EDWIN FAIR MENTAL HEALTH CENTER, INC.

RECRUITING AND SELECTING STAFF

POLICY:
Recruiting and selection of staff shall be nondiscriminatory and aimed at hiring the most qualified applicant.

All applicants shall be cleared through Human Resources prior to starting work.

Regular employment subject to verification of requirements.

PROCEDURES:
In the event of a position becoming available, the Human Resources personnel shall review the job description and initiate a staff requisition.
Notice of position availability shall be posted for a minimum of 3 days within EFC and / or in local newspaper. Positions maybe posted on our web site and with the state (if appropriate).  Applications shall only be accepted when EFC has an open position.  All resumes shall be kept on file for one year.

If necessary, notice shall be posted in professional journals.

Applicants shall submit a letter of application, a transcript (positions requiring degrees), and a resume.  These shall be reviewed by the Human Resources personnel and Executive Director. 
After screening, final candidates shall have an interview with the Human Resources personnel and the Executive Director.  No Applicant shall be interviewed without two staff members present (not on a one on one basis). Prior to an interview, an application must be completed. The interviewers will provide the EFC Drug and Alcohol policy at the initial contact of the interview.  EFC shall require three (3) professional references. One reference must be from last employer, one from a past employer, and the other, professionally related.  References shall be contacted and documented. An Oklahoma State Bureau of Investigation or similar report shall be obtained. If applicable, professional licenses will be confirmed through a search of Oklahoma State official websites annually.  A background check, reference check, licenses confirmation must be completed prior to starting work.  
The Board of Directors delegates hiring and termination authority to the Executive Director. The Executive Director shall give final approval prior to hiring.

No person shall be denied employment based on race, color, age, sex, marital status, religion, national origin, sexual preference, disability, or veteran status. 

To be eligible for hire, all applicants AND employees must be eligible for the agency’s vehicle insurance coverage and must meet the criteria for insurance coverage; see “Driver Guidelines” below.

If the results of the OSBI check reveal that the applicant has had a conviction, The Executive Director and the Board of Directors will review the OSBI report and make a determination regarding suitability of the applicant for the position opening.

A Motor Vehicle Record shall be obtained on applicants upon employment for positions in which clients are transported. MVR's will be acquired annually for all employees transporting consumers. Current insurance verification and driver's license will be required for all staff transporting clients or being reimbursed for travel.  A copy of a valid driver's license will be required at the time of the annual performance evaluation each year.

Additionally, a certified college transcript of the applicant's highest degree shall be ordered for all positions requiring higher education.

Driver Guidelines:

1. 
No driver under the age of 21 or over the age of 79 is an eligible driver for insurance coverage.

2. 
No driver under the age of 25 is eligible to drive passenger transportation vehicles (i.e. vans or buses).

3. 
For applicants/employees ages 21-74:

A. Any driver with any of the following the past three years does not meet the criteria for insurance coverage:

a. More than two moving violations in the past three years.

b. More than two accidents in the past three years.

c. More than one accident in any one year.


d. Speeding over 80 miles per hour or 21 miles per hour over the posted speed limit.

B.
Any driver with any of the following is unacceptable and therefore ineligible for insurance coverage:

a. Operating a motor vehicle during a time of suspension or revocation

b. Operating a motor vehicle without a license.

c. Driving under the influence of alcohol or drugs.

d. Careless driving

e. Negligent homicide arising out of the use of a motor vehicle.

f. Aggravated assault with a motor vehicle.

C.
Applicants AND employees ages 71-74: A physician’s statement is required for any driver operating a passenger transportation vehicle (i.e. vans or buses). Physician’s statements are required on an annual basis.

4.
For applicants/employees ages 75-79:

A. 
Review MVR – driver is subject to same criteria as detailed above in item 3.


B. 
Physician’s statement is required on an annual basis


C. 
Ineligible to drive passenger transportation vehicles

5.
For applicants/employees ages 80 and over:


A. 
All are ineligible for coverage.
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