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Recruitment and Hiring

Policy
AbleNet recruits and hires properly qualified individuals for positions in the company based on their experience, training and qualifications.

Procedure
AbleNet maintains the following process for employment:
· Positions are posted are advertised as appropriate.
· Resumes and inquiries of candidates are screened for those possessing the necessary qualifications for the position.
· All candidates complete an application documenting their education, training and prior employment either before or at the interview.
· Candidates are interviewed. Documentation of those who conducted the interview is retained.
· After candidates successfully complete the interview process with necessary staff, selected candidates have references checked. All candidates must provide references, or complete a reference check form for at least two (2) professional references. References may be contacted via telephone or mail for verification by the hiring manager. References will be asked to provide:
· Validation of the information that the candidate has provided of position(s) held and dates of employment.
· Successful collection of this information and positive results would be used as an indicator by AbleNet of whether or not to offer employment to the candidate. 
· AbleNet follows its procedure for criminal background checks and drug testing when the hiring manager requires this information for the position. Applicants are informed of this process during interview or screening.
· AbleNet verifies the professional license or driver’s license provided by the candidate according to AbleNet policy when that license is required for employment. 
· Candidates may be required to complete a written competency test, or perform a mock demonstration of task as described in the job description for the position. If this is required, the candidate is informed of this requirement in advance
· An employment offer is made to the candidates who are most appropriate for the position.
· An applicant is contacted and offered the position. Applicant is advised of his/her start date. There may be additional required paperwork and documentation prior to or on the start date 


Criminal Background Check

Policy
AbleNet conducts criminal background checks according to the terms and requirements of jurisdictions in which the employee is based and hiring manager requires. In the event that items are solely provided by mail order or without individual live person-to-person contact, AbleNet does not provide criminal background checks in those states where the client resides, unless required to by law. Successful completion of a background check may be a requirement for employment before any hired candidate begins work and according to state or payer guidelines.

Procedure
AbleNet obtains a criminal background check for all appropriate staff members as required by all states and territories where services are provided. The types of positions could be narrowed to include any:
· Staff members who handle money in person or payments received in the mail
· Staff members who enter a patient’s residence. 
· Staff members who have access to HIPAA-protected patient information or patient financial information

AbleNet uses the method required by the state/county (state police, sheriff’s department, etc.), or may use a contracted vendor when allowed.

AbleNet follows any state or payer guidelines that prohibit the employment of persons in a health care environment who are convicted of specified crimes, and the length of time this prohibition is mandated (see state requirements). In addition to following state guidelines, AbleNet reserves the right to determine that information obtained through the background check process prohibits the individual from employment. These types of offenses can include such crimes as:
· Theft
· Breaking and entering
· Abuse
· Identity theft
· Driving under the influence of a drug
· Weapons charges
· Embezzlement
· Credit card fraud
· Check writing fraud
· Forging of signatures or documents

AbleNet may choose to take into account the length of time since the crime, the age of the candidate at the time, the punishment paid for the crime, the rehabilitation since the crime, and the recent employment history of the candidate, and offer employment where allowed by state law. 

Completed criminal background checks are filed in the individual’s personnel file and show the date received. This date is prior to allowing the candidate to make any contact with patients/clients/customers, or handling financial or protected information. If allowed by state regulation and if the candidate is brought into an orientation program in the office setting alone prior to the information being received, the orientee is not left un-supervised at any time. 

Background Check Procedure
If a background check will be conducted, any potential employees will be sent an email from AbleNet with instructions on how to complete the information needed for our vendor to run the necessary background checks.  The email will direct the potential employees to the vendor’s website where all mandatory and applicable federal and state background legislation will be followed including presentation of the Fair Credit Reporting Act notice and guidelines.  


Verification of License
Effective Date: October 28, 2013
Last Date Revised: October 28, 2013
Policy
AbleNet may choose to hire professional personnel who are licensed, certified, or registered and function within their scope of practice as required by the State standard under which the professional is licensed.   If individuals with licenses are hired, AbleNet will maintain copies or other verification of licenses, registrations, and certifications.
AbleNet has a process to verify the professional license of all skilled staff upon hire and upon license renewal. AbleNet verifies the driver’s license of all staff who provide delivery, or have face-to-face interaction with clients, referrals sources or others in their own vehicles. 
Procedures
AbleNet requires that all professional staff be licensed in each state in which the employee or contractor will be performing services. The employee or contractor provides AbleNet with a clean copy of his/her professional license for each state in which service is or will be provided. AbleNet contacts the state board(s) for the appropriate discipline and creates a process for licensure verification. This can be done via telephone, web site, directory or other listing as approved and provided by the state board(s). Documentation of the staff member who conducted the verification and the date the license was verified is noted. The copy of the license and the verification is filed in the employee or contractor’s personnel file. Any professional who does not have a valid license is not permitted employment or contract work. Licenses are validated upon hire and at the time of renewal. AbleNet has a system in place to manage this process.
Driver’s License
AbleNet requires that any staff or contractors who deliver items or perform services in the client residence or any facility have an active and valid driver’s license. AbleNet has a process for obtaining the driver’s license record or validation. This includes documentation of the person obtaining the record and the date the record was obtained. 
Process for verification:
AbleNet will request an employee or contractor to show their physical driver’s license and professional certificate’s when applicable.   A copy of the certificate and/or license will be kept in their medical or personal file as appropriate for the position. 
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