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	Record
	Notes

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

	Department orientation checklist
	

	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] 

	Hospital-based employee attesting to their observations of contract personnel competence

	Recent Mandatory education records
· OSHA/Bloodborne Pathogen inservice has been completed within the past year for personnel who may come in contact with blood/body fluids

	Hospital can provide this should the contract company not be able to fulfill this.

	Applicable immunizations:
· Tuberculosis screening has been completed within the past year (TST or questionnaire) 
· Drug testing has been completed 
· Proof of immunity Measles/Mumps/Rubella/Varicella 
· Seasonal flu vaccine 
· Criminal Background Check

	For MMR & Varicella: 
Official documentation of two measles/mumps/rubella & Chicken Pox vaccines
OR
Official documentation of lab work showing immunity.


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.


Agency / Contract Personnel acknowledgement of policy receipt & review


I have received and reviewed the following hospital policies:

· EVS Operating Room Cleaning Policy
· EVS Outpatient Area Cleaning Policy
· EVS Public Area Cleaning Policy
· EVS Public Restroom Cleaning Policy
· EVS Sharps Safety & Needlestick Prevention
· EVS Slips, Trips & Falls Policy
· EVS Sterile Processing Cleaning Policy
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