
















Employee Qualification 

Policy 

Prior to hiring a prospective employee, the Administrator of Kena Care will ensure that each 

candidate meets the necessary staff qualifications. This includes minimum age, background and 

driver checks and State and Federal data base screening.  

 

Procedure 

1.    Upon interest in a position, a prospective employee will fill out an employment 

application. If the applicant is less than 18 years old, the process will stop here. 

2.    The prospective employee will go through the interview process, to determine whether or 

not they are qualified for the position for which they are interviewing. 

3.    If qualified and Kena Care wishes to continue in the hiring process, the company will 

make the prospective employee an offer, pending the results of the following: 

State and Federal database screening: 

1. Prior to hire, the Administrator or designee will screen all applicants, and prospective 

contractors, to ensure they are not listed on the LEIE (List of Excluded Individuals and 

Entities), SAM (System for Award Management) and DHS’s Medicheck system. This will 

be done online at each respective website. 

2.     If the applicant or contractor’s name appears on any of the exclusions lists, Kena Care 

will not continue in hiring the individual or contracting them for services. 

3.     Kena Care will keep a list of all employees verified through the exclusion list screening as 

well as a list of all contractors and service providers authorized through the exclusion list 

screening.   

4.    All active employees and contractors will be screened on a monthly basis to ensure 

ongoing compliance. 

 

Drug Screen: 

1. Prospective employees will need to submit for a drug screen in accordance with Kena 

Care’s drug-free workplace policy. 

2. Any candidate returning a positive result for illicit or mood-altering substances will be 

disqualified from the hiring process. 



3. In order to assure a drug-free workplace, Kena Care may further require staff to submit to 

a drug screen should a report or other suspicious activity prompt additional checks. Any 

staff involved in an at-fault vehicle accident will automatically be screened for substance 

use. It is prohibited for any employee to manufacture, distribute, possess or use illegal 

substances or alcohol while engaged in any work or job function for Kena Care.  

Criminal Background checks: 

1. Prior to working for Kena Care a prospective employee must submit for a Pennsylvania 

State Police Criminal Background check. 

2. Should a candidate report that s/he has been a resident of any other state at any time in the 

past three (3) years, an application for a Federal Bureau of Investigation (FBI) criminal 

history record check shall be submitted in addition to the Pennsylvania criminal record 

check. 

3. Should a criminal record exist, Kena Care will take the following into consideration in 

making the determination to employ the person: 

 a. The nature of the crime(s) 

 b. The facts surrounding the conviction 

 c. Time elapsed since the conviction 

 d. Evidence of the person’s rehabilitation 

 e. The nature and responsibilities of the job position 

6. Kena Care will check all of its active employees at its discretion should any report or 

suspicious activity prompt additional checks.  

Driver’s Vehicle Records check: 

1. Prior to a job offer to a perspective driver, a driver’s motor vehicle records check will be 

completed for each applicant. 

2. Any candidate will not be eligible for hire based on the following criteria: 

 a. A combination of 3 motor vehicle violations or accidents within the past 2 years 

 b. Any driving infraction relating to the use of drugs or alcohol within past 3 years 

 c. Having an invalid or suspended license 

 

3. All active employees will need to show proof of valid driver’s license and vehicle 

insurance on an annual basis. Employees must report to administration any lapse or 

suspension of license or insurance, as well as any driving offense or violation.  

  



Employee Training 

Policy 

All employees of Kena Care will be trained in Driver Safety and all other employee-related 

policies and procedures. Training will occur upon hire and annually thereafter.  

 

Procedure 

1. All staff, regardless of position, will participate in the following trainings as part of New 

Hire Orientation and annually thereafter. 

 

• Supervised driving course through areas typical to the territory served.  

• Parking. 

• How to conduct a thorough vehicle safety and comfort check. 

o Include Daily and Monthly Checklists 

o How to check fluids, tire air pressure, etc. 

o How to use jumper cables 

o Checking seatbelts and straps for safety 

• Use of equipment: wheelchair lift, wheelchair and stretcher securing straps, seatbelts. 

• Completion of all required documentation: Safety checks, logs, incident reports, etc. 

• Recognition and response to any emergencies. Including use of 911. 

• Loading and unloading passengers; including in inclement weather. 

• Interacting with passengers. 

• Reporting incidents and problems. 

2. Record of each participant’s training will be kept in their personnel file. 

 

 






