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Tehachapi Valley Healthcare District

POLICY: Pre employment guidelines POLICY NUMBER: 300.25.1
Original/Rewrite Approved: June 17, 2014

ORIGINATING DEPT: HUMAN Reviewed:

RESOURCES

APPLIES TO DEPTS: FAMILY

HEALTH CENTERS, LABORATORY,

HUMAN RESOURCES, EMPLOYEE

HEALTH

EHN will be responsible for the following:

o Complete a check list of all items listed above.

o Alert the providers of the required immunization on the basis of the lab results,
Including Tdap and Influenza vaccination.

o Notify Human Resources that all required testing/screening is completed

Once the background clearance is completed and HR has received notification from the
EHN that all required testing/screening is completed, HR will schedule the prospective
employee for a pre-employment physical at one of the FHC and will provide the
following forms to FHC prior to employee arrival:

o Physical Exam Report form
o Authorization to Treat — Pre-Placement Screening form
o Physical demands of the position for which the individual is applying

The FHC provider will complete the Physical Examination Report form indicating
whether the individual is medically cleared to perform the job as described in the
physical standards and return the form to HR in a sealed/confidential envelope or fax,
along with a copy of the TST report.

Should the prospective employee not meet the requirements of the position or fail the
drug screen, the FHC provider will notify the patient of the results and refer the
prospective employee back to HR. HR will then review the information and the
availability of any reasonable accommaodations for final determination of employment
which may result in the withdrawal of the offer of employment.
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