Regulatory Affairs Program Manager Orientation and Competence Assessment 

Name: ________________________________________________  
															
	Initial Competencies

	Competency Tools/ Educational Material
	Self-Assessment  
(Employee to Complete)
		
1	No experience
2 	Limited experience
3	Can perform independently
4	Ability to teach
	Validation Method(s)
(List all applicable Used)

O	Observation of daily work
D	Discussion	
T 	Teach Back       
	Evaluation Score

1 Below expectations (action plan required)
2 Approaching expectations	(consider action plan)
3 Meets expectations
4 Exceeds expectations
	Date of Completion
	Preceptor Initials


	Survival Skills
	
	
	
	
	
	

	Orientation: 
Read policies and complete checklists for assigned locations
Complete New Employee Orientation modules



	Corporate Responsibility Training and Education (X)

Clinical Competency, Orientation, and Education (X)

Environment of Care and Emergency Preparedness Training/Orientation Checklist 

New Employee Orientation (NEO)- online 5 hours 
	
	
	
	
	

	Access/IT Request:
· Epic PRD: Sign up for Learn module,
· PolicyTech
· Joint Commission Connect (Extranet) 
https://www.jointcommissionconnect.org
· Joint Commission Resources (AMR/tracer) www.softwaresolutions.jcrinc.com
· State Portal/Occurrence reporting
· Sign up for Joint Commission website E-alerts on Extranet
· Regulatory Knowledge Community: Sharepoint 
· AAMI e-Subscription https://esubscription.aami.org/LoginIP.aspx
· AORN Facility Reference Center Guidelines https://aornguidelines.org/
· 
	
*EPIC- take ClinDoc Quality 101 class i

*PolicyTech- register 

*You will need access to:
AMP- TJC
Expense report access
Snag it- self service ticket 
Adobe Acrobat DC- self-service ticket
CHIP- to order business cards and forms
Zoom Pro- self-service ticket
Grammarly
Contract Repository

Update email signature

*Review all sites on the left to ensure you have access and watch any training videos


	
	
	
	
	

	Policy Tech training guide














	Find manual on Teams> Orientation or How Tos> Orientation>PolicyTech
	
	
	
	
	

	Introductions to:
- direct report
CEOs- dotted line report

Site Department Directors, Managers and Leadership. Site specific







	*Schedule meet and greet with C-suite of all assigned hospitals

*Scope of Services policy in PolicyTech- different for every site

Please find in Teams> Regulatory Team> Orientation and How Tos> Orientation> Scope of Service

	
	
	
	
	

	All team members will work together to mentor/precept: 
Assign all sections to be taught by Regulatory Program Managers Team

	Perform all three mock tracers together: 

	
	
	
	
	

	Communication and Teamwork: 
· Attend Team meetings 
· Utilize Team Site for collaboration
	

Teams Site> Regulatory Team

Request access to: Teams> X Regulatory Communication Center (X-wide access)

Private channels utilized for survey communication and private documents
	
	
	
	
	

	[bookmark: _Hlk72846092]Meetings to Attend: The collective team will represent regulatory by attending enterprise level meetings as assigned, meeting with hospital leadership
	
	
	
	
	
	

	The Accreditation Cycle and the Survey Process
	
	
	
	
	

	The application process:
E-App checklist

Tutorial from team member for state website
	
Find application templates, help, and how to documents in the “Licenses and TJC” channel on Regulatory Team

	
	
	
	
	

	Survey Readiness:
On-Site Survey Readiness Checklist
	X Survey Stay Ahead Checklist

	
	
	
	
	

	The On-Site Survey Process: 
How to conduct a Mock Tracer using AMP Tutorial
	TJC tracer tool

	
	T – Required

	
	
	

	Survey etiquette and what to expect
	Working with Surveyors

	
	
	
	
	

	Communication Toolkit
Survey Tools on Teams
	Toolkit Communications example

Survey Roles

Survey Tracking Sheet

What to Do First Hours of Survey- for Quality Directors

X Regulatory Scribe Form

X Survey Stay Ahead Checklist

How to Print Policy Titles List from Policy Tech

Survey End of Day Template

Surveyors have arrived email template

Survey Communication on Teams

	
	
	
	
	

	After Survey: 
Plan of correction and Evidence of Standard Compliance
	
	
	
	
	
	

	Findings: Immediate jeopardy
	
	
	
	
	
	

	All Regulatory activity to be sent to legal every 6 months
	
One team member organizes and emails to her every 6 months
	
	
	
	
	

	Continuous Compliance: 
Comprehensive Organization Assessment
	Conducting a Risk Assessment

	
	
	
	
	

	Regulations
	
	
	
	
	
	

	The Joint Commission Resources Portal
(Edition/AMP/Tracers/Analytics)
	 Joint Commission Resources 
	
	
	
	
	

	CMS
	State Operations Manual
	
	
	
	
	

	State
	
	
	
	
	
	

	Health and Human Services:
Facilities; Mental health, Drug and Alcohol holds
	
	
	
	
	
	

	Occupational Safety and Health Administration
	OSHA
	
	
	
	
	

	Life Safety Code - NFPA 101, Edition 2012
	NFPA.org
	
	
	
	
	

	Performance Improvement
	
	
	
	
	
	

	Improvement Process: 
Current/proposed PI projects
		
Quality and Safety Dashboards

Patient & Family Complaints/Grievances (X) v.2

Occurrence Reporting (X) 

X Brand Portal Joint Commission

Pain Report

	
	
	
	
	

	Complaints and Grievances
	
	
	
	
	
	

	Occurrences 
	
	
	
	
	
	

	Associate and Physician handbook
	
	
	
	
	
	

	Pain Report
	
	
	
	
	
	

	Epic Library reports: ensure that you know how to search the report library and edit reports as needed.
(Quality Assurance Reporting Home)

You can favorite reports that you use on a regular basis by clicking the star. They will appear for you at the bottom of the page. 

You can search for others’ reports and favorites in the search box on the lower right.
	
	
	
	
	
	

	Immediate Jeopardy: 
Triggers/ Surveyor actions and clues
	Immediate Jeopardy

	
	
	
	
	

	What to do for a CMS visit violation
	CMS documents

	
	
	
	
	

	All responses to Legal Dept 
	

	
	
	
	
	

	How to write a Plan of Correction / Evidence of Standards Compliance
	Tips for writing Plan of Correction
	
	
	
	
	

	Improvement Recognition: 
	
	
	
	
	
	

	Leadership (after 90 days) 
	
	
	
	
	
	

	· Setting Boundaries
· Team Facilitation
· Identifying Stakeholders
	
Learn catalog
	
	
	
	
	

	Leadership Structure and Responsibilities: X SharePoint
	
	
	
	
	
	

	Safety Culture: 
Risk Assessment
	Quality and Safety Dashboards

	
	
	
	
	

	Leadership and Performance Improvement: Enterprise PI projects
	
	
	
	
	
	

	X Contracts: 
Evaluation of contracts and vendors
	
	
	
	
	
	

	X Marketing: 
Associate and Physician handbooks, posters, meeting agendas
	
	
	
	
	
	

	Operations and Change Management: Communications
	
	
	
	
	
	

	Staffing
	
	
	
	
	
	

	Sufficient and Well-Trained Staff: 
Education Assessment Survey for managers
	Clinical Competency, Orientation, and Education (X) 

Learn
Elsevier (MVW /reference/ nursing skills)

ePrivilege
Work tools/clinical tools/ e Privilege
HR checklist.xlsx

	
	
	
	
	

	Staff Qualifications and Competencies: Education and attendance Documentation
	
	
	
	
	
	

	Credentialing and Privileging: 
Credentials Review Tracking Worksheet
	
	
	
	
	
	

	Nursing Services: 
Orientation Competency Assessment and Validation Tool
	
	
	
	
	
	

	Care of the patient
	
	
	
	
	
	

	Planning and Coordinating Care
	Plan of Care for Acute Care - Epic (X)
	
	
	
	
	

	Assessment and Reassessment
	Pain Management (X)
 Fall Risk Assessment, Prevention & Management (X)

	
	
	
	
	

	Restraint and Seclusion: Behavioral and Non-Behavioral
Mock Tracer: X Restraints Violent Record Audit
	Restraint or Seclusion: Behavioral (X Template) 
Restraint: Non-Behavioral (X Template)

	
	
	
	
	

	Operative or High-Risk Procedures
	Universal Protocol
	
	
	
	
	

	Patient Rights and Responsibilities
	Advance Directives – no template
Communication Barriers (X)
Informed Consent – no template
Patient & Family Complaints/Grievances (X)
Patient Rights and Responsibilities (X)
Case Management & Discharge Planning (X)

	x
	
	
	
	

	Scope of Services/ Plan of Care
	each hospital has a Scope of Service (some called Plan of Care) and reviewed annually by the Board

Located on PolicyTech (hospitals have different names) 
Found in Regulatory Team> Orientation or How Tos> Orientation> Scope of Services
	
	
	
	
	

	Records and Information Technology
	
	
	
	
	
	

	The Medical Record
	Purpose, Use, and Components of the Medical Record (X) v.3

	
	
	
	
	

	Health Information Security
	
	
	
	
	
	

	Verbal Orders:
Mock Tracer: X Medical Record Comprehensive Audit
	
	
	
	
	
	

	Informed Consent (Site specific)
	 
	
	
	
	
	

	Infection Prevention and Control
	
	
	
	
	
	

	IPC Program and Plan
	 
	
	
	
	
	

	Hand Hygiene: 
Quality and Safety Dashboard
	 
	
	
	
	
	

	Transmission of Infections: 
Environmental Services/Sodexo
	
	
	
	
	
	

	Health Care - Associated Infections
	
	
	
	
	
	

	IPC and EC
	
	
	
	
	
	

	Medication Management
	
	
	
	
	
	

	A System of Processes
		
Pharmacy and Therapeutics (P & T) Committee (X)

	
	
	
	
	

	MM Standards and Other Standards
	Medication Administration and Documentation (X)

	
	
	
	
	

	Medication Errors
	Midas
Medication Occurrence and Adverse Drug Reactions (X)
	
	
	
	
	

	Medication Reconciliation
	
	
	
	
	
	

	Medication Orders
	
	
	
	
	
	

	Medication Equipment and Technology
	
	
	
	
	
	

	High-Alert and Hazardous Medications 
Look-a-like Sound a-like meds
	
	
	
	
	
	

	Other Medication Regulations
	Department of Regulatory Agencies: State Board of Pharmacy
USP (US Pharmacopeia) Compounding Standards)
ISMP (Institute for Safe Medication Practices)
	
	
	
	
	

	The Physical Environment
	
	
	
	
	
	

	Management Plans and Risk Assessments: Environment of Care Management Plan
	Environment of Care PolicyTech (Site Specific)

Load from all hospitals to teams? <insert links here>
	
	
	
	
	

	Safety and Security
	
	
	
	
	
	

	Hazardous Materials and Waste:

	Hazardous Materials and Waste
PolicyTech (Site Specific)
	
	
	
	
	

	Medical Equipment and Utilities
	Utilities Management PolicyTech (Site specific)
<insert links here>
	
	
	
	
	

	Fire Safety and Life Safety: 
Mock Tracer: X Environment of Care Rounds
	Fire and Life Safety PolicyTech (Site specific)
<insert links for each site here>
	
	
	
	
	

	Emergency Management
	Emergency Operations Plan (Site specific)
< insert links to every hospital here>
	
	
	
	
	

	Testing and Transplants 
	
	
	
	
	
	

	Waived Testing: 
	
	
	
	
	
	

	Quality Control Checks: Site specific found in Policy Tech/X Point of Care Testing
	
	
	
	
	
	

	Nonwaived Testing
	
	
	
	
	
	

	Transplants / Donor Alliance / Eye bank 
	Tissue/Organ Procurement and Transplantation Process
	
	
	
	
	

	Other Orientation: 
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Preceptor Signatures

	Initials
	Preceptor Printed Name
	Preceptor Signature

	
	
	

	
	
	



Orientation Extension Action Plan

	Competencies Requiring Extension
	Preceptor
	Comments including rationale for extension.
	Date Completion Required
	Validation Method
	Evaluation Score
	Date of Completion
	Preceptor – Sign Off (Include Initials and Date)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




Attestation and Signature

I attest that I am competent in all above functions with an evaluation score of 3 or 4.


Associate Signature: __________________________________________________________________		Date: ______________________
Orientation Competency Evaluation Tool – HCT 5 04
1
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Regulatory Readiness Core Competencies
