




























































4. When _an employee is reinstated to a lower title, his/her salary shall be 
constructed as if the years of service in the fonner higher title had been 
served in the lower position. The employee shall be reinstated to the 
reconstructed salary or to the minimum of the title, whichever is 
greater. 

5. ln the event that such person is reinstated to a position in a grade lower 
than that of his fOlmer position, his/her name shall be placed on the 
preferred eligible list for hislher fanner position. 

III. PROCEDURE 

A. Reinstatement of Resignees or Retirees 

1. Resignees or retirees who wish to be reinstated shall apply to the 
Human Resources Department of the facility in which they wish to be 
employed. 

2. Applicants shall complete a Request for Reinstatement Forn1 (Fonn 
HHC·3530, agreeing to the tenus and conditions of the proposed 
reinstatement, along with an Application for Employment Fonn (Fornl 
HHC-568). 

3. A request for reinstatement does not confer a right to reinstatement. 
Reinstatement is at the discretion of the Corporation and the 
Appointing Officer of the facility/network. 

4. Employees reinstated after more than one year of separation, shall be 
required to undergo medical assessment, investigation, fingerprint 
clearance or any other qualifying tests required by the Appointing 
Officer as a precondition of their reinstatement. 

5 An official transcript of the applicant's employment record shall be 
obtained from his or her fOlmer facility, if different from the faci lity to 
which the applicant is applying for reinstatement. 

6 The Human Resources Department of the facility to which the 
applicant is seeking reinstatement shall obtain an endorsement from 
the applicant's former employing facility to insure that the applicant is 
eligible for reinstatement and was not separated from a former position 
for cause or delinquency. 

7 After all personnel and budgetary approvals to effect the reinstatement 
have been obtained, the applicable Human Resources Department shall 
prepare the P.A..F Form (Form HHC-732), reflecting this action, and 
shall make the appropriate entries on the official personnel record. 
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K The reinstated employee shall be advised, in writing, of the effective 
date of reinstatement, and the title, salary and probationary period 
(s)he will be required to serve, unless the latter is waived by the 
Appointing Officer. 

B. Reinstatement After Separation for Job-Related Disability or Illness 

]. Employees separated from service due to disability resulting from 
occupational illness or lTIJUTY as defined in the V'/orkers' 
Compensation Law who wish to be reinstated shall file an appeal with 
the Personnel Review Board (PRE). The appeal shall also include the 
termination letter and medical documentation indicating the applicant 
is fit to perform the essential duties of hislh.er former pernlanent 
position, with or without reasonable accommodation. The PRB shall 
assign a physician in the appropriate specialty who shall examine the 
applicant and submit a report to the Chairman of the PRE indicating 
whether the employee is fit to perform the essential duties of the 
former position with or without reasonable acconunodation. 

~ . Upon receipt of the physician's report finding the fanner employee 
medically and mentally fit to perform the essential duties of the fomler 
position, with or without reasonable accommodation, the PRB shall 
issue a Decision of Reinstatement, subject to vacancy in the title. 

a) Once the PRB Decision is issued, the Human Resources 
Director, or designee, shall detennine whether a vacancy exists 
in the applicant's fonner position, or in a similar or lower title 
in the same occupational group, or to a vacancy in another title 
for which the applicant qualifies . 

b) If a vacancy exists which the facility intends to fill, the Human 
Resources Director, or designee, shall notify the fom1er 
employee, in writing, of the date, time and location of said 
reinstatement. 

c) If no appropriate vacancy exists to which reinstatement may be 
made. or the workload does not warrant the filling of such 
"acancy: The Human Resources Director, or designee, shall 
notify the fonner employee in writing that his or her name shall 
be placed on a preferred list. 
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