
Employee Name:		___________________________________________
Auditor Name:		____________________	Date:	_____________
EMPLOYEE FILE AND EDUCATION REQUIREMENTS – GRID AND AUDIT TOOL
Approved Date:  4/28/09
         Effective Date:  9/21/09
	Topic or Requirement
	Location
	Minimal Required Frequency
	All Nursing DSM codes (currently covered by Healthstream)
	All Clinical DSM codes (see examples in the “Job Table” file at www.hopkinsmedicine.org/jhhr/Managers/JCAHO )
	All Administrative, Finance, HR, IT, Management, Support DSM codes
	Present

	Initial Assessment (Validation of Competence)
	Supervisor
	After 90 days or transfer/promotion
	X
	X
	X
	Yes / No

	Employee Educational Record OR Nursing Developmental Resume
	Nursing: Document education on Developmental Resume.
All others: Document required education on the Employee Educational Record; http://www.hopkinsmedicine.org/jhhr/Managers/EdRecord.pdf .
	Annual with Performance Appraisal
	X
	X
	X
	Yes / No

	License / Certification / Registration (based on job description)
	 If license required by law, primary source verification must be completed and documented in employee file (a copy of the license is not acceptable).
	As required by the governing agency and/or Hospital 
	X
	X
	X
	Yes / No

	Performance evaluations
	Supervisor 
	Annual
	X
	X
	X
	Yes / No

	Signed Job description acknowledgement form
	Supervisor/Central HR
	Must be part of employee file at time of hire or transfer
	X
	X
	X
	Yes / No

	Security Acknowledgement and Confidentiality Agreement
	All workforce members read and sign “Confidentiality Agreement for Workforce Members.”   All workforce members review the “Johns Hopkins HIPAA Security Awareness” handout and the “Johns Hopkins Security Tips” hand out and sign “Acknowledgement of HIPAA Security Awareness and Agreement to Comply” form.
	Orientation
	X
	X
	X
	

	TB Testing
	Occupational Health
	Upon Hire and Annual
	X
	X
	X
	

	Flu Vaccination / Declination
	Occupational Health
	Annual
	X
	X
	X
	

	Mission, Vision, Values
	Content provided in orientation.

	Orientation
 
	X

	X

	X

	

	Patient Rights and Ethics
	
	
	
	
	
	

	Cultural Diversity and Sensitivity
	
	
	
	
	
	

	PI Approaches and Methods
	
	
	
	
	
	

	Impaired Healthcare Worker
	
	
	
	
	
	

	Team building 
	
	
	
	
	
	

	Service Excellence
	
	
	
	
	
	

	HIPAA 
	Go to http://www.insidehopkinsmedicine.org/hipaa/Trainover.cfm  to identify the HIPAA privacy training that is applicable to your new workforce member’s position.
Privacy training courses are available at https://secure.lwservers.net and a list of the online courses can be found on our HIPAA intranet at http://www.insidehopkinsmedicine.org/hipaa/trainwhich.cfm   The workforce member must print a copy of his/her training certificate after completing the courses and it should be retained by his/her manager.  If training is taken in paper form, a copy of the workforce member’s graded knowledge assessment should be provided to and retained by his/her manager. 
	Within first 30 days of employment
	X
	X
	X
	Yes / No

	Patient Safety (adverse event reporting, reporting quality concerns to JC )

All employees sign the “Patient Safety Code of Conduct Agreement” at orientation.
	Content provided in Hospital orientation.

For annual update: Healthstream course or JHM Interactive course “Required Annual Topics for Clinicians” or “Required Annual Topics for Non-Clinicians.”

	Orientation and Annual
 
	X

	X

	X

	Yes / No

	Risks related to Environment of Care
	
	
	
	
	
	

	Emergency management
	
	
	
	
	
	

	Infection control / Hospital Acquired Infections
	Content provided in Hospital orientation.

For annual update: Healthstream course or JHM Interactive course “Preventing Hospital-Associated Infections.”
	Orientation and Annual
	X
	X
	X
	Yes / No

	Fire Safety/Hazardous Materials Training 
	Content provided in Hospital orientation.

For annual update: Healthstream course or JHM Interactive course “Fire Safety and Hazard Communication.”
	Orientation and Annual
	X
	X
	X
	Yes / No

	Anesthesia & Sedation 
	For Orientation:  Healthstream course.

For annual update: Healthstream course or JHM Interactive course “Procedural Sedation for Non-Anesthesiologists.”
	Orientation and Annual per JH policy 
	X
(if applicable to role)
	 
	 
	Yes / No

	CPR/BLS/ACLS as required by hospital 
	Occupational Health
98 N. Broadway, Suite 421
Baltimore, MD  21231
Office 410.955.9343
	Every 2 years
	X
(as defined in job description)
	X
(as defined in job description)
	
	Yes / No

	Point of Care/Waived Testing 
	Written test in Healthstream and QC performance for each POCT
1) POCT Urine Pregnancy (QC at orientation and 1X/yr)
2) POCT Adult Hemocue (QC at orientation and 2X/yr)
3) POCT Accuchek Blood Glucose Meter (QC at orientation and 2X/yr)
4) POCT Gastrocult (QC at orientation and 1X/yr)
5) POCT Hemocult (QC at orientation and 1X/yr)
6) POCT pH Nitrazine (QC at orientation and 1X/yr)
7) POCT Urine Dipsticks (QC at orientation and 1X/yr) 
	Orientation and Annual
	X
(if applicable to role)
	 
	 
	Yes / No

	Needs of the Dying Patient
	Learning packet provided at orientation for non-nursing clinical roles. 


	Orientation 

	
X
(Identified
per job description, competency assessed per performance appraisal.) 

	
X
(Identified per job description, competency assessed per performance appraisal.) 

	
	

	Pain Management 
	
	
	
	
	
	

	Abuse and Neglect
	
	
	
	
	
	

	Procuring/donating organs and other tissues 
	
	
	
	
	
	

	Population served (age specific)

	
	
	
	
	
	

	Fall Reduction Program / National Patient Safety Goal 
	Learning packet provided at orientation for non-nursing clinical roles. 

For annual update: Healthstream course(s) or JHM Interactive course “Required Annual Topics for Clinicians.”
	Orientation and Annual 
	X
	X
	 
Security only
 
	Yes / No

	Restraint & Seclusion 
	
	
	
	
	
	

	Reporting a Change in Patient Condition/RRT
	
	
	
	
	
	

	Blood borne Pathogens
	Content provided in Hospital orientation.

For annual update: Healthstream course or JHM Interactive course “Bloodborne Pathogens.”
	Orientation and Annual
	
Required for all jobs identified in Appendix A and Appendix B in the following policy: http://www.hopkinsmedicine.org/hse/Policies/HSE_Policies/indiv_sections/hse501.pdf
	Yes / No

	NPSG:  Anticoagulation
	For orientation:  Healthstream course.
	Orientation 
	X
	 
	 
	Yes / No

	Central Line Blood Stream Infections
	Content provided in Dept orientation.

For annual update;  Healthstream course.
	Orientation and Annual 
	X
	 
	 
	Yes / No

	Surgical Site Infection
	Content provided in Dept orientation.

For annual update: JHM Interactive course “Surgical Site Infection Prevention for Nurses.”
	Orientation and Annual
	X
	X 
(if applicable to role)
	 
	Yes / No

	EMTALA
	Content provided in Dept orientation.

For annual update: Healthstream course or JHM Interactive course “Complying with EMTALA.”
	 Orientation and Annual
	ONLY required for HAL, ED and L&D staff
	Yes / No
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