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POLICY:
It is the policy of Berrien Mental Health Authority (BMHA) to assure that all staff are qualified to perform the position they hold.
PURPOSE:
To assess and validate, with the primary source whenever possible, the qualifications of staff including their, education, criminal record, training and work/agency experience.

STANDARDS:
Credentialing for Non-Licensed BMHA employees is verified and maintained by Human Resources. 

DEFINITIONS:
PROCEDURE:

1. Employees in positions requiring a high school degree or equivalent shall submit the diploma, certificate of GED, or official educational transcripts to Human Resources.  
2. Employees in positions requiring an advanced degree (Associates, Bachelor’s, Master’s, etc), will complete an educational transcript release form for the college from which the degree was awarded.  Transcripts will be requested directly from Human Resources, mailed from the College or University and be placed in the employee’s personnel file. 
3. BMHA will pay costs associated with obtaining transcripts.
4. Human Resources will conduct the following searches pre-employment and annually: Sex Offender Registry, System for Award Management (SAM) and a State Criminal History.  OIG Exclusion search will be conducted pre-employment and monthly thereafter.
FORMS:

Reviewer: Director of Human Resources/Credentialing Committee
Reviewed:  11/07, 3/08, 4/09, 8/10, 9/11, 10/12, 7/13, 7/14, 7/15, 5/16, 2/17, 6/18, 6/19
