

Title III Older Americans Act Program
PERSONNEL FILES MONITORING TOOL

	Agency:
	Date:

	Staff Identifier:
	Review Period:

	Staff Hire Date:
	Staff Job Title:

	
	YES
	NO
	NA
	COMMENTS
	MANUAL REFERENCE

	GENERAL REQUIREMENTS
	
	
	
	
	

	Is there proof of licensure for RN or SW? (if applicable). 
	
	
	
	
	300.4 and 300.20

	Are there signed        confidentiality statements for staff and volunteers?


	
	
	
	
	300.2 #23

	Have background checks been conducted?
	
	
	
	
	300.7.4 

	Is there proof of a valid driver’s license? (if applicable).
	
	
	
	
	300.18.5

	Do home-delivered and congregate meal staff and volunteers have the required food handler’s card?
	
	
	
	
	300.19
















Training Requirements

Section A: Required for all staff providing services and supports with direct contact with service recipients.

· Personal Care
· Homemaker
· Chore
· Nutrition
· Transportation
· Adult Day Care
· IIID
· IIIE Respite

	SECTION A
	YES
	NO
	NA
	COMMENTS
	MANUAL REFERENCE

	Is CPR current?
	
	
	
	
	300.7 

	Is First Aid current?
	
	
	
	
	300.7

	Did staff receive Service Recipient Health & Welfare training?
	
	
	
	
	300.7

	Is HIPAA current?
	
	
	
	
	300.7

	Is Abuse, Neglect and Exploitation Current?
	
	
	
	
	300.7

	Is Universal Precautions current?
	
	
	
	
	300.7

	Is Person-Centered Care and Trauma-Informed Care current?
	
	
	
	
	300.7



Training Requirements

Section B: Required for all staff providing personal attendant type services.

· Personal Care
· Adult Day Care
· IIIE Caregiver Respite

	SECTION B
	YES
	NO
	NA
	COMMENTS
	MANUAL REFERENCE

	Did staff receive Personal Care Skills training?
	
	
	
	
	300.7

























Training Requirements

Section C: Required for IIIE respite staff.

· IIIE Respite

	SECTION C
	YES
	NO
	NA
	COMMENTS
	MANUAL REFERENCE

	IIIE Respite Only
Did staff have the additional training requirements within twelve (12) months of beginning date of employment?
· Communication skills
· Psycho-social needs of service recipients
· Service recipient rights
Role of respite worker
	
	
	
	
	300.21.6

	IIIE Respite Only
Did respite workers receive the dementia care training, The Person Comes First: A Practical Approach to Alzheimer’s Care, prior to providing care.
	
	
	
	
	300.21.6
















	Training Requirements Guide

	Required Training Sections

	Nutrition Employees
	Section A

	Transportation Employees
	Section A

	IIID Employees

	Section A

	Chore Employees
	Section A

	Homemaker Employees
	Section A

	Personal Care Employees

	Sections A and B

	Adult Day Care Employees

	Sections A and B

	IIIE Respite Employees

	Sections A, B and C
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