Worksheet: Personnel File Record Management
Instruction: Using the Personnel Management Process Map of your own laboratory as reference, write on the space provided on the 2nd column the corresponding records that are to be placed in the Personnel File at the specified step of the process map.  All responses must be based on your own laboratory’s current policies and procedures.
	STEPS
	What Records Are to be placed in the Personnel File?

	
Recruitment, selection, and appointment are performed.
	· ______________________________________________
· ______________________________________________
· ______________________________________________
· ______________________________________________
· ______________________________________________

	
New Staff is Introduced to the organization.
	· ______________________________________________
· ______________________________________________
· ______________________________________________
· ______________________________________________

	
Training Needs are Identified and performed.
	· ______________________________________________
· ______________________________________________
· ______________________________________________
· ______________________________________________

	
Competency is assessed.
	· ______________________________________________
· ______________________________________________
· ______________________________________________
· ______________________________________________

	
Staff performance appraisal is conducted.
	· ______________________________________________
· ______________________________________________
· ______________________________________________
· ______________________________________________

	
Continuing development is conducted.
	· ______________________________________________
· ______________________________________________
· ______________________________________________
· ______________________________________________

	
Termination notice of employment is given.
	· ______________________________________________
· ______________________________________________
· ______________________________________________
· ______________________________________________
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