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Personnel File Checklist

Note: Every employeel/staff file should contain the following documents
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Is a personal file available for every staff member?

Does the personal file contain the appointment
letter/appointment order?

Does the personal file contain the staff member's updated
curriculum vitae (CV)/resume?

Are educational qualification certificates available in the
personal file?

Are professional registration certificates/licences (where
applicable) available and valid?

Is verification of educational qualifications and professional
credentials documented?

Are pre-employment health checks documented in the
personal file?

Are pre-employment medical fitness records available?

Are vaccination/immunization records maintained as per
the organization's policy?

Is the employee's job description available and
acknowledged by the staff member?

Are records of orientation/induction training available?

Are mandatory training records maintained and up to
date!?

Are continuing education/in-service training records
maintained?

Are annual performance appraisal records available for the
staff member for every year employment?

Are competency assessment records maintained, where
applicable?

Are clinical privileges documented for clinicians and
nursing professionals, where applicable?

Are privilege reviews/revisions documented at defined
intervals, where applicable?

Are records of promotions, transfers, or change in
designation maintained, where applicable?

Are disciplinary actions or corrective actions documented,
where applicable?

Is the personal file complete, updated, and maintained in a
confidential and secure manner?

o o o o o o o o oo o oo o o o oo o oOog

o o o o o o o o oo o oo o o o o o oOo.g



vt aeraes afte
anefta aporeen afeg Feeeral- saTe e A
QUALITY COUNCIL National Accreditation
OF INDIA “ Board For Hospitals and
| Creating an Esosystom forQualty N A B H - Healthcare Providers

Disclaimer

The content of the E-mitra is intended to serve as a sample and guide for better
understanding the NABH Entry Level Standards. It is not prescribed by NABH as the
exclusive or only way to meet the standards. Healthcare organizations are encouraged to
adapt and modify the materials according to their own scope of services and operational
needs. NABH is not liable for any misinterpretations or errors resulting from the
unmodified use of this material, or for any non-compliance during assessments that may
arise because of such actions.



