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	Record
	Retention Period
	Comments

	Mandatory
	Current job description  
	Keep permanently
	Also required for contract / agency staff

	
	Current Primary source Verification of all required Licensure, Registration or Certification as per the job description
	Most recent
	

	
	Department orientation checklist
	Keep permanently
	

	
	Initial competency assessment [footnoteRef:1] (orientation skills checklist / flowsheet /      record of completion) [1:  See directive in instances where initial competency assessment / orientation checklist is found to be missing] 

	Keep permanently
	

	
	Annual Competency Validation
(not applicable for new-hires)
	Keep permanently
	

	
	Recent Mandatory education records
	Keep permanently
	

	
	Performance evaluations [footnoteRef:2] [2:  If performance evaluations are kept online, ensure access is established so evals inspectors can be verify  
   completion
] 

	Ensure ability to review if requested
	

	
	Any Performance Improvement Plans / Corrective Action notifications
	Keep permanently
	

	Optional
	Initial job offer letter
	If available
	

	
	Payroll correction forms
	Most recent 2 years
	

	
	Attendance records
	Most recent 2 years
	

	
	Scheduling requests
	Most recent 1 year
	

	
	Recognitions/ awards
	Optional
	



Practice issue: the manager should be able to produce these records within 15 minutes.
Important point: Files found to have missing orientation / competency checklists
All employees hired into positions in perioperative departments complete a department orientation, as evidenced by an orientation / competency checklist that is signed by the designated party responsible for ascertaining competence.  
Unfortunately, due to instances of department relocations over a period of years, some longer-term employee files may be accidentally misplaced or destroyed.  In instances where employees are missing their initial orientation / competency checklist, the following steps should be taken by department leadership:
1. Obtain the latest copy of the new employee orientation /competency checklist.
2. The contents should be reviewed by both the employee and the designated educator / leaders responsible for competency assessment.
3. Both the employee and leader should sign the document sections acknowledging competence, dating the document with the current date.
a. Do NOT back-date the document to the employee’s date-of-hire.
4. If the employee’s position is involved in performance of procedural cases, include a case list report showing cases performed by the employee during the past fiscal year.
5. Retain this document in the department employee file along with the other mandatory employee records.

