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Documentation Issues Top List of
OSBN Program Survey Visit Findings

Continued on reverse.

Incomplete documentation, or a
   lack thereof, is the most common
item found by OSBN CNA Program
Consultant Debra Buck, RN, during
her regular survey visits.  Buck says
training programs can prevent most of
the issues by maintaining records to
show that they have met the Oregon
Administrative Rules found in Divi-
sion 61 of the Nurse Practice Act.
(Current copies of Division 61 are
available from the OSBN website at:
www.oregon.gov/adminrules.)

“Written policies on attendance,
behavioral expectations, course
requirements, criminal history checks,
dress code and the administration of
exams should be readily available,” says
Buck.  Those policies (listed in OAR
851-061-0110(1)(c)(G)) should be
reviewed and updated at least every
two years.

Documentation to
support the orientation
and evaluation of the
instructors and precep-
tors also should be
available for review
during a survey visit.
In addition, documen-
tation should support
that students have
completed both the
required course con-
tent and number of
hours.  The rules (e.g.:
OAR 851-061-

0090(8)(a)) specify what completion
of a NA Level-1 training course means,
and programs should have a internal
method of documentation to prove the
program is meeting each specification.

Another common finding during
survey visits relates to criminal records
checks.  Programs must provide infor-
mation to students about the OSBN’s
and Department of
Human Services’ criminal history
requirements and policies before the
students are admitted to the program.
In addition, programs must perform
criminal records checks of students
before the start of the program.  “I’ve
seen several programs delay the crimi-
nal check until just

Useful Survey Visit Tidbits
• Only Red Cross or American Heart Association

CPR courses are approved for nursing assistants.
• Training program owners, directors or instructors

should notify the OSBN when an instructor or
program director leaves (call 971-673-0650).

• Do not use “white out” on program files or stu-
dent records.  These documents are legal records;
if a change must be made, cross out the incorrect
data and initial it.

• Use students’ legal names on student records—
not nicknames (i.e. “Elizabeth” instead of
“Lizzie” or “Beth”).
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is published to inform those who train, test and
employ CNAs of current laws relating to nursing,
OSBN policies and activities, and issues pertaining
to the regulation of CNAs and education.

Please call Barbara Holtry, Public Information
Officer at 971-673-0658, with comments.

Survey Visit Findings   continued

before students begin clinicals,” says
Buck.  “That isn’t soon enough.”

The certificates of completion that
training programs give students at the
conclusion of their study also need im-
provement (OAR 851-061-0100(3)).
“Although the certificates do include
all the elements required by rule, in-
structors need to ensure that the num-
ber of classroom and clinical hours,
and the date of completion listed on
the certificate matches the student’s at-
tendance record,” explains Buck.

Buck encourages training program
directors to go through the rules found
in Division 61 not only to
ensure their programs contain all the
required elements, but also to ask
themselves how they will prove it dur-
ing a survey visit.  “Not only do they
need to do a certain thing, but also
verify it in writing that they have done

that thing,” Buck says.
For more information, please con-

tact Buck at debra.buck@state.or.us.

Instructor Training
Opportunities in 2007

License Verification
Available on the Web

Don’t forget—you can verify a
CNA or CMA certificate on the

OSBN website. Visit www.oregon.gov/
OSBN and click on “License Verifica-
tion.”  You can verify if a certificate is
active or not, when it was issued, the
expiration date or if a disciplinary
action has been taken.  Program direc-
tors also can verify that all of their pro-
gram’s instructors’ and preceptors’
licenses are current.  Call 971-673-
0685 for details.

Training opportunties for both
veteran NA instructors and new-

to-teaching instructors are available
throughout the year.

“Educating the Educator,” (aka
“Train-the-Trainer”) provided by Nils
Bollen in Woodburn, is a course de-
signed to provide a comprehensive in-
troduction to adult education for those
new-to-teaching.  The two-day course
focuses on the characteristics and
needs of adult learners, teaching meth-
odologies and delivery modes, and
course design and evaluation tools.
Course fee is $275.  Call Bollen at
503-982-9200 for class dates.

The OSBN’s Instructor Orientation
is a one-day course focusing on the
standards in Division 61 for NA, MA
and CNA Level 2 training programs,
especially the interpretation of those
standards.  New instructors, and expe-
rienced instructors needing a refresher,
are encouraged to attend.

Remaining dates for 2007 are: April
18, June 20, Aug. 22, Oct. 17, and
Dec. 19.  Check the OSBN website
(www.oregon.gov/OSBN/meetings)
for times and locations.

Please Note:
Signatures are required on all

identification used for testing.  To help
guard against identify theft, many
people write “Check I.D.” on their
credit cards and such; this won’t

work for testing purposes.
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