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POLICY

NAME:



HEALTH CARE AIDES PERSONNEL RECORDS
DEPARTMENT:

PERSONNEL

EFFECTIVE DATE:

SEPT. 10, 2014
1. Personnel records will contain the following:
Resume, cover letter and supporting documents

References

Criminal Record Check

Interview Record

Training Certificate

Offer of Employment Letter

Orientation checklist

Signed Confidentiality Record

Signed Staff in Good Standing Policy

Probationary Evaluation

Yearly Performance Evaluations with list of education taken during year.
List of gifts received from clients
MAP Training – copy of MAP Trainer’s pass/fail for lodge&/community.

Food Safety training proof

Staff emergency contact form

Driver’s License - yearly
Proof of Third Party Liability Insurance – yearly – Recommended $2 000 000.00
TD-1 and TD-AB-1 for payroll - yearly
2. All employee records will be kept indefinitely.
3. Employee files will be accessible to the employee in the presence of the Executive Director.

4. Employee files are updated as necessary and reviewed at least annually at the time of the employee’s yearly evaluation.

5. Employee files shall be protected under F.O.I.P. (must be kept in a locked cabinet at all times under the supervision of the Executive Director).

Revised/Reviewed Date:  May 30, 2019
This policy shall be reviewed at the discretion of the Board but at least annually.

