
New Process Introduced for Certification, License and Degree Notification 
 
Hackensack Meridian Health has implemented a new process to receive certifications, licenses and/or 
degrees.  Excluded from this process are BLS, PALS, ACLS and NRP certifications. Team members who 
have a new/renewed certification or receive a new license, and/or degree, are responsible for scanning 
a copy, or taking a picture of the license, certification, and/or degree and emailing the same to the 
designated email address: HumanResources@HackensackMeridian.org.  Team members should not 
send the said documentation to their local Human Resources Department. (Team HMH Policy: License 
and Certification Verifications) 
 
In order for the documentation to be uploaded in MyWay - PeopleSoft, the scan must be legible and 
include: 

- Team Member’s name 
- Team Member’s PeopleSoft ID 
- Date issued 
- Expiration date (if applicable) 
- License and/or Certification number (if applicable) 
- Degree  (if applicable) 

 
Please note: Team members should only submit the actual certification and/or wallet card, 
license and/or degree.  Transcripts, certification exam results, etc. will not be uploaded in 
MyWay – PeopleSoft as they do not meet the requirements. 

 
Once the scanned copy is received by Human Resources, additional pay will be added, if 
eligible*.  Please allow a maximum of three payroll cycles for pay processing.  Increases will be effective 
the date in which the team member submitted their new/renewed certification, license and/or degree 
to the designated Human Resources email address: HumanResources@HackensackMeridian.org 
(*Important note: certification/degree incentives continue to follow pre-merger entity policies.) 
  
If a team member is on a Leave of Absence (LOA) when their certification expires, they will be required 
to present a renewed certification upon their immediate return from LOA.  If the license or certification 
is required for the job, and the team member is unable to produce a renewal upon return from LOA, the 
team member risks being placed on suspension until successful renewal can be demonstrated.   
 
We are also in the process of implementing an automated license and certification verification process 
through EverCheck (our license verification vendor) for all team members.  This process is already in 
place for Hackensack University Medical Center.   As we start to roll out this new process this month, 
many team members and leaders will begin to receive reminder notifications to renew expiring 
licenses/certifications from EverCheck (Notifications@EverCheck.com). These notifications will be sent 
out 30, 15, 5 and 1 day prior to the expiration date of the license/certification.  Leaders will also be able 
to access EverCheck via MyWay - PeopleSoft to monitor their staff’s renewals. Please note: EverCheck 
does not track credentialed licenses (e.g. for physicians and physician assistants). 
 
Team members at sites that provide additional compensation for certifications are required to submit 
their renewed certificate, via the above-mentioned process, prior to expiration.  If a renewal is not 
received prior to the expiration date, any additional compensation the team member currently receives 
for said certificate will be removed effective the day immediately following the expiration date.     
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In addition to the above, as of March 25, 2019 all degrees that are submitted by a TM, post hire, will be 
sent to Certiphi (our degree verification vendor) for verification.  The process will be as follows: 
 

- Degree will be uploaded to Certiphi by the HRIS Department. 
 

- Certiphi will in turn send an email to the TM, with the subject line: “Degree Verification Forms 
Requested,” advising that the HMH Human Resources Department has requested they provide 
authorization for Certiphi to complete an education background investigation. 
 

- TM will be asked to click on a link, which is provided in the email from Certiphi, to access their 
web site. 
 

- TM will create an account, and follow the step-by-step instructions that will guide them through 
the process of submitting their authorization. 
 

- NOTE: The education background investigation will not be started until the TM provides the 
required information.  A reminder will be sent if the TM does not comply within 72-hours. 
 

- Certiphi will notify the HRIS Department the status of the degree (i.e., “Verified”, “In dispute”, 
etc.).  
 

- If the degree is not “verified,” the HRIS Department will contact the TM to advise and ask they 
provide additional information/documentation, if applicable. 
 

- If the degree is “verified,” the HRIS Department will update the TM’s MyWay - PeopleSoft 
Person Profile, and the degree will be uploaded via ImageNow. Please note, the effective date 
will reflect the date in which the TM submitted their degree to the designated Human Resources 
mailbox. 

 
Should you have any questions, please contact Team Member Support Services through one of the 
following:  1) submit an inquiry by clicking the Team Member Service Center tile from the MyWay - 
PeopleSoft home page and completing the Inquiry page presented; 2) email 
HumanResources@HackensackMeridian.org; 3) call 551.996.2877. 
 
Thank you in advance for your ongoing support and cooperation in this process. 
 
 
*Team members covered by a CBA (Collective Bargaining Agreement) should refer to their contract 
regarding this topic. 
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