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Policy: 

  
All clinical Tissue Program staff are provided on-the-job training (OJT), which in combination with the 
other elements of the training program ensures that staff are trained and qualified to perform functions 
relevant to their specific job descriptions and responsibilities as per American Association of Tissue 
Banks (AATB) Current Standards for Tissue Banking. 
 

Process: 

 
General 
 
1. The purpose of this procedure is to describe the OJT component of the training program and 

determination of initial competency for clinical Tissue Program staff. 
 

2. There are three prescribed components of the initial orientation and training of new Tissue Program 
clinical staff: new employee clinical orientation, Clinical Process Instruction (CPI) training, and 
OJT. 

 
3. Trillium Gift of Life Network (TGLN) donation and tissue recovery specific role checklists, individual 

training feedback forms and competency assessment feedback forms are used to document OJT. 
 

On-The-Job Training  
 
4. Training to the job specific tasks is coordinated by the Tissue Program Managers in conjunction 

with the Clinical Specialists.  This phase of training is not as much time driven as it is objective 
based and is often dependent on the frequency with which an individual performs each job function.  
The OJT phase may include, but is not limited to, supervised observation, guided practice with 
trained Tissue Program personnel, demonstrated practice in the presence of a preceptor and a 
final observation by an authorized individual.  The employee in training is expected to demonstrate 
the ability to perform the task or function proficiently and independently.   
 

5. Performance of the task components is documented on Tissue Program department specific 
training and/or competency forms.  These evaluations are reviewed by the Clinical Specialist. 
There must be evidence that task components were independently performed at some point during 
the OJT phase of training.  
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6. Evaluation - After completing the above prescribed training activities, the new Tissue Program 

clinical staff are required to successfully complete the competency evaluations for their specific job 
title.  The minimum score of 80% is considered passing on an initial exam.  If the employee does 
not pass, retraining will be required.  Upon completion of retraining, a re-evaluation will be 
administered with a score of 85% or higher considered passing. 

 
7. The manager shall designate those individuals involved in training new clinical staff.  Typically this 

is assigned to a team lead or a more senior staff member who knows the role well and is skilled at 
training new staff.  The Manager – Tissue, Provincial Resource Center (PRC) or Recovery or 
designate will assign a preceptor for the trainee and ensure that the trainee is appropriately 
supervised on each training session.  All training is documented on the skills checklists (see 
Exhibits 1 and 2) or competency assessment forms and accompanying comments sheet. 
 

8. Upon completion of the orientation portion of the clinical staff training, the trainee will generally 
observe the Tissue Coordinator (TC), Multi Tissue Recovery Coordinator (MTRC) or Tissue 
Recovery Coordinator (TRC) on their first shift. New clinical staff will then commence performing 
duties under supervision, until they are ready to be evaluated and deemed competent for 
independent practice.  

 
9. The preceptor shall document training provided on the applicable skills checklist which must be 

completed on each buddy shift for each trainee.  The preceptor and trainee shall provide feedback 
by the end of the shift in which the training was received to facilitate knowledge transfer on the 
types of training and support required on the next shift.  

 
10. TheCompetency form(s) are  filled out concurrently with each task observed or performed for each 

task (i.e. Enucleation, Pre-& Post Safety or In Situ) These Competency forms are located on 
Sharepoint. 

 
11. The trainee may complete a Preceptor Evaluation Form (see Exhibit 3) for each preceptor involved 

in the OJT process and save the completed form to employee’s training file. This form will be 
delivered to the appropriate Manager - Tissue or designate. These Preceptor Evaluation forms are 
located on Sharepoint.  
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Rating Scale 
 
13. Using a scale of 1 - 4, rate each performance element of the task and assign the appropriate score 

in the rating box on the skills checklist. 

• A rating of 1 - Limited knowledge or ability to demonstrate required competency (not 
competent). 

• A rating of 2 - Demonstrates partial knowledge or ability to demonstrate competency, but not 
in all required aspects (basic or novice). 

• A rating of 3 - Mostly demonstrates knowledge or ability of competency but needs guidance 
occasionally (mostly competent). 

• A rating of 4 – No guidance/prompting required to demonstrate knowledge of or ability to 
perform competency (fully competent). 
 

14. If the trainee scores less than 4 in any of the sections, the preceptor comments in the 
“Opportunities for Improvement” section. 
  

15. A competency assessment may occur once the overall feedback on all performance elements has 
reached a level 4 rating (independent practice).  In some cases, the competency forms are used 
as training forms until the trainee reaches a level 4.   
 

16. In cases, where not all performance elements are deemed at a level 4, the trainee may still be 
deemed competent if there is a minimum of level 3 and they have scored 80% or higher in total. 
 

17. The preceptor shall assess the trainee for competence using the appropriate competency 
assessment tool.  

 
18. Trainees may perform select duties independently for which they have already been signed off, 

even if they have not been signed off for all duties of the role. 
 
19. The manager or designate reviews all training forms and discusses readiness for independent 

practice with the trainee and preceptor as required. 
 
20. The OJT time period may be extended if more time is required to attain competency for 

independent practice. 
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The Employee Training Record  
 
21. Once an employee is oriented, trained, and competent to practice independently, the employee 

training record may be forwarded to the manager or designate of the functional area of the Tissue 
Program for review and approval.  This may be evidenced by a summary report in the employee 
training record. 

 
22. Employee specific training records are maintained for all Tissue Program clinical personnel.  The 

records contain documentation of, but are not limited to, the following: 

• training checklists for new employee and/or an employee with newly assigned tasks.   

• delineation of functions that each employee is authorized and trained to perform.  

• review and training prior to implementation of new and/or revised CPIs. 

• annual review of policies and procedures for which the employee has been trained, including 
safety procedures.  

• attendance at workshops, seminars, meetings, or other continuing education programs. 
 

• Authorized Tissue Staff Signature Record (CSF-9-237) 
 

In-Service Training 
  
23. TGLN provides ongoing training as needed for CPI revisions, new CPIs, donor criteria changes, 

and administrative changes or updates.  Ongoing training to CPI revisions and new CPIs is tracked 
and documented as part of the CPI revision process.  Initial review of these policies is documented 
upon review of new CPIs in iTransplant.  Classroom training (if applicable) shall be documented 
and stored in the employee’s training file.  These records are maintained in Education and 
Professional Practice training file.  
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Records: 

 

 
 
 

 References: 

 

• Standards for Tissue Banking, American Association of Tissue Banks, United States, 14th 
edition, 2017. J2.400. 

 
 
 
 
 
  

Record Name 
Form No.       

(if applicable) 
Record Holder Record Location 

Record 
Retention Time 
(as a minimum) 

Tissue Coordinator 
Training Form 

CSF-9-172 
Education and 
Professional 

Practice 
Training File 

16 years from end 
of employment 

Tissue Recovery 
Team Lead Training 

Form 
CSF-9-175 

Education and 
Professional 

Practice 
Training File 

16 years from end 
of employment 

Preceptor Evaluation 
Form 

CSF-9-165 
Education and 
Professional 

Practice 
Training File 

16 years from end 
of employment 

Tissue Recovery 
Coordinator Training 

Log - Clinical 
Experience Tracking 

CSF-9-177 
Education and 
Professional 

Practice 
Training File 

16 years from end 
of employment 

Authorized Tissue 
Staff Signature 

Record 
CSF-9-237 

Quality/ 
Education and 
Professional 

Practice 

Training File 
16 years from end 

of employment 
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Exhibit 1: Tissue Coordinator Training Form 
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Exhibit 2: Tissue Recovery Team Lead Training Form 
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Exhibit 3: Preceptor Evaluation Form 
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Exhibit 4: Tissue Recovery Coordination Competency Form – Enucleation  
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Exhibit 5: Tissue Recovery Coordination Competency Form – Pre- recovery/ Post-Recovery and 

Safety- Ocular  
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