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Competency Assessment Form for: 
____________________________________
(competency assessment period)

Name: ____________________________________
Job Class: _________________________ 

This form is to be completed by the employee.  For each of the competency statements listed below, the employee may select which method of verification method they would like to use to validate their skill in the area.  See the method of verification for details on completion.  
When this form is complete, submit it to the area supervisor as indicated.
	Competency
	Method of Verification
	*
	**
	Date Completed

	General Skills

	Hand Washing
	How often and when should you wash your hands?
	
	
	

	Vital Signs
    (  Temp
    (  Pulse
    (  Respiration
    (  BP
	Approved peer should check the VS with or behind you.  

   (  0-2 years,  (  5-18 years and (  2 adults

Describe the different size cuffs and when to use them.
	
	
	

	HT/WT/HC
	Have an approved peer observe you obtaining Ht, Wt, and Hc.
Where to document / graph results
	
	
	

	Orthostatic VS
	Have an approved peer observe you taking the Orthostatic VS.
	
	
	

	Oxygen Therapy
	Where are the locations of all O2 tanks, and what equipment should be attached at all times?
State how you know an O2 tank is empty.

Demonstrate how to turn the O2 tank on before an approved peer.

Show how to change an O2 tank.
	
	
	

	Peak Flow
	Demonstrate a Peak Flow for an approved peer. Include how to clean this instrument.
	
	
	

	Pulse Oximetry
	Demonstrate a Pulse Ox for an approved peer.
	
	
	

	Vision Screening
	Perform a Snelling Vision Screen on a patient or peer.

Describe how to determine what the reading is.

Perform Ishihara’s Screening Test on an approved peer or patient.

Describe how to interpret Ishihara’s Screening Test.

Perform an eye exam on the Titmus.
     (  child        (  adult
	
	
	

	Allergies
	Where would you document patient allergies? When do you ask the patient about their allergies?
	
	
	

	Cultures
	Where are the culture tubes kept? What are some of the tests that can be tested with each tube?

- Anaerobic
- Aerobic
- Blood culture
- Urine culture
- Virus culture
- Pertussis cultures
	
	
	

	Crash Cart / AED
	Where is the crash cart located?

Demonstrate how to check the AED.
	
	
	

	Room Cleaning
	Demonstrate cleaning an exam room for an approved peer.
	
	
	

	Bio-Hazard Waste
	Document how bio-hazard waste is disposed of in this facility.

What is considered bio-hazard waste?

When is bio-hazard waste picked up?
	
	
	

	Nursing Procedures

	EKG
	Have an approved peer watch you as your perform an EKG; leads must be placed by you.
	
	
	

	Pulmonary Function Test
	What supplies do you need to perform a PFT?

Perform this procedure with an approved peer observing.

Describe how you would perform a pre- and post-PFT.
	
	
	

	Breathing Treatments
	Set up and administer a breathing treatment with an approved peer.
	
	
	

	Oropharyngeal / Nasopharyngeal suctioning
	Where is the suction machine kept?
	
	
	

	Staple / Suture Removal
	What equipment would you use to remove staples? sutures?
Show where this equipment is kept.
	
	
	

	Audiometer
	Describe how to use an audiometer and how to document results.

Where is this equipment located?
	
	
	

	MycroTymp 2
	Demonstrate a tympanogram for an approved peer.

Explain how the tips are cleaned and what maintenance checks are done on this equipment.
	
	
	

	Ear Irrigation
	Collect the equipment for the ear irrigation and return demo for an approved peer.
	
	
	

	Pap Smears
	What items would you collect for the provider for this procedure? How would you help the provider?
	
	
	

	Removal of an IV Device
	Describe how you would remove an IV device.
	
	
	

	PPD Test Reading
	Describe how to read a PPD and what you do if you determine it is positive or questionable.
	
	
	

	Triage of Patients
	Explain, in your own words, how triage is done. 
	
	
	

	Lab Procedures

	Hemoccult
	Perform the test in the presence of an approved peer.

Where and how would you document results?
	
	
	

	UA Dip
	Perform a UA in the presence of an approved peer.
	
	
	

	Urine Drug Screen
	Describe the process for obtaining a urine drug screen.
	
	
	

	Slides
	Spin down urine and make a slide with an approved peer’s observation. 

When should you spin down urine?
	
	
	

	UA Controls
	Perform the test in the presence of an approved peer.
	
	
	

	Throat Swabs
	Perform a throat swab with an approved peer’s observation?

Demonstrate how to do a rapid strep screen with an approved peer.

Describe what you would do if a provider orders a throat culture.
	
	
	

	Flu Screening
	Describe procedure for obtaining a rapid flu test. Where are test kits located?
	
	
	

	Urine HCG
	Demonstrate how to do a urine pregnancy test for an approved peer.
	
	
	

	Hemmocue 
Hgb Testing
	Where are the Hemmocue’s located?
Demonstrate for approved peer how to collect specimen for Hgb testing.

Perform control testing for an approved peer. How often should controls be done?

Demonstrate cleaning meter.
	
	
	

	Hemmocue
Blood Glucose Testing
	Demonstrate to an approved peer a blood glucose test.

Where are the collection supplies located?

How often do controls need to be done?
	
	
	

	PT/INR
	Where is the PT/INR machine located?

Where in eCW is this documented?

What are the therapeutic ranges for Coumadin management?
	
	
	

	Urine Collection
	Demonstrate for an approved peer applying a urine collection bag for
1. Male infant/child
2. Female infant/child
	
	
	

	Blood Draws
	If you will be doing blood draws:

· Identify approved draw sites for blood collection.

· Demonstrate for an approved peer a blood draw using blood collection set.

· Demonstrate for an approved peer a blood draw using a butterfly. Transfer to blood collection tubes. Where would you find information concerning what tubes to use for a particular test?

· What is the procedure for “stat” labs? When and how often does Labcorp do specimen pick-up?
	
	
	

	HIV testing
	Where will you find the HIV testing consent forms? When should a patient be given this form?
	
	
	

	Assisting with Procedures

	Sterile Technique
	Set up a sterile tray and apply a pair of sterile gloves before an approved peer.
	
	
	

	Liquid Nitrogen
	Document where you obtain the liquid nitrogen and how. What items do you need to collect for the provider to perform this procedure?

When is it appropriate to use the liquid nitrogen gun?
	
	
	

	Excisional Biopsy
	     (  Set up for procedure

     (  Assist with the procedure

     (  Clean the room and equipment after the procedure.
	
	
	

	Joint Aspiration
	What items would you collect for the provider for this procedure?  How would you help the provider?
	
	
	

	Toenail Removal
	What items would you collect for the provider for this procedure? How would you help the provider?
	
	
	

	Endometrial Biopsy
	     (  Set up for procedure
     (  Assist with the procedure

     (  Clean the room and equipment after the procedure.
	
	
	

	Equipment

	Autoclaving
	Demonstrate the cleaning process for instruments for an approved peer. When would you wear eye protection?

Demonstrate wrapping instruments for autoclaving for an approved peer.

Document: What indicates that each load is sterile? What other monitors do we perform to assure autoclave is working?

Describe how to cold sterilize equipment..
	
	
	

	Refrigerator and Freezer Check
	Document the process for checking the refrigerator and freezer temperatures and what to do if it is too high, and what to do if it is too low.

Describe what items are kept in each refrigerator.
	
	
	

	Speculums
	Document the process for cleaning speculums at the end of the day and the handling of them after an exam.
	
	
	

	Medications

	Medication Administration
	List the 5 Rs of giving medications and document the nurse/MA responsibility when giving meds. What documentation must you have before giving an injection?

Where is the epinephrine located?

Where are the juice and crackers for patients located?

Where are the 2 eyewash stations located?
	
	
	

	Sublingual Medications
	List the medications you give sublingually and how. 

What is the only medication we take a standing order for?
	
	
	

	Controlled Medications
	What conditions must be met before giving the Depo Provera shot? Give one example in which you would not the Depo Provera Shot.
	
	
	

	Injections
	Demonstrate on the artificial arm before an approved peer how to give an ID, SO, and IM injection.

Always have a dose verified by peer before giving injections.

Give an ID injection, observed by an approved peer.

Give and SQ injection, observed by a peer.

Give an IM injection to an adult, observed by an approved peer.

Give an IM injection to an infant 0-15 months, observed by an approved peer.
	
	
	

	Mixing Medications from 2 Vials
	Describe how you would prepare an injection of medication from two separate vials. Include in your description the name o the meds you are mixing.
	
	
	

	Drug Samples
	How are drug samples managed? (Who monitors, how are they monitored, who can sign them out or prescribe them, where are they documented?, etc.)
	
	
	

	Narcotic Prescriptions
	Explain the process that needs to be followed when a patient is picking up a script for a controlled substance (usually narcotics). 

How would you document this?
	
	
	

	Immunizations
	Where are standing orders for immunizations kept?
Where would you find immunization schedules for patients who are not up to date with vaccines?
	
	
	

	Post-injections
	How long is a patient required to wait after receiving an injection? What symptoms would you watch for? What would you do if a patient was having a reaction to the med?
	
	
	

	Patient Care

	Abuse and Neglect:
Adult
	What are some signs and symptoms we need to observant for that could indicate abuse or neglect in an adult? State what you would do if you observed these S & S.
	
	
	

	Abuse and Neglect:
Child
	What are some signs and symptoms we need to observant for that could indicate abuse or neglect in an child? State what you would do if you observed these S & S.
	
	
	

	Patient Flow
	Describe what you would do to ensure patient flow is maintained.
	
	
	

	OB
	Describe how you would set up for a patient who is pregnant.
	
	
	

	Triage of Patients
	Explain, in your own words, how triage is done.

Where are the triage forms kept?
	
	
	

	Computer Skills

	E-Mail
	Send an e-mail to someone in your department.
	
	
	

	Patient Face Sheet
	Describe where the patient face sheet is located.
	
	
	

	Provider Schedules
	Look up a specific provider’s schedule. Have an approved peer verify.
Document the process of how to schedule an appointment.
	
	
	

	Referrals
	Describe the steps to send a referral.
	
	
	

	Patient Schedule
	Look up the next appointment a patient has in the computer. Have an approved peer verify your process.
	
	
	

	Telephone

	Internal Call
	Call someone within the clinic and have the receiver sign this CA.
	
	
	

	Transfer a Call
	Transfer a call somewhere in the clinic and have the receiver sign your CA.
	
	
	

	Voice Mail
	When you are assigned a phone, change your voice mail greeting to your own. When done, have someone listen to it and sign your CA,
Send a voice mail message directly to an extension without talking to them.

Check your own voice mail.
	
	
	

	Forms

	Prescription Refill
	Fax a prescription refill from a computer with approved peer observing.
	
	
	

	Critical Thinking Domain

	Provider-Related
	Give an example explaining how you would prioritize tasks when two providers need your assistance. This may be a real or made-up scenario.
	
	
	

	Internal Customer-Related
	An employee comes to you and complains of a sore throat with fever. What do you do?
	
	
	

	Internal Customer-Related
	An employee comes to you and asks for samples of medication. What do you do?
	
	
	

	External Customer-Related
	A patient calls and is upset because her Xanax was not filled. She lost her Rx and needs her medications.
	
	
	

	External Customer-Related
	What an example explaining what you tell a mother who wants to know the results of a daughter’s test results:
1. Daughter is 12 years old.

2. Daughter is 18 years old.
	
	
	

	Interpersonal DomaIn

	Able to communicate instructions to a patient
	Write an example of instructions you gave to a patient, or patient education you provided. 

Where are patient education materials kept?
	
	
	

	This section is for LPN/RN


	IV Therapy and Medications
	1. What equipment would you gather for an IV start?
2. After starting an IV, what would you watch for?
3. Demonstrate for an approved peer peripheral IV start using a Jelco.
4. Demonstrate for an approved peer peripheral IV start using Butterfly.
5. Demonstrate for an approved peer the insertion of a heparin lock.
6. Demonstrate for an approved peer setting up an IV pump and programming for ordered amount of infusion time. Demonstrate how you would c set flow rate with manual regulation.
7. Demonstrate for an approved peer the proper technique for mixing and adding medication to an IV.
8. Demonstrate IV push med (RN only) for an approved peer.
9. Name 3 different IV solutions and state in what situation the solution may be used.
	
	
	

	Catheters/Bladder Care
	1. Demonstrate for an approved peer the insertion of a foley catheter – female.
2. Demonstrate for an approved peer the insertion of a foley catheter – male.

3. Describe the procedure for bladder irrigation. Demonstrate for an approved peer.

4. Demonstrate a catheterization for residual urine for an approved peer.

5. Demonstrate for an approved peer a child using a “fem” catheter kit.
	
	
	


This section is to be completed by supervisor:

With consideration of the employee’s performance and Competency Assessment, this employee is competent to perform as a/an _______________________________________ on/in ________________________________.            

 

( Yes  ( No (not yet deemed competent)
	Action Plan




Employee Signature: __________________________________________________________________________  Date: __________________ 

Supervisor Signature: __________________________________________________________________________  Date: __________________
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