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What’s New in 2025 
 
Updates effective in 2025 are identified by underlined text in the activities noted below. 
 
 
Changes effective January 1, 2025 
 
Organization Review Preparation Guidelines – Updated to reflect the use of the secure Joint 
Commission Connect extranet site to upload requested documents for the off-site review.   
 
Intracycle Evaluation Process – Corrected the number of standardized performance 
measures to four. 
 
Other minor edits. 
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Health Care Staffing Services Certification 
Review Process Introduction  
 
 
This guide is intended to prepare your organization for a review of compliance with the Health 
Care Staffing Services certification standards.  It is important that you read this guide and follow 
the instructions, as well as access the recommended resources so that your organization is 
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The event scheduled for your organization is based on the information provided in your 
certification e-application. The same activities take place on each of these reviews.  Multi-Day 
review events include more contract, personnel file reviews, and clinical staff tracers. The Multi-
Site event includes a few additional activities and is described in the following overview. 
 
 
Multi-Site (Corporate) Review Process Overview 
Many health care staffing firms operate multiple offices in order to meet the demands of their customers 
and to have a physical presence in health care markets across a particular geographic area (e.g., city, 
county, state, region, country).  This review event was created to evaluate staffing firms with multiple 
sites.  The Multi-Site (corporate) unique review process and activity descriptions have been integrated 
throughout this Health Care Staffing Services, Certification Review Process Guide.  The content will be 
identified as applicable to this review type by either lead-in text or within activity titles. 
 
Multi-Site Review Process Description 
Part one:   
• The staffing firm main site (corporate office) will receive a 30-day notice on initial and 7-day notice on 

recertification scheduled reviews.   

• A Joint Commission Health Care Staffing Services (HCSS) reviewer performs a one-day review of the 
main site (corporate office) of the staffing firm.   

• The review focuses on leadership, corporate structure, and multi-office management and operations.   

• Additional emphasis will be placed on: 

 Corporate systems in place to support sites (branch offices) 

 Corporate and site (branch office) responsibilities and accountabilities 

 Corporate monitoring and oversight of site (branch office) operations 

 Centralized and decentralized operations 

 Communication between main site (corporate) and other site (branch office) management and 
operations 

 Reporting of data between main site (corporate) and other sites (branch offices) 

 Main site (corporate) and other site (branch office) performance improvement processes 
 
Part two:   
An HCSS reviewer conducts reviews of sampled sites (branch offices).  Sites (branch offices) are 
selected by Joint Commission central office staff.  Sites selected for review are not revealed until the 
reviewer needs to interact with or requires information from the site.  
 
Reviewers will conduct site reviews using a video meeting platform.  If the site performs its own 
credentialing and contracting functions and maintains its own records, the reviewer and the site (branch 
office) staff will identify a sample of contracts/formal agreements and a sample of clinical staff whose 
records will be reviewed. Site (branch office) staff and the reviewer will be interacting during this 
scheduled review time.  See  
 
Part three:   
The Final Exit Conference takes place following the conclusion of the last site (branch office) review.  The 
reviewer will take a short break to review the main site and other site observations and prepare the report. 
The reviewer will reconnect, if necessary, with the main site (corporate office) review coordinator and 
leaders for the Multi-Site Review Exit Conference to present the Summary of Review Findings Report.   



 
 

Copyright: 2025 The Joint Commission       Health Care Staffing Services Review Process Guide          Page 6 of 48 
 

 
The final certification report is processed in the Joint Commission central office and is posted to the 
organization’s secure extranet site within ten business days. 



 
 

Copyright: 2025 The Joint Commission       Health Care Staffing Services Review Process Guide          Page 7 of 48 
 



 
 

Copyright: 2025 The Joint Commission       Health Care Staffing Services Review Process Guide          Page 8 

https://www.jointcommission.org/standards_information/jcfaq.aspx
https://customer.jointcommission.org/TJCPages/TJCHomeEmpty.aspx
https://www.jointcommission.org/standards_information/jcfaq.aspx


 
 

Copyright: 2025 



 
 

Copyright: 2025 The Joint Commission       Health Care Staffing Services Review Process Guide          Page 10 of 48 
 

 NOTE:  If this is a Multi-Site Review, the firm is asked to provide 
Emergency Management Plan annual testing records for each site 
selected for review.  

  
 

 Human Resource Management:  
 Credentialing policies and procedures, including competency assessment  
 Written procedures for clinical professionals’ involvement in competence 

assessment-related activities, including required qualifications for these 
clinical professionals, description of roles and responsibilities (for example, 
job description or contract language outlining performance expectations) 

 Clinical staff handbook or documents given to staff upon hire  
 Policy on presentation of proof of identity  
 Copy of the performance evaluation tool for client feedback  
 Copy of the performance evaluation tool conducted by the firm which extends 

beyond customer feedback  
 

 Information Management: 
 Written policy to address privacy, confidentiality, and security of information 
 
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Health Care Staffing Services Certification 
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Health Care Staffing Services Certification 
Reviewer Planning Session 
 
 
Organization Participants 
• Firm’s review coordinator or individual familiar with office operations 
• Firm’s review coordinator, other internal staff familiar with clinical staff and 

matching/placement processes and with contracts/formal agreements 
 
Reviewer Planning (30 minutes) 
The reviewer, with the assistance of internal staff, will identify the sample of clinical staff whose 
personnel files they would like to examine.  Clinical staff rosters will be used to guide and 
facilitate this selection. The number of personnel files selected w
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Health Care Staffing Services Certification 
Orientation to the Staffing Firm and Data Use 
 
Joint Commission standards address various aspects of a staffing firm’s performance.  The 
Orientation session is an opportunity for the organization and reviewer to discuss some specific 
topics covered in the standards, and more importantly, agreed to by the industry as key 
indicators of staffing firm performance. The Data Use discussion will focus on how the staffing 
firm is using data to improve the quality of services provided to health care organizations by the 
clinical staff assigned by the firm. 
 
Duration 
Approximately 60-minutes 
 
Organization Participants  
• Leader(s) of the staffing firm 
• Individuals who can answer questions and explain the topics being discussed 
• Others at the discretion of organization leaders 
 
Overview 
The reviewer will want to explore and learn about a variety of topics from those individuals most 
knowledgeable about the staffing firm’s processes and operations in these areas.  The 
standards-based topics cross all functions and include: 
 
Business Functions 
- Management and day-to-day operations 
- On-call structure and service, if applicable 
- Marketing activities (strategy and practice) 
- Information management 

 Cyber security and protection systems 
- Code of business ethics 
- Emergency management (risk assessment, planning, testing) 
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 Monitoring performance – What is being monitored (for example, customer satisfaction 
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Health Care Staffing Services Certification 
Multi
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Reviewers will discuss the entire contracting process while they are engaged in a review of the 
contracts.  Specifically, they will trace the contracting process, including:  
 Sales and marketing securing a customer for the firm’s staffing services  
 Negotiation and establishment of a formal agreement  
 Monitoring the firm’s ability to meet contractual obligations 
 The firm’s customer service operations, including satisfaction, complaints, new 

needs/expectations  
 Renewal or termination of a contract 
  
Reviewers will be using the Contract Review Checklist (Appendix A) to record their findings and 
note any questions for follow-
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Health Care Staffing Services Certification 
Personnel File Review 
 
The review of personnel files provides an opportunity to see how consistently the staffing firm is 
complying with its own internal procedures, the requirements of its customers, and Joint 
Commission standards in terms of data it collects and uses to make hiring decisions and 
evaluate performance of clinical staff.  While primarily a review of files, this session can reveal 
areas for improvement in human resources data collection, evaluation, and use in decision-
making and reporting. 
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activity.  However, reviewers may request additional files as the day progresses if there is a 
need to validate compliance with standards.  
 
Additionally, the reviewer will select several internal staff (supervisory staff, individuals 
responsible for collecting and evaluating credentials) for whom they would like to review 
personnel 
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Health Care Staffing Services Certification 
Individual Clinical Staff Tracers 
 
A tracer is a review method that is used to evaluate the staffing firm’s performance as viewed by 
the individual clinical staff member and the 
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Health Care Staffing Services Certification 
On-Call Contact  
 
When a staffing firm has committed to providing 24 hour service to customers and clinical staff, 
there is an expectation that service will be available.    
 
Organization Participants  
None required 
 
Materials Needed for this Session 
The on-call phone number 
 
Preparation  
The reviewer will check the application for certification to determine if the firm provides for on-
call services.  If the staffing firm provides on-call services, the reviewer will check the phone 
number and hours of operation. 
 
Overview 
Reviewers will usually place a call to the on-call phone number before the certification review 
begins.  The call will range anywhere from 5-10 minutes.  The focus will be on the challenges 
presented by “outside of business hours” activity.  Discussion will include: 


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Health Care Staffing Services Certification 
Multi-Site (Corporate) Review – Individual Site (Branch Office) Review  
 
Staffing firms subject to the Multi-Site (corporate) Review option will have a sample of sites 
(branch offices) selected to participate in the review.  The site’s performance will be evaluated 
by the reviewer through video meetings w
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Following the site video meeting, the reviewer will turn their attention to the evaluation of the 
clinical staff personnel files and health records selected for the site. This activity will take 
approximately 45-60 minutes.  It is important that these files and records be available at the 
designated time of this session in order to complete the activity within the noted timeframe. 
 
The above noted process will be repeated for each site selected to participate in the review.  At 
the conclusion of the site reviews for a given day, time is allotted for issue resolution and 
reviewer report preparation for each of the sites.  These activities will be followed by either 
reviewer planning for additional site reviews or an Interim Exit Conference to report on any 
findings from the site reviews.   
 
The Interim Exit Conference will be conducted with corporate office staff.   Individual site staff 
are invited to participate, however, findings for all sites reviewed that day will be covered in the 
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Health Care Staffing Services Certification 
Organization Exit Conference 
 
During the Organization Exit Conference the reviewer will: 

• Review the Summary of Certification Review Findings report, including the new SAFER™ 
matrix feature, if desired by the CEO 

• Discuss any standards compliance issues that resulted in Requirements for 
Improvement (RFIs) 

• Allow the organization a final opportunity to discuss the review findings  
• Review required follow-up actions as applicable 

 
Organization Participants  

• Chief executive officer (CEO) 
• Other senior leaders identified by the CEO 
• Other staff at the discretion of the CEO 

 
Preparation 
None required 
 
Overview 
This is a 30-minute activity that takes place on the last day of the review.  The CEO, 
organization leaders, and other organization staff as invited by the CEO will be presented with a 
verbal report of the review observations.  The certification review findings and report are shared 
with participants ONLY with the permission of the CEO.  

The reviewer will use the Summary of Certification Review Findings report as the basis for 
conducting the Organization Exit Conference.   

During the Organization Exit Conference, the reviewer will: 
• Explain the session format and approach 
• Reiterate that performance observations have been communicated and discussed 

throughout the review 
• Indicate that questions and comments are encouraged during this session.  
• Comment on areas in which the staffing firm is performing well 
• will provide a verbal report of review findings, requirements for improvement, and where 

these are appearing on the SAFER™ matrix. 
• Respond to questions and comments about findings. 
• Recap the Joint Commission follow-up process including the Evidence of Standards 

Compliance procedures 
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Health Care Staffing Services Certification 
Agenda Templates 

 
 
 
 
 
One Reviewer, One Day             Pages 35-37 
 
One Reviewer, One Site, Multiple Days            Pages 38-42 
 
Multi-Site (Corporate), Multi-Day Review             Pages 43-46 
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Last Day  
 

Time 
 

Activity 
Organization Participants 

90 minutes 
starting at 8:00 
a.m. 
 

Personnel File Review …continued 
 

 

 

60 minutes 
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Multi-Day Review Agenda for all days between the First and Last 
Time Activity Organization Participants 

150 minutes (2.5 
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Agenda for Multi-Site (Corporate) Review Days beyond Day 1 
 

Time Activity Organization 
Participants 

180 minutes (3 hours) 
starting at 8:00 a.m. 

Site (Branch Office) Review (times are approximate) 
 
Video meeting with site staff (45-60 minutes) includes: 

Clinical Staff Tracer 
- First contact (recruitment) 
- Data gathering (application process) 
- Discussion related to file review 

 Licensure 
 Credentials 
 Competency 
 Continuing education 
 Orientation 
 Health status 

- Hiring decision 
- Orientation/assignment availability 
- First placement 

 How data is provided to customer 
 Clinical staff to customer matching process 
 Customer reassignment of clinical staff (floating) 
 
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Contract/Formal Agreement Review Checklist 
Look for the following items in staffing firm customer agreements/contracts. 
• Subcontractors  - The use of subcontractors 
• Competency Review - Defined responsibilities for the establishment of staff competency for the assignments staff are designated for 
• Floating - Reassignment (floating) of personnel  
• 
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Personnel File Review Checklist 
 Standards and Elements of Performance Organization Requirements 

Name 
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