Job Aid: General Guidelines for Personnel File133
Material to Include in a Personnel File

· Education / Training
· Documentation of all education & training including:

a. Preservice

b. In-service

c. Continuing Education

· Employment History

· Recruiting / Job Application / Interview report 
· Summary of experience
· Screening / Verification

· Contract – including dates of employment
· Orientation Checklist 
· Receipt of Handbook

· Job Description 
· Certification & Licensure (if required)

· Performance Management

· Performance review – New employees within first 6 months
· Performance review – Annual for all employees

· Commendations
· Thank-you letter

· Comments regarding staff on customer satisfaction surveys
· Work-related incident and/or accident

· Discipline

· Competency Assessment

· Assessed on his/her assigned duties
· Wage, Salary, and Benefit Information

· Human Resource Information

· Curriculum Vitae or Resume

· Diplomas / Certificates

· Contact Data

· Demographic information

· Employee Health Services

· Shifts & Staffing Patterns

Material to Omit from a Personnel File

· Medical Records (Always consult specific country policy; however, in general, it is best to keep medical records separate from the personnel file.)
· Unsupported opinions
Orientation Checklist for New Employees (example)
Name: 





 Job title: 






Date hired: 

 Orientation completion date: __________ Mentor assigned 




Within the first 30 days of employment, the following areas must be covered:

1.
Hospital Orientation completed (date) 




2.
Personal locker and laboratory coats/ PPE issued 







3.
Reviewed job description and performance standards _________________ 
4.
Employee has completed HR paperwork and has ID________________

5.
Explained probationary period and orientation/evaluation procedure __________ 
6.
Explained employee performance appraisal system and review date__________________ 
7.
Explained training and regular work schedule ___________________________

8.
Placed employee's telephone number/address on section phone list 


         
9.
Prepared and explained employee’s personnel file (access, what's kept) ___________

10.
Read and discuss administrative procedures and policies in the general administrative manual of the department including:

A.
Lab dress code:

                             

                               

B.
Disciplinary policies:
                        

                                     
D.   Attendance and Work Schedule: _________________

E.   Overtime Approval:                        
                   
F.   Leave requests:
             _____

G.  Clock In/Out and Payroll Procedures: _____________

H.  Release of information and patient confidentiality: ________________

11.
Gave tour of facility:   

    A.
 Laboratory tour:

 I.
Fire exit plan (evacuation routes)





                  
      ii.
Each department in the laboratory





                    

     iii.
Restroom/Locker facilities

     iv.
Pathologists, Lab Manager/Directors, Lab employees introduced

12. Provided training on all quality policies including the Quality Policy and how it relates to their job.


_______

13.
Reviewed customer service expectations with employee __________

14.
Reviewed Occurrence Reporting System___________

15.
Provided computer orientation and training: 

A.
Employee received sign-on policy and password _______________

B.   Employee was trained on general LIS procedures ________________

16.
Reviewed Occupational Health and completed all paperwork, including immunizations, with employee __________

17.
Reviewed continuing education and professional development expectations with employee __________

Laboratory Safety Orientation Checklist
Before assignment to a testing/patient area, the employees must have performed the following:
1.
Read and reviewed safety manuals and policies:

A. Standard Precautions / Exposure Control Plan / Infection Control / Exposure control plan (if applicable), Common symbols

B. Chemical Hygiene Plan 


C. Fire safety/evacuation procedures/RACE  

D. Received training on formaldehyde

E. Received fit-testing (if applicable)

 

F. Training on TB Exposure Control Plan

2.
Reviewed safety procedures:

A.
Proper hand washing

B.
Gloves (on, off, disposal)

C.
Lab coat laundering

D.
Sharps precautions 

· Sharps precautions

· Use of safety needles/devices


· Sharps disposal

· Broken glass/blood spill clean-up

E.
Labeling/handling/storage chemicals/carcinogens

F.
Disposal of biohazardous materials

G.
Chemical spill clean-up

H.
Handling of mercury spills

I.
Basic electrical safety

J.
Formaldehyde spill clean-up


H
Handling of gas cylinders

 3.
Reviewed the location and use of laboratory safety equipment:

A.
Fire extinguishers (employee can use adequately)/PASS
B.
Fire blankets

C.
Fire alarm "pull-stations"


D.
Chemical spill kits; sorbent pillows for formaldehyde

E.
Eyewash

F.
Safety shower

G.
PPE (e.g. goggles/gloves) required for each task

H.
Flammable/acid cabinet


I.
SDS sheets

J.
Safety hoods (chemical and biological)
I have read and understand all of the information presented in the laboratory orientation packet.

Employee's Signature





Date

The above employee has satisfactorily completed all areas of orientation.

Section Supervisor’s Signature






Date

Completed Orientation Checklists must be returned to the Quality Officer within two months of hire date and will be maintained in the employee’s personnel file.
Please note: the checklist must be document controlled.  The record created must adhere to record control.
Job Description Example
	I.     Job Title: 
	 

	II.    Personnel 
       Qualifications:
	 

	III.   Location:
	 

	IV.  Responsible To:
	 

	V.   Purpose of the Job:

	

	VI.   Main Duties and Responsibilities:

	All duties will be performed according to written procedures and after appropriate training / assessment.   
•
•
•

	VI.   General Responsibilities:

	• Ensure compliance with the Laboratory's Quality Management System (QMS).
• Report any nonconformity or defect identified.
• Comply with the Laboratory Safety Policy at all times.
• Comply with the Laboratory's confidentiality and ethics policies as they apply to   information obtained while performing job duties.

	VIII.  Performance Monitoring:

	This job description reflects the present requirements of this position.  If duties and responsibilities change, the employee will be notified in accordance with the personnel policy. 

	Employee 
Signature:
	Date:
	Management Signature:
	Date:

	 
	 
	 
	 


(adapted from Burnett, 2013, Figure 5.11)
Position of the job within the parent organization (legal entity) or hierarchy, (e.g. Department of Clinical Pathology , Laboratory, Biochemistry).








Job title to which this job reports to and is overseen by.(e.g. Quality Manager, Hematology Section Supervisor)





Provide a brief description describing the main aspects of the job.





Consider dividing into different subsections, such as:


Technical Duties


.


.


.


General Duties 


.


.





Begin each duty or responsibility with an action verb (sort, obtain, deliver, etc.). 





Since this area applies to every job title, include it on every job description.  





Highlight that the job description may change based on organizational needs.  This is normally discussed and communicated with the employee during their staff performance review.





The template for a specific job title will need to be document controlled.


The signed record will need to adhere to the record control processes . 








