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Policy Statement

St. Joseph’s and Candler Hospital Medical Staffs are committed to verifying, to the fullest extent possible, the identity of all applicants for membership and privileges at the Hospitals. 

It is the policy of St. Joseph’s/Candler Health System, Inc., through the respective Medical Staffs, to provide procedures and mechanisms for the verification of identity of all applicants.

Entities to whom this Policy Applies

St. Joseph’s and Candler Medical Staffs

Objectives

To implement procedures for verifying the identity of individuals making application for membership and privileges to the Medical Staff to ensure that the individuals are who they represent themselves to be.

.

Definition of Terms

Valid picture identification – Driver’s license or ID card issued by a state or outlying possession of the United States provided it contains a photograph or information such as name, date of birth, gender, height, eye color, and address OR,

ID card issued by a federal, state, local government agencies or entities, provided it contains a photograph or information such as name, date of birth, gender, height, eye color and address. OR

US Military card or US Military dependent’s card, US Coast Guard Merchant Mariner Card OR

Valid US Passport.

Additional  documentation  to establish identity:   It is the policy of St. Joseph’s/Candler Health System to use the “Lists of Acceptable Documents” as  required by the US Immigration and Naturalization Service I-9 requirements.  (Attachment 1)

Procedure

1.    Each new applicant to the Medical Staff is required to submit  two (2) passport size photos and a copy of a valid picture identification, social security card, and documentation that establishes employment eligibility as outlined in the”List of Acceptable Documents”.

2.   A scanned copy of the passport-style photograph of the applicant is attached to all professional reference questionnaires with a note that if the individual in the photograph is not recognized by the verifying entity as the same person that is/was affiliated with the facility and whose name is referenced, to please contact the medical staff office immediately. 

3.    During the verification process and prior to review of the application by the Department Chair and the Joint Credentials Committee, the applicant must appear in the Medical Staff Services office with the original valid picture identification and associated identity documents. Copies of these documents are made, including the signature portion.  Verification is made that the individual is the same as represented in the original application. 

4.    The Medical Staff Services employee that receives and copies the original identification documents will sign and date the copy and file it with the original application. The application will be deemed incomplete until this process has occurred.  No further review will occur until this process is completed.

5.   If a discrepancy is identified at any time during the processing of the application, the application is deemed voluntarily withdrawn and no further review or processing  will occur. The Vice President of Medical Affairs, and the Co-chairs of the Joint Credentials Committee are notified immediately.
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