STANDARD CORE PERSONNEL DOCUMENT                                                                           Number:  9G641

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G641

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
P42A

TARGET GRADE:
04
FLSA:
Nonexempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:
Yes
KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Nursing Assistant, GS-0621-04
DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

MDY
      Medical
1ST SKILL CODE:
100%
3NY
Nursing Assistant

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 10/18/02
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 nursing assistant in one of several areas of a Medical Treatment Facility (MTF), such as a hospital clinic or ward, emergency room, or 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 a range of diagnostic and treatment procedures for patients.  Following established procedures and protocols, sets out and properly uses a variety of medical equipment, associated materials, and supplies such as oxygen and respirators.  Places patient in exam rooms, provides visual and auditory privacy for patient and records vital signs, height and weight.  Assists health care provider during routine examinations.   Also assists in other examinations and diagnostic procedures such as lumbar punctures, and various biopsies.  Positions and drapes patients, sets out prepared instrument trays, and passes instruments to the healthcare provider throughout the procedure.  Collects and labels urine, sputum, and stool specimens.  Prepares and affixes labels and places specimens in appropriate area for special pickup by the laboratory.  Applies hot and cold packs, changes sterile dressings, and gives enemas.  Monitors intravenous (IV) fluids, changes IV tubing, and hangs new intravenous fluids.  Inserts and irrigates catheters and suctions patients as needed.  Retrieves patient information such as laboratory or radiology reports.  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.   Almost always, accurately takes and records patient’s vital signs, height, and weight.

B.   
Routinely provides appropriate patient care and treatment assistance in strict adherence to guidelines and established procedures.
C.  With few exceptions, effectively observes patients and their reactions to procedures and reports findings.
KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________

DUTY 2: 








%
Critical

Performs a range of personal nursing care and support duties.  Performs a range of personal nursing care which includes tube feeding with care given to assure that the tube is properly placed in the stomach and the feeding is given slowly.  Cares for patients in isolation and looks for subtle changes in the patient’s condition such as slight perspiration or slight rise in temperature.  Reports any concerns to an RN or healthcare provider.  Observes the patient’s physical and emotional reactions to nursing care and documents findings.  Performs other personal nursing care such as feeding, bathing, lifting and turning patients.  Assists patients with oral, nail, hair and related hygiene care and other activities of daily living.  Verbally provides information to the supervisor for inclusion in the nursing care plan.  Asks the patient questions from the patient’s admission form and completes it for the chart.  

STANDARDS:

A.  Routinely provides efficient personal assistance to patients and accurate information to healthcare providers.
B.  With few exceptions, promptly reports deviations in reactions or vital signs to the RN or healthcare provider.



KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________

DUTY 3:








%
Critical

Performs emergency procedures.  Recognizes life-threatening conditions in patients and initiates appropriate measures (e.g., cardiopulmonary resuscitation (CPR) or first aid) in emergency situations in accordance with emergency protocols.  Observes patient's physical and emotional reactions to nursing care and documents observations and procedures used.  Recognizes contraindications of medications to include deviations from desired action and takes appropriate action when necessary.  Demonstrates uses of emergency equipment.  Recognizes adverse reactions of medications to include possible side effects and reactions.  Attends emergency procedures training as required.

STANDARDS:
A.  Almost always, closely observes patient’s physical and emotional reactions to nursing care and promptly reports concerns to healthcare provider.

B.  With rare exception, effectively recognizes adverse reactions to medications and takes prompt and appropriate action.

KSA:  1, 2, 3, 4, 5, 6
__________________________________________________________________________________________________

DUTY 4:








%
Critical

Performs a range of patient charting/teaching duties.  Receives and screens patients and provides information necessary to update the Composite Health Care System (CHCS) and Ambulatory Data System (ADS).

Determines patient's physical and emotional reactions to procedures performed and nursing care given.  Tactfully queries patients to determine urgency of problems and obtains medical history.  Documents patient's record, entering information about the patient's condition and progress in the patient’s chart and the nursing care plan according to established procedures.  Maintains and properly uses equipment, materials, and supplies.  Provides instruction and assistance to patients on the use of specialized equipment.  Instructs patients about their role in procedures and pre and postoperative care.  Provides patient information to supervisor and or medical staff for inclusion in the nursing care plan.  Provides instructions to patients concerning medical reactions to care or medicines provided.


STANDARDS:
A.  With few exceptions, accurately documents patient’s records according to established procedures.

B.  Routinely provides effective and thorough instruction to patients on the use of specialized equipment.

C.  Typically provides accurate and timely patient information for inclusion in the nursing care plan.

KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of common rules and procedures typically required to perform basic treatment, diagnostic, and emergency procedures, personal patient care, charting and teaching duties in order to resolve common problems.
2.  Knowledge of commonly used medical terminology, structures and functions of the human body as well as an understanding of illnesses, and diseases.


3.  Knowledge of physical and emotional reactions to be anticipated during diagnostic and treatment procedures, possible contraindications to medication, and the procedures established sufficient to respond appropriately.
4.  Skill in using medical equipment, materials, instruments, and supplies used in diagnostic and treatment procedures.

5.  Ability to gather patient information and to instruct patients on the purpose of procedures to be performed, pre and postoperative care, physician instructions for follow-on care, and possible side effects and reactions to medications.


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

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position 



Level 1-3
350 Points

-- Knowledge of a body of standardized rules and procedures covering patient care sufficient to assist in the performance of diagnostic and treatment procedures such as catherizing, irrigating catheters, and suctioning patients; documenting patient information; and providing instructions and support to assigned patients.
-- Knowledge of a variety of medical equipment, medications, instruments, and supplies commonly used in diagnostic and treatment procedures.
 
-- Knowledge and understanding of the human body structure, function, illnesses, and diseases sufficient to communicate with the nursing and medical staff and to document information in the patient’s record.

 
-- Knowledge of standard medical terminology for the human body structure, function, illnesses, diseases, typical physical and emotional reactions, nursing care procedures, and contraindications to medications sufficient to gather and provide information regarding patient care to nurses, doctors, patients and family members.
-- Knowledge of diagnostic and treatment procedures and terminology sufficient to set out and  pass instruments to the healthcare provider.


-- Skill in gathering patient information during interviews, bringing deviations to attention of healthcare providers, and documenting information in patient charts.  
-- Ability to communicate effectively to report the patient’s physical and emotional reactions for inclusion in patient care plans, relay information to health care providers, and 
explain procedures and instructions to patients concerning follow-on care as well as medications and their possible side effects.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The work is normally assigned at the beginning of the shift and varies depending upon scheduled procedures.  The supervisor assigns work either in writing or verbally with additional instructions on any unusual aspect of the work.  Assignments typically include what is to be done, limitations, quality and quantity expected, deadlines, and priorities.  The employee uses initiative in carrying out recurring tasks independently without specific instructions.  Work assignments may be confirmed in the record without referring to the supervisor.  Deviations and problems not covered in the instructions are referred to the supervisor for help or decisions.  The supervisor asses that finished work and methods used are technically accurate and in compliance with instructions.  More difficult and new assignments receive increased review.

Factor 3, Guidelines






Level 3-1
 25 Points

Specific guidelines covering all-important aspect of assignments are available to the employee.  Guidelines include shift reports, patient care/treatment plan, charting instructions, traditional nursing practices and protocols, medication reference guides, proper lifting and patient care and handling techniques, and the patient’s medical history.  The employee works in strict adherence to the guidelines.  Deviations to established guides must be authorized by the supervisor.  . 
Factor 4, Complexity






Level 4-2
 75 Points

Work requires the performance of a full range of nursing care procedures and techniques in carrying out duties which involve related steps, processes or methods.   Work consists of assisting in therapeutic diagnostic procedures, personal nursing care, emergency procedures, and patient charting/teaching duties.  The decisions regarding what needs to be done involve various choices requiring the employee to recognize the existence of and differences among a few easily recognizable situations. The employee distinguishes differences between assigned patients and varies the nursing care accordingly.  In each case, the employee must choose the sequence of tasks, select appropriate instrument tray depending upon procedure to be conducted, recognize deviations in anticipated responses to procedures and nursing care, determine appropriate information to post on patient charts, recognize the differences in diseases or illnesses, and provide appropriate information to patients or family members.  
Factor 5, Scope and Effect





Level 5-2
 75 Points

The purpose of the work is to provide patient care that encompasses diagnostic and treatment procedures, and contributes to the completion of 
patient charting and instructions.  The work contributes to a base of standard nursing care upon which further nursing care may be planned and/or provided by nurses.
Factor 6, Personal Contacts





Level 6-2
 25 Points

Contacts are with patients and their family members, nurses, physicians, working in the hospital clinic and/or related units. 
Factor 7, Purpose of Contacts





Level 7-1
20 Points

Contacts with patients are for the purpose of assisting in providing a range of diagnostic and therapeutic procedures.  Contacts with registered nurses are for the purpose of providing timely information on deviations in the patient’s condition.  Contacts with doctors are to receive instructions concerning diagnostic procedures.  Contacts with patient and their family members are to gather information and to provide instruction and support.
Factor 8, Physical Demands





Level 8-2
20 Points

The work requires long periods of moving throughout the work area.  The work requires the regular performance of recurring lifting, bending, stretching, and other movements requiring some physical exertion in the normal bathing, dressing grooming, moving and repositioning of patients.  

Factor 9, Work Environment





Level 9-1

 5 Points

Work is performed in a medical environment which involves everyday risks and discomforts, requiring normal safety precautions.

__________________________________________________________________________________________________

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


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

3.  Shift work may be required.

4.  Emergency overtime may be required. 
5.  Must possess and maintain current certification for cardiopulmonary resuscitation (CPD).
_________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
Classification Standard(s) Used:  OPM Position Classification Standard for Nursing Assistant Series, 

GS-0621, TS-53, May 1983, TS-55, August 1981. 

FACTOR LEVELS AND POINTS:  1-3/350; 2-2/125; 3-1/25; 4-2/75; 5-2/75; 6-2/25; 7-1/20; 8-2/20; 9-1/5

GS-04 Point Range: 655 - 850

Total Points: 720
Grade: GS-04

CLASSIFICATION REMARKS:  

NOTE(S) TO USERS: Minor changes, including skill code shreds, may be made to fit local requirements using the existing SCPD number, as long as the changes do not impact the classification or recruitment factors of the position.

_________________________________________________________________________________________________
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