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1.0 POLICY:
1.1 Staff skills to perform assigned tasks within the laboratory will be evaluated to ensure competence and consistent high quality laboratory results.  
1.2 Competency of contracted personnel used in Laboratory operations will be assessed and evaluated to ensure that their work is in accordance with the Laboratory’s Quality Management System. 
2.0 Process:
2.1 Continuing Education:

2.1.1 Records of hospital sponsored or mandatory staff Continuing Education (CE) will be kept on the employee file.
2.1.2 One mandatory CE module will be assigned to all Lab staff annually
2.1.3 The employee is responsible for maintaining their own records of all CE in accordance with their professional requirements
2.2 Competency assessment: will occur by using a combination of the following items:
2.1.1   
Mandatory yearly Hospital Elearning

2.1.2              Mandatory yearly Safety Manual review and quiz
2.1.3              Mandatory assigned Continuing Education module (MTS)

2.1.4              Initial orientation/training process

2.1.5   
Performance Reviews

2.1.6  
Direct observations

2.1.7   
Monitoring test recording and reporting

2.1.8   
Review of worksheets, QC records, EQA results

2.1.9   
Patient Sample Comparison Testing

2.1.10 Assessment of performance in proficiency tests

2.1.11 Demonstration of familiarity with the laboratory’s documented procedures

2.1.12 Written tests to access problem solving skills
2.1.13 Assessment of knowledge of Procedures and Theory

2.1.14 eLearning (where applicable)

2.1.15 Other Medical Training Solutions (MTS) online training modules

2.1.16 Lunch and Learn educational sessions

2.3 Initial Competency Assessment:

2.3.1 Prior to working independently in the Laboratory, a new individual’s competence will be assessed and documented on the general lab orientation checklist and any applicable departmental orientation/training checklists.

2.4 Ongoing Competency Assessment:
2.4.1 Competency Assessment will be reviewed yearly using  the mandatory items and at least one item from the above section 2.1 
2.4.2 Competency Assessment will be re-evaluated when an individual’s duties change, test methodology changes, after an extended leave of 6 months or more, or after review of quality assurance issues indicate that re-training is necessary.

2.4.3 Competency Assessment may also be evaluated at any time at the discretion of Laboratory Management.

2.5 Performance appraisal will be conducted as per each hospital’s Human Resource policy.
3.0 Electronic Records for WRH MET and OUEL Campus:
3.1 Located on the “S” Drive:  

3.2 WRM/Staff Training and Competency Records for MET Campus

3.3 WRO/Quality Mngt/Staff Training and Competency Records for OUEL Campus
3.4 All staff training and competency activities will be recorded electronically. Documents will be filed into the yellow staff files in the Lab Manager’s office.
4.0 Yearly Competency Assessment:

The Manager/Technical Coordinators will assess competency at yearly Performance Appraisal time and sign-off competency in the electronic file system.
5.0 Failure To Meet Competency Requirements:
If an individual fails to meet skill assessment requirements:

5.1 Immediately inform the Laboratory Manager and/or the Laboratory Director.

5.2 Release the staff from performing the specific duty and prepare a Quality Assurance report
5.3 The Laboratory Manager/Director or designate will assess the situation and determine the course of action to be taken, including escalation to Human Resources if necessary.
6 References
6.1  Windsor Regional Hospital, “Performance Appraisals” Policy # HR-26
6.2 Windsor Regional Hospital, “Probationary Performance Appraisal” Policy # HR-27
6.3 Leamington District Memorial Hospital, “Annual Review of Employee’s Contribution to the Success of the Hospital” Policy # HR-049
4 Process Flow:
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NOTE: This is a CONTROLLED document as are all system files on this server.  Any documents appearing in paper form are not controlled and should be checked against the server file version prior to use. 
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