[bookmark: _Hlk158623994][bookmark: _Hlk158623995][bookmark: _Hlk158623996][bookmark: _Hlk158623997]DEPARTMENT OF CHILDREN AND FAMILIES	dcf.wisconsin.gov
Division of Safety and Permanence
Personnel Record Checklist – Group Homes
Use of form: This form is used by licensing representatives to review group home personnel records to ensure compliance with DCF 57. This form may also be used as a self-study by group homes to review compliance with these rules. Personally identifiable information gathered on this form will be used only to verify compliance with licensing rules. Personal information you provide may be used for secondary purposes [Privacy Law, s. 15.04(1)(m), Wisconsin Statutes].
Instructions: Licensing Representatives should review the group home records in accordance with Licensing Activity Standards and determine whether each file contains the required information. Address each item on the checklist. Enter X (or date) to indicate compliance; enter O to indicate noncompliance; or enter NA / - if the item is not applicable. The staff’s name, date of hire and job title must be entered.
Relief help: The personnel record for relief help does not need to contain the physical examination or HealthCheck form.
Volunteers: The personnel record for volunteers does not need to contain the physical examination or HealthCheck form, the background check results from the Department of Justice (DOJ), the Department of Health Services (DHS) Response to Caregiver Background Check, the documentation of first aid training, the documentation of CPR training, the documentation of fire safety training, or the documentation of continuing education.
	Name – Group Home
[bookmark: Text1]     
	Date- Records Reviewed
     

	Full name 57.17(2)(a)

	     
     
	     
     
	     
     
	     
     
	     
     
	     
     

	Job title 57.17(2)(a)
	     
	     
	     
	     
	     
	     

	Date of hire 57.17(2)(a)
	     
	     
	     
	     
	     
	     

	Completed application 57.17(2)(a)
	     
	     
	     
	     
	     
	     

	Date of birth 57.17(2)(a)
	     
	     
	     
	     
	     
	     

	Related Training 57.17(2)(a)
	     
	     
	     
	     
	     
	     

	Current address 57.17(2)(b)
	     
	     
	     
	     
	     
	     

	Work Experience 57.17(2)(a)
	     
	     
	     
	     
	     
	     

	Education 57.17(2)(a)
	     
	     
	     
	     
	     
	     

	Resident Care Worker Qualifications 57.14(4)(c)
Shall have at least one of the following:
· a bachelor’s or associate degree from a college or university in an approved major; 57.14(4)(c)1
· at least one-year full-time experience working in a program with the type of resident population served by the group home; 57.14(4)(c)2
· certification as a child and youth care worker; 57.14(4)(c)3
· completion of a traineeship program of at least 80 hours of employment and received orientation training as specified under s. DCF 57.16(1), before working independently with residents. 57.14(4)(c)4
Group Home Manager Qualifications 57.14(4)(b)
Shall meet the requirements of a Resident Care Worker and may function as the Program Director if they meet all requirements of the role.
Program Director Qualifications 57.14(4)(a)1
Shall have all three of the following:
1. be 21+ years old;
2. have a 4-year college degree in a specified major; and
3. have 2 years supervised child welfare work experience.
	     
	     
	     
	     
	     
	     

	Background Check

	DCF-F-2978 BID form, complete and current 57.17(2)(d)
	     
	     
	     
	     
	     
	     

	DOJ Criminal Background Check results 57.17(2)(e)
	     
	     
	     
	     
	     
	     

	Caregiver Background Check results (IBIS) 57.17(2)(e)
	     
	     
	     
	     
	     
	     

	Results of any subsequent investigation related to information obtained from each CBC 57.17(2)(e)
	     
	     
	     
	     
	     
	     

	Annual driver’s record if the staff member is assigned to transport children 57.17(2)(h)
	     
	     
	     
	     
	     
	     

	3 non-relative references including results, addresses and phone numbers 57.17(2)(c), 57.15(2)(b)
	     
	     
	     
	     
	     
	     

	Physical examination or DCF-F-CFS0384 HealthCheck upon hire and before working with residents including TB test results 57.17(2)(g), 57.15(2)(c)
	     
	     
	     
	     
	     
	     

	TB test results upon hire and before working with residents 57.17(2)(g), 57.15(2)(c)
	     
	     
	     
	     
	     
	     

	Training Record

	Orientation within first week of hire 57.16(1), 57.17(2)(i)
	     
	     
	     
	     
	     
	     

	Job description that is signed and dated by the staff member 57.17(2)(f)
	     
	     
	     
	     
	     
	     

	First aid certification within 6 months of hire and kept current 57.16(2) 57.17(2)(j)
	     
	     
	     
	     
	     
	     

	CPR certification within 6 months of hire and kept current 57.16(2), 57.17(2)(j)
	     
	     
	     
	     
	     
	     

	AED certification within 6 months of hire and kept current 57.14(4m)
	     
	     
	     
	     
	     
	     

	Fire safety and evacuation training within 6 months of hire 57.16(3)
	     
	     
	     
	     
	     
	     

	Anti-Human Trafficking Training within 3 months of hire 57.015, Memo 2025-06-lic
	     
	     
	     
	     
	     
	     

	Reasonable and Prudent Parent training if staff member is a decision maker 57.16(4m), 57.17(2)(L), Memo 2019-34L
	     
	     
	     
	     
	     
	     

	Continuing education (at least 24 hours annually) 57.16(5)
	     
	     
	     
	     
	     
	     

	Authorization to administer medication 57.25(2)(b)
	     
	     
	     
	     
	     
	     

	Infant and toddler training (if applicable) 57.37(4)
	     
	     
	     
	     
	     
	     

	Disciplinary actions (if applicable) 57.17(2)(k)
	     
	     
	     
	     
	     
	     

	Comments:      


	FULL NAME – Licensing Representative
     
	SIGNATURE – Licensing Representative
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