CQC Guidance: HR Staff Files – Recruitment and Personnel Records

The Care Quality Commission (CQC) expects providers to maintain robust recruitment and personnel records that demonstrate staff are suitable, competent, and safe to work. Staff files should be consistent, organised, and maintained in a standardised format to enable inspectors to easily review compliance with the relevant regulations, particularly the Health and Social Care Act 2008 (Regulated Activities) Regulations 2014.
Each HR file should contain the following documentation in a consistent order:
1. Proof of Identity
· A minimum of two forms of identification, for example:
· Passport
· Driving licence
· NHS ID card
· Birth certificate (where appropriate)
· Copies should be clear, signed and dated as verified where applicable.
2. Right to Work in the UK
· Evidence that the individual has the legal right to work in the UK.
· Appropriate visa documentation where applicable.
· Records of repeat checks for staff with time-limited permission to work.
3. DBS Checks
· Appropriate Disclosure and Barring Service (DBS) check completed before employment commences.
· The level of DBS (Standard or Enhanced) should be appropriate to the role.
· If employment commenced before receipt of the DBS, a documented risk assessment and rationale should be included.
· Evidence of any subsequent DBS checks in line with practice policy.
4. References
· A minimum of two satisfactory references obtained prior to appointment where possible.
· References should ideally include the most recent employer.
· If references cannot be obtained, the file should clearly document:
· Attempts made to obtain them.
· The reason they were unavailable.
· Any risk assessment or alternative assurance undertaken.


5. Employment History
· A current CV or completed application form detailing full employment history.
· Any gaps in employment should be explained and documented.
· Any discrepancies should be explored and recorded.
6. Qualifications and Professional Registration
Evidence relevant to the role, including:
· Professional qualifications.
· Current professional registration where applicable, for example:
· General Medical Council (GMC)
· Nursing and Midwifery Council (NMC)
· Inclusion on the NHS Performers List where required.
· Records should demonstrate ongoing verification and renewal where applicable.
7. Occupational Health / Fitness to Work
In line with Regulation 19 – Fit and Proper Persons Employed, there should be evidence that the individual is physically and mentally fit to undertake their role, including:
· Occupational Health clearance where appropriate.
· Health questionnaire or declaration.
· Any reasonable adjustments identified and implemented.
8. Immunisation Status
In accordance with Regulation 12 – Safe Care and Treatment, staff files should contain evidence of immunisation status appropriate to their role, for example:
· Hepatitis B
· MMR
· Varicella
· Tuberculosis screening
· COVID-19 or influenza vaccination records where required by local risk assessment or organisational policy.
9. Induction, Supervision and Competency
Evidence that staff are appropriately supported and developed in accordance with Regulation 18 – Staffing, including:
· Induction checklist.
· Mandatory training records.
· Clinical supervision records where applicable.
· Audit results or competency assessments.
· Appraisals.
· Evidence of ongoing professional development (CPD).

Good Practice for HR Files
To demonstrate effective governance, HR files should be:
· Maintained in a standardised format using the same order of documents for every employee.
· Clearly indexed or separated into sections.
· Complete, accurate and up to date.
· Reviewed regularly to ensure registrations, DBS checks, visas and mandatory training remain current.
· Stored securely in accordance with GDPR and confidentiality requirements.
· Easily accessible during a CQC inspection.
A consistent and well-maintained personnel file provides assurance that the practice has safe recruitment processes, supports staff appropriately, and meets the requirements of Regulations 12 (Safe Care and Treatment), 18 (Staffing), and 19 (Fit and Proper Persons Employed), demonstrating effective governance and a commitment to delivering safe, high-quality care.


