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Dear Potential Independent Contractor Surgical Staff Member,  
 
Thank you for your interest in becoming a contracted Operating Room Nurse (Circulator), Surgical 
Technologists, Echo Technologist, or CRNA for CORE. In order to adhere to the various standards and 
regulations to which we must comply, we require the following: 
 

1. Your Resume 
2. A copy of your current License, and/or Certification document 
3. Per Diem Information Form 
4. The signed Confidentiality Agreement Form 
5. Your review of the enclosed Code of Conduct Policy and Procedure, and the acknowledgment 

form signed 
6. Your review of the Memorandum of Expectations, and the Corporate Compliance Principles 

contained therein, and required signature 
7. Completed W-9 Form 
8. Completed and Signed Independent Contractor Agreement 
9. Background Authorization Agreement  

 
Please return all information to CORE either via mail or email to perdiem@core.org.  
 
Please call with any questions regarding the enclosed paperwork and documents.  
 
We appreciate your willingness to work with our organization and save lives through organ and tissue 
donation.  
 
Human Resources Office:  
412-963-3550 
Fax: 412-850-4864 

 
 
 
 
 
 
 
 
 
 

 

http://www.core.org/


 
Per Diem Information Form 

 
 
 

Name: ____________________________________________ Title: ____________________________ 
 
License/Certificate Type: _________________________ # _____________________________________ 
 
Please indicate your primary field of expertise or professional background (e.g., Cardiac Surgery, General 

Surgery, etc.). 

_____________________________________________________________________________________ 

_____________________________________________________________________________________  
 
Years of Experience: __________________________ 
 
 
Are you able to respond within 90-minute to your intended primary location (Pittsburgh, Erie, or 
Charleston)?  ☐ Yes  ☐ No 
 
Can you provide your own transportation to recoveries?   ☐ Yes  ☐ No 
 
Address: __________________________________________ Cell Phone: _______________________ 
 
   __________________________________________ Home Phone: _____________________ 
 
   __________________________________________ Work Phone: _____________________ 

 
Email Address: ___________________________________ Pager No. ________________________ 
 
 
Emergency Contact:  
 
Name: ____________________________________________ Relationship: _____________________ 
 
Phone: ___________________________________________ 
 
 
You will need to email your availability each month to CORE at perdiem@core.org.  
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Memorandum of Expectation – Independent Contractor Surgical Staff 

 
As Independent Contractor Surgical Staff for CORE, you will be required to submit your schedule (days 
and hours of availability) on a monthly basis. This schedule may be submitted by mail, fax or email. No 
schedule will be taken over the phone.  
 
Once your schedule has been submitted and you are placed on-call, it is expected that you are available 
for cases. If for any reason you become unavailable on a day that you are scheduled to be on, it is your 
responsibility to remove yourself from the call list prior to being contacted. It is also your responsibility 
to place yourself back on-call. If/When the third case is refused, you will be permanently removed from 
the Independent Contractor List and will no longer be contacted for cases.  
 
Once CORE becomes involved in a case, a circulator and scrub tech will be selected from the list of 
available Independent Contractor staff for that day. Normally, you will be notified at least three hours 
prior to the OR set time. You will meet CORE staff in the ER area, assist with taking the necessary 
equipment to the OR, and change into the hospital's scrubs.  
 
The CORE Recovery Coordinator (RC) will assist you in set-up of the OR. You will need two bovies,  
two suctions (extra canisters - IO), mayo stand, three IV poles, back table for the scrub tech, an  
additional back table for each organ and two slush machines, if available. The CORE RC will provide you 
with all necessary documentation including: Pick Sheets, Count Sheet, Sharps Document, CORE 
Operative Record and Reimbursement Form. You will also be provided with the instrument trays, OR 
pack and other disposables.  
 
Once the OR is set, you will perform your initial counts. When the donor enters the OR, the circulator 
and/or scrub tech will identify the donor, review the death note and consent documents with the CORE 
Organ Procurement Coordinator (OPC) and/or RC, and assist the team in positioning the donor. Bovie 
pads x 2 are to be placed. Generally, the transplant surgeons will perform the shave and skin preps. The 
recovery will then begin. As the case is ending, you will initiate and document your final counts. DO NOT 
allow the surgeon to close the incision until you have accurately completed those counts. When the 
recovery is complete, you will assist CORE staff in transferring the donor from the OR table to the 
morgue gurney and post - mortem care. You will also assist CORE staff with cleaning the room and 
removing the trash.  
 
A reimbursement check from CORE will be mailed approximately 15 days from the date of receipt of all 
required forms. Please note that no taxes will be withheld from the Independent Contractor rate.  
 
CORE does have liability coverage for this process.  
 
As an Independent Contractor Surgical Staff for CORE, it is your responsibility to conduct yourself in a 
professional manner while performing your assigned duties. As such, it is also your responsibility to 
familiarize yourself with the CORE Code of Conduct and behave in a manner consistent with the 
principles contained therein while in performance of your duties. 
 
 
As an Organ Procurement Organization, CORE is regulated by numerous governmental and 
nongovernmental agencies. As such, it is necessary that CORE Independent Contractor Staff conduct 
themselves in accordance with the following Corporate Compliance Principles: 
 



 
1. Legal and Regulatory 

a. No falsification of hours/cases worked 
b. No fraudulent activity of any kind 
c. No discrimination or harassment of any kind 
d. Reporting to the Director of HR if you have been placed on the Center for Medicare and 

Medicaid Services Office of the Inspector General exclusion list for any reason 
2. Business Ethics 

a. Communicating honestly and maintaining integrity at all times 
3. Confidentiality 

a. Treating all donor/recipient information as though it was covered by HIPAA 
4. Business Relationships 

a. No accepting of gifts or gratuities in relation to your work as a CORE independent contractor 
 

By signing below, you acknowledge your understanding of this document and further agree to accept 
and abide by all requirements contained herein. 
 
 
 
_____________________________________  ___________________________ 
Name (Print)      Date 
 
 
_____________________________________ 
Signature  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Center for Organ Recovery & Education (CORE) Confidentiality Agreement 

 
The Center for Organ Recovery & Education (CORE) is obligated to protect confidential donor and 
confidential business information from inappropriate disclosure unless otherwise indicated. Any and all 
information concerning business and donor information should be considered confidential and 
privileged and is to be held in the strictest confidence. It is the responsibility of all authorized users of 
CORE's information, either business or donor-related, to safeguard against inappropriate disclosure, 
loss, tampering, or use by unauthorized persons. Any user of CORE' s information, either business or 
donor-related, who discloses confidential business or confidential donor information, will lose access to 
such information and will be subject to corrective action including, but may not be limited to, 
termination of this agreement, and in the case of a CORE employee, immediate termination of 
employment.  
 
By my signature below, I certify that I understand and agree to the following: 

1. It is my responsibility to be familiar with and abide by all applicable CORE Policies and 
Procedures. 
 

2. I understand that any oral communications regarding sensitive donor, business, personnel, or 
research related information must be conducted with discretion. I will avoid conversations 
involving sensitive information in elevators, hallways, buses, lunchrooms, and other areas where 
individuals not directly involved can overhear the conversation. 
 

3. My account name and password are the equivalent of my signature for use of CORE systems. I 
am responsible for all entries of data and information that I record into the CORE systems under 
my account name and password. I will not disclose my account name or password to anyone 
except as directed by CORE administration and I will not allow anyone to use my account name 
or password to gain access to the CORE system. I will not attempt to learn another person's 
account name or password and I will not attempt to gain access to the CORE system using an 
account name other than my own. 
 

4. If I have reason to believe that the confidentiality of my account name or password has been 
compromised, I will immediately notify CORE administration. 
 

5. Except in the case of an emergency, I will not leave a computer terminal, which I have logged 
into, unattended. It is my responsibility to lock the terminal or log out of the computer terminal. 
 

6. If I have been granted access to financial data, I will access fiscal data only as required by my 
responsibility. Under no circumstances will I provide any financial data regarding CORE to any 
unauthorized persons without express permission by CORE administration. 
 

7. I understand that CORE has the capability and right to conduct an audit of my activities as they 
relate to CORE at any time. 
 
 
 
 
 
 
 



 
 

8. I understand that State and Federal laws require keeping donor records and personnel 
information confidential and that there are statutes specifically mandating the confidentiality of, 
among other things, mental health, HIV, and drug and alcohol-related information. I understand 
that donor, business, or personnel information is never to be released to any unauthorized 
person. Any fraudulent violation of confidentiality or any of the above provisions may result in 
loss of systems access and corrective action up to and including immediate termination of 
employment. 

 
 

 
_______________________________________ 
Signature 
 
_______________________________________ 
Name (Printed) 
 
_______________________________________ 
Date  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
Independent Contractor Agreement 

 
 

This independent contractor agreement (the "Agreement") is made and entered into as of the date 
__________________________ (the "Effective Date") between the Center for Organ Recovery & 
Education (the "Company"), a Pennsylvania non-profit company, and ___________________________ , 
a duly qualified operating room nurse and/or scrub technician (the "Contractor") (collectively, the 
"Parties").  
 
The Company requests the Contractor to perform services for it and may request the Contractor to 
perform other services in the future; and  
 
The Parties therefore agree as follows:  
 
1.0. Termination.  

 
1.1 This agreement is terminable at the will of either party, and in accordance with the attached 
Memorandum of Expectation. 
 
2.0. Contractor Services.  
 
2.1. During the contractual relationship, the Company may engage the Contractor to provide the 
services, in accordance with the terms set forth in the attached Memorandum of Expectation - 
Independent Contractor Surgical Staff, as needed (the "Services"), or other such services as mutually 
agreed upon in writing by the Parties (email is acceptable).  
 
2.2. The work performed by the Contractor shall be performed at the payment rate determined by 
Company and agreed to by Contractor at the time of service. Company reserves the right to reevaluate 
the payment rate at reasonable intervals. If the Company determines that it is necessary to change the 
rate, Contractor shall be informed prior to the commencement of performance. A reimbursement check 
from the Company will be mailed approximately 15 days from the date of receipt of all required forms.  
 
2.3. The Company shall not be responsible for federal, state and local taxes derived from the 
Contractor's net income or for the withholding and/or payment of any federal, state and local income 
and other payroll taxes, workers' compensation, disability benefits or other legal requirements 
applicable to the Contractor.  
 
3.0. Independent Contractor Status.  
 
3.1. The Parties intend that the Contractor be engaged as an independent contractor of Company. 
Nothing contained in this Agreement will be construed to create the relationship of employer and 
employee, principal and agent, partnership or joint venture, or any other fiduciary relationship.  
 
3.2. The Contractor may not act as agent for, or on behalf of, the Company, or to represent the 
Company, or bind the Company in any manner. 
 
 
3.3. The Contractor shall have no claim against the Company hereunder or otherwise for vacation pay, 
sick leave, retirement benefits, social security, worker's compensation, health or disability benefits, 
unemployment insurance benefits, or employee benefits of any kind.  



 
 
4.0. Representations. Both Parties represent that they are fully authorized and empowered to enter into 
this Agreement, and that the performance of the obligations under this Agreement will not violate or 
infringe upon the rights of any third-party, or violate any agreement between the Parties and any other 
person, firm or organization or any law or governmental regulation.  
 
5.0. Indemnification. The Contractor shall indemnify and hold harmless the Company, its affiliates, and 
its respective officers, directors, agents and employees from any and all claims, demands, losses, causes 
of action, damage, lawsuits, judgments, including attorneys' fees and costs, arising out of, or relating to, 
the Contractor's services under this Agreement.  
 
6.0. Confidential Information.  
 
6.1 Each Party (on its behalf and on behalf of its subcontractors, employees or representatives, or 
agents of any kind) agrees to hold and treat all confidential information of the other Party, including, but 
not limited to, trade secrets, financial information, employee and customer information, protected 
health information, and any other information that the receiving Party reasonably should know is 
confidential ("Confidential Information") as confidential and protect the Confidential Information with 
the same degree of care as each Party uses to protect its own Confidential Information of like nature.  
 
6.2 Confidential Information does not include any information that (i) at the time of the disclosure or 
thereafter is lawfully obtained from publicly available sources generally known by the public (other than 
as a result of a disclosure by the receiving Party or its representatives); (ii) is available to the receiving 
Party on a non-confidential basis from a source that is not and was not bound by a  
 
confidentiality agreement with respect to the Confidential Information; or (iii) has been independently 
acquired or developed by the receiving Party without violating its obligations under this Agreement or 
under any federal or state law.  
 
7.0. Liability. EXCEPT WITH RESPECT TO THE PARTIES' INDEMNIFICATION OBLIGATIONS, NEITHER PARTY 
SHALL BE LIABLE TO THE OTHER FOR ANY SPECIAL, INDIRECT, INCIDENT AL, PUNITIVE, OR 
CONSEQUENTIAL DAMAGES ARISING FROM OR RELATED TO THIS AGREEMENT, INCLUDING BODILY 
INJURY, DEATH, LOSS OF REVENUE, OR PROFITS OR OTHER BENEFITS, AND CLAIMS BY ANY THIRD PARTY, 
EVEN IF THE PARTIES HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. THE FOREGOING 
LIMITATION APPLIES TO ALL CAUSES OF ACTION IN THE AGGREGATE, INCLUDING WITHOUT LIMITATION 
TO BREACH OF CONTRACT, BREACH OF WARRANTY, NEGLIGENCE, STRICT LIABILITY, AND OTHER TORTS.  
 
8.0 Miscellaneous Provisions. 
 
8. 1 This Agreement, and any accompanying appendices, duplicates, or copies, constitutes the entire 
agreement between the Parties with respect to the subject matter of this Agreement, and supersedes all 
prior negotiations, agreements, representations, and understandings of any kind, whether written or 
oral, between the Parties, preceding the date of this Agreement.  
 
8.2. This Agreement may be amended only by written agreement duly executed by an authorized 
representative of each party (email is acceptable).  
 
8.3. If any provision or provisions of this Agreement shall be held unenforceable for any reason, then 
such provision shall be modified to reflect the parties' intention. All remaining provisions of this 
Agreement shall remain in full force and effect for the duration of this Agreement. 



 
 
8.4. This Agreement shall not be assigned by either party. 

 
8.5. A failure or delay in exercising any right, power or privilege in respect of this Agreement will not be 
presumed to operate as a waiver, and a single or partial exercise of any right, power or privilege will not 
be presumed to preclude any subsequent or further exercise, of that right, power or privilege or the 
exercise of any other right, power or privilege.  
 
8.6. This Agreement is be governed by and construed in accordance with the laws of the State of 
Pennsylvania without reference to any principles of conflicts of laws, which might cause the application 
of the laws of another state. Any action instituted by either party arising out of this  
Agreement will only be brought, tried and resolved in the applicable federal or state courts having 
jurisdiction in the State of Pennsylvania. Each party hereby consents to the exclusive personal 
jurisdiction and venue of the courts, state and federal, having jurisdiction in the state of Pennsylvania.  
 
8.7. Each party hereby represents and warrants that it has not been debarred, excluded, suspended or 
otherwise determined to be ineligible to participate in federal health care programs. In the event that 
either party becomes debarred, excluded, suspended or otherwise determined to be ineligible to 
participate in federal health care programs, this Agreement can be i rnmediately terminated.  
 
 
 
 

 
 

[ THIS SPACE INTENTIONALLY LEFT BLANK] 
 

 
 
 
 
 
 
 
 
 
 

The Parties are signing this Agreement on the date stated in the introductory clause. Center for Organ 
Recovery & Education.  
 
By (Signature): _________________________________ 
 
Name: _____________________________ 
 
Title: ______________________________ 
 
 
 
 
 



 
Background Authorization Agreement 

 
 
 

I, ______________________________ hereby authorize CORE (the “Company”) of 204 Sigma Drive, Pittsburgh, 
Pennsylvania 15238, and/or its agents to make investigation of my background, references, character, past employment, 
consumer reports, education, and criminal history record information which may be in any state or local files, including 
those maintained by both public and private organizations, and all public records, for the purpose of confirming the 
information contained on my application and/or obtaining other information which may be material to my qualifications 
for employment.  A telephone facsimile (fax) or xerographic copy of this consent shall be considered as valid as the 
original consent. 
 
I hereby consent to the Company’s verification of all the information I have provided on  my application form.  I also 
agree to execute as a condition of employment or a condition of continued employment any additional written 
authorization necessary for the Company to obtain access to and copies of records pertaining to this information.  I also 
hereby authorize the Company’s access to any medical histories or records pertaining to me (and any other individuals 
who due to my employment may be covered by any Company medical or other insurance program).  With regard to the 
foregoing disclosures, I hereby agree to release any person, company, or other entity from any and all causes of action 
that otherwise might arise from supplying the Company with information it may request pursuant to this release.  I 
understand that any false answers or statements, or misrepresentations by omission, made by me on this application or 
any related document, will be sufficient for rejection of my application or for my immediate discharge should such 
falsification or misrepresentations be discovered after I am employed. 
 
Applicant: 

 
 



CORE 

Policies and Procedures 
POLICY #: HR 010 PAGE 1 OF 2 
MANUAL: Human Resources ORIGINAL POLICY DATE: 8/08 
REVIEWER(S): Director of Human 
Resources 

REVISION DATE: 7/21/10, 2/7/14, 1/21/16, 
4/2/21 

 APPROVAL DATE:7/21/10, 2/5/16, 4/10/21 
POLICY NAME: Code of Conduct IMPLEMENTATION DATE:7/21/10, 2/5/16, 

5/4/21 
 
Policy 
It shall be the policy of CORE that employees meet professional standards of behavior, 
knowledge, and skills.  
 
Purpose 
The purpose of this policy is to provide standards of professionalism and ethics for employees to 
adhere to in their daily work practice. CORE strives to assure that breaches of these principles 
may be cause for disciplinary review. Disciplinary actions may include verbal or written 
warnings up to and leading to termination of employment. 
 
Scope 
This policy applies to all CORE employees, Contractors and employees of other entities acting 
on behalf of CORE.  
 

CORE’s Code of Conduct 
1. CORE Employees shall: 

1.1. Promptly inform the President/CEO with any evidence that raises a substantial question 
of falsification of information or misuse of CORE property, fraudulent use of CORE 
property, or any other document or misrepresentation of CORE property. 

1.2. Respect appropriate professional boundaries in their interactions with customers, 
potential donors/donors, and donor families. 

1.3. Avoid behavior that would pose a threat or potential threat to the health, well-being or 
safety of a CORE staff member, customers of CORE within the community, potential 
donors/donors and donor families. 

1.4. Recognize and understand their professional and personal limitations. 
1.5. Perform their duties without impairment from substance abuse, cognitive deficiency, or 

mental illness. If an employee has a diagnosed cognitive deficiency or mental illness that 
begins to impact the ability of the employee to perform their duties, they will report it 
directly to their supervisor, Director, or the Director of Human Resources.  

1.6. Maintain and demonstrate the ability to function within their chosen areas of 
employment safely and competently. 

1.7. Protect the confidentiality of the information handled by CORE staff members 
concerning our staff and our customers both inside and outside the organization. 

1.8. Handle conflicts quietly and privately at appropriate times when all parties can speak 
respectfully and courteously to one another. 

1.9. Provide a positive image through personal grooming and hygiene. 
 
2. CORE Employees shall not: 

2.1. Engage in cheating or other dishonest behavior that violates CORE’s Mission and 
Values. 



CORE 

Policies and Procedures 
POLICY #: HR 010 PAGE 2 OF 2 
MANUAL: Human Resources ORIGINAL POLICY DATE: 8/08 
REVIEWER(S): Director of Human 
Resources 

REVISION DATE: 7/21/10, 2/7/14, 1/21/16, 
4/2/21 

 APPROVAL DATE:7/21/10, 2/5/16, 4/10/21 
POLICY NAME: Code of Conduct IMPLEMENTATION DATE:7/21/10, 2/5/16, 

5/4/21 
 

2.2. Obtain, attempt to obtain or assist others in obtaining donor information, or maintaining 
eligibility, certification, or recertification through deceptive means. 

2.3. Manufacture, modify, reproduce, distribute or use a fraudulent or otherwise unauthorized 
CORE document. 

2.4. Represent themselves in any way that would compromise CORE or the donation 
process. 

2.5. Breach any confidential information obtained internally or externally related to CORE 
its customers or Donors during the course of employment with CORE or after 
termination of employment. 

2.6. Verbally or physically intimidate any staff member at any time, engage in loud 
vocalizing within any nursing or surgical unit of the hospital, use insulting language 
toward any staff member, patient or family member, engage in disparaging remarks 
about other professionals being discussed in open or without the benefit of a dialogue, 
throwing objects, use of threatening or abusive language, use of profanity or similarly 
offensive language, and inappropriate physical contact with an individual that is 
threatening, intimidating, or unwelcome.  

 



 
 

CORE Code of Conduct Policy 
 

I have received a copy of CORE's Code of Conduct Policy, and it has been reviewed with me. I fully 
understand that it is my primary responsibility to ensure that I behave and conduct myself within the 
confines of CORE's Code of Conduct and any applicable laws and regulations in performance of my 
contractual duties on behalf of CORE.  
 
My signature is an acknowledgement of the above statements. 
 
 
 
_________________________________ _____________________ 
Signature     Date 
 
 
_________________________________  
Name (Printed)  
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