HACKETTSTOWN REGIONAL MEDICAL CENTER
Administrative Policy and Procedure

SECTION: HUMAN RESOURCES
Number: HR17
Number of Pages: 3
Issue Date: June 1993
Revised Date: April 2006
TITE: HIRING PROCEDURES

PURPOSE:

To provide steps for Managers to follow when hiring a new employee while maintaining
compliance with Fair Hiring Practices.

PROCEDURE FOR HIRING NEW EMPLOYEES:

1. Hiring Manager completes a Personnel Requisition Form and submits it to
Human Resources (HR).

Note: A request for a new or additional position, including ““overhires,”” must be
adequately justified in writing and approved by Exception to Budget Committee
before the requisition is processed.

2. HR approves Personnel Requisition Form via position control.
3. HR posts open position and recruits candidates as necessary (via advertising, etc.).
4. HR conducts initial screening of resumes/applications and contacts hiring

manager for review.

5. The hiring manager, in conjunction with HR, selects candidates to interview.
6. HR obtains availability from hiring manager and schedules interview.
7. HR conducts the initial interview with the candidate providing information about

work hours, compensation and job description. HR also provides information
about the following: mission, values and critical success factors of Adventist
HealthCare; appearance code and tobacco-free campus.

8. HR introduces the candidate to the hiring manager.
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9.

10.

11.

12.

13.

14.

15.

16.

On the Behavioral Interviewing Candidate Rating form, the hiring manager
documents a decision to either hire the candidate or continue the search process.
The hiring manager includes appropriate justification for the decision based on
the competencies required on the job description. The Behavioral Interviewing
Rating form are very important for legal documentation.

Behavioral Interviewing Rating form for all candidates are to be returned to HR.
If the manager wishes to hire the candidate, a Personnel Action Form (PAF) must
also be completed and forwarded to HR.

Note: No offers of employment should be made at this point.

Once the PAF and Behavioral Interviewing Rating form are received from the
manager, HR will check the applicant’s references and verify licenses and
credentials, if applicable.

If references are satisfactory, HR, in conjunction with the manager, determines
the rate of pay based on experience.

HR makes a conditional offer of employment to the applicant.

If the applicant accepts the position, appointments are made with Employee
Health for pre-employment screening, including a physical and drug screen.

Upon satisfactory completion of pre-employment requirements, HR determines
the new employee’s hire date and General Orientation date.

HR notifies the hiring manager and the nursing office, if applicable, of hire and
orientation dates.

PROCEDURES FOR INTERNAL TRANSFERS:

1.

2.

Position is posted via an approved PAF from manager.
Employees desiring a transfer obtain an Application for Transfer form from HR.

Employee completes Application for Transfer, obtains approval from current
manager, and returns approved form to HR.

HR arranges an interview with the internal candidate to review the hours, job
description, any benefit changes, and orientation requirement. Licenses and
credentials, if applicable, are reviewed at this time.
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5.

6.

HR coordinates interview with hiring manager and all qualified applicants.

Hiring manager forwards to HR the Interview Summary Sheet and a PAF, if
interested in hiring individual.

HR makes offer to the selected candidate and notifies others that the position has
been filled.

HR ensures that a smooth transition occurs between departments by coordinating
a transfer date with department managers. The start date should coincide with the
beginning of a pay period.

PROCEDURES FOR REHIRING AN EMPLOYEE:

1. An individual interested in return to employment with HCH submits an
application to HR.

2. HR coordinates interview with hiring manager and facilitates interview process as
outlined above.

3. Hiring manager sends PAF to HR, if interested in rehiring the candidate.

4. HR checks references if candidate has worked elsewhere since leaving HCH.

5. HR makes offer and if accepted, coordinates pre-employment screening with
Occupational Health.

6. HR coordinates hire date and schedules the employee to attend the next general
orientation (if the employee has not worked for the hospital for six months or
more).

7. The rehired employee is required to update all paperwork such as Emergency
Contact Sheet and W-4. Employee will also be required to complete unit
orientation and skills list if applicable.

ATTACHMENTS:

Personnel Action Form

Personnel Requisition

Behavioral Interviewing Candidate Rating Form
Telephone Reference Form

Application for Transfer Form

Recruitment Process Flowchart






HACKETTSTOWN REGIONAL MEDICAT. CENTER
PERSONNEL ACTION FORM

EMPLOYEE NAME: | EMPLOYEE #:

FPAY PERTOD BEGIN DATE:

CHECK AFPPROFPRIATE ACTION: O FERSCOMNEL REQUISITION (SEE BACE)
0 TRAMNSFER O NEW HIEE

O STATUS CHANGE O REHIRE

0O PROMOTION O TEEMINATION

TRANSFERS/HIRES/STATUS CHANGES:

CHANGING FROM:
FRIMARY POSITION TITLE:

CHANGING TO/ NEW HIRE/ REHIRE:
PRIMARY POSTTION TITLE;

HOURLY RATE: GRADE: HOURLY RATE: GRADE:
o EXEMPT o NON-EXEMPT o EXEMPT o NON-EXEMPT
DEPARTMENT # DEPARTMENT #
o REGULAR oFT oPT oTEMP. oPERDIEM oREGULAR oFT oPT oTEMP. o PERDIEM
SCHEDULED HOURS: SCHEDULED HOURS:
SCHEDULED WORK HOURS: SCHEDULED WORK HOURS:
SECONDARY POSITION TITLE: SECONDARY POSITION TITLE:
HOURLY RATE: GRADE:
o EXEMPT o NON-EXEMPT HOURLY RATE: GRADE:
DEPARTMENT # o EXEMPT & NON-EXEMPT
0 REGULAR oFI' oPl' olEMP. oPERDIEM DEPARTMENT #
SCHEDULED HOURS: oREGULAR oFT oPT oTEMP. oPER DIEM

l | SCHEDULED HOURS:

TERMINATIONS:

FROM: a ALL POSITIONS 0 PRIMARY POSITION & SECONDARY POSITION
SEPARATION DATE: NOTICE DATE: ]
REASON FOR RESIGNATION: RESIGNATION LETTER ATTACHED: o YES & NO
ELIGIBLE FOR REHIRE; = YES 0 NO EXPLANATION:

IDBADGE: o YEE 0 NO | ACCESS FORMSENTTOIS TO
KEYS: oYES oNO o N/A | TERMINATE EMPLOYEE

ELIGIELE FOR FAREWELL RECEPTION (SEE ADMIN.
FOLICY HR1I): 0 YES o NO

2 YES o NO DATE OF RECEPTION:
|
| MANAGER/ DIRECTOR SIGNATURE: DATE:
| HE DEPARTMENT SIGNATURE: DATE:

HTUMAN RESOURCES USE ONLY:

TERMINATIONS:
EXIT INTERVIEW SHEDULED:
AL PAYOUT o YES o NGO

NEW HIRES! REHIRES/CHANGES:
BENEFITS ELIGIBLE: o YES o NO
PROBATIONARY PERIOD ENDS:

# YEARS OF COMPARABLE EXPERIENCE:

HE/POSITION CONTROL APPROVAL: o YES o NO COPY TO ACCOUNTING SENT:
COPY TO BUDGET SENT:
JOB CODE & DATE ENTERED TO CERIDIAN:
15T POSITION:
i 20 pOSTTION: BY (initals): L.

0306




PERSONNEL REQUISITION

L. BIOGRAPHICAL INFORMATION:

| Department: ‘ Date:

| |
I| Job Title: J Position:

0o. STATUS:

Full-time ( ) Part-time { ) PerDiem ( ) |
Temporary () Temporary from o _‘
HOURS/PP:

SCHEDULED SHIFT HOURS:

REPLACING EMPLOYEE:

L. CRITERIA TO DETERMINE CRITICAL AND ESSENTIAL SERVICES:

| License/ Credential Required:

Additional Education/ Experience Required:

IV, HUMAN.RESOURCES APPROVAL - o YES o NO

Job code #:

B/11105
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APPLICATION FOR TRANSFER

(Complete Section I and submit to your Manager/Director)

I. Employee Information

Name: Hire Date:

Curmrent Title Department:

Position Applying For: Department:

Please indicate the reason(s) you feel you are qualified for this position:

Date:

Employee Signature:

* Ak P . &
R, PP AL A, P P, L P S Sl S Ao
L L L T ¥ L J w - ¥ - v v L3 . *

II. Supervisor’s Comments:

i ; . a7
Date Employee Discusses: Supervisor's Comments: .

Supervisor's Signature:

BT et e e et e i S e e o o e
III. Personnel: Date Received by HE:
(] Eligible to transfer (] Not eligible to transfer

Reason(s):

|l Human Resources Signature: Date:

% f this form has not been signed by Human Resources, please send a copy to HR.



TELEPHONE REFERENCE

APPLICANT NAME:

CONTACT NAME: PHONE:

EMPLOYER/RELATIONSHIP TO APPLICANT:

TITLE: EMPLOYMENT DATES:

CONFIRMATION OF TITLE DATES:

QUALITY OF WORK:

STRENGTHS:

WEAKNESSES:

RELATIONSHIP WITH CO-WORKERS, CLIENTS, PATIENTS:

DEPENDABILITY:

WOULD YOU REHIRE/RECOMMEND:

REASON FOR LEAVING:

SIGNATURE DATE



HACKETTSTOWN REGIONAL MEDICAL CENTER

RECRUITMENT PROCESS FLOWCHART
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