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Policy: 

 
All tissue clinical positions have a training profile that is made up of curricula that, combined with their 
job description, indicates the functions they perform and the training required. 
 
Trillium Gift of Life Network (TGLN) Tissue Program management and Education and Professional 
Practice are responsible for maintaining training profiles for each position and putting together a 
curriculum that supports the functions staff are responsible for performing. 
 
Education and Professional Practice, in conjunction with Tissue Program management, are 
responsible for the coordination and management of training activities such as: 

• new employee orientation 

• annual training 

• process changes 

• continuing education 

• effectiveness checks 

• facilitate development of training materials / content. 

• maintain employee training records (in conjunction with management and employees); and 
periodically report on training compliance. 
 

The Managers, Tissue and Clinical Specialists are responsible for competency assessments 

• collaborating with Education and Professional Practice to develop and maintain training plans and 
curricula relative to positions under their management 

• approving new and revised training plans for employees under their management 

• training or assuring training of employees under their management according to this procedure 

• ensuring completeness and accuracy of records associated with the training program 

• making staff aware of the consequences of the improper performance of their specific jobs 

• making personnel who perform verification and validation activities shall be made aware of 
accidents and errors that may occur and be encountered as part of their job function 

Clinical employees are responsible for understanding the requirements of their training plans; 
participating in training when required; completing training by due date and; managing their 
documentation for the completion of training.  

Training records shall be retained for a minimum of 16 years after termination of employment. 
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Process: 

 
1. The purpose of this process instruction is to describe the Tissue Program employee training system 

and documentation of training.  Employee training is intended to assure all personnel have the 
necessary education, experience, and training to ensure competent performance of their assigned 
functions and familiarity with applicable regulations and standards. 
 

Training Overview 
 
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 on-
the-job (OJT) training. 
 

3. Training methods and resources may include but are not limited to: 

• didactic/classroom: TGLN has several orientation courses for new employees and conducts 
other training that is didactic in nature. 

• online courses: self-administered online courses are used to train in various topics. 

• read and understand: procedures performed by employees must be read and employees must 
sign to indicate comprehension. 

• skills/role specific training: individual training is used to train employees to perform tasks 
requiring discussion, demonstration, observation, performance under supervision, or similar 
individual-based training. 

• periodic skills assessment: individual training may be used to periodically assess employees’ 
ability to perform tasks requiring observation / performance under supervision / demonstration 
of proficiency. 

• quality assurance and electronic systems training 

• other training: other training may include staff meetings, attendance to professional association 
meetings, ad-hoc training, virtual and in person instructor-led training, etc. 

4. Training is documented using a combination of electronic and paper records. 
 

TGLN Orientation 
 
5. All Tissue Program staff participate in the TGLN orientation upon hire.  Clinical staff attend a role-

specific clinical orientation, while non-clinical staff attend a general orientation.  The TGLN 
orientation is coordinated, conducted, and documented by the Education and Professional Practice 
department.  Clinical orientation is conducted during the first week of employment for clinical staff, 
while a general orientation is usually conducted within the first three months for non-clinical staff. 
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Documentation of the completion of the clinical orientation is provided to the manager of the 
functional area and filed in the employee’s training record which is maintained by Education and 
Professional Practice.  
 

6. New employees receive an orientation program that includes meetings with support departments, 
reading and acknowledging comprehension of procedures, online seminars, TGLN orientation 
courses, role specific training, and orientation progress checks. 

 
7. Documentation at the time of orientation includes the orientation grid for new clinical hires 

describing the subjects covered during initial orientation, CPI read and understand checklist, and 
written quizzes and/or competency assessments administered throughout the orientation program 
on specific topics.  These shall be filed in the training records. 

 
8. Employees receive continuing education on an ongoing basis in a variety of forms including but 

are not limited to annual procedure reviews, process changes, TGLN provided training, and 
external training such as professional association education, etc. 

 
9. Periodic skills assessments may be applicable to certain functions to assure proper performance. 
 
10. Employees are trained when processes related to their functions change, in addition to the first 

time they are exposed to a process. 
 

Training Profiles and Plans 
 
11. Training profiles are guiding documents that outline the training requirements for Tissue 

Coordinators, see Exhibit 1, and Multi-Tissue Recovery Coordinators see Exhibit 2 sample. The 
training profile may include but is not limited to: 

• orientation meetings with support departments such as Finance and Human Resources (HR); 

• reading of applicable controlled documents (e.g., process instructions and forms) and 
acknowledgement of comprehension; 

• completion of online or other self-guided learning media; 

• attendance to instructor-presented sessions; 

• completion of core competency checklists; 

• progress checks during orientation period; 

• annual skills/competency assessments; and 

• other training tasks. 
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12. Training plans are utilized as follows: 

12.1. Managers and/or Clinical Specialists and Education and Professional Practice use the 
training plans, see Exhibit 1 and Exhibit 2, as guiding documents for the respective roles to 
set the role expectation and requirements to pass competency or orientation. This plan will 
assist in guiding the employee on what type of activities/components are a requirement of 
the role. 

12.2. Managers and/or Clinical Specialists must approve training plans and changes to training 
plans.  It is the responsibility of the manager and/or Clinical Specialist to make employees 
aware of their training requirements and coach them as necessary. 
 

New Employees 
 
13. HR will notify department leads (i.e., Tissue Program, Education and Professional Practice, 

Information Services, Payroll etc.) of a new employee upon acceptance of the employment offer. 
 

14. The new employee will be assigned a training profile as per the job role. 
 
15. For new positions, the new employee’s management shall work in conjunction with Education and 

Professional Practice to develop a customized training profile.  

 
16. The new employee is responsible for completing the tasks as indicated on the training profile as 

well as any additional training that may be assigned on an individual basis. 
 
Initial Training to Clinical Process Instructions  
 
17. There are lists of required CPI reading for each of the positions of Tissue Program staff.  These 

lists are maintained by Education and Professional Practice, and reviewed annually by the 
manager or designate of the specific functional area (donation or recovery).  New Tissue Program 
staff are instructed in the location of all TGLN and Tissue Program’s CPIs and the accessing of 
these CPI’s electronically.  CPI read and understand sign off coincides with orientation, where staff 
are expected to have completed the initial review of all applicable policies prior to OJT.  Practical 
training to specific job tasks occurs during OJT, many of the CPIs are required reading for training 
of specific job tasks and require re-reading.  
 

18. For practices and forms related to OJT, please refer to the On-The-Job Training - Clinical Staff 
Process Instruction, CPI-9-961. 
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Training Records 
 
19. Training records shall include the following items:  

• a training checklist for new employees or employees with newly assigned tasks; 

• delineation of functions that employees are authorized and trained to perform; 

• documentation of 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 precautions; 

• annual attendance at hazardous materials training; and 

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

 

Records: 

 

 References: 

 

• Standards for Tissue Banking, American Association of Tissue Banks, United States, 14th 
edition, 2017. J2.100 and J2.400. 

• On-The-Job Training - Clinical Staff Process Instruction, CPI-9-961. 
 

  

Record Name 
Form No.       

(if applicable) 
Record Holder Record Location 

Record 
Retention Time (as a 

minimum) 

No records     
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Exhibit 1:  MTRC Training Profile – Sample 
Page 1   
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Exhibit 2: Tissue Coordinator Preceptorship Training Plan – Sample 
Page 1    

 

 


