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Scope:
All employees

Definitions:

See table below

	Required documentation         Required for                      Generally Includes

	License/certification     any employee holding a position       Nurses
                                      which requires a license or 

                                      certification as a minimum.

                                      qualification of the position


As a condition of employment, any employee that drives a vehicle while performing services for CareLink or travels to or from a customer’s home must posses a valid current driver’s license and must maintain at a minimum, valid current automobile liability insurance.
Procedural Requirements

I.
Notification of Expiration of Required Documents


A.
During the first week of each month, Human Resources contact each employee whose document(s) on file will expire during the following month. The employee will be advised of the expiration date will result in placed suspension without pay until the document(s) are received in Human Resources. A list of affected employees will be provided to each Department Director.
B. At the beginning of the month in which the documents will expire, an updated list will be provided to the Department Director.
II.
Notice of Suspension

If the documentation is not received in Human Resources by the due date, Human Resources will complete a Personnel Action Form suspending the employee with out pay effective the day the document is no longer valid/current and will mail a letter (Appendix A-17) to the employee informing him/her of the suspension. The supervisor will be notified.
III.
Supervisor Responsibility

Is responsibility of the supervisor to not allow the employee to work from the date of the suspension until the document has been received. Instances where the employee works after payroll has received a suspension notice will be referred to the Department Director.

IV.
Closure


A.
The employee provides the required documentation prior to the expiration date and no further action is taken.

B.
The employee’s suspension ends upon provision of document.


C.
At the end of 2 weeks suspension without pay, the employee will be terminated (See Appendix A-18 for termination letter.) 

V.
Condition of Employment

A.
All perspective employees must sign a Condition of Employment, appendix A-57, before the employment begins. 
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