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	Name of Organisation 


Notes

This list should be understood with the organisational Documentation and Record Keeping Policy which offers information on how long documentation should be kept and specifics on secured record keeping.
1. What should be in a staff file?

1.1. Application Form / C.V

1.2. Letter of Appointment

1.3. References

1.4. Copy of Employment Contract

1.5. Letter of Appointment

1.6. Copy of Job Description

1.7. Copies of Certification (if appropriate), may include First Aid / CPR

1.8. Record of Garda Clearance Completion
1.9. Copy of picture identification
1.10. Disciplinary Notices

1.11. Record of Induction Completion

1.12. Record of Training / Professional Development

1.13. Records of Leave or Sickness

1.14. Performance Appraisals

1.15. Supervision Agreement and Records

1.16. Copy of Drivers Licence (if eligible to drive services vehicle)
1.17. Record of Accidents, Injuries and Dangerous Occurrences

2. What should not be in a staff file?

2.1. Insupportable opinions, for example, marginal notes on any document indicating management bias or discrimination.
2.2. Any documentation relating to other individuals

	Item
	Present
	Comments

	
	Yes
	No
	

	Application Form / C.V.

	
	
	

	Letter of Appointment


	
	
	

	References


	
	
	

	Copy of Employment Contract (including a copy correspondence relating to any changes to terms and conditions).
	
	
	

	Record of Induction Completion

	
	
	

	Copy of Job Description


	
	
	

	Certification / Qualifications

	
	
	

	Record of Garda Clearance


	
	
	

	Copy of Picture ID (Drivers License / Passport / Other Garda Approved ID)
	
	
	

	Training / Professional Development


	
	
	

	Records of Leave or Sickness


	
	
	

	Performance Appraisals


	
	
	

	Supervision Agreement and Records


	
	
	

	Copy of Drivers Licence 


	
	
	

	Sign-in Sheet for Policies

	
	
	

	Disciplinary Notices


	
	
	

	Record of Accidents, Injuries and Dangerous Occurrences


	
	
	

	Exit Interview Notes
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