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Purpose
The purpose of this document is to provide a procedure to demonstrate a means of ensuring the competency of each employee in the histology department; each employee will be required to complete an annual competency assessment.



Technique



The assessment will consist of observed and control sample testing on a variety of procedures and equipment in the department and include the 6 CLIA elements to measure competency.  The control sample portion of the assessment will consist of stains completed for the HQIP, twice a year. Each technologist will be assigned a specific tissue/stain to complete.  The observation portion will include all of the equipment in the department and the technologists will need to demonstrate selected operation and maintenance procedures for each.  There will also be a written portion of the test consisting of a variety of questions pertaining to operations/procedures in the histology lab with an emphasis on new and/or updated operations/procedures.


Procedure
	Step
	Action
	Notes

	1
	Each year there will be a new 20 question test uploaded to a computer-based learning module.  Each technologist will be assigned this test to be completed by October 31 of each year.
	A score of 100% much be achieved; if not, the test must be retaken until this score is achieved.

	2
	Twice a year, each technologist will be assigned one of the HQIP required tissues/stains.  They will have to retrieve the correct tissue, cut and appropriately stain their assigned tissue slide.
	These slides will be viewed by the manager or supervisor and feedback will be given to the histotechnologist.  If necessary, the histotechnologist will repeat the assigned tissue slide until an acceptable result is achieved.

	3
	Each year the equipment operation/maintenance assessment should be observed by a designated assessor and when completed with 100% accuracy, should be checked off as “satisfactory” and be signed and dated by the assessor.  
	The assessor will be the manager or supervisor of the histology department.  If necessary, teaching and coaching will be given to any technologist unable to complete a required equipment operation/maintenance until completed by the technologist with 100% accuracy.

	4
	Any portion of the competency assessment that cannot be completed with acceptable results or answers, even after retraining and coaching, may lead to Level 1 performance plan.  All efforts will be made to avoid this situation, including retraining and review of all manuals and procedures.  
	The objective of the process is to ensure all technologists, technicians and lab assistants are competent to do their jobs.  If there is a need, the focus will be on retraining and coaching, not corrective action.  Level 1 performance plan will only be used when all other means of correction are exhausted.
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	Revised step #2 and #6: Each HTL will complete manual special stains throughout the year labeled with stain, date and tech initials.  Stained slides will be submitted to Supervisor for review.  If results are unacceptable after retraining, the tech will be placed into a performance improvement plan. After 1 month, the tech will be retested.  The results of retesting will determine if a Level 1 performance needs to be issued.
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	Removed written test and added that a 20-question test will be uploaded to a computer-based learning module. Removed special stains assessment; added HQIP assessment.
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