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President, Board of Directors
Policy:
It is the policy of ETSU Physicians and Associates that every employee or applicant for employment is to be afforded equal opportunity and not be discriminated against on the basis of race, color, creed, religion, sex, age, handicap, veteran status or national origin; whether in recruitment, training, hiring, discharge, promotion, or any condition, term or privilege of employment.  This policy is to be used as a guide for recruiting and hiring of non-physician employees for the Practice.  The intention of the Practice is to recruit the best-qualified individuals into open positions, thereby, maintaining quality patient service and promoting the organization’s TEAM efforts.

Procedure:
Consistent with delegations of authority and responsibility, all employees engaged in personnel decision making and activities such as recruitment, hiring, promotion, separation, and employee development are responsible for ensuring that such activities are carried out in a nondiscriminatory manner, and that all employees are informed of and given equal opportunity to benefit from personnel programs and activities.  

It is the responsibility of all employees to conduct themselves in a manner that ensures a workplace free of discrimination or harassment and that is conducive to implementation of corporate objectives.

1. When a budgeted position becomes available within the Corporation, a Personnel Requisition form must be completed and sent to human resources either by fax or interoffice mailing.  Upon receipt the Director of Human Resources and the Executive Director will either approve or disapprove the posting of the position. (Temporary and PRN openings are excluded.)  Human Resources will notify the department supervisor or manager if there is an issue with posting the position.  The open position must be posted internally within the corporation.  Other recruiting sources may also be used to fill open positions if desired.  Postings and/or advertisements for a non-physician position will be generated and coordinated by Human Resources.  The position must remain open for one week before an offer can be made. Interested individuals may contact the Office of Human Resources to receive specific information regarding any open positions.  

2. Any internal applicant desiring to apply for an internal posted position must complete the internal application form and forward to Human Resources.  Internal applicants must have completed their initial 90 days of employment.  However, employees may transfer within their Division (Department) during the 90 day introductory period.  An applicant’s supervisor may be contacted to verify performance and skills.  Any staffing limitations or other circumstances that might affect a prospective transfer may also be discussed.  The Practice recognizes the benefit of developmental experiences and encourages employees to talk with their supervisors about their career plans.  Supervisors are encouraged to support employees' efforts to gain experience and advance within the organization. 
Per Policy HR 071 B, all transfers to another position within the Corporation are subject to a new 90 day probationary period.  Transferred employees who are unsuccessful in the new position may apply for other vacant positions within the Corporation through normal recruiting procedures and are not guaranteed return to prior position. 
3. To apply for an open position, whether a current employee or prospective employee, a current resume/application must be submitted to or forwarded to the Office of Human Resources.  The Practice relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment.  Any misrepresentations, falsifications, or material omissions of any information or data may result in the Practice’s exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.

4. Resumes/applications received for the job opening will be forwarded to the appropriate individual who will interview the candidates.  After determination has been made of which candidates meet the qualifications for the job, the interview process may begin.  Each individual interviewed for the position must complete and sign an application.  To ensure that individuals who join the Practice are well qualified and have a strong potential to be productive and successful, references of the potential candidate should be checked.  Inquiring with at least three references from supervising officials of the candidate or the Human Resource department of the entity, is desired.  The information obtained in this process should be documented and included in the paperwork forwarded to Human Resources.  Information received regarding candidates is proprietary in nature and is considered confidential.

5. Once management has checked references and has selected a candidate, the supervisor/manager will complete a Request to Hire form with appropriate signatures and forward it to Human Resources.  The Request to Hire form must have an application and the reference check documentation.  The Director of Human Resources will review the documentation to verify and approve the salary requested.  Once approved, the Human Resources department will contact the applicant to make a formal job offer, unless the hiring manager has been instructed, by the Director of HR, to call the applicant themselves and make the offer.  Human Resources will notify the supervisor of the Candidate’s acceptance, start date and New Hire Orientation and Training schedule.  For internal transfers, effective start date for new position is to be determined by Human Resources and Supervisor/Manager and/or Administrator to best meet the needs of all affected departments.  Employees may be required to work more than the standard two week period and/or to split time between assignments as deemed necessary by the Corporation.
6. Supervisors shall contact all interviewed candidates either by telephone or by use of the attached approved letter within one week to advise them of the final selection.
7. New employees will be scheduled to meet with a human resources representative, upon hire, to complete all necessary paperwork (i.e., W-4, I-9, benefit forms, etc.).  

8.  
All employment is contingent upon the successful completion of a drug screen background checks, and/or the satisfaction of any applicable state or federal employment requirements. As well, the offer is contingent upon investigation of all matters contained in the resume and / or transcripts, licensing and credentialing information.  Any misrepresentation made by the employee or on the resume or any other document provided to MEAC or in a subsequently provided or executed document or questionnaire, or the results of such investigations are not satisfactory, any offer of employment made by MEAC may be withdrawn, or employment may be terminated immediately, without any obligation or liability to the employee whatsoever other than for payment at the rate agreed upon for services rendered or time worked.
 
[image: image1.emf]PERSONNEL REQUISITION               _____________________ ____ ___ ___ _       ___________________________   Position Requested           Department /Sub - Dept.       ________________________________       ___________________________   Position Status (FT, PT, Temp, PRN)       Hours per week       ADVERTISING REQUESTED:   ____   Web (TriCities.com)      ____ #/weeks? ($32.95/wk)           _____   Newspaper  ____ Weekday    ____ Sunday   ____ #/weeks           _____   Other     Newspapers or Other to Advertise:  ____________________________________________   __________________ _______________________________________________________ __     Note:  All advertising is charged to departmental budget.          Replacement     Addition   (Requires A&B Committee Approval)     ______________________________     _______   ______________________   Employee Replacin g         Hours/wk   Department     Reason for Replacement:             APPROVALS:     Requestor :      _____________________________________   __________________         Signature             /        Print Name     Date     Pract. Admin/     _____________________________________   ______________ ____   Office Mgr.:     Signature           /          Print Name     Date     Chair:       _____________________________________   ___________________   (New or Upgrade Only) Signature          /        Print Name     Date    
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[image: image2.emf]                     Date of Request:                                                      Department:                                                                                 Sub - Department (if appli cable):____________________________________________     (ie Vascular, Allergy,  Maternal Fetal Medicine, Oncology, Dermatology )     Applicant / Employee:                                                                                           Hire        Transfer         Status:    Full Time                      hours per week        Part Time       hours per week            PRN      Temp from                                      to                                       (6 mos max)     Title:                                                                         Desired Start Date:                                                    Employee Replacing:   Supervisor:_______________________________________________________________     Salary:        Do you request this applicant be brought in above entry level?    Yes       No       Recommended Hourly Rate:                                                   Recommended Annual Rate:                                                      HR Salary Verification Signature: ______________________________________                      Director of HR                     Date       FLSA Status  (HR to complete)     Salary Exempt            Non Exempt   Hourly     Requested By:                                                                                                                                                                             Signature & Title                 Date     Approvals:                 Administrator                 Date                      Dept Chair or Executive Director             Date                  Director of Human Resources               Date   Please Note:      Please attach copy of application, resume, and 3 references.  Fax to 433 - 6060.  Send originals through courier.      Once all approvals have been received, HR will offer the job to the employee.        Once the employee accepts employment, HR  will then conduct background checks and inform the employee of the drug testing  process.      All job offers are contingent upon all background checks and drug screens being complete.  Employees can not begin work  until confirmation from Human Resources.  Backg round checks may take up to 4 - 5 days to complete; please plan accordingly.  

R EQUEST TO  H IRE  /   T RANSFER   Submit attached with: Resume, Application, References (3), Consent to Drug Screen,  Consent for Background Check Form,  to:   Human Resources: 423 - 433 - 6060 (f ax)   423 - 433 - 6004 (phone)  



[image: image3.emf]    MEDICAL EDUCATION ASSISTANCE CORPORATION   AKA ETSU PHYSICIANS AND ASSOCIATES   P. O. BOX 699   MOUNTAIN HOME, TN  37684 - 0699                                                                                                                                                        (423) 433 - 6004                                                                                                                                                                                    FAX ( 423) 433 - 6060             Insert  Date         Insert  Name   Insert  Addr ess   Insert  Address     Dear  _____ Insert  Name_____ :     Thank you for interviewing with ETSU Physicians & Associates.  However, after careful  consideration, we have selected another candidate to fill the position at this time.     We hope that you will continue to m onitor our job postings and advertisements and apply  for other positions which match your qualifications and interest.     We wish you the best of luck in your career endeavors and again thank you for your  interest in ETSU Physicians & Associates.     Regards,           INSERT  NAME OF SUPERVISOR   INSERT  TITLE       cc:  Human Resources  
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