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STATE OF TENNESSEE

Department of Health

Laboratory Services


EMPLOYEE COMPETENCY



􀀀 Initial Training









􀀀 Semi-Annual Review









􀀀 Annual Review 
Employee _____________________________ 

Trainer ____________________________

Laboratory Support Services   

                          Date______________ 

Using the key below, evaluate the performance of the employee:

Key: S – Satisfactory US – Unsatisfactory N – Needs Improvement NA – Not Applicable
(Attach Comments if employee fails to meet satisfactory performance)  

Direct Observation of Routine Task Performance • Did employee follow Standard Operating Procedures for technical task performance on the following areas in Lab Support Services? 
_____Specimen Handling/Processing – Organization of specimens and appropriate delivery 

_____Media Prep – Media Preparation, labeling, storage, media inventory and delivery
_____Labware – Follows approved GW protocol 
_____QC - Follows approved QC protocol for in-house and commercially prepared media

_____Shipping – Receipt of lab supply requisition, packaging, shipping via FedEx, and kit preparation
Monitor Recording and Reporting of Task Results • Were tasks performed accurately and were laboratory tasks completed in a timely fashion? 
_____Recording of results on worksheets i.e., Media Prep Requisition, Yellow Stat Form, QC Records

Visitor/Chain of Custody Log, and FedEx Tacking Log   

_____Emergency phone notification if applicable 

Review of Intermediate Task Results or Worksheets • Were intermediate tasks, worksheets, and controls evaluated properly to yield accurate results? 
_____Review Quality Control Equipment Records




 

_____Review Media Prep Requisition Sheets 




 

_____Review Preventive Maintenance Records
_____Review Tracking of Commercial Media QC Records

Direct Observation of Instrument Maintenance and Function Checks • Did employee follow the instrument manufacturer’s recommendations and accurately perform the instrument maintenance and function checks as specified in the maintenance manual? 
_____Monitor and evaluate Lab Equipment ___________________ 

Assessment of Problem Solving Skills • Did employee demonstrate sufficient knowledge of the task procedure to determine the root cause of problems and the actions necessary to resolve the issues related to the failed task performance? Create a test, or other documentation to document the employee has adequate knowledge to know how to proceed through all phases of the task.
_____Challenge the employee’s ability to resolve problems through oral or written evaluation
_____Review Problem Documentation Forms if applicable 
Employee:  ________________________________

Date_____________
General Supervisor: _________________________ 

Date_____________ 

Technical Supervisor: ________________________ 

Date_____________
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