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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. 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. 

 
10. 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. 

 
11. 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. 

 
12. If references are satisfactory, HR, in conjunction with the manager, determines 

the rate of pay based on experience. 
 
13. HR makes a conditional offer of employment to the applicant. 
 
14. If the applicant accepts the position, appointments are made with Employee 

Health for pre-employment screening, including a physical and drug screen. 
 
15. Upon satisfactory completion of pre-employment requirements, HR determines 

the new employee’s hire date and General Orientation date. 
 
16. HR notifies the hiring manager and the nursing office, if applicable, of hire and 

orientation dates.   
 
PROCEDURES FOR INTERNAL TRANSFERS: 
 
1. Position is posted via an approved PAF from manager. 
 
2. Employees desiring a transfer obtain an Application for Transfer form from HR. 
 
3. Employee completes Application for Transfer, obtains approval from current 

manager, and returns approved form to HR. 
 
4. 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. HR coordinates interview with hiring manager and all qualified applicants. 
 
6. Hiring manager forwards to HR the Interview Summary Sheet and a PAF, if 

interested in hiring individual.  
 
7. HR makes offer to the selected candidate and notifies others that the position has 

been filled. 
 
8. 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 
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