infection control sign book.
	
	
	
	
	

	G. Prints signs as needed
	
	
	
	
	

	
	
	
	
	
	

	General Procedures 
	CRITICAL THINKING: Recognizes the need for adapting communication skills and techniques to patients in different age groups.  Demonstrates an awareness of varying safety needs for patients and maintains the work environment to ensure patient safety for all.

	A. Greets all patients, family members and visitors with professionalism and courtesy, assisting with familiarization to ward rules and environment while considering the following age groups:
	
	
	
	
	

	    (1) Children  (0-12 years)
	CRITICAL THINKING FOR CHILDREN: In conjunction with the nursing staff, explains administrative procedures to visitors and ensures that obviously sick children are not allowed in the patient’s room.  Understands that parents should not leave children unattended and informs supervisor if this happens.

	
	
	
	
	
	

	    (2) Adolescents (12-17 years)
	CRITICAL THINKING FOR ADOLESCENTS: Involves adolescent and parent in all administrative decisions and encourages the adolescent to participate as much as possible. Supplements explanations with rationale.  Talks directly to the adolescent and allows them to answer questions even if a parent is present.  Does not treat adolescent like a child.

	
	
	
	
	
	

	    (3) Adults (18-64 years)
	CRITICAL THINKING FOR ADULTS: Addresses patient by name and/or rank per their preference. Explains administrative procedures in clear and simple terms using correct terminology. 

	
	
	
	
	
	

	    (4) Geriatric (65 plus)


	CRITICAL THINKING FOR OLDER ADULTS: Shows respect for patient and family and addresses patient by name and/or rank per their preference avoiding such terms as “honey, sweetie, or cutie”. Recognizes that older patients may demonstrate a delayed response to questions and allows them time to phrase an answer. Also adjusts explanations to accommodate short-term memory loss.  Explains administrative procedures in clear and simple terms using correct terminology.

	
	
	
	
	
	

	B. Assists with traffic control and quantity of visitors allowed at any time for patients.  Assists charge nurse with supporting/enforcing ward rules and visiting hours.
	
	
	
	
	

	C. Uses alternate communication methods for patients with sensory impairment or language barriers
	
	
	
	
	

	     (1) Uses written word, family, friends, or appropriate staff who can sign for hearing impaired
	
	
	
	
	

	     (2) Informs Communication Room of need for a translator 
	
	
	
	
	

	     (3) Ensures that the patient bedside is marked with the patient’s communication needs (“patient HOH, unable to speak, etc”) 
	
	
	
	
	

	D. Demonstrates knowledge of and continually improves the use of medical terminology (definitions, spelling)
	
	
	
	
	

	E. Able to determine if patient needs a nurse immediately
	CRITICAL THINKING: Recognizes situations that require staff intervention and reacts accordingly.

	
	
	
	
	
	

	     (1) Verbalizes different methods of activating Code Blue
	
	
	
	
	

	     (2) Verbalizes location of bathroom key and responds appropriately to someone locked in the bathroom
	
	
	
	
	

	     (3) Alerts staff to patient emergency light
	
	
	
	
	

	F. Maintains call roster at team center and updates monthly. Calls clinic or service if updated roster not received in a timely manner.
	
	
	
	
	

	G. Verbalizes process for maintaining medical records and ensures all records are checked in and out of ward accurately.  Maintains and updates patient admission/disposition log book
	
	
	
	
	

	H. Demonstrates ability to use
	
	
	
	
	

	     (1) Microsoft Office
	
	
	
	
	

	     (2) Outlook email and checks daily
	
	
	
	
	

	     (3) CHCS to request medical records
	
	
	
	
	

	     (4) WINCIS
	
	
	
	
	

	     (5) AMEDD E-Forms
	
	
	
	
	

	I. Verbalizes WINCIS forms required for admission, transfer, and discharge and assists new staff members with accessing these forms
	
	
	
	
	

	J. Maintains/restocks educational materials for nursing staff to use with patients and their families.  
	
	
	
	
	

	     (1) Advanced Directives
	
	
	
	
	

	     (2) Spiritual Services
	
	
	
	
	

	     (3) Educational videos
	
	
	
	
	

	     (4) Medication handouts
	
	
	
	
	

	     (5) Procedure handouts
	
	
	
	
	

	K. Works with HN/WM to replenish forms for staff use
	
	
	
	
	

	     (1) Risk Management
	
	
	
	
	

	     (2) Performance Improvement
	
	
	
	
	

	     (3) Restraints packets
	
	
	
	
	

	     (4) Death packets
	
	
	
	
	

	     (5) Approved BAMC overprints
	
	
	
	
	

	     (6) Lab slips and x-ray slips
	
	
	
	
	

	L. Completes DMHRS report (back-up)
	
	
	
	
	

	M. Resolves minor patient/family complaints.  Contacts chain of command for patient complaints that are harder to resolve. 
	CRITICAL THINKING: Shows respect for patient and elicits assistance from Charge Nurse, Head Nurse, or Wardmaster while maintaining patient visual and auditory privacy

	
	
	
	
	
	

	N. Leads by example
	
	
	
	
	

	O. Participates in the preparation for mock and regular JCAHOsurveys
	
	
	
	
	

	
	
	
	
	
	

	Admission, Transfer, Air Evacuation, and Discharge Procedures
	CRITICAL THINKING: Follows ward guidelines for admission procedures and is sensitive to patient needs. Follows HIPAA and Patient Confidentiality rules to ensure patient privacy. Practices protection of patient information (conversations at the team center/hallway/phone, census board, computer, charts, etc) and gently reminds other staff members as needed. 

	A. Completes admission administrative process
	
	
	
	
	

	     (1) Alerts Charge Nurse/Nursing staff of patient’s arrival
	
	
	
	
	

	     (2) Quickly scans admission orders and alerts nursing staff for any unusual orders or questions
	
	
	
	
	

	     (3) Calls PAD if questions on admission status or if stamp card is missing or inaccurate
	
	
	
	
	

	     (4) Assembles chart
	
	
	
	
	

	     (5) Faxes consult(s)
	
	
	
	
	

	     (6) Verifies MD signature/stamped on admission card and sends to PAD
	
	
	
	
	

	     (7) Places patient name on census board and room door 
	
	
	
	
	

	     (8) Labels census board, chart for Name Alerts
	
	
	
	
	

	     (9) Works with nursing staff to ensure proper signs are posted in the room and on the census board (Fall/Risk, NPO, diet, etc)
	
	
	
	
	

	     (10) Verifies placement of ID and allergy band(s)
	
	
	
	
	

	     (11) Assists patients ordering meals (6-2EAT)
	
	
	
	
	

	     (12) Prepares lab request forms IAW hospital guidelines
	
	
	
	
	

	     (13) Assists nursing staff by transporting lab specimens IAW standard precautions and hospital guidelines
	
	
	
	
	

	     (14) Supports nursing staff for special patient needs/requests 
	
	
	
	
	

	            a. Gathers booklet on Advance Directives
	
	
	
	
	

	            b. Calls Chaplain as requested
	
	
	
	
	

	     (15) Obtains previous discharge medical or lab records, if necessary or requested
	
	
	
	
	

	B. Completes Transfer Administrative Process 
	
	
	
	
	

	     (1) Ensures patient has transfer approval/orders
	
	
	
	
	

	     (2) Ensures appropriate medical records/xrays are transferred with the patient 
	
	
	
	
	

	     (3) Ensures medications are picked up from pharmacy (for transfer to a nursing home, rehab facility, or other hospital)
	
	
	
	
	

	     (4) As requested, calls Discharge Planner to confirm that patient’s homecare equipment is available or delivered
	
	
	
	
	

	C. Completes Air Evacuation Administrative Process 
	
	
	
	
	

	     (1) Contacts PAD for arrangements and proper paperwork
	
	
	
	
	

	     (2) Ensures copies of appropriate medical records/xrays are available for patients transfer
	
	
	
	
	

	     (3) Ensures 3 day supply of medications are picked up from pharmacy 
	
	
	
	
	

	D. Completes Discharge Process
	
	
	
	
	

	     (1) Completes DA Form 4029/MOT and sends to PAD
	
	
	
	
	

	     (2) Prints off 3 copies of discharge summary for nursing staff to review with patient
	
	
	
	
	

	     (3) Provides instructions and then sends family member to pharmacy to pick up discharge meds
	
	
	
	
	

	     (4) Notifies housekeeping of discharge patient
	
	
	
	
	

	     (5) Breaks down chart  within 72 hour period per regulation and forwards to transcription
	
	
	
	
	

	
	
	
	
	
	

	Recognizing Abuse and Neglect 
	CRITICAL THINKING: Treats patient and family with dignity and respect with emphasis placed on their psychological needs. Refer to AR 608-18 for additional information.

	A. Verbalizes role in identifying high risk families or situations 
	
	
	
	
	

	B. Verbalizes basic signs/symptoms of the following for adolescents, spouses, and/or vulnerable adults
	
	
	
	
	

	     (1) Physical and/or sexual abuse
	
	
	
	
	


	     (2) Physical and/or medical neglect
	
	
	
	
	

	     (3) Emotional maltreatment
	
	
	
	
	

	C. Notifies Charge Nurse, HN, or physician if family is high risk or signs and symptoms of abuse/neglect are present, reported, or observed
	
	
	
	
	

	
	
	
	
	
	

	Equipment
	CRITICAL THINKING: Describes the capabilities, limitations and special applications of each item of equipment.  Demonstrates basic operating and safety procedures for equipment items.   Reports routine problems with equipment.  Identifies emergency procedures in the event of equipment failure.  Describes the process for reporting user errors and/or patient incidents. Performs actions IAW unit SOP and BAMC Regulations.

	A. Call light system 
	
	
	
	
	

	B. Pneumatic tube system
	
	
	
	
	

	C. Shredders
	
	
	
	
	

	D. Printers
	
	
	
	
	

	E. PCs
	
	
	
	
	

	F. VTs
	
	
	
	
	

	G. Telephone system
	
	
	
	
	

	H. Location of equipment 
	
	
	
	
	

	I. Safeguarding of equipment
	
	
	
	
	

	J. Repair procedures of equipment
	
	
	
	
	

	K. Signing out for loan/return of equipment
	
	
	
	
	

	
	
	
	
	
	

	Supplies
	CRITICAL THINKING: Ensures appropriate supplies are on hand and non-standard items are ordered in sufficient amount of time. Maintains a safe environment appropriate for the age specific population. Ensures that all supplies are secured to maintain a safe environment for children.

	A. Restocks team center with paper, pens, staplers, paper clips etc.
	
	
	
	
	

	B. Identifies unserviceable equipment and reports to supervisor 
	
	
	
	
	

	C. Fosters clean desk area environment to include emptying and bagging shredded materials
	
	
	
	
	

	D. Conserves supplies
	
	
	
	
	

	E. Ensures appropriate stock of forms on hand and available
	
	
	
	
	

	
	
	
	
	
	

	Safety and Emergency Preparedness Plan (EPP)
	CRITICAL THINKING: Promotes safety and aggressively prepares staff to respond to dangerous or emergent situations. Understands BAMC’s EMPP and procedures to follow in case of unexpected events.  Able to function as a team player and ensure patient safety and staff wellbeing.

	A. Describes unit safety plan and knows location of EPP book and describes staff as well as personal role
	
	
	
	
	

	B. Understands the HAZCOM program and use/location of MSDS books
	
	
	
	
	

	D. Verbalizes correctly how to respond to a fire (Code Red); knows fire alarm, extinguisher and exit evacuation plan
	
	
	
	
	

	E. Demonstrates ability to respond to 
	
	
	
	
	

	     (1) Code Blue
	
	
	
	
	

	     (2) Code Pink
	
	
	
	
	

	     (3) Code Yellow
	
	
	
	
	

	     (4) Severe weather warning
	
	
	
	
	

	     (5) Code Black & White (MASCAL)
	
	
	
	
	

	     (6) Facilities system failure
	
	
	
	
	

	F. Responds appropriately to call light alarm system 
	
	
	
	
	

	G. Responds appropriately to someone locked in the bathroom
	
	
	
	
	

	
	
	
	
	
	

	Security
	CRITICAL THINKING: Involves staff in all security measures and assists with the safeguard of all patient information. Stresses patient confidentiality (verbal, paper and electronic formats)

	A. Ensures badge access for all staff & visitors to the immediate work site 
	
	
	
	
	

	B. Ensures computer and patient records security
	
	
	
	
	

	C. Manages security of equipment and supplies
	
	
	
	
	

	
	
	
	
	
	


Preceptor’s Initials: ___________ Printed Name: __________________________________________ Signature:
____________________________________________

Preceptor’s Initials: ___________ Printed Name: __________________________________________ Signature:
____________________________________________




I understand that of all the topics listed, I will be allowed to perform only those for my skill level/scope of practice and only after I have successfully demonstrated competency.

Employee Signature: _________________________________________________ Date:_________________







* Self Assessment: 
 + Evaluation/Validation Methodologies:


1 = Experience
T = Tests


2 = Needs Practice/Assistance
D = Demonstration/Observation                     


3 = Never Done
V = Verbal


NA = Not Applicable
I = Interactive Class 
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