Family First Homecare
Provisional Hiring Policy

Effective Date: 06/01/2025
Revision Date: _______________________________
Approved by: ________________________________
Signature: ___________________________________
Applies to: All staff, contractors, and volunteers involved in participant care

Purpose
The purpose of this policy is to outline the rules and procedures governing provisional hiring at Family First Homecare in accordance with 55 Pa. Code §52.20. This policy ensures that employees are only provisionally hired when all legal requirements are met and clarifies that provisional hiring does not apply in certain circumstances, particularly for services provided in homes where children reside.

Scope
This policy applies to all direct care workers and employees hired by Family First Homecare on a provisional basis while awaiting the results of required clearances, including but not limited to criminal background checks and child abuse certifications.

Policy
Provisional Hiring Restrictions
Provisional hiring may only be allowed for up to 30 days for individuals who have been residents of Pennsylvania for at least two years, and up to 90 days for individuals who have been residents for less than two years.

Provisional hiring does not apply to individuals who will be providing services in homes where children reside. All required clearances must be obtained before the individual begins working in these homes.

Required Clearances
All provisional hires must undergo the following clearances before they can begin working with participants:
1. Criminal History Check: Report of criminal history from the Pennsylvania State Police (PSP).
2. Federal Criminal History Check: Fingerprint-based federal criminal history submitted through the Pennsylvania State Police or its authorized agent (FBI).
3. Child Abuse History Certification: From the Department of Human Services (Child Abuse), if the individual will be working in homes where children reside.

Provisional hires must sign a written statement affirming that they are not disqualified from employment based on any criminal history that would prohibit them from working with participants.




Monitoring and Documentation
While working on a provisional basis, each provisionally hired employee will be subject to random direct observation and participant feedback. This monitoring must be documented in the employee’s personnel file.

If any issues arise during the provisional hiring period, they must be immediately addressed, and the employee's ability to continue working provisionally will be reassessed.

Termination of Provisional Hires
If, at any time during the provisional hiring period, it is discovered that the individual is disqualified from employment under §52.19, they must be immediately terminated from their position.
If the required clearances are not received within the allowable timeframes (30 or 90 days, depending on residency status), the provisional hire will be terminated or suspended from duties until the clearances are received.

Prohibited Circumstances
Services in Homes with Children
Provisional hires are not permitted to begin working in homes where children under the age of 18 reside until all clearances, particularly the Child Abuse History Certification, have been received and reviewed.

Responsibilities
Hiring Managers
Must ensure that all provisional hires comply with this policy and that no individual begins working in a home with children before all clearances are obtained.
Responsible for tracking the 30-day and 90-day time limits for provisional hires and ensuring compliance with the required monitoring.

Compliance Officer
Responsible for ensuring that the monitoring of provisional hires is documented and maintained in employee personnel files.

Must conduct periodic audits to ensure that all provisional hiring practices comply with this policy and state regulations.

Consequences for Policy Violations
Disciplinary Actions
Any employee found in violation of this policy, including allowing provisional hires to work in homes with children before receiving the necessary clearances, will be subject to disciplinary action, up to and including termination.

Corrective Actions
The agency will implement corrective actions, including terminating non-compliant provisional hires, revising hiring practices, and providing additional training to staff involved in the hiring process.

Reporting and Monitoring
Random Monitoring: Provisional hires will be monitored through random direct observation and participant feedback, which must be documented in their personnel file. This monitoring ensures that the provisional hire is meeting agency standards and complying with service plans.
Documentation: Hiring managers must ensure that all required documentation for provisional hires, including signed written statements and monitoring records, are completed and stored in the employee’s personnel file.

Training and Compliance
All staff involved in hiring and onboarding will be trained on the Provisional Hiring Policy during orientation and through annual refresher training.
Employees responsible for hiring must be fully aware of the legal requirements regarding provisional hiring, particularly regarding services provided in homes with children.

Audit and Monitoring
Family First Homecare will conduct quarterly audits of provisional hire records to ensure that all monitoring and clearance documentation is complete.
The Compliance Officer will report the results of these audits to the agency’s Quality Management Committee for review and any necessary corrective action.

Review and Revision
This policy will be reviewed annually by the Quality Management Team to ensure compliance with all applicable laws and regulations. Any changes to the policy will be communicated to staff, and additional training will be provided as needed.
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