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Policy: 

Technical staff must demonstrate competency in the particular operations for which they have 
received training, including a thorough understanding of the policies, procedures, process controls, 
and regulatory requirements, and to which they are assigned.  As part of maintaining competency, 
technical staff are required to perform an annual review of Clinical Process Instructions (CPI) for 
which they have been trained, including safety procedures and annual attendance at hazardous 
materials training. 
 
Tissue clinical staff shall participate in continuing education, which may include training courses, 
technical meetings, and any other educational programs pertaining to assigned functions.  Such 
participation shall be documented in the training files.  

 

Process: 

 
General 
 

1. The purpose of this procedure is to describe how Trillium Gift of Life Network (TGLN) manages its 
competency and continuing education programs 
 

2. It is the responsibility of TGLN to provide and implement a competency and continuing education 
program.  This includes processing requests for continuing education, providing assistance in 
meeting program requirements, and maintaining all required documentation.  

 
Competency 

 
3. The TGLN preceptor shall assess the staff member for competence prior to independent practice 

using the appropriate competency assessment tool for the particular job function and recommend 
approval for independent practice to the manager or designate.  See Exhibits 2 - 11.  Results of 
the competency assessment and any opportunities for development shall be shared with the staff 
member being assessed. 

3.1 Using a scale of 1 - 4, each performance element of the task will be rated and assigned 
the appropriate score in the rating box on the skills checklist. 

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

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

3.4 A rating of 3 - Mostly demonstrates knowledge or ability of competency but needs 
guidance occasionally (mostly competent). 
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3.5 A rating of 4 – No guidance/prompting required to demonstrate knowledge of or ability 

to perform competency (fully competent). 
 

4. The manager or designate reviews all competency forms submitted by preceptors and approves 
the staff member for independent practice if their score meets expectations. The manager or 
designate will complete the appropriate competencies record and date it (See Exhibits 13-15). 
 

5. 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. 
 

6. The manager or designate reviews all competency forms, discusses opportunities for development 
and confirms any need for retraining with the preceptor as required. 
 

7. Education and Professional Practice archives competency assessment records.  Results of 
competency assessments and any follow up shall be maintained in the training file. 

 
8. Competency assessments of technical staff for the in situ recovery procedure are completed by 

the Eye Bank of Canada (EBC) (See Sample 1) prior to independent practice and henceforth on 
an annual basis.  

 
Competency Exemption 
 
9. Technical staff may be exempt from the competency assessment for one of the following reasons: 

9.1. Technical staff who are trained for an activity that is not a part of their job description or 
regular activities may receive an exemption from competency assessment on the basis that 
they will be required to be retrained before conducting the activity again in the future. 

9.2. Technical personnel who develop a competency assessment and who provide training for 
that competency are exempt from the assessment. 
 

10. To record an exemption, complete the Training Qualification and Exemption Form for the 
applicable staff member.  See Exhibit 11.  The completed form shall be maintained in the training 
file.   

 
Annual Competency 
 
11. An annual competency assessment shall be completed for all tissue technical staff for core job 

functions identified.  The manager or designate is responsible for identifying the core job functions 
to be evaluated.  See Appendix 1 and Exhibits 2 - 10.   
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Continuing Education 

 
12. It is the responsibility of each employee to identify gaps in education and/or need for retraining, 

participate in educational opportunities, once certified to maintain certification as per his/her job 
requirements.   
 

13. TGLN provides educational opportunities in house regularly for Tissue Coordinators (TCs), Multi-
Tissue Recovery Coordinators (MTRCs) and Tissue Recovery Coordinators (TRCs).   

 
TGLN Instructional Personnel 
 
14. Only qualified personnel are to be involved in planning and conducting continuing education 

sessions. 
 

Certificates of Participation/Completion for TGLN Continuing Education 
 
15. All programs or TGLN departmental designates providing in-house or external continuing 

education shall issue certificates for participants that have completed the program or session 
requirements. 
 

16. Education and Professional Practice and/or the tissue administrative team will provide certificates 
upon completion of the education session and submission of an attendance record. 

 
Maintaining TGLN and Accrediting Agency Generated Continuing Education Units (CEU) 
Records 
 
17. Education and Professional Practice will archive attendance and completion records of courses 

held internally and externally. 
 
18. TGLN generated CEUs records shall include:  

• course outline including learning objectives; 

• course handouts and other presentation materials; 

• course evaluation tools; 

• the applicable training packet; and  

• hardcopies or records in a database tracking system. 
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Accrediting Agency CEUs and Recertification 
 
19. CEUs for a Certified Tissue Bank Specialist (CTBS) will be offered when appropriate by the 

approved provider in accordance with the regulations set forth by the American Association of 
Tissue Banks (AATB) Current Standards for Tissue Banking. 
 

20. Employees must apply for AATB CEUs by submitting the appropriate agency application and all 
supporting documentation. 

  
21. The AATB website can be referred to for recertification guidelines. 
 
22. It is the employee’s responsibility to determine the requirements for recertification, obtain and 

retain required CEUs, and submit them as required by the applicable agency for recertification.   
 
 

Records: 

Record Name 
Form No.       

(if applicable) 
Record Holder Record Location 

Record 
Retention Time (as a 

minimum) 

Training Attendance 
Form 

CSF-9-176 
Tissue 

Department 
Tissue 

Department 

16 years after 
termination of 
employment 

Tissue Coordinator 
Competencies 
Assessment 

CSF-9-171 
Tissue 

Department 
Tissue 

Department 

16 years after 
termination of 
employment 

Competency 
Assessment – Pre-

Recovery/Post-
Recovery and Safety 

– Ocular 

CSF-9-222 
Tissue 

Department 
Tissue 

Department 

16 years after 
termination of 
employment 

Competency 
Assessment – In Situ 

CSF-9-158 
Tissue 

Department 
Tissue 

Department 

16 years after 
termination of 
employment 
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 References: 

 

• Standards for Tissue Banking, American Association of Tissue Banks, United States. J2.200 
and J2.300. 

 Competency 
Assessment – 
Enucleation 

CSF-9-159 
Tissue 

Department 
Tissue 

Department 

16 years after 
termination of 
employment 

Competency 
Assessment – Skin 

Recovery 
CSF-9-169 

Tissue 
Department 

Tissue 
Department 

16 years after 
termination of 
employment 

 

Competency 
Assessment – 

Musculoskeletal 
Recovery 

CSF-9-162 
 

Tissue 
Department 

Tissue 
Department 

16 years after 
termination of 
employment 

Competency 
Assessment – 

Osteochondral (En 
bloc) Recovery 

CSF-9-221 
Tissue 

Department 
Tissue 

Department 

16 years after 
termination of 
employment 

Competency 
Assessment – Heart 
Valve, Pericardium 

and Descending 
Aorta 

CSF-9-160 
Tissue 

Department 
Tissue 

Department 

16 years after 
termination of 
employment 

 

Competency 
Assessment – Pre-

Recovery/Post-
Recovery and Safety 

CSF-9-164 
Tissue 

Department 
Tissue 

Department 

16 years after 
termination of 
employment 

 

 Competency 
Assessment - 
Circulator in 
Recovery 

CSF-9-157 
Tissue 

Department 
Tissue 

Department 

16 years after 
termination of 
employment 

 

Training Qualification 
and Exemption Form 

CSF-9-180 
Tissue 

Department 
Tissue 

Department 

16 years after 
termination of 
employment 

 



 SECTION: Clinical 

ID NO.: CPI-9-962 

PAGE: 6 of 21 

ISSUE DATE: June 19, 2017 

ISSUE.REVISION: 1.8 

REVISION DATE: May 24, 2023 

APPROVED BY: Tissue Authority 

Clinical Process Instruction Manual 

Tissue Competency and Continuing Education Process Instruction 

 
Appendix 1:  List of Competency Assessments 
 
Tissue Coordinator 
 

• Professional Communication / Interaction 

• Screening 

• Family Approach / Telephone Authorization 

• Donor Med/Soc History Questionnaire 

• Case Coordination 

 
Tissue Recovery Coordinators 

 

• Pre-recovery 

• Post recovery 

• Recovery Safety 

 

Ocular 

• Enucleation Recovery      

• In-situ Ocular Recovery   

 

Multi-Tissue   

• Skin Recovery                                     

• Heart Valve, Pericardium and Descending Aorta Recovery                                                           

• Musculoskeletal Recovery                                                            
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Exhibit 1: Training Attendance Form 
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Exhibit 2: Tissue Coordinator Competencies Assessment 
 
Page 1        
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Exhibit 3: Competency Assessment – Pre-Recovery/Post-Recovery and Safety – Ocular 
 
Page 1  
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Exhibit 4: Competency Assessment – In Situ 
 
Page 1 
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Exhibit 5: Competency Assessment – Enucleation 

 
Page 1   
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Exhibit 6: Competency Assessment – Pre-Recovery/Post-Recovery and Safety – Multi-Tissue 
 
Page 1  
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Exhibit 7: Competency Assessment – Skin Recovery 
 
Page 1 
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Exhibit 8: Competency Assessment – Musculoskeletal Recovery 
 
Page 1    
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Exhibit 9: Competency Assessment – Osteochondral (En bloc) Recovery  
 
Page 1   
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Exhibit 10: Competency Assessment – Heart Valve, Pericardium and Descending Aorta  
 
Page 1   
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Exhibit 11: Competency Assessment - Circulator in Recovery 
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Exhibit 12: Training Qualification and Exemption Form 
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Exhibit 13: Multi-Tissue Recovery Coordinator Competencies Record 
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Exhibit 14: Tissue Coordinator Competencies Record 
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Exhibit 15: Tissue Recovery Coordinator Competencies Record 

 

 


