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OHIO DEPARTMENT OF ALCOHOL AND DRUG ADDICTION SERVICES
Division of Treatment & Recovery/Quality Improvement & Certification

PERSONNEL CHECKLIST
(OUTPATIENT/RESIDENTIAL)


Program Name: ______________________________________________		Date: ______________________ 

 					UPI# __________________________

1.  ________________________________________________________________________________

2.  ________________________________________________________________________________

3.  ________________________________________________________________________________


	1
	2
	3
	
	

	3793:2-1-03

	
	
	
	(P)(1)
	Employment application/resume.

	
	
	
	(P)(2)
	Notification of hiring, including start date/position/salary or wage. Hired after 2/11.

	
	
	
	(P)(3)
	Verification of current professional licenses/certifications/registrations.

	
	
	
	(P)(4)
	Documentation of education/training/experience to demonstrate competency in providing/supervising AoD services.

	
	
	
	(P)(5)
	Current position description.

	
	
	
	(P)(6)
	Annual performance evaluation.

	3793:2-1-03

	
	
	
	(P)(7)
	Documentation that employee has reviewed and agreed to abide by federal regulations on confidentiality of AoD abuse patient records (42 CFR, Part 2).

	
	
	
	(P)(8)
	Documentation that employee has received a copy and agreed to abide by:

	
	
	
	(P)(8)(a)
	Personnel policies and procedures

	
	
	
	(P)(8)(b)
	Client abuse/neglect policy

	
	
	
	(P)(8)(c)
	Client rights policy

	
	
	
	(P)(8)(d)
	Client grievance procedure

	
	
	
	(P)(9)
	Signed copy of contract, if applicable

	
	
	
	(Q)
	Position descriptions shall include:

	
	
	
	(Q)(1)
	Job title

	
	
	
	(Q)(2)
	Supervisor

	
	
	
	(Q)(3)
	Duties/responsibilities

	
	
	
	(Q)(4)
	Minimum qualifications

	
	
	
	(Q)(5)
	Credentials/academic requirements, if applicable

	
	
	
	(Q)(6)
	Subordinates



	SPECIFIC COMPONENTS (Children/Adolescent Programs)

	3793:2-1-03

	
	
	
	(R)(1)(a)
	Hired after 6/13/04 must be at least 21 years of age

	
	
	
	(R)(1)(b)
	Copy of high school diploma/equivalency certificate.

	
	
	
	(R)(3)
	Copy of BCII and /or FBI report.



	SPECIFIC COMPONENTS (Residential/Halfway House that include childcare)

	3793:2-1-03

	
	
	
	(S)(1)(a)
	Must be at least 18 years of age

	
	
	
	(S)(1)(b)
	Copy of high school diploma/equivalency certificate.

	
	
	
	(S)(3)
	Copy of BCII and/or FBI report.








	SPECIFIC COMPONENTS (Clinical Director)

	3793:2-1-05

	
	
	
	(J)
	Clinical Director has demonstrated experience/education in substance abuse treatment and holds one or more of the following credentials:

	
	
	
	(J)(1)
	(a) Physician

	
	
	
	(J)(2)
	(b) Psychologist

	
	
	
	(J)(3)
	(c) PCC/declared scope

	
	
	
	(J)(4)
	LISW/declared scope

	
	
	
	(J)(5)
	RN/demonstrated experience and/or education

	
	
	
	(J)(6)
	LICDC

	
	
	
	(J)(7)
	Licensed Independent Marriage & Family Therapist/declared scope




	SPECIFIC COMPONENTS (Services Supervisor)

	3793:2-1-05

	
	
	
	(K)(1)
	Treatment services supervisors shall conduct regularly scheduled individual and/or group supervision sessions.

	
	
	
	(K)(2)
	Develop written goals and methods for supervision that are agreed upon with supervisee.

	
	
	
	(K)(3)
	Document what occurred during supervision sessions and progress with supervision goals. 



	SPECIFIC COMPONENTS (Medical/Somatic Providers)

	3793:2-1-08

	
	
	
	(S)(2)(a)
	Medical services shall be delivered by staff credentialed by the Ohio Board of Nursing or the Ohio State Medical Board.

	
	
	
	(S)(2)(b)
	Providers of medical services shall be supervised by an RN or Physician.






	SPECIFIC COMPONENTS (Program Director qualifications)

	3793:2-1-03

	
	
	
	(F)(1)
	Bachelor’s degree and minimum 5 years experience in AoD services or allied profession to include a minimum of 2 years as supervisor    OR

	
	
	
	(F)(2)
	Minimum 6 years experience in AoD services or an allied profession to include a minimum of 3 years as a supervisor  OR

	
	
	
	(F)(3)
	Minimum 5 years business administration experience to include a minimum of 2 years as a supervisor.


		
	SPECIFIC COMPONENTS (Trainings)

	3793:2-1-03

	
	
	
	(O)(2)
	Cultural sensitivity

	
	
	
	(O)(8)
	Staff development

	
	
	
	(Y)(1)
	Infection control

	3793:2-1-08

	
	
	
	(L)(2)(a)
	CPR

	
	
	
	(L)(2)(b)
	First Aid

	
	
	
	(L)(2)(c)
	De-escalation
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