INITIAL COMPETENCY ASSESSMENT

Brooke Army Medical Center: Unit Management (Head Nurse and Wardmaster)

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

                                                 Unit Management (Head Nurse and Wardmaster)
	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 the staff and seeks every opportunity to make the vision a reality.

	A. Verbalizes the mission, goals, and strategic plan for 
	
	
	
	
	

	     (1) MEDCEN
	
	
	
	
	

	     (2) Department of Nursing
	
	
	
	
	

	     (3) Section
	
	
	
	
	

	B. Verbalizes understanding of roles & responsibilities of
	
	
	
	
	

	     (1) Commander and Executive Group
	
	
	
	
	

	     (2) Section Supervisor and NCOIC
	
	
	
	
	

	C. Verbalizes understanding of the JCAHO process and the responsibilities of the Functional Management Teams
	
	
	
	
	

	
	
	
	
	
	

	Leadership 
	CRITICAL THINKING: Understands the importance of every leadership position and communicates personal and professional vision/plan for the unit. Able to identify and use all information systems available within the facility. Routinely accesses electronic information systems as one of the formal means of communication. Disseminates information to the staff within a timely manner. Meets all suspenses and keeps the chain of command informed. Understands and employs interpersonal skills to encourage and motivate the staff to provide the highest level of care. 

	A. Demonstrates ability to communicate and use effective interpersonal skills with subordinates, colleagues, and superiors 
	
	
	
	
	

	B. Demonstrates effective change management
	
	
	
	
	

	C. Promotes collaborative, multidisciplinary care
	
	
	
	
	

	D. Develops and presents personal vision and philosophy of leadership
	
	
	
	
	

	E. Fosters a positive work environment and encourages team work among staff and other units
	
	
	
	
	

	F. Demonstrates critical thinking skills
	
	
	
	
	

	M. Demonstrates the ability to identify problems and use the problem solving process to formulate solutions
	
	
	
	
	

	G. Verbalizes understanding and demonstrates role and responsibility assumed with regards to ethical conduct, sexual harassment, equal opportunity, etc.
	
	
	
	
	

	
	
	
	
	
	

	Unit Management
	CRITICAL THINKING:  Appropriately delegates authority, accountability, and duties to nursing staff for patient care and nursing functions. Assists with developing policies, procedures, and standards of care for all patients. Fosters interdisciplinary collaborative relationships among other services to ensure provision of quality care. Prioritizes tasks and manages time schedules, personnel, and resources to met unit goals and patients care standards. Follows up on all delegated tasks. 

	A. Ensures customer satisfaction oriented environment for both patients, families, and other customers of the unit
	
	
	
	
	

	B. Demonstrates ability to develop, define, and prioritize unit goals and objectives to support BAMC values, goals, and mission statement
	
	
	
	
	

	C. Demonstrates the ability to prioritize tasks and manage time/personnel/resources to meet unit goals & patient care standards
	
	
	
	
	

	D. Demonstrates appropriate time management skills
	
	
	
	
	

	E. Verbalizes knowledge and understanding of patient and staff rights and responsibilities 
	
	
	
	
	

	F. Ensures appropriate staffing levels, using qualified and competent staff
	
	
	
	
	

	G. Verbalizes the understanding of need for and procurement of resources for the delivery of safe and effective patient care
	
	
	
	
	

	H. Demonstrates ability to obtain, process, and disseminate information to appropriate personnel within a timely manner
	
	
	
	
	

	I. Verbalizes use and understanding of reconciling the final DMHRs report with all activities and time accounted
	
	
	
	
	

	
	
	
	
	
	

	Personnel Functions
	CRITICAL THINKING: Communicates appropriate information to staff in a courteous, professional, and approachable manner. Maintains professional composure at all times and manages conflict appropriately and in a timely manner.

	A. Demonstrates knowledge of TDA requirements, authorizations, assigned, and available personnel
	
	
	
	
	

	B. Demonstrates the ability to devise fair & equitable staffing schedules with appropriate skill mix/numbers to safely meet the patient care mission
	
	
	
	
	

	     (1) Develops a call roster and contingency plan to manage staffing shortfalls or increases in workload
	
	
	
	
	

	     (2) Verbalizes overtime/comptime policy
	
	
	
	
	

	     (3) Verbalizes staffing limitations for contract staff 
	
	
	
	
	

	C. Initiates and maintains personnel records 
	
	
	
	
	

	     (1) PDFs on all employees  
	
	
	
	
	

	     (2) CAFs on all employees 
	
	
	
	
	

	D. Demonstrates/verbalizes methods to assess initial competency of new employees
	
	
	
	
	

	     (1) Ensures new employees complete unit orientation, mandatory training, and initial competency assessment
	
	
	
	
	

	     (2) Revises unit competency assessment form as needed
	
	
	
	
	

	E. Verbalizes correct policy for leave & passes and proper routing 
	
	
	
	
	

	F. Verbalizes requirements for and adheres to initial and ongoing performance counseling 
	
	
	
	
	

	     (1) Officers 
	
	
	
	
	

	     (2) NCOs 
	
	
	
	
	

	     (3) Civilian (GS senior/base system or ISR MRMC Project)
	
	
	
	
	

	     (4) Civilian (contract)
	
	
	
	
	

	G. Verbalizes requirements for & completes military and civilian evals 
	
	
	
	
	

	     (1) Annual, change of rater, 120 day OERs
	
	
	
	
	

	     (2) Change of rater and annual NCOERs
	
	
	
	
	

	     (3) Senior system cycle (to include early annual evals)
	
	
	
	
	

	     (4) Base system cycle
	
	
	
	
	

	H. Verbalizes requirements/timely suspenses for military/civilian awards 
	
	
	
	
	

	I. Verbalizes resources for managing performance issues and disciplinary actions. Verbalizes understanding of the role the following play in resolving issues:
	
	
	
	
	

	    (1) Clear & concise documentation of the issue (s)
	
	
	
	
	

	    (2) Section Supervisor and NCOIC
	
	
	
	
	

	    (3) Company Commander and/or 1SG 
	
	
	
	
	

	    (4) Management Employee Representative (MER) 
	
	
	
	
	

	    (5) Civilian Personnel Liaison (CPOL)
	
	
	
	
	

	    (6) Negotiated Agreement with local Unions
	
	
	
	
	

	J. Verbalizes understanding of and adheres to guidelines concerning civilian employees to include:
	
	
	
	
	

	     (1) Hours of work, lunch and break times
	
	
	
	
	

	     (2) Comp time and overtime
	
	
	
	
	

	     (3) Holiday time, training holidays, and leave
	
	
	
	
	

	     (4) Time cards
	
	
	
	
	

	     (5) Performance awards
	
	
	
	
	

	     (6) Inclement weather/essential personnel policy
	
	
	
	
	

	     (7) Sick leave and sick slips
	
	
	
	
	

	     (8) Hiring actions
	
	
	
	
	

	K. Verbalizes understanding of and adheres to guidelines concerning military employees:
	
	
	
	
	

	     (1) APFT, Profile, and height/weight requirements
	
	
	
	
	

	     (2) Tracking of CTT status
	
	
	
	
	

	     (3) Tracking of PROFIS training requirements 
	
	
	
	
	

	     (4) Tracking of SRP and weapons qualification status
	
	
	
	
	

	     (5) Staff duty
	
	
	
	
	

	     (6) Off-duty employment
	
	
	
	
	

	     (7) Sick call, quarters, convalescent leave
	
	
	
	
	

	     (8) Military bearing and conduct
	
	
	
	
	

	L. Identifies available formal and informal reward systems and delineates means to equitably grant rewards
	
	
	
	
	

	M. Verbalizes in and outprocessing requirements
	
	
	
	
	

	N. Verbalizes process for on-the-job injuries
	
	
	
	
	

	O. Prepares/maintains alert roster
	
	
	
	
	

	
	
	
	
	
	

	Staff Development
	CRITICAL THINKING: Demonstrates knowledge of military and civilian personnel requirements for professional development and projects training needs into overall unit goals and objectives. Ensures that all training opportunities incorporate the age, language, and cultural needs of the patients and their families.

	A. Demonstrates the ability to identify learning needs of the staff
	
	
	
	
	

	B. Verbalizes educational resources available within BAMC and local and professional resources
	
	
	
	
	

	C. Verbalizes understanding of a unit-based educational program and maintains a robust program
	
	
	
	
	

	D. Verbalizes requirements and process for requesting additional military training for staff members (PLDC, BNCOC, ANCOC, OAC, EMT, C4, CAS3, etc)
	
	
	
	
	

	E. Supports opportunities to advance staff members’ professional development (TDYs, courses, advanced civilian schooling) and understands process to request approval/funding 
	
	
	
	
	

	F. Ensures that staff complete mandatory and annual training 
	
	
	
	
	

	G. Demonstrates the ability to address the ongoing competency needs of the staff 
	
	
	
	
	

	
	
	
	
	
	

	Resource Management: 
	CRITICAL THINKING: Appropriately uses medical and administrative supplies with the goal of minimizing waste and reinforcing fiscal responsibility.

	A. Demonstrates understanding of the requisition process (CEEP, MEDCASE, credit cards, etc)
	
	
	
	
	

	B. Demonstrates understanding and ability to maintain and balance monthly and annual expenditure report
	
	
	
	
	

	C. Demonstrates ability to account for equipment and maintain hand receipts 
	
	
	
	
	

	D. Verbalizes understanding of contract personnel and process for requesting and reporting contract use and issues. 
	
	
	
	
	

	E. Manages unit overtime budget
	
	
	
	
	

	
	
	
	
	
	

	Infection Control
	CRITICAL THINKING: Demonstrates ability to identify and reduce the risks of acquiring and transmitting infections between patients, employees, and visitors and follows all guidelines per BAMC Infection Control Policy and Procedures Guide.

	A. Refers to and implements the BAMC Infection Control Policy
	
	
	
	
	

	B. Correctly explains Standard Precautions
	
	
	
	
	

	C. Identifies procedures for segregating/isolating patients with suspected airborne, contact, droplet, and special infections
	
	
	
	
	

	D. Ensures staff use proper technique for
	
	
	
	
	

	     (1) Handling linen
	
	
	
	
	

	     (2) Blood safety devices (IV cannulas, transfer devices, etc) 
	
	
	
	
	

	     (3) Disposing of sharps
	
	
	
	
	

	     (4) Disposal of infectious and regulated medical waste
	
	
	
	
	

	     (5) Storing clean and sterile supplies
	
	
	
	
	

	     (6) Collecting and transporting lab specimens
	
	
	
	
	

	E. States indications for and demonstrates proper use of personal protective equipment  (gloves, gowns, masks, and eye protection)
	
	
	
	
	

	     (1) Ensures staff use PPE appropriately
	
	
	
	
	

	     (2) Ensures appropriate levels of PPE available
	
	
	
	
	

	F. Ensures staff uses proper technique for managing blood spills
	
	
	
	
	

	G. Ensures that staff are trained and demonstrate proper cleaning and decontamination of medical equipment using appropriate cleaning agents
	
	
	
	
	

	H. Describes procedures for managing a needle stick or blood borne pathogen exposure per BAMC MEMO  40-135 
	
	
	
	
	

	
	
	
	
	
	

	Clinical Nursing Practice
	CRITICAL THINKING:  Ensures that thorough and safe patient care is delivered and uses available information to improve and enhance care delivery. Recognizes unique needs of pediatric (as applicable) through geriatric patients and performs procedures accordingly Works with staff and other members of the healthcare team to meet the age, language, cultural, and educational considerations and needs of the patient and family. Develops and implements nursing care, assesses patient’s response to care, and implements appropriate changes. Ensures that consults are generated and resources activated to support multidisciplinary care.

	A. Adheres to ANA Standards of Clinical Nursing Practice, JCAHO accreditation standards, Department, Unit SOPs/policies, and BAMC policies
	
	
	
	
	

	B. Verbalizes the scope of care for RNs, LVNs, 91Ws, NAs, and clerical personnel if working in their clinical area. Ensures that staff function within their license and scope of care.
	
	
	
	
	

	C. Ensures a safe environment for patients/families and staff, identifying health/safety risks and takes appropriate and takes immediate steps to alleviate the risk
	
	
	
	
	

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

	     (1) Verbalizes understanding of methods available to monitor and evaluate the quality of services & patient care 
	
	
	
	
	

	     (2) Uses information from Performance Improvement and Infection Control activities to improve patient care
	
	
	
	
	

	E. Demonstrates ability to use CIS and verbalizes documentation requirements for patient care
	
	
	
	
	

	
	
	
	
	
	

	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.  Ensures that staff understand their role in identifying abuse  
	
	
	
	
	

	B. Verbalizes and trains staff on the signs/symptoms of following 
	
	
	
	
	

	     (1) Physical and/or sexual abuse
	
	
	
	
	

	     (2) Physical and/or medical neglect
	
	
	
	
	

	     (3) Emotional maltreatment
	
	
	
	
	

	C. Notifies physician and SWS if family is high risk or signs and symptoms of abuse/neglect are present
	
	
	
	
	

	
	
	
	
	
	

	Patient Education
	CRITICAL THINKING: Ensures that staff assess patient education needs based on physical, cultural, religious, educational, language and age-specific criteria Ensures that the staff assess the patient’s/family’s motivation and readiness to learn and then adapts teaching based on current needs.

	A. Verifies that patient education is documented IAW guidelines 
	
	
	
	
	

	B. Familiar with various education materials to include other languages, materials in Braille, picture books, etc and trains staff on their use 
	
	
	
	
	

	C. Works with staff to ensure that they inform SWS, physician, or clinical nurse specialists for patients and families with additional educational needs to include community resources
	
	
	
	
	

	
	
	
	
	
	

	Equipment
	CRITICAL THINKING: Describes the capabilities, limitations and special applications of each item of equipment.  Demonstrates basic operating and safety procedures for equipment items.  Verbalizes importance of alarms and alarm  settings and  ensures they are on and operating at all times. 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. Ensures that functional equipment in available to meet the patient care mission
	
	
	
	
	

	B. Ensures that staff are trained to use the equipment as per critical thinking skills for equipment
	
	
	
	
	

	
	
	
	
	
	

	Security
	CRITICAL THINKING: Involves staff in all security measures and holds them accountable for the security of all patient information.

	A. Enforces badge access for all staff 
	
	
	
	
	

	B. Enforces computer and patient records security
	
	
	
	
	

	C. Stresses patient confidentiality (in both paper and electronic formats)
	
	
	
	
	

	D. Manages key control program
	
	
	
	
	

	E. Manages security of equipment and supplies
	
	
	
	
	

	
	
	
	
	
	

	3. Safety & Emergency Preparedness Plan
	CRITICAL THINKING: Promotes safety and aggressively prepares staff to respond to dangerous or emergent situations. Understands BAMC’s EPP 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
	
	
	
	
	

	B. Describes Emergency Preparedness Plan, location of EPP manual, and personal as well as staff role
	
	
	
	
	

	C. Evaluates unit response to 
	
	
	
	
	

	     (1) Code Red (fire)
	
	
	
	
	

	     (2) Code Blue
	
	
	
	
	

	     (3) Code Yellow (bomb threat)
	
	
	
	
	

	     (4) Code Pink  (pediatric abduction)
	
	
	
	
	

	     (5) MASCAL exercise
	
	
	
	
	

	     (6) Severe weather warning
	
	
	
	
	

	D. Describes HAZCOM program
	
	
	
	
	

	E. Describes purpose and use of MSDS books
	
	
	
	
	

	F. Ensures that Occupational Health requirements are met
	
	
	
	
	


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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3 = Never Done
V = Verbal

NA = Not Applicable
I = Interactive Class


