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	Policy Statement
	A systematic Panel Interview process is required for job candidates in the Department of Pathology.  Newly hired or rehired (greater than one year from last date of service) associates are required to complete an orientation process to ensure that all essential information and activities have been successfully communicated and completed.

	Purpose
	This policy describes the interview process and orientation requirements for new associates of the Department of Pathology.  The policy provides for documentation of interview and orientation activities that are applicable to all sections of the Laboratory. 

	Scope
	All job candidates must complete the Panel Interview process. A related procedure provides detailed information on the Panel Interview.

All newly hired associates, or associates rehired after more than one year from their last date of service in the Department of Pathology, are required to complete the Orientation process. 
A related policy is applicable to agency or contractual hires and students. Orientation to specific job duties is addressed within sectional policies.

	Responsibility
	Interviewing and Hiring:
· The Laboratory Medical Director is responsible for ensuring the hiring of qualified personnel.

· The administrative Director is responsible for selecting the Interview Panel. The administrative Director may delegate this task.

· The Interview Panel consists of Hiring Manager and other supervisory and non-supervisory Lab personnel as determined by the administrative Director. 
· The Hiring Manager is responsible for coordinating with the Human Resources consultant and Panel members in selecting for interview the best candidates from among the applicant pool.
· The Interview Panel is responsible for conducting and documenting fair and objective interviews of the selected candidates.
· The Hiring Manager is responsible for determining which applicant will receive the job offer and informing the administrative Director of the decision.

· The Hiring Manager is responsible for submitting the decision to the Human Resources consultant who extends the job offer. 

Orientation:
· The Quality Coordinator coordinates initial Laboratory Orientation activities for new associates.

· Supervisory personnel are responsible for scheduling a newly hired associate or rehire with the Quality Coordinator. Orientation must occur within 30 days of date of hire. 
· New associates, once introduced to the orientation process, are responsible for completion of associated activities.
· New associates are responsible for submitting all required documents within 90 days of hire date.

	Interview Process
Guiding Principles
	Internal applicants for positions should be interviewed prior to external applicants. 
Components of the Interview Process include:

· Core Values Questions – selected from a list provided by the Human Resources Department.

· Skills/Experience Questions – includes Communication Skills and Job Specific Skills

· Work Experience – may include a technical quiz
· Education, Licenses, Certification – one number corresponding to the educational level of the candidate.
The same questions are used for all candidates for one specific job. It is desirable that the Panel membership also remain the same throughout the process. 
Confidentiality must be maintained by all persons involved in the interview process.

	Orientation Checklist
	The Quality Coordinator (QC) generates a checklist for each new associate. Activities listed on the checklist include:

· Construction of a file for each associate that will be kept in Administrative Office of the Laboratory (QC).

Note:  Associates are required to supply information required for file completion within 90 days of hire.

· Updating of all electronic and hardcopy databases that require associate information (QC).
· Posting on electronic calendars the dates of the hospital orientation, the 30 and 90 day meeting, the date of the 6-month evaluation, and the date of the annual evaluation. Calendars of the immediate supervisor of the new associate, manager of the section, and the Administrative Director are the targets of this activity (QC).

· Overseeing initial activities, including locker assignment, introductions, review of core policies, clocking, and parking options (QC).

· Completing Safety Orientation with the Lab Safety Officer.

· Completing Outlook introduction with the Laboratory Information Systems Coordinator
· Completing Occurrence Management process introduction (QC).

· Initiation of required On-line training (QC).
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