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PURPOSE AND SCOPE: To specify and document policy and procedures that aim to recruit and retain qualified mental health and substance abuse care providers. The goal of this policy is to stabilize and improve access to quality behavioral health services in and around Butte and Deer Lodge MT. 
From an organizational perspective, having such a policy in place reduces overall cost related to filling vacancies with highly-qualified providers, as well as reduces related disruption of service delivery to our patients and the larger community. 
Provider types to be recruited and/or retained may include (but not necessarily limited to): master-level licensed clinical social workers, clinical professional counselors, marriage and family therapists, psychologists, and psychiatric mental health and substance abuse nurse practitioners
DESCRIPTION OF TERMS:
· Lead Person: Will be the person designated to guide the process for filling a specific vacancy. Person will have expertise in the specific area of the open position. 

· Short List: List of Candidates who will be invited to interview.

RECRUITMENT AND HIRING POLICY: Provider recruitment policy allows LMA to better meet the needs of our existing patient population and develop services to meet the community’s larger needs. Established methods also allow for more efficient hiring to backfill shortages following retirement, leave, resignations, expansion, etc. 
Preparation of Job Description and Person Specification: In advance of a vacant position being advertised, the Lead Person will prepare a person specification and job description to support the recruitment and selection process.
In general, the job description will typically include the following information: 
· Position title, brief description, as well as minimum and preferred qualifications 


· Location, hours, reimbursement scales, details of position contract (e.g., independent practitioner practicing under service agreement); 
· Mission, vision, and values; 
· Local attractions and information pertaining to quality of life in Butte and surrounding areas;
· Application instructions.

Advertising and Recruiting for Position:
Internal Sources: Encourage and support in-house staff who have interest in pursuing higher-level education to apply for training programs, which would allow for shifting that employee into a provider role. Also, recruit and support individuals who have retired that have some interest in seeing patients on a limited or part-time basis only. 
Educational Institutions and Casual Callers: Develop relationships with academic institutions that offer training in psychiatry, psychology, and/or behavioral health and counseling (e.g., University of Montana, Waldon University, Frontier Nursing University). When vacancies come available, utilize these relationships to recruit for provider type. 
Discuss opportunities within LMA with students that contact the clinic for direction, offer defined internships and clinical experiences, market job opportunities to previous interns, market job opportunity to local and nearby academic institutions, etc. 
Internet: LMA will incorporate a variety of online resources to reach out to job seekers. Online resources may include:
· LMA website employment page; 
· Social networking sites (e.g. Linked In, Facebook); 
· Job postings sites (e.g. Indeed);
· Montana Workforce Development Page;
· Local and national professional association job boards and list servs (e.g., Montana Psychological Association, National Association of Social Workers).
Recruiting Agencies: Utilize various national public agencies and private staffing firms when seeking providers from outside of the community or State. 
National Health Service Corps: LMA will utilize the NHSC-online job board for eligible positions and NHSC Job Fairs for seeking providers. LMA will market the NHSC eligibility status on provider recruitment materials.



Reviewing Candidates and Short-Listing Process: The criteria to be used in short-listing prospective providers will be agreed upon in advance of the vacancy being advertised and will be transparent and directly relevant to the post. 
All applicants will be screened for eligibility using the essential qualifications, experience, and skills criteria that will be outlined in the person specification. 
Screening will include (but not limited to): accessing and reviewing three references from other health care providers, licensure verification, query of the National Practitioner Data Bank (NPDB), and two redacted work samples demonstrating competence in patient care and report writing. 
The first stage in the short-listing process will be the screening stage, whereby applicants who do not have the required qualifications, or otherwise fail to meet the essential standard for the post, will be eliminated.
The second stage will aim to reduce the number of qualified Candidates, if it is not practical to interview all applicants. This will be carried out by the Interview Panel using clear and consistent criteria. The Lead Person will then communicate with both successful and unsuccessful Candidates.
The Lead Person will arrange the interview date and prepare the appropriate documentation and perform a credential verification. The Lead Person will also lead the interview process.
Interview Process: The Interview Panel will develop a list of core competency-based questions that are consistent with the scope of the position. Each question will have a scoring rubric – i.e., 1 to 5, with 5 considered to be the ideal candidate. The Panel will review each candidate’s resume shortly before the interview. During the interview, the Lead person will review the position description and the terms of the contract with LMA (i.e., independent practitioner under service agreement). Each member of the Panel will then take turns asking questions. A number of materials will be offered to the Candidate at the conclusion of the interview (e.g., a sample contract for the position, and information pamphlets about Butte and the surrounding area). Candidate evaluation will take place immediately after the Candidate is dismissed. The Lead Person will inform the selected Candidate of the hiring decision.
RETENTION POLICY: The goal of retention policy and procedure is to assure that providers who contract with LMA are satisfied in their work and life to avoid high turnover. The following methods will be applied across provider types to improve retention.
Onboarding and orientation: Provide information not only about the job but also the company culture to set the tone for the providers tenure within the company.


Mentorship programs: Encourage already-established providers within the scope of the position to mentor and offer guidance to the new provider.
Provider compensation: Assure that every new provider has a full understanding of the terms of their service contract with LMA, including percent revenue retained, billing, and accounts receivable.   
Communication and feedback:  Keep open lines of communication and encourage providers (and other staff) to share ideas, questions, and concerns, as well as short- and long-term goals for their practice and the future of LMA. 
Recognition and rewards systems: Make active efforts to show appreciation to providers and staff at the clinic and community level. 
Flexible working arrangements: Providers have complete control over when and how they see patients (e.g., compressed schedules, days off, vacations). 
Efforts will be made to revisit our provider recruitment and retention strategies yearly. This assures that the organization is staying current on best practices in developing an attractive workplace culture and strong relationships between LMA and independent providers. 
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