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POLICY:

The purpose of this policy is to describe the background checks which are conducted on Anastasia Care Services LLC job candidates after a job offer has been made. The services provided by Anastasia Care Services must be supported by qualified employees, ensuring Anastasia Care Services has a safe and secure environment for all Anastasia Care Services  consumers, families and employees. It is also important that Anastasia Care Services take meaningful actions to protect the funds, property and other assets of its consumers and their family members. This policy is intended to support the verification of credentials, criminal history, employment background and any other information related to employment decisions that would assist Anastasia Care Services in meeting its commitments. 
PROCEDURE:

Guidelines

1. Anastasia Care Services conducts background checks on all job candidates post-offer (contingency offer). The type of information that is collected by Anastasia Care Services is based on the services that are provided to consumers and families as well as the job function that the candidate will perform at the agency.  This process occurs in order to verify the accuracy of the information provided by the candidate and determines his/her suitability for employment.  All background checks are documented in the employee’s personnel file. The background check screening includes, but is not limited to:
A. criminal background check

B. educational and licensure verification

C. employment history
D. fraud and abuse control such as licensure sanctions 

E. professional and personal references. 
2. Background checks are required for all new hires. This includes all full-time, part-time and temporary employees. The background check must be completed and results verified before any employee begins work. At no time should an employee begin work until the results of the background check have been verified.
3. If an employee is rehired, a new background check is required if they have been separated from Anastasia Care Services for longer than one (1) year. 
4. Anastasia Care Services will ensure that all background checks are held in compliance with applicable federal and state statutes.
5. Anastasia Care Services reserves the right to make the sole determination on any employment decision arising out of information obtained through the background check.
6. The candidate must authorize the background check. This is done by having the applicant complete the Employment Background Authorization section located on the employment application.
7. If a background check is returned with unfavorable results (see Pennsylvania Department of Aging, Prohibitive Offenses for Hiring Purposes attached), the candidate will be contacted to inform him/her that Anastasia Care Services rescinds its contingent offer of employment and that he/she will receive written notification of the withdrawal of the offer. The candidate will be given the opportunity to review a copy of the report, and information regarding his/her rights to dispute inaccurate information with the state agency performing the background check. 
8. A new employee hire is requested to bring in copies of his/her diplomas and licenses on his/her first day of employment.  These documents are verified and copies maintained in the personnel files (see Policy # HR-3.0 Personnel Records). 




Types of Background Checks

1. Criminal History Check
A. The criminal history of the applicant will be verified to ensure that the employee does not have any undisclosed criminal history in the state of Pennsylvania.
B. If the employee has not resided in Pennsylvania for the past two (2) years, he/she will be required to undergo an FBI criminal background check in order to verify that there is not a criminal background where the applicant currently resides or has previously resided.
C. If the employee will be in contact with children [any minor under the age of eighteen (18)], they will be required to undergo a child abuse clearance. [Anastasia Care Services does not care for anyone under the age of eighteen (18)]. 
D. The agency will not hire an individual if the State Police criminal history record reveals a listed prohibited conviction or if the Department of Aging (Act 169 of 1996) letter of determination states the individual is not eligible for hire or roster. 
2. Educational Verification
A. All educational credentials beyond high school listed on the application, resume or cover letter, or otherwise cited by the candidate that qualify the individual for the position sought, will be reviewed.
B. If questioned, education will be verified via official school transcripts.
3. Employment Verification
A. All previous employment listed on the application, resume or cover letter, or otherwise cited by the candidate that qualifies the individual for the position sought, will be verified through a standard reference check process.  This is done preferably in writing, but can be done by phone by the immediate supervisor if no written evaluations are able to be received by return mail.  Documentation of employment verification and, at minimum, two (2) prior employment references for each employee is maintained in each employee’s personnel file. 
B. The verification information obtained will include dates of employment and reasons for leaving the position. 
4. License Verification
A. All licenses listed on the application, resume or cover letter, or otherwise cited by the candidate that qualify the individual for the position sought, will be verified through the state licensing boards or any other available sources.

B. Licenses will also be checked for sanction history within the healthcare field.

C. Possible types of sanctions include exclusions, termination of license, suspension, revocation, probation and debarments, etc.
D. Professional licenses of all staff are verified annually thereafter at the time of the employee’s performance evaluation. 
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