STANDARD CORE PERSONNEL DOCUMENT                                                                           Number:  9G642

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G642

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
P34A

TARGET GRADE:
05
FLSA:
Nonexempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:
Yes

KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Practical Nurse, GS-0620-05

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
100%
BFE
Practical Nurse

2ND SKILL CODE:

3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 12/17/02
CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________
PERFORMANCE PLAN CERTIFICATION:

[image: image1.wmf]Rater/Supv.

Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To serve as a practical nurse in one of several areas of a Medical Treatment Facility (MTF) such as a hospital clinic or ward, emergency room, or a similar location.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:  

The organizational goals or objectives of this position are:  

__________________________________________________________________________________________________

DUTY 1:








%
Critical

Performs or assists in the performance of a number of specialized medical and minor surgical procedures.  Prepares the procedure room and medical equipment for the procedure to be performed.  Receives the patient, and reviews his or her medical history.  Uses the nursing process and participates in making nursing assessments.  Prepares and positions patient for the procedure.  Begins monitoring vital signs.  Closely monitors the patient’s condition throughout the procedure, and reports and/or notes changes in his or her vital signs, symptoms, and general physical and emotional condition for inclusion in the patient care plan.   Performs procedures such as electrocardiograms (EKGs), urinary catheterizations, and suctioning of trachea.  Assists in performing exams, procedures, and treatments such as gynecological, gastrointestinal, respiratory, and ENT.  Assists the physician in minor surgical procedures.   Documents the procedures in the patient’s chart.  Monitors and evaluates patient response during exams, procedures, and treatments.  Collects and labels urine, sputum, blood, and stool specimens.  Obtains nasal, throat, and other cultures.  Inserts and drains in-dwelling catheters, removes sutures, changes dressings, irrigates wounds, and performs venipunctures.  Adheres to established aseptic procedures to protect self, other staff members, and patients from unnecessary exposure to infectious agents.  Cleans and prepares equipment for sterilization.  Disposes of infectious and hazardous waste materials in accordance with established procedures.   

STANDARDS:

A.  With few exceptions, prepares the procedure room/equipment in an efficient and timely manner; properly prepares and positions the patient; and effectively assists providers in performing procedures. 

B.  Strictly adheres to established aseptic procedures during medical and surgical procedures.

C.  Complies with established procedures for disposing of infectious and hazardous waste materials.

KSA:  1, 2, 4, 5, 6

DUTY 2:








%
Critical

Administers prescribed medications.   Calculates dosages and administers medications by oral, topical, intradermal, subcutaneous, and intramuscular routes.   Initiates intravenous fluids to include heparin locks and monitors, regulates, and discontinues their usage.  Observes and promptly notifies nurse and/or physician of adverse physical and emotional reactions to the medications.   Exercises control over drugs.  Documents administration of medications in accordance with established charting procedures.

STANDARDS:

A.  Accurately calculates dosages and administers medications, including prescribed intravenous therapy. 

B.  With rare exception, effectively monitors patients for reactions to medications and promptly notifies nurse and/or physician in case of adverse reaction.

C.  With rare exception, properly documents administration of medications.

KSA:  1, 3, 4, 6

__________________________________________________________________________________________________

DUTY 3:








%
Critical

Performs emergency procedures.   Recognizes the nature of emergencies and provides first aid in accordance with emergency protocols.  Initiates and maintains cardiopulmonary resuscitation (CPR) measures if first on the scene, until additional responders arrive.  Furnishes physicians and nurses with requested supplies.  Monitors the patient’s heart and respiration rate.  

STANDARDS:

A.  With rare exception, takes timely and appropriate action in emergency situations. 

B.  With rare exception, effectively assists medical providers during emergencies.

KSA:  1, 5, 6

__________________________________________________________________________________________________

DUTY 4: 








%
Critical

Conducts patient and family teaching.   Teaches patients and family members how patients should perform simple tests for themselves, e.g., blood sugar, hypertension, or urine.  Informs patients and family members about self-care.  Reinforces and reiterates instructions previously presented by the physician or nurse.  Provides input for patient care planning. 

STANDARDS:

A.  With rare exception, accurately and patiently teaches patients and family members how to perform simple tests and how to care for themselves.

B.  Almost always provides accurate input for patient care planning.

KSA:  5, 6

_________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of basic and commonly used medical equipment, supplies, and procedures sufficient to perform duties such as taking vital signs and taking samples. 

2.  Knowledge sufficient to gather and report patient information.  

3.  Knowledge sufficient to prepare and administer commonly prescribed medications, and to recognize adverse medical reactions in patients.

4.  Knowledge sufficient to change sterile dressings and maintain the sterile condition of medical supply items.

5.  Ability to respond to patient emergencies using resuscitative techniques and first aid procedures.

6.  Ability to communicate, both orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position 



Level 1-3
350 Points

-- Knowledge of the common elements of a patient care plan sufficient to provide appropriate verbal information and written facts for a plan of patient care. 

-- Knowledge of standard nursing care procedures sufficient to catheterize, irrigate, suction, and provide chest care, e.g., deep breathing and coughing, to patients.

-- Knowledge sufficient to identify and use equipment, drugs, and supplies properly and to communicate proper use to nurse, medical staff, and family members.

-- Knowledge of standard medical terminology for the human body, physical and emotional reactions, nursing care, pharmacology, and contraindications to medications sufficient to provide and gather information in patient care conferences with nurses, physicians, patients, and family members.

-- Knowledge of pharmacology including proper administration of medications and intravenous fluids, desired action, dosage, and possible side effects.

-- Knowledge of medical facility rules, procedures, and operating instructions including those relating to aseptic procedure.

--  Knowledge sufficient to perform end of day business to include coding of patient’s episode of care by visit, telephone, or other related care.

--  Knowledge of the nursing process sufficient to participate in planning, implementing, and evaluating nursing care in all settings where patient care takes place.

-- Ability to communicate effectively with physicians, nurses, and other staff members. 

--  Ability to perform basic computer skills required for the delivery of healthcare.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The supervisor assigns individual or continuing tasks at the beginning of a shift by outlining generally what is to be done, limitations, quality and quantity expected, deadlines, and priorities.  The supervisor also provides specific instructions for new, difficult, or unusual tasks.  The employee uses judgment and initiative in carrying out recurring tasks independently without specific instructions.   Deviations, problems, or unfamiliar situations are referred to the supervisor for decision or assistance.  The supervisor assures that finished work and methods used are technically accurate and in compliance with established procedures through daily rounds.  Review of the work increases with more difficult tasks if the employee has not previously performed similar tasks.  

Factor 3, Guidelines






Level 3-2
125 Points

Unit policies, practices, and assigned procedures are well known by the employee so that reference to guidelines is rarely necessary.  Other guidelines include the shift report, nursing care plans, and the patient's medical history.  The employee uses judgment in selecting the most appropriate application of guidelines based on the patient's condition and previous instructions.  Unusual developments are referred to the supervisor.

Factor 4, Complexity






Level 4-2
75 Points

Work consists of related steps, processes, or methods associated with support services for physicians performing diagnostic examinations, treatment procedures, patient charting, and patient and family teaching.  Decisions regarding what needs to be done involve various choices requiring the employee to recognize the existence of differences among a few easily recognized situations.  For example, the employee must choose the proper nursing care procedure for the type of treatment requested; and recognize the differences in a patient’s illness in order to provide appropriate patient and family teaching.  In each case, the type of nursing care and the type of patient under consideration determine which steps are to be taken. 

Factor 5, Scope and Effect





Level 5-2
75 Points

The purpose of the work is to provide nursing care that includes patient care, diagnostic support procedures, treatment procedures, patient charting, and patient and family teaching.  The work affects the attitude of patients and contributes to a base of standard nursing care upon which further nursing care may be planned or provided by nurses. 

Factor 6, Personal Contacts





Level 6-2
25 Points

The employee has contact with patients and their family members, nursing personnel, medical staff, and other members within the healthcare delivery system within and external to the MTF.  

Factor 7, Purpose of Contacts





Level 7-2
50 Points

Contacts with patients and their family members are for the purpose of demonstrating how the patient should take care of himself or herself and to advise on proper follow-up care.  Contacts with nursing personnel and medical staff members are for the purpose of coordinating the work of the nursing care team and the medical staff.  

Factor 8, Physical Demands





Level 8-2
20 Points

The work involves long periods of moving about the work unit.   It requires regular and recurring bending, lifting, stooping, stretching, lifting and positioning patients, assisting patients on and off examination tables, and similar activities.

Factor 9, Work Environment





Level 9-2

20 Points

Work involves regular and recurring exposure to infection and contagious diseases.  Standard precautions will be required such as special gloves, gowns, or masks.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  This is a Testing Designated Position.  The employee is subject to random drug testing.

2.  Must be a licensed LVN/LPN and fulfill recertification requirements.

3.  Annual certification in Basic Life Support is required. 

4.  The employee may be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays.

5.  Shift work may be required.

6.  Emergency overtime may be required.  

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
Classification Standard(s) Used:  OPM Position Classification Standard for Practical Nurse Series, GS-0620, TS-69, May 1983.
FACTOR LEVELS AND POINTS:  1-3/350; 2-2/125; 3-2/125; 4-2/75; 5-2/75; 6-2/25; 7-2/50; 8-2/20; 9-2/20

GS-05 Point Range:  855 - 1100

Total Points:  865

Grade: GS-05

CLASSIFICATION REMARKS:  

NOTE(S) TO USERS:  :  Minor changes, including subject matter skill code shreds, may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.  
__________________________________________________________________________________________________
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