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Department of Health and Human Services 

Competency Assessment For Nurse Consultant
Division/Facility/School:______________
	      Rollover to Banded Class
           New Hire

Annual Assessment              Other:    

	Employee Name:  
                                   Position Number:

	Overall Employee Competency Rating:             Date of Assessment:

      Contributing        Journey        Advanced       

	Banded Position Title:  Nurse Consultant
Current Position Title (if different): 

	Person Conducting Assessment (Please Print):  

Signature:                                                              Date:  
	Employee signature:                                         Date: 
This signature documents that the employee has reviewed the assessment but does not necessarily  indicate agreement. 

	HR mgr or designee:                                           

Signature                                                               Date:                        
	Division/Facility/School Director or designee                     

Signature                                                            Date:


	Employee’s Description of Work (from the position description): 
Excerpted from Contributing Level Role Description for example:
Under close supervision, positions in this class participate in consultation activities, which may include surveying, inspecting and monitoring.  Employees function as skilled practitioners and case managers where the caseload is characteristically more complex, unstable, requiring in-depth assessment, diagnostic procedures, and nursing intervention and may be referred by other nursing staff.  They may perform consultant activities in one segment of an assigned program.




For New Hires and any other career banding salary decisions, complete and attach a salary decision worksheet. 

Instructions for Assessing Competency Levels

Important Note: All Hiring Managers and Supervisors must complete training before being authorized to assess employee competency levels. The following instructional notes are reminders from the classroom sessions.

Purpose: Complete this assessment to determine an employee’s overall competency level of contributing, journey, or advanced for a banded position. The level of the position should already be set based on your work unit’s organizational needs. 

Section 1: Complete applicable blocks and sections depending on the type of competency assessment you are completing. You will be checking the “Overall Employee Competency Rating” and getting the signatures after you complete the rest of the form.

Employee’s Description of Work: Insert the description of work from the employee’s up-to-date position description.
Competency: Review the current job description and competencies listed on the competency profile for this banded class. 

Documentation of Demonstrated Competencies: As you review the employee’s records (workplans, STARs, etc.) and other methods of evaluation (supervisor observance, monthly reports, etc.), write 3 to 4 summary statements for each competency to document the employee’s demonstrated competency levels. Note: If the employee is not consistently demonstrating a competency in the current position, you cannot rank the employee’s competency level based solely on the employee’s “ability to” demonstrate a competency or obtaining a certification or training.
Special Note for New Hires: Review the application and interview notes on the applicant’s history of demonstrating the competencies required for the position. In some cases, you will be able to readily link past experience to match the competencies needed but in other situations, you may have to use your best judgment on the expected competency level of the applicant. Remember to plan ongoing measurements during the probationary period to confirm or change the newly hired employee’s preliminary competency levels at their probationary review.

Initial Level: After writing your documentation, check the level that best fits the employee’s competency level for each competency listed.
Supervisor Comments:  Document any objectives, expectations, opportunities for competency development, problems, and/or deficiencies not captured in the competency documentation. Enter the banded class title and check the overall competency level (based on the employee’s level on the majority of the competencies).  Get the required signatures on the form. The original should be maintained in the departmental personnel file. Forward a copy of the document to your local Human Resources Office.  Keep a copy for yourself and give one to the employee.
Other Required Form: If you are completing this assessment on a new hire or to recommend a salary increase for an employee in a banded class, you must also attach a Salary Decision Worksheet.
Note: See the Competency Assessment Guide for Rollover to Banded Classes for more details on the process for assessing employee levels at the time of rollover to banded positions

	Competency 


	Documentation of Demonstrated Competencies


	Initial Level



	Technical Knowledge:
Knowledge of unit organization and standard operational procedures.  

Knowledge of basic nursing principles and techniques for medical, surgical and mental health practices.  

This includes the nursing process (assessment, planning, implementing and evaluation), medication administration, patient education and emergency care.  

Basic knowledge of principles and practices of state and federal standards, certifying and accrediting bodies, guidelines, and regulations applicable to area of assignment.
	
	Contributing  X
Journey       (
Advanced    (

	Critical Thinking:
Gathers, compiles, and performs preliminary analysis on data.
 Conducts on-site surveys or program audits (in area of expertise), individual surveys, or investigation of complaints.

	
	Contributing X
Journey       (
Advanced    (

	Competency 


	Documentation of Demonstrated Competencies


	Initial Level



	Client/Customer Service:
Ability to establish appropriate continuing care referrals based on severity of illness, appropriateness and intensity of clinical support services provided.

 Ability to approach job as an opportunity to assist the facility in improving systems and processes. 

 Ability to use a friendly, informative, helpful and non-punitive approach.  

Ability to provide services in a timely manner.
	
	Contributing X
Journey       (
Advanced    (

	Consulting/Advising:
Ability to consult with physicians and other health care members regarding treatments and procedures rendered and the documentation of care.

	.


	Contributing X
Journey       (
Advanced    (

	Competency 


	Documentation of Demonstrated Competencies


	Initial Level



	Coaching/Mentoring:
Ability to provide patient and family education on disease processes, treatment and self-care. 

 Ability to instruct subordinate staff on patient care and daily routines.
	
	Contributing X
Journey       (
Advanced    (

	Communication:
Ability to communicate medical information to patients/clients/families at all levels of understanding using layman’s terms.

 Ability to explain to patient/client/families prior to and during the performance of a procedure. 

Ability to communicate with facility staff in a manner conducive to performance improvement. 

 Skill in observing behavior and mannerisms. 

 Ability to actively listen.
	
	Contributing X
Journey       (
Advanced    (

	
	
	







SUPERVISOR COMMENTS:    




















EMPLOYEE COMMENTS:








