Upstate Medical University is one of 64 campuses of the State University of New York.  As a New York State employer, there are requirements that affect the recruitment and selection process that hiring departments are obligated to observe.  Principal among these requirements are various collective bargaining agreements (union contracts) that govern the terms and conditions of the employment of State workers; Civil Service Law; Policies of the Board of Trustees; State and Federal laws, Upstate Medical University policies and procedures, and the SUNY Upstate Affirmative Action Program.  These requirements are evident throughout the recruitment and employment process.

The guidelines set forth below are specifically for those positions designated in the state unclassified service.

HIRING PROCEDURES – STATE UNCLASSIFIED SERVICE POSITIONS
Professional staff positions, including those positions represented by the United University Professions (UUP) and those positions designated Management/Confidential, within the State University of New York system, have been designated “unclassified service” and therefore are not under the State Civil Service jurisdiction.  This means that the recruitment and selection process, as well as classification and appointment processes, are governed by separate mandates, including but not limited to the Policies of the SUNY Board of Trustees, the bargaining agreement between the State of New York and United University Professions (UUP), and the Upstate Medical University Affirmative Action Program.  

PRE-RECRUITMENT ACTIVITIES

THE POSITION VACANCY

The recruitment and selection process for State funded positions begins with the identification of the type of vacancy to be filled.  The hiring manager initiates the process with a consideration of several critical questions:

· Is this a replacement for an existing position?

· If so, have the duties and responsibilities changed since the previous incumbent was hired?

· If this is a new position, has the funding to support this position been established?

For the hiring department, the responses to these questions will determine what important pre-recruitment activities will need to take place in collaboration with the Human Resources Department.  

REPLACEMENT FOR AN EXISTING POSITION
If there are no significant changes in the duties, responsibilities or minimum qualifications, the hiring department can proceed immediately with the completion and submission of the Personnel Requisition Form (F-1).

If, however, the duties of the position have changed significantly since the appointment of the previous incumbent, or if department needs require a different operational focus, a position classification review would be required.  This would be accomplished in accordance with the following procedures:

NEW POSITION OR EXISTING POSITION CLASSIFICATION REVIEW

For all non-faculty positions, the completion of a Position Questionnaire and Personnel Requisition Form (F-1), and their submission to the Classification division of the Human Resources Department is a necessary prerequisite for both establishing a new position and initiating a classification review or update of an existing position.

Given the importance of assigning the correct title and grade, it is critical that as much information about the job duties, minimum qualifications required to perform the job, and the department’s needs be described in detail on the Upstate Medical University Position Questionnaire.

Once this information is obtained, the Classification division in the Human Resources Department will review the information in accordance with SUNY and New York State Department of Civil Service classification/compensation guidelines for state, as well as all applicable State and Federal Laws.  

This review process will involve consultations between the Classification Specialist and the hiring department.  Once completed, the classification division will advise the hiring department of its findings regarding the appropriate classification for the position; i.e., proper title, salary grade, hiring salary parameters, and any other related information.

The establishment of a new position or reclassification of an existing position on the State payroll may require the submission of position description documents and justification statements to the State Department of Civil Service or to SUNY Central Administration.  Final authorization from these offices must be obtained before an individual can be appointed to the new position.  Therefore, advance notice to the Human Resources Department is especially important as the Civil Service or SUNY review process can be lengthy, depending on the nature of the position and its impact on similar positions at Upstate Medical University, as well as those of other SUNY campuses and State agencies.

The Classification Specialist works closely with the department throughout the position classification process, and from the perspective of the hiring department the position review is the necessary first step in the recruitment process and should be accomplished well in advance of the anticipated hiring date.

THE PERSONNEL REQUISITION FORM

The Personnel Requisition Form (F-1) is prepared by the Hiring Department and sent on for budgetary authorization.  

When the F-1 has been approved for funding authorization by the designated office, it is forwarded to the Human Resources Department.  There it is logged in by date of receipt and referred to a Classification Specialist who reviews it for completeness, job description content, minimum qualifications required to perform the job, and accuracy and consistency in title.  Given the importance of finding the right individual to fill a vacancy, it is critical that the job duties and minimum qualifications be described in detail.  The hiring department may be required to provide a Position Questionnaire with the information necessary prior to title/grade determination if such a classification review has not previously occurred through the classification process described in the preceding section, or if the duties, as described, vary significantly from the established standards for the position title.

When the classification review is completed and approved, the F-1 is distributed in the following manner:

· Original to the Recruiter responsible for recruitment based on the type of position and/or department position is located in

· A copy to the Hiring Department

· A copy to the Office of Diversity and Affirmative Action

RECRUITMENT PROCESS

Once the pre-recruitment activities have been completed and the approved Personnel Requisition Form (F-1) has been forwarded to the Recruiter, the Recruiter will, in turn, contact the individual listed on the F-1 as the Department Contact.

Most hiring departments are eager to move the recruitment and selection process along as expeditiously as possible.  Advance notice to the Human Resources Department of departmental needs will insure that the process is accomplished thoroughly, accurately and in compliance with legal requirements and procedures.

STEP 1 - RECRUITMENT

POSTING

The actual process for the recruitment and selection of professional staff begins, as described in the preceding section, with the submission of an authorized F-1 to the Human Resources Department.

With the assistance of the Recruiter, position posting requirements and advertising preferences are reviewed.  From the perspective of the hiring department, several important time parameters must be considered at this time.

State UUP Positions

As required by the UUP bargaining agreement, Position postings or Vacancy Announcements are required to be posted for a 30-day period and are distributed, by SUNY Central Administration, to all SUNY campuses.  Positions are also posted at various locations around campus and on the Upstate web page at www.upstate.edu.   The UUP bargaining agreement also enables Upstate Medical University to identify a shorter 10-day posting period for the consideration of internal (current Upstate, UUP employees) applicants for professional positions.  During this period, current Upstate employees who are covered by the UUP bargaining agreement are given preliminary consideration for the position vacancy.  The hiring department is not obligated to select an internal applicant.  Rather, the internal posting process is an opportunity for current qualified employees to identify their interest in promotional opportunities.  Vacancy Announcements for professional positions will, therefore, indicate three (3) application deadline dates – one for internal candidates (current Upstate, UUP employees), a second one for UUP employees at other SUNY campuses, and a third for candidates (external to SUNY) or open to the general public.

Vacancy Announcements, in accordance with SUNY Central Administration by Tuesday, 5:00 p.m. each week in order for the 30-day count to begin the following Monday.

State Management/Confidential Positions

The Posting process for Management/Confidential professional positions differs from the process for Unclassified Professional staff in very few ways.  The significant difference is based on the exclusion of Management/Confidential positions from representation by a bargaining Agreement.

ADVERTISING

The Recruiter handles all advertising for open positions, which involves working with the hiring department on drafting the advertising copy, discussing appropriate placement options and obtaining ad cost quotations.

For UUP state positions, advertisements may be placed after the expiration of the 10-day internal Upstate-UUP posting.  In rare the case of an approved waiver of the UUP Promotion Procedure, the external recruitment (advertising) can begin immediately.

The hiring department will approve ad copy and provide the departmental account number to which the advertising will be charged.  The application deadline used in advertising notices will correspond with the external deadline on the Posting/Vacancy Announcement.

ADDITIONAL RECRUITING EFFORTS

Other considerations in the recruitment of candidates for professional positions include

individual announcements of the professional staff vacancy to appropriate professional organizations (identified by hiring department). The Recruitment staff may also provide the hiring department with additional resources for recruiting diverse candidates.

NOTE:  In this regard, the Human Resources Department automatically places vacancy announcements for all Upstate Medical University and professional position openings with the New York State Job Service and many other community agencies in and around the Syracuse area.

RECEIPT AND ACKNOWLEDGEMENT OF APPLICATIONS

Applicant acknowledgement is an important phase of the recruitment process, and is handled by the Human Resources Department.  Prompt acknowledgement of applicant letters and resumes tells the candidate of Upstate’s interest and also enables the Human Resource Department and the Office of Diversity and Affirmative Action to assemble legally required information on the characteristics of the applicant pool.  Applicant’s self-identification is accomplished through their voluntary response to an Affirmative Action questionnaire, which is a confidential part of the application process.

STEP 2 - SELECTION 

The selection process, or the review of candidates for a professional staff opening, is a carefully coordinated activity and will, in most situations, involve several groups:


The Human Resources Department


The Office of Diversity and Affirmative Action


The Departmental Search Committee

All professional staff recruitment efforts, regardless of the classification or salary grade level, are subject to the search process and search documentation requirements developed by the Office of Diversity and Affirmative Action in compliance with the Upstate Medical University Affirmative Action Plan and Equal Employment Opportunity Laws.  These obligations are communicated to each hiring department by the Office of Diversity and Affirmative Action.
As the hiring department prepares to review the candidates who have responded to the position vacancy announcement, several procedural items must be considered.

THE SEARCH COMMITTEE

The appointment of the Search Committee to screen and select the final candidates for a position vacancy is an established practice in higher education and at Upstate Medical University.

Search Committees are strongly recommended for the selection of candidates at all levels of professional service, but are not required for entry-level professional positions.  Even 

at this level, however, the selection process would be enhanced and Upstate Medical University would be less vulnerable to potential discrimination lawsuits if several departmental representatives shared the screening and selection process for these positions.

Experience with the Search Committee process indicates that the most effective committees include four to six members, including the Committee Chairperson.  The practical issues of meeting schedules and timely review are best addressed if the committee membership is this size.

As a guideline, the members of the Search Committee should:

· Be familiar with the requirements of the position under recruitment and the necessary minimum qualifications for successful performance of the position.

· Represent, as best as possible, the interest various constituencies have in the outcome of the search.  Frequently, this will suggest that the Search Committee members are invited from within and outside the hiring department.

· Represent, as best as possible, the diversity of Upstate Medical University.

· Have demonstrated “good judgement” and personal integrity as well as an ability to participate effectively in the group decision-making process.

The Search Committee needs to know, from the appointing officer (Department Chair or Director or appropriate institutional officer), what it is expected to accomplish.  This is normally communicated at the first meeting of the Search Committee.

The first Committee meeting is also the proper time to meet with the Affirmative Action Officer to gain a thorough understanding of the Committee’s compliance obligations in terms of utilization goals, applicant screening and interview documentation, permissible and illegal interview questions, and search conclusion documentation and approval procedures.

The Search Committee may also invite the Recruiter, who will be coordinating the Human Resource Department procedures in this recruitment effort, to meet with them and review those procedural details such as developing ads, acknowledging applications and maintaining applicant logs.

Frequently, the Search Committee will hold its initial session prior to the development of advertising notices and will participate in the development of these announcements and in the identification of various recruiting resources.

Once appointed, the Search Committee can begin the critical screening and interview process.

SCREENING APPLICATIONS
Whether a Search Committee is used or one hiring manager is responsible for the process, all applications should be reviewed to ensure equal employment opportunity and to determine if the minimum qualifications, as posted and advertised, are satisfied prior to inviting candidates for an interview.  The Recruiter is available to assist the hiring department and/or the Search Committee.

The screening process can begin as soon as applications are received or it may wait until the application deadline is reached – this is a hiring department/Search Committee determination.

Searches for which Upstate Medical University has an affirmative action goal will be closely monitored.  In some searches, the Affirmative Action Officer may decide, based on the screening of applications, that the initial response to the advertisement or vacancy announcement is insufficient for its objectives in terms of qualified candidate and/or protected class representation.  In such instances, the hiring department/Search Committee may be encouraged to reopen recruitment until the desired applicant pool is received.

The screening process should be documented for each application.  The Office of Diversity and Affirmative Action can provide a sample format for doing this.  The key consideration in developing a screening or rating form is that criteria be objective, job related and consistent.

SELECTING FINAL CANDIDATES TO INTERVIEW

It is the experience of most hiring managers/Search Committees that, through a careful screening of all applications, a consensus regarding the qualified candidates occurs.

It is then the hiring managers/Search Committee’s responsibility to determine which candidates it will select as finalists and invite to interview.

The necessary next step at this stage is to establish a more systematic procedure for evaluating candidates.  Approaches to this will vary but most involved developing a form of candidate rating.  Criteria appropriate for rating may include:

1. Educational Preparation

· degree(s): required and preferred

· academic discipline(s)

· post graduate training

2. Experience

· specific professional experiences

· honors and awards

· progressive career growth

· supervisory experience (if appropriate)

· type of employment environment

3. Other

· quality of cover letter as indication of communication 

skills

· samples of work

· publication/research record, if appropriate

· job-related professional interests and activities

NOTE:  These examples, loosely stated here, would be refined by the hiring manager/Search Committee for its specific purposes, consistent for the job duties and dimensions of the particular position.

When a Search Committee is used, experts suggest that this rating process is most effectively accomplished at one time when all Committee members can devote a several-hour period to a review and ranking session, carefully noting individual determinations on a rating form for each candidate.  Once this process is completed, an analysis of candidate “scores” from each rater invariably yields a “short list” of top or finalist candidates.  Depending on the level of the position in the department, the finalist candidates identified for interview may range from three to eight or more.  Generally five or six candidates are identified at this stage, which should allow for a sufficient group of initial interviewees.  

CONFIDENTIALITY

The need for confidentiality is the search process is critical to a successful outcome.  The essence of good recruitment and personnel practice is that candidates are assured that the privacy of their application will be protected as well as possible within search protocols in the public sector.

INTERVIEWS

Of all of the selection techniques used by employers, the employment interview is clearly the most popular and reliable technique, it is however, very difficult to do well.

The employment interview has a dual purpose:

· to get to know the candidate and assess his/her qualifications for the position and 

· to market Upstate as the employer of choice

Therefore, the interview process must be balanced in such a way as to fulfill these dual objectives.

While the length and degree of interviews will vary according to the level of the position and the interviewer may be an individual, a group or a combination of these, the structure of an employment interview is basically consistent.  It should include:

1. The Welcome or Getting Acquainted Stage

This opening stage of the interview allows for the interviewer(s) to welcome the candidate, introduce him/her (and the members of the Search Committee), and to put the candidate at ease.  Questions or topics related to personal issues must be avoided.  Only job related questions and topics are appropriate.

2. The Questions-to-the-Candidate Stage

This will be the most important phase of the interview and, as a rule of thumb, generally comprises 2/3 to ¾ of the interview.  Questions must be job related and should focus on such issues as education and skills, work experience and job history, attitudes and ideas about work, motivation, career goals and related considerations.  It is also very important that each applicant be asked the same questions and be allotted the same amount of time for the interview.  It is recognized that some interview questions will vary slightly depending on a candidate’s work experience.

3. The Questions-from-the-Candidate Stage

At this phase in the interview, the candidate should be invited to ask questions about the position.  The type of questions the candidate asks are frequently an important indicator to the interviewer(s) of the candidate’s understanding of the position he/she is applying for, knowledge of the institution as well as personal motivation.

4. Search Committee Review Stage

Frequently, the candidate’s responses to questions or the questions the candidate may ask will prompt the interviewer(s) to ask additional questions or request clarification of earlier comments.

5. The Conclusion or Leave-Taking Stage

This final segment of the interview is the appropriate opportunity for the interviewer to explain the selection process and what the candidate can expect – timeframe for selection, the interviewer’s contact of references, when the candidate can expect to hear from the interviewer and how – phone call, letter, etc.  This final stage may also be the appropriate time, depending on the level of the position, to ask the candidate about availability for employment and salary requirements.

The Human Resources Department and the Office of Diversity and Affirmative Action can assist interviewers and Search Committees in the development of proper interview questions and techniques. In the employment context, experienced interviewers and Search Committees advise:

· The best preparation for an interview is a thorough review of the position description and the application or resume of the candidate to be interviewed.

· The primary role of the interviewer(s) is to listen carefully, critically and supportively.
· The best interviewers use the time immediately following the interview to write down their impressions and, in the Committee forum, to share their immediate reactions.
· The most productive employment interviews are structured, planned in advance and kept within agreed time limits.
· Good interviewers ask the same initial questions of each candidate and allot the same amount of time for each interview.
REFERENCE CHECKING

After the final candidates have been identified but before the position is offered, the references of these candidates must be checked.  This is an extremely important part of the employment process.  The timing of this process varies with the search and the preferences of the hiring department/search committee.  

The purpose of reference checking is to confirm that there will be no surprises and that the candidate has achieved what he or she has listed on the resume or discussed in the interview.

As a general guideline, particularly for positions at the professional level, at least three references should be obtained from each candidate.  While some candidates may submit, as part of their application, written appraisals of their work or open (“to whom it may concern”) letters of recommendation, these are not sufficient and could be dated, “doctored” or irrelevant for the immediate position under recruitment.

References should be obtained from present or previous employers who are familiar with the work of the candidate.  Some candidates may ask that a present employer not be contacted so as not to jeopardize their current position.  In such cases, the reference checking would focus on previous employers.  Should the department/ search committee find this as a concern, an alternative might to be to extend a preliminary job offer, subject to Affirmative Action approval and a favorable reference from the present employer.  Experienced employment interviewers and search specialists advise that the verbal reference is generally more useful than the written reference.  People are likely to be more candid and specific in responding to questions on the telephone than if they have to put their opinions in writing.  Further, a telephone reference check does not preclude a request for a follow-up written commentary.

The reference check, in a manner similar to the candidate rating process, must focus on specific job-related information.  The more concrete the request, the easier the task.

Begin with direct questions that verify the information submitted by the candidate:

     Name and title of person providing reference

     Position and dates of candidate’s employment

     Relationship between referee and candidate

     Candidate’s job duties and responsibilities

A candidate’s ability to perform successfully in an Upstate Medical University position will also depend on various skills and abilities and these should also be discussed with the person providing the reference.  These would include such issues as:

     Ability to communicate – oral and written

     Supervisory ability (if appropriate)

     Assessment of candidate’s strengths and weaknesses

     Relationships with peers, superiors and subordinates

     Dependability

It is also helpful to verify the candidate’s reason for leaving the previous employer and to ask if that employer would rehire the candidate.  

Whatever adaptation is used, it is important that the same questions be asked of each reference.  In this manner, consistent and reliable responses will be obtained and an objective, unbiased assessment of the candidates can be assured.

VERIFICATION OF CREDENTIALS

The verification of candidate credentials is an extension of the reference process and is especially important in a highly regulated environment like Upstate Medical University.

Educational References

Candidates for professional positions, which require the completion of a degree or degrees as a qualification, shall be asked to verify these credentials and provide documentation (official transcript, copy of degree, etc.) prior to commencing employment

Licenses and Certificates

Many positions at Upstate Medical University require the possession of a license or certificate to practice a particular specialty.  The Human Resource Department is obligated to verify original credentials and to maintain up-to-date copies of necessary licenses and certificates in the employee’s personnel file.

At this time of hiring, candidates are advised that they must present the necessary original documentation, prior to starting employment, from which a file is made.  During employment, departments are responsible for insuring that licenses and certificates are maintained and renewed and that copies of renewed documents are sent to Human Resources.

For physicians and residents, the Medical Staff Office at Upstate Medical University coordinates credentialing and documentation procedures.
STEP 3 - AFFIRMATIVE ACTION:  Search Documentation and Approval
In accordance with the Upstate Medical University Affirmative Action Program and Equal Employment Opportunity Laws, the result of each recruitment and selection effort for professional staff positions must be documented. The Recruiter will discuss with the hiring department or search committee the selected candidate’s credentials and the appropriate hiring level and salary.  The documentation of recruitment, interviewing and selection efforts and the recommendation of a final candidate are submitted by the hiring department to the Affirmative Action Officer for review and approval.  The Office of Diversity and Affirmative Action will notify the Recruiter and hiring department/search committee of the search approval.

NOTE:
A FORMAL HIRING OFFER CANNOT BE EXTENDED UNTIL THE HUMAN RESOURCES DEPARTMENT AND AFFIRMATIVE ACTION APPROVAL OF THE SEARCH IS OBTAINED.

For the purposes of Documentation of Search activities, the Office of Diversity and Affirmative Action provides each hiring department or search committee with instructions on the necessary steps to follow.
DOCUMENTATION OF SEARCH

The complete Documentation of Search submission to Affirmative Action will include:

1. Copies of any advertisements placed in newspapers, journals, etc., in recruiting candidates.

NOTE:  It is important that copies of advertisements and announcements indicate the date the notice appeared.

2. Copies of the resumes of the finalist candidates – that is, those individuals invited to interview.

3. A sample of the Evaluation or Rating Form developed by the search committee to screen applicants.

4. Documentation of the Interview Process, including

· a list of interview questions

· a sample of the form used to rate the candidates interviewed

5. A written explanation explaining why the selected candidate was chosen over other qualified candidates.  For example, what skills/experience does the selected candidate possess that other candidates do not.

Waiver of Search

In certain exceptional circumstances, a hiring department may request a WAIVER of the Search Process from the Affirmative Action Officer.  The type of unusual circumstances that would be considered for a Waiver of Search might include:

· the transfer of an employee from one funding source employer to another employer – such as from Research Foundation to State employment – without a substantial change in duties.  In such situations, it will be important to verify that the original Upstate Medical University appointment was conducted in accordance with Affirmative Action’s Documentation of Search procedures.

· the reinstatement of employee to a formerly held position.

STEP 4 - APPROVAL BY HUMAN RESOURCES DEPARTMENT
A copy of the Affirmative Action approval of the Search process is forwarded to the Human Resources Department.  When received, the Recruiter will contact the hiring department to confirm the following details for the appointment:

· Date of anticipated employment (subject to pre-employment health clearance and New Employee Orientation guidelines as necessary)

· The desired salary offer

NOTE:  As stated above, Human Resources must authorize the starting salary and assure that the salary amount is consistent with SUNY Compensation requirements as well as with internal and external (market rate) considerations, that appropriate budgetary authorizations have been given, and that the qualifications of the selected candidate meet both SUNY position standards as well as the qualifications as advertised.

EMPLOYMENT OFFER

The extension of the verbal offer of employment to a candidate for a professional staff position is normally done by designated department official, after review and approval by the Human Resources Department and Office of Diversity and Affirmative Action. The Recruiter will then follow up with a written confirmation known as the letter of offer.  In extending the offer, it is important that the candidate be advised of health clearance, employment eligibility and credential verification, and New Employee Orientation requirements.

At a minimum, a letter of offer will

· include information about the position title and salary grade, salary (annual and biweekly)

· effective employment starting date

· advise the candidate of employment Health Clearance requirements
· indicate the type of appointment and any other pertinent terms and conditions related to the appointment
· ask that the candidate indicate acceptance by returning a signed copy of the letter of offer prior to starting employment
Professional Staff (UUP Represented)

Professional staff are initially appointed on either a temporary or term basis and are in accordance with the SUNY Board of Trustees’ Policies Article XI, Title A (Procedure), Title C (Permanent Appointment), Title D (Term Appointment), Title E (Probationary Appointment), Title F (Temporary Appointment), or Title H (Appointment Year).

Initial term appointments normally are for a period of one year, with the possibility of renewal for periods of one, two or three years.

The maximum number of years a full-time professional employee can serve on term appointments is seven, at which time the individual must be granted a permanent appointment in accordance with Article XI, Title C of the Board of Trustees’ Policies.

Title D, Sections 4 and 5, of the Board of Trustees’ Policies define the renewal requirements for term appointments and also detail the advance notice requirements in the event of non-renewal of a term appointment.

The Human Resources Department advises departments, on a regular basis, of the timing of renewal/non-renewal decisions.  Absent a decision of non-renewal and timely notice of that decision to the employee, the employee will be reappointed to a new term appointment or permanent appointment, depending on length of service.  Accordingly, the hiring department must observe the Board Policies and UUP bargaining agreement requirements for notice.
Temporary appointments, as described in Title F of the Board Policies, should ordinarily only be given when service is part-time or of a limited duration (normally for a period of one year or less) or when the appointment is to a position which is encumbered by a leave of absence.  These appointments may be terminated at any time.
Written confirmation of appointment is the official conclusion of the selection process for professional appointees.

Professional Staff will be issued a Notice of Professional Appointment by the Human Resources Department shortly after beginning employment.  This Notice confirms the critical terms and conditions of employment including:

Title and salary grade

Salary

Appointment status (term, temporary, probation)

Effective appointment date

Appointment expiration date

The department will also receive at this time a performance program for the new professional appointee. 

Management/Confidential Employees

Management/Confidential employees serve “at the pleasure of” the appointing authority.  Therefore, the concepts of probation, term appointments and permanency do not apply to Management/Confidential employees.

While “terminable at will”, it is nevertheless important that Management/Confidential employees be evaluated annually and that decisions related to the continuance or termination of employment be based, as with all other employees, on performance related criteria.

APPOINTMENT/EMPLOYMENT PROCESS
After the offer of employment has been made and accepted, but before the candidate officially joins Upstate Medical University workforce, several activities must occur.

EMPLOYEE HEALTH OFFICE CLEARANCE

It is the policy of Upstate Medical University that all new employees must successfully clear an employment physical examination as a condition of employment.  This requirement ensures the individual’s fitness to perform the essential duties of the position and reinforces Upstate Medical University’s commitment to provide a safe working environment for its employees, students and patients.

For employees working in University Hospital, regardless of position and for all other employees whose responsibilities involve patient care or contact, the Employment Health Clearance, from the Upstate Medical University Employee Health Office, must be secured prior to employment.

Employees working in the academic, research or administrative divisions of Upstate Medical University must receive health clearance within 30 days of appointment as a condition of continued employment but may begin employment prior to the scheduling of the Employment physical examination.  These appointments will be made temporary until cleared.

The Human Resource Department schedules the employment physical examination with the Employee Health Office either before or after the effective employment date, based on the individual’s work location and position responsibilities.  The employment physical examination process involves a complete physical examination and a series of laboratory tests.  The entire process – examinations, tests, receipt of test results and issuance of clearance – normally takes five to seven business days.  Therefore, particularly for Hospital-based and/or patient care positions, it is important that the hiring department plan in advance so that this process is accomplished before the desired employment date.

Occasionally, new employees are not cleared or may be referred to their personal physician for treatment before a follow-up Employee Health examination and clearance can be given.  If such a situation develops, the new employee cannot be permitted to work or be placed on payroll (or continue on payroll) until health clearance is received.  Similarly, the results of the employment health examination may indicate a restriction on the individual’s ability to perform the full range of the position duties.  If a “restricted clearance” is issued, the hiring department, in consultation with the Human Resources Department will determine if it can employ the individual with restrictions and if it can reasonably accommodate the restriction or if it must reopen the recruitment and selection process.  The hiring department has the authority to withdraw the employment offer if the health clearance contingency is not satisfied.  However, the restriction must be job related and the hiring department must consult with Human Resources before taking such actions.

NEW EMPLOYEE ORIENTATION
Orientation to Upstate Medical University is a critical component of new employees’ first days on the job and their official “WELCOME” to Upstate Medical University.

All employees, except faculty, are required to begin their employment with attendance at New Employee Orientation.

New Employee Orientation is scheduled on a bi-weekly basis, normally to start on the Thursday beginning a payroll period.  In addition, the University provides a comprehensive introduction to the organization and its procedures for all hospital employees and individual departments complete the orientation cycle with an introduction to department protocols.

This multi-dimensional approach to new employee orientation is planned to provide the new employee with a comprehensive understanding of Upstate Medical University as a part of the State University of New York system and of the interrelationship of the colleges in the fulfillment of Upstate Medical University’s mission.

Upon completion of the orientation program, an attestation of attendance is signed by the employee and becomes a part of their personnel file in accordance with regulatory agency (e.g. NYS Department of Health) mandates.

THE EMPLOYMENT “SIGN-UP” PROCESS

Many of the details that finalize the hiring effort and enable the prospective employee to be placed on the Upstate Medical University payroll are accomplished during the “sign-up” process normally done at or prior to New Employee Orientation.

For this process, the new employee will:

· complete various employment and payroll information forms

· present employment eligibility documents as well as licenses, certificates, military separation documents, if applicable, and related verification documents for copying for the personnel file

· review his or her insurance and retirement option selections and complete the necessary applications
· complete a W-4 form
· obtain the Upstate Medical University I.D. card
· receive information and directions on parking permits and vehicle enrollment

· receive information on paycheck receipt, including “lag” payroll schedule

· receive information on and sign up for Benefits

IMMIGRATION-EMPLOYMENT ELIGIBILITY CLEARANCE

In 1986, the Congress passed and the President signed into law the Immigration Reform and Control Act of 1986.  In brief, the law states that only American citizens and aliens who are authorized to work in the United States can be employed.  The law extends to all employers, public and private, in the United States, and requires that employers:

1. Have new employees fill out Section 1 of the Form I-9 prior to or on the day employment commences;

2. Physically inspect original documents establishing employee’s identity and eligibility to work;

3. Properly complete the I-9

4. Retain the form for at least three years:

5. Present the form for inspection to a U.S. Citizenship and Immigration Services (USCIS)or Department of Labor (DOL) officer upon request.

As the requirements of the law are translated into the employment clearance process, new employees must present, at the time they complete their payroll enrollment forms, or within three business days from the date they commence employment, specific documents that satisfy the requirements of the law.

For U.S. citizens or permanent residents, the requirements are generally satisfied with the presentation of a valid US passport or a current original photo driver’s license and social security card although other identification documents are included in the I-9 list as acceptable.

For non-U.S. citizens, employment clearance requires the submission of a valid visa that authorizes employment in the United States and at Upstate Medical University.  A visa authorizing employment at another institution is not acceptable and must be submitted to the appropriate governmental office for re-issuance.

NOTE:  Recent experience with the employment of foreign nationals at Upstate Medical University indicates that the immigration clearance process and obtaining a proper visa is a lengthy process (three to six months and, depending on the country of origin, up to twelve months).  Therefore, hiring departments who expect to extend hiring offers to non-U.S. citizens must plan well in advance and be assured that the candidate can present the necessary work authorization documentation at the time of expected employment.
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