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Personnel Records Checklist

	Content
	Standard
	1
	2
	3
	4
	5
	6
	7

	Legally permissible background checks, if applicable
	HR 3.03
	
	
	
	
	
	
	

	Documentation of individual employee recognition
	HR 4.02
	
	
	
	
	
	
	

	Copy of resolution of any grievances filed by the individual
	HR 4.05
	
	
	
	
	
	
	

	Written confirmation of receipt of Employee Policies and Procedures Manual
	HR 5.02


	
	
	
	
	
	
	

	Identifying information and emergency contacts
	HR 7.01(a)
	
	
	
	
	
	
	

	Original job application or employment contract for independent contractors and consultants
	HR 7.01(b)
	
	
	
	
	
	
	

	References verification
	HR 7.01(b), HR 3.02(b)
	
	
	
	
	
	
	

	Credentials verification
	HR 7.01(b), HR 3.02(b)
	
	
	
	
	
	
	

	Interview notes
	HR 7.01(b)
	
	
	
	
	
	
	

	Job Posting
	HR 7.01 (b)
	
	
	
	
	
	
	

	Job description
	HR 7.01, HR 3.01/.02(c)
	
	
	
	
	
	
	

	Documentation of compensation
	HR 7.01(c)
	
	
	
	
	
	
	

	Pre-and in-service training records (training records may be maintained separately)
	HR 7.01(d)
	
	
	
	
	
	
	

	Performance evaluations
	HR 7.01(f), HR 6.01
	
	
	
	
	
	
	

	
Performance evaluations completed annually
	HR 6.01
	
	
	
	
	
	
	

	
Performance evaluations address the following:
	
	
	
	
	
	
	
	

	

Specific expectations defined in the job description
	HR 6.02(a)
	
	
	
	
	
	
	

	

Organization-wide expectations
	HR 6.02(b)
	
	
	
	
	
	
	

	

Assessed progress re performance objectives established in most recent evaluation
	HR 6.02(c)
	
	
	
	
	
	
	

	

Objectives for future performance
	HR 6.02(c)
	
	
	
	
	
	
	

	

Developmental and professional objectives
	HR 6.02(d)
	
	
	
	
	
	
	

	

Recommendations for training and skill-building
	HR 6.02(e)
	
	
	
	
	
	
	

	

Assessment of knowledge and competence re service population
	HR 6.02(f)
	
	
	
	
	
	
	

	
Performance evaluations may include the person’s signature and written comments
	HR 6.03
	
	
	
	
	
	
	

	For independent contractors -- documentation that the organization is monitoring the quality of work performed
	HR 6.04
	
	
	
	
	
	
	

	Documentation of disciplinary action and termination summaries
	HR 7.01(f)
	
	
	
	
	
	
	

	Health information and/or physical exam, if applicable 
	HR 7.02
	
	
	
	
	
	
	

	Evidence that personnel may review, add, and correct the record
	HR 7.04
	
	
	
	
	
	
	

	Exit interview (voluntary)
	HR 7.05
	
	
	
	
	
	
	

	Copy of driver’s license, driving record, insurance, etc., if applicable. 
	ASE 6.03
	
	
	
	
	
	
	

	First aid / CPR certification, if applicable
	TS 2.09
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