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	Policy Statement
	Saint Agnes Hospital is committed to hiring the best qualified associates to carry out our mission.  All candidates for positions within Saint Agnes CLIN Laboratory are evaluated through a Panel Interview procedure. This procedure has been designed to be in compliance with Human Resources guidelines. 

	Purpose
	This procedure describes the order of activities to be followed to select the best qualified associates to work in the CLIN Laboratory. 

	Scope
	This procedure applies to all interviews for CLIN Laboratory positions in the Core Lab, Transfusion Medicine, Point of Care Testing and Microbiology sections unless otherwise specified in the section documents.

	Responsibility
	All associates who participate in the interview and hiring process are responsible for adhering to this procedure.

	Guiding Principles
	All candidates for Saint Agnes CLIN Lab positions are evaluated through a Panel Interview process. 

An interview cycle includes all candidates for one specific position. 

The Panel Members and the questions chosen for the interview cycle should remain the same throughout the cycle. 

Internal candidates for positions should be interviewed prior to external candidates. 

Confidentiality must be maintained by all persons involved in the interview process.

	Procedure

	Pre-Interview 

	The Laboratory Director/Designee selects the Hiring Manager and Interview Panel for each interview cycle. 

The active membership of the Panel should consist, at minimum, of three associates from the interviewing section. Two laboratory associates from outside that section also participate when internal applicants are in the applicant pool.
The Interview Panel also includes a Monitor, a non-voting associate, who asks the questions, maintains control of the score sheets and works with the Hiring Manager in the final computation. If there is no Monitor, the Hiring Manager performs these duties. 

The interview questions have been selected by members of the CLIN Laboratory for the MT1 and MT2 and Weekender positions, based on the Human Resources template. Changes in the questions may be made if there are changes to the job expectation which require different skills although consistency must be maintained during each specific interview cycle. 

	Core Value Questions Section Categories – each category has sub-categories

· Respect/Customer Service

· Teamwork 

· Safety/Quality

One question from each category on the list provided by the Human Resources Department is selected and designated as to the sub-category it represents.

Note: An candidate must receive an average of 3.5 or above on the Core Value questions to be considered for hire.

	Skills/Experience Section Categories – each category has sub-categories

· Communication Skills

· Job Specific Skills

Four questions for the Communication Skills and four questions for the Job Specific Skills categories are selected, each question designated as to the sub-category it represents. 

· Work Experience

     Tenure - This score is calculated as one number corresponding to the seniority level 
of the applicant:

· 3 = 0 to 3 years at SAH equal to full time experience

· 4 = 3 to 5 years at SAH equal to full time experience
· 5 = greater than 5 years = equal to full time experience
The technical quiz is used for the Work Experience Category and is counted twice for the MT2 positions.

· Education, Licenses, Certification

This score is calculated as one number corresponding to the educational level of the applicant:

· 1 = 60 Science Hours with Experience

· 2 = Four Year Degree not MT

· 3 = MLT/HEW or Four Year Degree with Experience >5 years

· 4 = MLT/HEW or Four Year Degree with Experience >10 years

· 5 = MT (Certified)

	Scheduling Interviews

The Recruitment Consultant sends resumes and applications to the Hiring Manager. The Hiring Manager consults with the Panel members who have reviewed the documentation and notifies the Recruitment Consultant which applicants will be interviewed. The Recruitment Consultant notifies Panel members of the interview dates and times and typically schedules based on Outlook calendar availability. 

	Interview 

	Day of Interview

On the day of the interview the Monitor member asks the candidate the questions and records her/his observations for informational value only.  The Monitor does not score the candidate.

During the questioning portion of the interview, each voting member of the Panel marks their score sheets with numerical values for the questions.

When the direct questioning portion of the interview is complete, any quiz will be supervised in another room. If there is no quiz, the Monitor collects the score sheets for computation.

If there is a quiz, the Monitor gives the completed form to the Hiring Manager for grading. The resulting number grade will be included on the applicant’s calculation template.  The Monitor collects the score sheets and the quiz at this time.
After the score sheets are collected, an associate who is not on the Panel will take outside candidates on a tour of the Lab and then direct them back to their car. 

	Post Interview

	The Monitor enters all the values from individual score sheets and the quiz grade onto the candidate’s calculation template.

The Monitor then transfers the calculated scores to the Candidate Evaluation Form, performs the final calculations and forwards all paperwork to the Hiring Manager. 

	Selection of Candidate

	Following calculation of the interview results for all candidates, the Hiring Manager determines which applicant will receive the job offer based on the candidate with the highest score, marks the Evaluation Forms accordingly, informs the Administrative Director and forwards the Evaluation Form to the Recruitment Consultant who extends the job offer.

The supervising Lead notifies any internal candidate who is not selected.

The Date of Hire and Orientation schedules are arranged after the chosen candidate has accepted the position and completed all pre-employment requirements.
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