Location: 5113 S Harper Ave., Ste. 2C
Chicago, IL 60615

Phone: 708+801-8662

MY HOME NURSES Email Address: Nurse@MyHomeNurses.com

PERSONNEL FILE AUDIT TOOL

Date: Auditor:
REQUIREMENTS STANDARD STAFF INITIALS
Date of Hire:
Application HH4-1A.02
Dated and signed withholding
statements HH4-1A.02
Completed I-9 HH4-1A.02
Personnel credentials verified
through Primary Source HH4-2B.01
Verification
TB skin testing
(direct care staff only) HH4-2C.01
Hepatitis B series or signed
declination statement HH4-2D.01
(direct care staff only)
Signed job description HH4-2E.01

Valid driver’s license & MVR
check (if required to transport HH4-2F .01

patient)
Background checks: HH4-2H.01
OIG exclusion list HH4-2H.01

National sex offender
registry
Criminal background check | HH4-2H.01

HH4-2H.01

Evidence of receipt of
Employee Handbook or access | HH4-21.01
to personnel policies

Annual performance HH4-2J.01
evaluations

COVID-19 vaccination HH4-2K
documentation

Evidence of CPR certification

(if required) HH2-68.01
Orientation: HH4-5A.01
Review of job HH4-2E.01

description and duties

Organizational chart HH1-6A

Confidentiality and
privacy of PHI/EPHI

Patient rights HH2-2A

HH2-5A

HHA philosophy HH4-5A.01
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Record-
keeping/reporting HH4-5A.01
Cultural diversity HH2-8B.01
Advance Directives HH2-6B.02
Conflict of interest HH1-4A.01
Professional
boundaries HH4-5A.01
Written policies and
procedures HH4-5A.01
Emergency
Preparedness Plan HH7-3D
Training specific to job
requirements HH4-5A.01
Additional training for
specific populations HH4-5A.01
Quality Assessment
and Performance
Improvement (QAPI) HH6-1D.01
Plan
Communication and
language barriers HH2-8A
Ethical issues HH2-7B.01

Compliance Program HH2-9A.01

Conveying charges for
service

OSHA requirements HH7-6B.01

HH3-4C

Orientation to

equipment as HH7-8A.01
applicable
Incident/variance
reporting HH7-7A.01
Handling of patient
complaints/grievances HH2-4A
OASIS and
documentation HH4-5A.01
requirements

Contents of Employee

Handbook: il
Wages HH4-21.01
Benefits HH4-21.01

Professional
boundaries & conflict HH4-21.01
of interest

Recruitment, hiring,
and retention of HH4-21.01
personnel

Disciplinary
action/termination of HH4-21.01
employment
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Performance
expectations and HH4-21.01
evaluations

Handling of employee

grievances/complaints HH4-21.01

Personnel Requirements:

Competency

assessments

completed prior to

performing duties HH4-6A.01
independently at

orientation and

annually

Competency for

waived testing HH4-6C.01

12 hours of annual
training for direct care
staff

8 hours of annual
training for non-direct HH4-8A.01

HH4-8A &
HH4-8A.01

care staff

Signed Conflict of

Interest Disclosure HH1-4A.01
Statement

Signed confidentiality

statement HH2-5A
Annual observation of

job duties for direct HH4-7C.01
care staff

Administrator HH1-5A
Clinical Manager HH1-6B
Specialized nursing

services HH4-10A.01
Home Health Aide

qualifications HH4-11H
Home Health Aide

training and

competency by HH4-12C
qualified instructors

Home Health Aide

competency evaluation HH4-12G
Personal care HH4-13A

attendants

Annual Training Requirements: | HH4-8A.01

Patient

complaints/grievances HH4-8A.01
Infection control HH4-8A.01
Cultural diversity HH4-8A.01
Communication and HH4-8A.01

language barriers
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m  Ethics training HH4-8A.01
m  Workplace and patient
safety (OSHA) HH4-8A.01

m  Compliance Program HH4-8A.01

m Patient Rights and

Responsibilities HH4-8A.01

Additional State-Specific Requirements:

Additional Agency-Specific Requirements:
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