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1. PURPOSE

This procedure describes the use of Medical Training Solutions (MTS) for administering and tracking competency and training.

2. SCOPE

This procedure applies to all Laboratory staff.

3. RESPONSIBILITY
All employees must understand and utilize MTS in accordance with this procedure.  

Supervisors and managers write and revise custom competency tests, and must ensure staff complies with this procedure.

Other staff members may facilitate the process by editing and loading custom competency tests, assigning tests, and providing compliance reports.
4. DEFINITIONS 

MTS – Medical Training Solutions, web based training and competency system accessed via www.medtraining.org
5. PROCEDURE

A. General Description and Information
1. The system is used for competency, training and continuing education.

2. Custom competency tests are added to the system.  Other portions of competency assessment (direct observation, record review and test performance) will be administered on paper documents.
3. Training updates may be placed on the system in quiz format.

a. One question will ask the user if the revised SOP has been read or reviewed.

b. A copy of the revised SOP will be placed in the training update binders.

c. Additional questions will encompass major revisions to the SOP.

4. MTS contains a training library with modules that cover technical, non-technical and safety areas of the laboratory.  Applicable training may be assigned at the supervisor’s discretion.  Unassigned training modules may also be taken by clicking on the module.
5. Notification of new assignments may be communicated via memorandum or staff meetings.  All employees are expected to log onto the system frequently (a minimum of every two weeks) to check for new assignments.

6. After logging into MTS, the Home screen will display Competency assignments on the left and Training Library assignments on the right.
7. The date completed and score are listed next to the assignment.
8. If the score is in red, it needs to be repeated. Refer to section C.
B. Login instructions

1. The website is accessed via designated PCs within the Laboratory.  It may be available as an icon, saved as a “favorite” on Internet Explorer, or accessed by entering www.medtraining.org in the browser.  

      Note:  The website may also be accessed from an employee’s home computer.

2. Employees are initially setup on the system with 

a. User ID is their employee number.

b. Password is PROV (not case sensitive).

3. Password change:

a. Click on your email address located on the top right corner.[image: image1.png]UNIVERSITY of WASHINGTON
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b. Type a new password.  Click on Save.
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4. The supervisor can reset it as well.  

5. User ID can be changed to an email address (personal or work) by typing it into the ‘Email/User ID’ field and clicking ‘Save’.

C. Test Grading and Failures

1. Passing score is 80% or greater unless otherwise specified.  For each failed question, the employee must print a copy, and review the question with the supervisor.  The supervisor and employee must sign and date the printed document.
2. If an employee fails a quiz (score <80%), the supervisor can reset one time for the employee to re-take (system reviews incorrect answers), after documented retraining on that module.
a. The employee must print a copy of the result and provide it to the supervisor to request reset.
· The Supervisor will discuss incorrect answers and document the discussion on the printout, then resets quiz for employee to retake.

· Both the employee and supervisor or designee must sign and date that they have reviewed the failed quiz.

· File the document in the employee file.

D. System Administrators

1. Manage Users

a. Click the Manage Users tab.
b. Filter by group.

c. Select period.

2. Assignments

a. Click the Manage users.
b. Filter.

c. Select user.

d. Assign or Unassign.

3. Track Progress

a. View Status by Program

1) Select Group and Time Period (MTS utilized a 6 month time frame.

2) Titles listed in blue have been assigned for the time period.  System displays the number of employees assigned, number that have completed and average score.

3) Click on a Title to see list of employees who have completed and their scores.

b. View status by User

1) Select Group, Program and Time Period (MTS utilizes a 6 month time frame).

2) Employees listed have assignments for the time period.  System displays the number of assigned, number that have completed and average score.

3) Click on an employee to see list of assignment titles.  Those that have been completed will display their score and date.

4. Create Reports

a. Select Competency Assessment (or Training Courses)

b. Select a time period and complete, incomplete or all assignments.  Click ‘Next’

c. Choose a Group.

d. Select employees individually or click ‘select all’ if appropriate.  Click ‘Next’.

e. Choose a report format (.PDF or .CSV)

f. Report will display.  Completed assignments will include the date and score.  Incomplete assignments can be identified by the lack of date and score.
g. Reports can be printed and saved.  If the selected format was .CSV, it can be saved as an excel spreadsheet and sorted as needed.

5. Reset Test Scores

a. Select Tools.
b. Select a Group.
c. Click on the employee.  A list of their assignments and scores will display.

d. Click the box beside the title(s), then click ‘reset’.

E. Record Retention

1. User test history is maintained online for the life of the system.

2. Upon resignation, a transcript is printed for the employee and retained in their competency file.
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