(ORGANIZATION) Guideline 002.01.02
Selection of Personnel
Subsections: none

	Area:
	Approved By:
	Most Recent Approval Date:

	· Corporate Governance Policy
	Board of Directors
	

	· Corporate Function Guideline
	CEO
	3/22/2011

	· Financial Function Guideline
	CFO
	

	· Clinical Function Guideline
	CMO
	


	First Approval Date: 2007
	
	Next Review Due:  2013

	Dates Reviewed: 2011
	
	Dates Revised: n/a

	Dates Revisions Announced to Staff:  June 2009



	Purpose:
	To ensure a consistent process for the selection of new (ORGANIZATION) staff members.

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) staff positions

	Definitions:
	· “(ORGANIZATION) staff” is defined as all employees and contractors of (ORGANIZATION) as well as staffing agency employees placed at (ORGANIZATION).  A “(ORGANIZATION) staff member” is any individual included in the previous definition.

	For more information:
	n/a


Text of Guideline:

All personnel shall be selected on the basis of their experience, education, and competence related to the position for which they are applying, to assure the appointment of persons best qualified to effectively and efficiently discharge (ORGANIZATION)’s functions.  Selection is based on qualifications without regard to any protected status as outlined in (ORGANIZATION)’s Non-Discrimination Policy. (see policy 002.01.03).

Only qualified applicants of good character and reputation will be hired. Qualifications specified in the job description will be used as guidelines for recruiting and setting salary rates.  Whenever qualifications are identified as a minimum, they are required as a continuing condition of employment or advancement. The CEO may waive educational qualifications, unless required by law or regulation, if the candidate is otherwise qualified for the job.

Responsibility for selecting personnel is as follows:

· Employment of the CEO – (ORGANIZATION)’s CEO is chosen by the Chairperson of the Board and is confirmed by a vote of the Board.

· Employment of other employees – The decision to hire all employees, excluding the CEO position, rests with the CEO, but may be delegated by to those in positions of supervisory and/or other administrative responsibility, with their decisions subject to the approval of the CEO.

In order to provide current (ORGANIZATION) employees an opportunity to apply for available positions, all job openings for which current employees qualify will be posted within (ORGANIZATION).  Internal applicants will follow the same application procedure as external applicants.
All applicants will be required to complete an employment application form or submit a resume of educational and employment history and furnish employment references, at least two of which shall be former employers, unless the employee does not have such employment experience.  Applicants will complete the Reference Release form and references will be checked by (ORGANIZATION) prior to employment.






