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Policy

The Idaho Department of Juvenile Corrections (IDJC) recognizes the need to ensure that professional staff are licensed/certified as required by specific job descriptions.

It is therefore the policy of the IDJC to have a system in place to ensure the verification of licensure/certification upon hire, promotion, transfer, or demotion to an IDJC job that requires such licensure/certification.  The Human Resources Bureau (HR) will be the primary source verification agent for this process.

Operating Procedure

I. Application and Hiring

Applicants for a position requiring licensure/certification must show  evidence of current licensure at the time of application or have evidence of eligibility to be licensed in accordance with the requirements outlined in the job announcement.  Applicants licensed/certified in other states must show evidence of current licensure/certification.  Any offer of employment to an applicant licensed/certified in another state would be contingent upon the applicant obtaining Idaho licensure/certification within the timeline stated in the job announcement.  Applicants will be notified of this requirement to show evidence through the announcement,  application, and interview process. The supervisor will obtain the required licensure/certification from the employee within the timeline and  provide the licensure/certification to HR for the selected applicant. HR will maintain records of all licensure/certification/registration for the IDJC. Upon receipt of required documentation, HR will obtain primary source verification from the licensing agency.  

II. Renewal

A. Failure to renew licensure/certification, including failure to meet the professional requirements for licensure/certification, will result in the employee being removed from the work schedule or being reassigned to another position not requiring licensure/certification, if available.  Failure to follow through with renewal of licensure/certification may result in permanent reassignment, suspension, or termination.  

B. HR will notify the employee and supervisor 30 days prior to the expiration date of the current license as a reminder of time to renew license/certificate.  

C. It is the responsibility of each employee to fulfill the requirements for re-licensure/recertification. If an individual is unable to renew licensure/certification prior to the expiration date, he/she will not be allowed to work in any position which requires certification until verification of renewal has been received. HR will notify the supervisor immediately of any individuals who have not renewed licensure/certification.  

III. Temporary Registries/Agencies  

The IDJC will only use agencies that guarantee the verification of current licensure.  All temporary or agency staff will provide evidence of licensure to the facility and to HR immediately upon arrival at the facility.  
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