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		Personnel Record Compliance Tool
5122-29-07 Forensic Evaluation Service
5122-26-06 and 5122-29-30
			
	[bookmark: _GoBack]Provider Name: 
	Provider #
	☐  Initial Survey         ☐ Renewal Survey 
☐  Validation Survey  ☐ Complaint Based Survey  

	Provider Address:
	

	Surveyor: 
	Date(s) of Survey: 

	Record ID #:
	Record ID #:
	Record ID #:
	Record ID #:
	Record ID #:

	Hire Date:
	Hire Date:
	Hire Date:
	Hire Date:
	Hire Date:

	Position:
	Position:
	Position:
	Position:
	Position:

	Credentials:
	Credentials:
	Credentials:
	Credentials:
	Credentials:



		KEY:  C- Compliant   NC- Not Compliant   NA- Not Applicable

	
	Record #

	Record #
	Record #
	Record #
	Record #

	5122-29-30 Eligible providers and supervisors 


	(B)

	Licensed, certified or registered individuals shall comply with current, applicable scope of practice, supervisory, and ethical requirements identified by appropriate licensing, certifying or registering bodies
	☐C  ☐NC  ☐N/A   note:


	 ☐C  ☐NC  ☐N/A   note:


	☐C  ☐NC    ☐N/A     note:


	☐C  ☐NC ☐N/A      note:

	 ☐C  ☐NC  ☐N/A   note:


	5122-26-06 Human Resources:  Purpose: The purpose of this rule is to ensure that each provider has a human resources management program and develops written personnel policies and procedures which include the provisions of this rule.

		(D)(7)
	Staff must complete training on the following topics as part of the staff orientation program:




	(D)(7)(a)
	Employee and client safety, including safety procedures in rule 5122-26-12 of OAC
	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:


	(D)(7)(b)
	Provider's mission, vision and goals

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:


	(D)(7)(c)
	Characteristics of the population served

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:


	(D)(7)(d)
	Sensitivity to cultural diversity



	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:


	(D)(7)(e)
	Provider policies and procedures, including personnel policies, and those specific to individual job duties


	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:


	(D)(7)(f)
	Confidentiality policy




	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:


	(D)(7)(g)
	Reporting abuse and neglect policy and procedures





	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:


	(D)(7)(h)
	Client rights 




	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:


	(D)(7)(h)
	Grievance policy and procedures.





	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	(D)(8)
	The agency shall ensure direct service and supervisory staff participate in staff development education and training. Training may be provided by direct supervision, attendance at conferences and workshops internal and external to the provider, on-line training, educational coursework, etc. Training shall:

	(D)(8)(a)
	Maintain or increase competency;


	☐C  ☐NC  ☐N/A   note:

	☐C  ☐NC  ☐N/A   note:   
	☐C  ☐NC  ☐N/A   note:

	☐C  ☐NC  ☐N/A   note:

	☐C  ☐NC  ☐N/A   note:


	(D)(8)(b)
	Include topics specific to population served


	☐C  ☐NC  ☐N/A   note:

	☐C  ☐NC  ☐N/A   note:

	☐C  ☐NC  ☐N/A   note:

	☐C  ☐NC  ☐N/A   note:

	☐C  ☐NC  ☐N/A   note:


	(D)(8)(c)
	Ensure culturally competent provision of service

	☐C  ☐NC  ☐N/A   note:

	☐C  ☐NC  ☐N/A   note:

	☐C  ☐NC  ☐N/A   note:

	☐C  ☐NC  ☐N/A   note:

	☐C  ☐NC ☐N/A    note:


	(G) 
	(3) Each personnel file shall include the following content:

	(G)(3)(a)
	Identifying information and emergency contacts
	☐C  ☐NC  ☐N/A    note:


	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC   ☐N/A   note:

	(G)(3)(b) 
	Application for employment or resume


	☐C  ☐NC  ☐N/A    note:


	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC   ☐N/A   note:

	(G)(3)(c)
	Verification of credentials from professional regulatory boards in Ohio, if applicable, including either electronic verifications or copies of current professional licenses, certifications, or registration

	☐C  ☐NC   ☐N/A   note: 

Credential:
Expiration date:


	☐C  ☐NC  ☐N/A   note: 

Credential:
Expiration date:

	☐C  ☐NC   ☐N/A   note: 

Credential:
Expiration date:


	☐C  ☐NC   ☐N/A   note:

Credential:
Expiration date:

	☐C  ☐NC   ☐N/A   note:

Credential:
Expiration date:


	(G)(3)(f)
	Notification of hire, to include start date and position
	☐C  ☐NC  ☐N/A    note:


	☐C  ☐NC  ☐N/A    note:
	☐C  ☐NC  ☐N/A    note:
	☐C  ☐NC ☐N/A     note:
	☐C  ☐NC  ☐N/A    note:

	(G)(3)(g)
	Job or position description, to include job title 





	☐C  ☐NC   ☐N/A   note:


	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC  ☐N/A    note:

	(G)((3)
(g)(i)
	Supervisor to whom the person holding this position is responsible.


	☐C  ☐NC   ☐N/A   note:


	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC  ☐N/A    note:
	☐C  ☐NC  ☐N/A    note:
	☐C  ☐NC   ☐N/A   note:

	(G)(3)(g)
(ii)
	Duties or responsibilities




	☐C  ☐NC  ☐N/A    note:


	☐C  ☐NC  ☐N/A    note:
	☐C  ☐NC  ☐N/A    note:
	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC  ☐N/A    note:

	(G)(3)(g)
(iii)
	Minimum qualifications for the position (knowledge and skills)


	☐C  ☐NC   ☐N/A   note:


	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC  ☐N/A    note:
	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC   ☐N/A   note:

	(G)(3)(g)
(iv)
	Credentials and academic requirements, if applicable




	☐C  ☐NC   ☐NA    note:


	☐C  ☐NC   ☐NA    note:
	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:


	(G)(3)(g)
(v)
	Positions supervised by person holding this position, if applicable


	☐C  ☐NC   ☐NA    note:


	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:


	(G)(3)(h)
	Compensation documentation, if applicable
	☐C  ☐NC   ☐NA    note:


	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:


	(G)(3)(j)
	 Performance evaluations (in accordance with agency policy)
	☐C  ☐NC   ☐N/A   note:


	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC  ☐N/A    note:
	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC  ☐N/A    note:

	(G)(3)(l)
	Documentation to reflect that the employee has received a copy of the policies and procedures identified in paragraph (D)(7) of this rule and has agreed to abide by each of them


	☐C  ☐NC   ☐N/A   note:


	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC  ☐N/A    note:
	☐C  ☐NC   ☐N/A   note:
	☐C  ☐NC  ☐N/A    note:

	(H)
	Documentation that the employee has received copies of the written policy/procedure for handling cases of staff neglect and abuse of persons served
	☐C  ☐NC    ☐NA    note:


	☐C  ☐NC    ☐NA    note:
	☐C  ☐NC    ☐NA    note:
	☐C  ☐NC   ☐NA     note:
	☐C  ☐NC   ☐NA     note:

	5122-29-07 Forensic Evaluation Service 
Individual staff who perform forensic evaluation services shall have current training and/or certification, with documentation in their personnel files, in the following:

	(J)(1)
	 All staff who perform forensic evaluation services shall have training and continuing education relating to the legal and behavioral health issues involved in the services they provide  
	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:


	(J)(2)
	 All persons who perform forensic evaluation services listed in paragraphs (B) (1) to (B) (19) of this rule shall provide written documentation of at least twenty-four hours of training every three calendar years that is specific to the forensic behavioral health area
	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:

	☐C  ☐NC   ☐NA    note:



Notes:
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