LHD Guidelines to Employment Agency Recruiting
The following guidelines are to be used for the recruitment of services with an employment agency.  These have been developed to assist local health departments in budgetary challenges.   

Employment Agencies:

· Meet with employment agencies and agree to contractual terms via CH 52 contract for all positions the agency will contract 
· Submit CH 52 on L drive
· Request provider numbers for contracted employees of the agencies through Tammy Page at Local Health Operations, Department for Public Health ( LocalHealth.HelpDesk@ky.gov) 
Allowable Positions for Employment Agency Contracting:

· All Part Time 100 positions that will work between 1200 and 1940 hours per calendar or fiscal year except Public Health Director
· Employees for the allowable positions must meet federal and state requirements such as required licensing, certifications or educational requirements of specific programs
Recruiting Steps:

· Contact the contracted employment agency or agencies for an allowable position
· Agree to terms as set forth in the contract
· Agree to terms for specific position (number of hours required, qualifications required, term of appointment, start date, etc.)
· Complete all paperwork and orientation steps (background checks, drug testing and complete application-for agency use only, not Local Health Personnel) for new contract position
The recruitment of employment agency services should not be used to fill a position that has been reduced or abolished by Workforce Reduction Plan. The plan addresses the rights of employees who have been laid off and should be followed.  The employment agency positions should be filled as they become available by routine separations such as dismissals, retirements or resignations.

Please contact Ron Horseman at ron.horseman@ky.gov for questions or 502-564-6663.

2/20/2012


