7.1

ORIENTATION
New employees, volunteers, contract individuals, and students receive orientation commensurate with their function(s) and job-related responsibilities.  Orientation is provided through a variety of means, including:

· Through the Human Resources Office on the first day of employment (See #1 below.)

· By the supervisor and other staff, as applicable in the unit to which the staff/ student/ volunteer is assigned.  This unit-specific orientation is arranged and coordinated by the employee's immediate supervisor.  This specific orientation is designed to provide an in-depth understanding of the structure and function of D19 CSB and its components, as well as policies and procedures specific to the person's service component(s) and responsibilities.  (See #2, #3, #5, #6, and #7 below.)

· A mandatory one-day orientation class for full-time salaried staff, hourly staff with 20 or more scheduled hours per week, and all students.  This class covers a wide range of topics presented by the Executive Director, Quality Assurance Manager, Human Resources Director, Staff Advisory Committee, and Disability/ Division Directors.  Orientation classes re conducted on the third Tuesday of each month.  A sign-in sheet is completed and a copy maintained in each staff/ student's personnel file.

· Staff assigned lead responsibility for addressing specific aspects of orientation include:  

	Human Resources Director or designee
	
	1. On first day of employment:  Completion of "Application for Employment form, Employment Eligibility Verification" Form (I-9 Form), Federal and State Tax Withholding forms; discussion of benefits; time accounting and travel reimbursement procedures; completion of emergency contact form and new employee information form; signatory review of job description; discussion of D19 CSB annual report, organization and structure; introduction to human resources policies (including receiving a copy of the D19 CSB Employee Handbook); acquisition of a copy of valid driver's license, Division of Motor Vehicles (DMV) record and criminal background checks and House Bill 2824 by the first day of employment; and discussion of Hepatitis "B" Virus (HBV) Tuberculosis (TB) requirements; discussion of EEO, Sexual Harassment, and emphasis of the agencies commitment to a "Drug Free Workplace".  

	
	
	

	Supervisor
	
	2. Discussion of position and related job requirements and expectations, including work schedule, probationary period performance evaluations and dress code by the tenth day of employment.

	
	
	

	Supervisor 
	
	3. Provision and discussion of the D19 CSB Human Rights Plan and confidentiality policy prior to client contact.

	
	
	

	Executive Director
	
	4. Discussion of D19 CSB organization, mission, vision, values, goals and priorities in the monthly group orientation.

	
	
	

	Supervisor
	
	5. Review of applicable infection control procedures and emergency procedures including evacuation plans for building in which employee is located by the seventh day of employment. 

	
	
	

	Supervisor
	
	6. Performance Standards reviewed and initialed by employee, returned to Human Resources by 30th day of employment.  (See Section 6.1.2)

	
	
	

	Supervisor and/ or Director
	
	7. Discussion of clinical and administrative procedures, record keeping, and statistical reporting by the fifth day of employment.

	
	
	

	Human Resources Director
	
	8. Acquisition of test documentation indicating the absence of tuberculosis in a communicable form within 30 days of employment, in accordance with licensure regulations.

	
	
	


At the end of an employee's orientation, the "Personnel Orientation" form, (ADMINPERS #11) indicating completion of each of the above items, will be signed and filed in the employee's personnel record.  It is the responsibility of the Human Resources Director to see that completed orientation checklists are filed in the employee's personnel record within the first 10 days of employment.  A final review of the performance standards takes place no later than 30 days after the date of employment.  The employee's performance is measured against these standards at three months and 12 months (See Chapter 6, "Employee Performance Planning and Evaluation").
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7.2

STANDARDS OF CONDUCT
A. These Standards of Conduct are designed to protect the well‑being and rights of all employees; to assure safe, efficient operations, and to assure that all staff conduct themselves according to the code of ethics of their profession and in the best interest of clients.  This policy is also designed to support supervisors and assure that corrective actions are handled in an equitable and timely manner using a progressive approach when the situation permits.

Many of the conduct standards will readily be understood and recognized as those that guide behavior with other people anywhere in social or business relationships.  Other standards and procedures are more particularly applicable to employees working together in public agencies.

The Standards of Conduct serve to:

1. Establish a fair and objective process for correcting or treating unacceptable conduct or work performance;
2. Distinguish between less serious and more serious actions of misconduct and provide corrective action accordingly, and; 
3. Limit corrective action to employee conduct occurring only when employees are on work time or when otherwise representing the Board in an official or work‑related capacity, unless otherwise specifically provided for in this procedure.
4. Set guidelines for employees and supervisors concerning adherence to appropriate work conduct.

B. The standards listed below are intended to be illustrative but not all inclusive of the type of conduct expected from employees.
1. Timely and Regular Attendance Performance:  Planned absences should be requested and approved by the employee's supervisor in advance.  Unexpected absences are to be reported to the supervisor within 60 minutes after the employee's scheduled start time. 
2. Dependable Application of Time:  Employees are expected to apply themselves to their assigned duties during the full schedule for which they are being compensated.
3. Satisfactory Work Performance:  Employees are expected to meet established performance standards.  Conditions or circumstances, as they become known, which will prevent employees from performing effectively or from completing their assigned tasks should be reported to their supervisor.  Likewise, unclear instructions or procedures should be brought to the attention of their supervisor.  

Supervisors should assist employees in understanding their work assignments, the Standards of Conduct, and the goals, expectations and performance standards of their position.  (Also, see Policy 6.1, "Performance Planning and Evaluation.")  Supervisors should be aware of inadequate or unsatisfactory work performance or behavior on the part of employees and attempt to correct the performance or behavior immediately.  Such corrective action may take the form of a supervisory session or the issuance of a "Written Notice" form (ADMINPERS # 13) depending upon the severity of the situation.  While it is hoped that most performance and behavior problems can be resolved through the supervisory process, such process is not a prerequisite to taking formal disciplinary action. 

Regularly scheduled supervisory sessions may be used to address performance and behavioral concerns, or special supervisory sessions may be scheduled for this purpose.  In this context, supervisory session refers to a discussion with the employee about a work performance or behavior problem which, if not corrected, could lead to disciplinary action.  The supervisory session should:  

1. Be held in private. 

2. Include discussion between the employee and their supervisor to communicate actual performance behavior observed vs. behavior required of the position and the impact and consequences of unacceptable employee conduct.  Goals and expectations may need to be established. 

3. Clarify, in writing, to the employee, the supervisor's expectations as to time frame for demonstrated improved performance.  This informal supervisory session should be documented by the supervisor, but does not become part of the employees personnel file unless further formal disciplinary actions are needed.  If further formal disciplinary action is needed, the documentation from this informal supervisory meeting(s) will become part of the personnel file and will have the same active period as the written notice issued.  (See Section 7.2.7 ("Active" Life of Notices.")  This documentation should be reviewed and signed by the employee to indicate that the documents present a correct account of what took place in the supervisory session.

Disciplinary action refers to a formal corrective measure based on a violation of established Standards of Conduct, which includes discussion of the offense, an explanation of the evidence, and issuance of a Written Notice form.

An employee unable or unwilling to meet the working conditions of his/ her employment due to circumstances such as those listed below (see group offenses) may be demoted or removed under this section.  Such demotion or removal shall be the decision of the Executive Director in consultation first with the appropriate Director and the Human Resources Director.  A Written Notice with a description of the circumstance will be issued.  Examples of such circumstances include:  loss of driver's license, which is required for the job; incarceration for an extended period of time; loss of certification or license required for the job; failure to obtain appropriate license as condition of continued employment and continued documented unacceptable conduct.

Prior to such demotion or removal, the Director shall gather full documentation supporting such action and shall notify the employee, in writing, of the reasons for such demotion or removal and give the employee a reasonable opportunity to respond in accordance with section entitled "Notice to Employee and Severance Pay (Non-Probationary Salaried Employees" (Section 7.2.5)).  Copies of such notices and documentation supporting such action shall be sent to the Human Resources Director and Executive Director prior to being discussed with the employee. 

Unacceptable conduct shall be divided into three types of offenses according to their severity.  Specified corrective action should be progressive and corrective action in application for such offenses shall not be exceeded.  However, when in the judgment of the Executive Director and/ or the Director mitigating circumstances exist, specified corrective action may be reduced.  (See "Mitigating Circumstances," Section 7.2.12.)

7.2.1

First Group Offenses
First group offenses include those types of behavior less severe in nature, but which require correction in the interest of maintaining a productive and well managed work force. 

A supervisor should first discuss a first group offense situation with the employee and advise the employee of the need for correction.  If the condition is not corrected, the employee should be given a Written Notice to again indicate to the employee the need for correcting the stated offense.

Active written notices for First Group Offenses shall be cumulative in nature.  Such written notices for purposes of corrective action shall remain "active" until 24 months have elapsed since the issuance of the last notice. 

The accumulation of active Written Notices, regardless of the nature of the first group offenses should result in suspension without pay on the third active notice, but such suspension shall not exceed three workdays.  At this point demotion may be considered, in lieu of suspension, for first group offenses due to inadequate or unsatisfactory job performance.  A fourth active Written Notice will normally result in removal.

First Group Offenses encompass, but are not necessarily limited to:

Unsatisfactory attendance (defined as):

· Failure to notify supervisor of absence in timely manner per policy

· Failure to provide physician's statement when absence exceeds three (3) consecutive days

· Excessive Tardiness

· Excessive use of sick leave for non-illness related absences (i.e. not scheduling doctor appointments at beginning or end of day)

Abusive language.
Conviction of a moving traffic violation while using Board or other public use vehicles or private vehicles used in performance of official agency business.

Inadequate or unsatisfactory job performance.

Disruptive behavior.

Abuse of time such as unauthorized time away from work area, use of Board time for personal business, and abuse of sick leave.  

Violation of "EEO" Policy, Policy 2.1 (depending on nature of violation).

Violation of "Sexual Harassment" Policy, Policy 2.2 (depends on nature of violation).

7.2.2

Second Group Offenses
Second group offenses include acts and behavior which are more severe.  

Corrective action for these offenses include a Written Notice or Written Notice and suspension without pay.  Employees, however, may not be suspended in excess of five workdays for an offense of this nature.  An additional Second Group Offense should normally result in removal.  A single second group offense, coupled with three "active" First Group Offenses, should also normally result in removal.  Written Notices for second group offenses shall remain active for 36 months.

Second Group Offenses encompass but are not necessarily limited to:


Failure to follow supervisor's instructions, perform assigned work or otherwise comply with applicable established written policy.

Violating safety rules where there is not a threat to life.

Failure to notify supervisor of absence from work.

Unauthorized use or misuse of Board property or records.

Leaving the work site for personal reasons without permission during working hours.

Refusal to work required overtime.

Filing a grievance for the sole purpose to harass the Agency or supervisor.

Violation of "EEO" Policy (depending on nature of violation).

Violation of "Sexual Harassment" Policy (depends on nature of violation).

7.2.3

Third Group Offenses
Third group offenses include acts and behavior of such a serious nature that a first occurrence should normally warrant written notice and suspension without pay for up to 30 days or removal (termination) or written notice or up to 30 workdays suspension without pay in lieu of removal, except that in cases of client abuse removal shall be mandatory.  If the employee is not removed, due to mitigating circumstances, the employee is to be notified that any subsequent Written Notice issued during the active life period of the third group offense notice, regardless of level, may result in removal.  Written Notices for third group offenses remain active for a period of 60 months.

Third Group Offenses encompass, but are not necessarily limited to:

Absence in excess of three days without call in or notice to supervisor or without proper authorization or satisfactory reason.

Use of alcohol or unlawful use, possession, or distribution of controlled substances or use, possession, or distribution of illegal substances while on work time or on Board property.

Reporting to work when under the influence of or when ability is impaired by alcohol or the unlawful use of controlled substances or the use of illegal substances.  

Falsifying any records, such as, but not limited to:  vouchers, reports, insurance claims, time records, leave records, or other official Board documents.

Willfully or negligently damaging or defacing Board records or Board or employee property.

Theft or unauthorized removal of Board records or Board or employee property.

Gambling on Board property and/ or while on work time.

Acts of physical violence or fighting on Board property and/ or while on work time.

Violating safety rules where there is a threat to life.

Participating in any kind of work slowdown, sit-down, or similar concerted interference with Board operation.

Unauthorized possession or use of firearms, dangerous weapons or explosives on Board property and/ or while on work time.

Threatening or coercing employees or supervisors.

Serious or willful breach of confidentiality policy.

Client abuse.

Failure to report incidents of abuse or mistreatment of clients by staff.

Criminal convictions for acts of conduct occurring on or off the job which are plainly related to job performance or are of such a nature that to continue the employee in the assigned position could constitute negligence in regard to the agency's duties to the public, to its clients, or to other Board employees.

Sleeping during work hours.

Violation of "EEO" Policy (depending on nature of violation).

Violation of "Sexual Harassment" Policy (depends on nature of violation).

7.2.4

Pre-disciplinary or Non-disciplinary Suspension
In addition to the suspensions without pay provided for above, suspensions without pay may occur for the following reasons, subject to the limitation noted.

A. Pre-disciplinary or Non-disciplinary Suspension Pending an Agency Administrative Investigation:

When a suspension without pay is effected pending completion of a disciplinary investigation into misconduct or violation of established work rules, such suspension shall not exceed 10 workdays.

If the employee is cleared of any such alleged violations, the employee shall be reinstated and paid for this period of suspension.  Where no finding of violation or decision on disciplinary action occurs within 10 workdays, the employee shall be permitted to return to work pending a final decision or should be placed on a leave with pay status.

If the Executive Director decides disciplinary action involving suspension is warranted, the period of suspension pending completion of the investigation shall apply to the period of disciplinary suspension.

B. Suspension ‑ Disciplinary Penalty:

Suspension for First and Second Group Offenses is provided for elsewhere in this policy.  However, suspension in lieu of removal shall not exceed 10 workdays.

C. Suspension Pending Court Action or Official Investigation:

The 10‑day time limitation shall not apply when an employee is suspended pending completion of court action or an official investigation, provided such court action or official investigation involves alleged criminal violations that occur on or off the job and are plainly related to job performance or are of such a nature that to continue the employee in the assigned position could constitute negligence in regard to the agency's duties to the public, to its clients, and to other Board employees.  Upon completion of such court action or official investigation, the employee may be disciplined or removed or may be reinstated with full or partial back pay as the Executive Director determines to be appropriate under the circumstances.  ("Official Investigation" shall be limited to those investigations conducted by State Police and/ or other Federal, State or local government law enforcement agencies, or to any internal investigation into what may be criminal behavior on the part of an employee.)

7.2.5
Notice to Employee and Severance Pay (Non-Probationary Salaried Employees)
Prior to suspension, demotion, or removal, employees shall be informed by the Executive Director, in writing, of the reasons for the suspension, demotion, or removal and be given 48 hours to respond to those reasons for removal, demotion or suspension.  Effective date of the action will be at the end of the 48 hours allowed for employee to respond.  However, an employee may be immediately suspended or removed without written notification where the employee's continued presence may be a substantial threat to the welfare of the agency, clients, or fellow employees, or may threaten the reputation of the agency in the community.  Employees will be immediately dismissed if a report of client abuse is substantiated, if a staff member is found to have seriously or willfully violated the confidentiality policy, or if the staff member has engaged in other seriously unprofessional conduct.  In such cases, the employee shall be informed, in writing, of the reasons for such suspension, or removal as soon as possible thereafter and shall then be given 48 hours to respond to those reasons.  A letter confirming the cause and nature of the suspension or removal actions shall be provided to the employee either before or promptly following such actions.

Employees who are removed will be paid in full for the current pay period in which termination takes place.

All suspensions/ terminations shall be made in writing and shall include a reference to the employee's right to file a grievance should they disagree with the agency's termination action.

7.2.6

Access to Board Premises and Work While on Suspension
Employees who are suspended from work shall not be allowed on agency premises.  If person comes on premises authorities will be called.  Person may be subject to trespassing charges.

7.2.7

"Active" Life of Notices
Group I written notices shall have a 24-month "active" period from the date the notice was issued to the employee.  Group II written notices shall have a 36-month "active" period from the date the notice was issued to the employee.  Group III written notices shall have a 60-month "active" period from the date the notice was issued to the employee.  These active periods are definite and shall not be extended because of absence.

Written notices shall not be removed from the employee's personnel file.  EXCEPTION:  A written notice can be removed if the Board reduces or vacates its action, or through the grievance procedure, it is determined the notice issued was not justified.  In such cases, the Human Resources Director shall be responsible for placing the removed notice in a grievance or separate confidential file.  Under no circumstances should it be destroyed or remain in the employee's personnel file, nor should it be taken into consideration in any future personnel actions.

Written notices that are no longer active shall not be taken into consideration in the accumulation of notices or in the degree of discipline for a new offense.  When the active life of a written notice expires, the notice will be marked "Inactive."

7.2.8

Executive Director's Responsibility
The Executive Director, in consultation with the Human Resources Director, shall be responsible for the review of all corrective action involving suspension, demotion, and/ or removal and to determine if mitigating circumstances exist which would otherwise justify modified corrective action.  The Executive Director's review will include information received from management, the Human Resources Director and the employee.

7.2.9

Management Responsibility
Management is responsible to assure that corrective actions are progressive in nature and are therefore timely, fair, and objectively and consistently applied.  Moreover, effective corrective procedure requires that the employee's actions rather than his/ her personality be the subject of disciplinary decisions.

7.2.10

Use of Grievance Procedure
Eligible employees may use the Board grievance procedure on any matters related to the application of this policy.

7.2.11

Probationary Employees
The above disciplinary procedures do not apply to probationary employees, inasmuch as it is recognized that the failure of the probationary employee to meet conduct standards is grounds for immediate removal.

7.2.12

Mitigating Circumstances
Mitigating circumstances include those conditions related to a given offense that would otherwise serve to support a reduction of corrective action in the interest of fairness and objectivity.  Mitigating circumstances may also include consideration of an employee's long service with a history of otherwise satisfactory work performance.  Mitigating circumstances may also justify the use of demotion, transfer, or suspension as an alternative to removal.  Suspension in lieu of removal shall not exceed 30 workdays for a Group III offense or an accumulation of Group I or Group II offenses.

7.2.13

Employee's Role in Internal Investigation
A.
Employees are encouraged to cooperate in the investigative process.

B.
No disciplinary action will be taken if staff refuses to participate or provide factual information that may be damaging to the Board.

7.3

EMPLOYEE CODE OF ETHICS
All D19 CSB personnel, including students and volunteers, are committed to the belief in the dignity and worth of the individual human being.  They maintain integrity with respect to their duties as they come in contact with clients, other service providers, and the public.

7.3.1

Principle A:  Confidentiality
A primary obligation of all staff members is to safeguard information about a client that has been obtained by D19 CSB personnel.

7.3.2

Principle B:  Professional Conduct
Maintaining high standards of professionalism is the responsibility of all personnel:

A. Each staff member will conduct himself/ herself in accordance with the code of ethics of his/ her profession and in the best interests of the programs' clients.

B. Each staff member avoids misrepresentation of his/ her own professional qualifications, affiliations, and purposes, and those of the colleagues, institutions, and organizations with which he/ she is associated.

C. Respect for the rights and privacy of colleagues is maintained.

1. A clinician cannot treat another clinician's consumer without supervisor's approval or unless an emergency situation exists.

2. Criticism of the colleague's services or procedures should be directed to the colleague for potential resolution.  If resolution is not achieved to the satisfaction of each worker, the respective supervisor(s) need to be included for satisfactory resolution of their concerns.

D. Each staff member takes responsibility for assuring the continuity of his/ her client's case by continuing contact and following up referrals to other agencies of individuals.

7.3.3

Principle C:  Quality of Service
The maintenance of high standards of professional competence and quality of service is the responsibility of all D19 CSB personnel:

A. A professional will offer services and use techniques that are generally acceptable in terms of effectiveness and procedure based upon professional judgment.  Controversial issues shall be discussed with supervisory staff and meet with supervisory approval.

B. Each individual will be responsible for recognizing the limitations of his/ her competence and will only provide services and use procedures with which he/ she is familiar.

C. Each professional should seek supervisory advice for problematic issues.

7.3.4

Principle D:  Moral and Legal Standards
A D19 CSB staff member will show regard for the social codes and moral expectations of the community in which he/ she works, recognizing that violations of accepted moral and legal standards on his/ her part may involve his/ her clients or colleagues in damaging personal conflicts, and injure his/ her own name and the reputation of the organization.

7.3.5

Principle E:  Therapist-Client Relationships
The relationship between a therapist and a client will be professional, with all interactions based on accepted therapeutic principles and standards as determined by D19 CSB.

A. The therapist will always seek to maintain professional and objective personal conduct between himself/ herself and the client and the client's family and close associates.

B. The therapist should have a personal concern for his/ her client.  He/ she will always maintain his/ her personal concern within the bounds of his/ her professional responsibilities, so as to safeguard the welfare of the client both during and after treatment.

C. Every effort must be made to discourage the development of personal obligations and social relationships in the therapeutic relationship.

D. Every effort should be made to discourage behaviors on the part of the therapist which would be abusive or damaging to the client.

E. When there is a conflict among professional workers, the professional is concerned primarily with the welfare of the client involved and secondarily with the interest of his/ her professional group.

F. The professional attempts to terminate a clinical relationship when it is reasonably clear that the client will not benefit from it.

G. Care must be taken to insure an appropriate setting for clinical work to protect both client and therapist.

H. District 19 Community Services Board shall offer treatment services at other locations to consumers who seek treatment services at a site staffed with anyone whom they have or have had significant personal relationships.

District 19 Community Services Board adopts the following measures to promote carrying out this policy:

A. Significant personal relationship will be defined as the following: related to staff by birth or marriage; considered to be a friend of staff who spends time together after work; in an intimate relationship with staff or has been in the past.

B. Significant professional relationships may include staff having been coworker or former coworker of an individual seeking service.

C. Consumers seeking treatment will be asked if they know anyone working at the site where they seek treatment.

D. Consumers affirming a past or current relationship will be offered treatment at another D19 CSB site with the issue of confidentiality explained to them.

E. The facility manager, in conjunction with the consumer and intake person, will decide if the relationship poses a threat to the consumer's confidentiality and/ or treatment.

F. The facility manager is responsible for arranging the transfer to another D19 CSB site or, if need be, another agency for treatment.

G. All staff who become aware of a consumer with whom they have or have had significant relationships must inform the facility managers of this matter immediately.

H. Violation of this policy may result in disciplinary action.

7.3.6

Principle F:  Professional Relationships
Therapists act with regard to the needs and feelings of their colleagues in other professions.  Therapists respect the prerogatives and obligations of the institutions and organizations with which they are associated.  

A. Therapists understand the areas of competence of related professions and make full use of other professional expertise, which may best serve the interest of the client.  The absence of formal relationship with professionals does not relieve therapists from the responsibility of securing for other clients the best possible professional service.

B. Therapists know and take into account the traditions and practices of other professional groups with which they work and cooperate fully with members of such groups when activities or functions are shared.

C. Therapists respect the viability, reputation, and integrity of the organization in which they serve.  Therapists show due regard for the interests of their present and prospective supervisors.  In those instances where they are critical of programs or policies, they attempt to effect change by constructive action within the organization.

7.4

GRIEVANCE PROCEDURE
7.4.1

Notification to Employees
The Human Resources Director is designated by the Executive Director to provide information, direction, and guidance in initiating and pursuing the grievance procedure.  The Human Resources Director is responsible to ensure compliance with the procedure in terms of timeliness and communication.

An employee who wishes to pursue an issue through the grievance procedure should initially notify the Human Resources Director whose responsibility is to assure appropriate tracking, time frames, and applicable documentation related to the procedure.  Likewise, a supervisor informed by a subordinate of a potentially grievable issue should inform the Human Resources Director of the situation.

In no case will the Human Resources Director's facilitation function as described above extend, or alter the effect of, the grievance procedure except as provided for in Section 7.4.10 ("Miscellaneous Provisions").

7.4.2

Informal Resolution
Complaints arising in the workplace should be resolved fairly and as soon as possible.  Staff are encouraged to discuss complaints with supervisors prior to going to the next level within the organization.  In situations where the supervisor conduct is at issue and there is a fear/ perception that intimidation or retaliation will take place, the employee is encouraged to go to the next supervisory level.  Most issues can be resolved through discussion, but alternatives are available when discussion is not effective.

Obtaining Information - When selecting a suitable alternative to resolve the problem, it may be helpful to obtain information from D19 CSB's Human Resources Office.

7.4.3

The Grievance Procedure
The Grievance Procedure - The grievance procedure is a process through which employees may bring their concerns to upper levels of management.  The process requires that rules be followed strictly.  All grievances must be initiated within 30 calendar days of the action or event challenged.  Attempts to resolve disputes informally do not extend the 30 calendar-day time period.  The 30 calendar-day time period can only be extended if D19 CSB and employee agree in writing to waive it.

The grievance procedure contains three phases:

A. The resolution steps:

1.
First resolution step
2.
Second resolution step
3.
Third resolution step

B. Qualification for a hearing 

C. The hearing

Informal Discussion - Prior to the initiation of a grievance, the employee should consider discussing the issues with his supervisor in an attempt to resolve the problem informally.

Grievance Forms - 

A. Even when discussions are ongoing, however, the written grievance must be initiated within 30 calendar days, unless there is an agreement to waive this requirement.

B. The "Employee Grievance Procedure, Grievance Form A" or "Employee Grievance Procedure, Grievance Form A - Expedited Process"  (ADMINPERS #14 or #14-A) is available in the Human Resources Office for the initiation of a grievance.  When a written response is required it must be placed on the Grievance Form A.  If there is not enough space on the form for a complete statement, attachments may be added.

Compliance - Because the grievance procedure has rules, issues relating to compliance arise.  All claims of noncompliance should be raised immediately ("Compliance" is found in Section 7.4.9).  By proceeding with the grievance after becoming aware of a procedural violation, one may forfeit the right to challenge the noncompliance at a later time.  Time periods may only be extended by mutual consent

Gathering Information - When a grievance is initiated, the employee can ask to review information, which pertains to the grievance.  Information pertaining to other employees, which is directly relevant to the grievance must be provided in such a manner as to preserve the privacy of the individuals not personally involved in the grievance.

7.4.4

The Resolution Steps
Limitations on Processing a Grievance - Not all grievances proceed through the resolution steps.  Management may challenge, at any step in the process through to the agency head's qualification decision, that the employee is excluded from proceeding with the grievance.

Questions of Access - Issues pertaining to the employee's type of employment or status are questions of access.  Issues of access include:

1. whether the employee is in an eligible position to utilize the Grievance Procedure;

2. whether the employee is exempt under Section 2.2-2905  of the Code of Virginia.  

3. whether the employee has voluntarily resigned.

4. whether the complaint pertains directly and personally to the employee's own employment;

5. whether the complaint arises in D19 CSB in which the employee works;

6. whether the employee has initiated multiple grievances challenging the same action or arising out of the same facts;

7. whether the grievance was initiated after the date of termination and does not challenge the termination or a disciplinary action which had occurred within 30 calendar days of the incident;

8. whether the employee's use of the grievance procedure constitutes harassment; and

9. whether the grievance has been initiated after 30 calendar days.

10. whether the employee has  pursued the same complaint through another D19 CSB process.

If the issue of access is raised, the employee can seek simultaneously a determination from D19 CSB head on access and qualification to proceed with the grievance within five workdays and may appeal that decision to the Circuit Court.  (See Section 7.4.6, "Circuit Court Appeals.")  The decision of the Circuit Court is final.

A. First Resolution Step

1. A written grievance must be presented to the first‑step respondent (immediate supervisor) within 30 calendar days of the event or action giving rise to the grievance.  A grievance alleging discrimination or retaliation by the immediate supervisor may be initiated with the next level supervisor.

2. The written grievance should state the nature of the complaint, the facts in support of the claim, and the relief requested.  Once the grievance is presented in writing, additional claims may not be added to the grievance.  A meeting may be held to discuss the issues in dispute, but such a meeting is not required.

B. Expedited Process

An Expedited Process using ADMINPERS #14-A form is available for a grievance involving a termination, demotion or suspension without pay, or loss of wages.  It may be initiated with the second‑step respondent and immediately following the response from the second‑step meeting, a request may be made to the Executive Director that the grievance be qualified for a hearing.

C. First Resolution Step

1. Within five workdays of the presentation of the written grievance, the first‑step respondent must provide a written response.  The response should address the issues and the relief requested.

2. The employee must indicate within five workdays the intention to continue to the second‑step or to conclude the grievance.

D. Second Resolution Step (Meeting)

1. The employee and the second‑step respondent must meet within five workdays.  Each may be accompanied by an individual of choice.  The meeting is not to be conducted as a hearing with arguments and cross‑examination; the purpose is for fact finding.  The meeting shall not be recorded.

2. Individuals with pertinent information directly relating to the grievance may appear.  Questions may be asked to clarify points or to explore other avenues of inquiry.  After providing the information, they should not remain in the meeting.

3. The second‑step respondent must provide a written response to the issues and the relief requested within five workdays of the meeting.  The written comments should address the matters discussed in the meeting.

4. District 19 Community Services Board Disability/ Division directors will serve as second step respondent for their respective disability.  The Executive Director shall serve as second step respondent for the Administration work area.

NOTE:  In situations where D19 CSB Executive Director serves at the first resolution step a member of D19 CSB Board of Directors will be designated by the chairman to serve as the second resolution step.

5. Within five workdays, the employee must indicate in writing the intention to continue to the next step or to conclude the grievance.

E. Third Resolution Step

1. The third‑step respondent must review the grievance record and within five workdays provide a written response to the issues and the relief requested.

2. A meeting may be held to discuss the issues still in dispute, but such a meeting is not required.

3. In situations where the Executive Director is the first resolution step and serves as the first line supervisor, the chairman or designated Board member of D19 CSB will serve in the capacity of the third level resolution step.

4. The employee must indicate within five workdays the intention to request that the grievance be qualified for a hearing or to conclude the grievance.

7.4.5

Qualification for a Hearing
To proceed to a hearing, a grievance must be qualified.  Not all grievances may proceed to a hearing.  Only those which challenge the following actions may be qualified for a hearing.

A. Actions Which ARE To Be Qualified

1. Formal discipline (Written Notices and terminations, suspensions, demotions, transfers, or assignments issued in conjunction with such Written Notices) and dismissals for unsatisfactory performance must be qualified.

2. If there are facts which may support one or more of the following actions, the grievance should be qualified for a hearing:

a. Unfair application or misapplication of policies, procedures, rules, and regulations;

b. Discrimination on the basis of race, color, religion, political affiliation, age, disability, national origin, or sex;

c. Arbitrary or capricious performance evaluation;

d. Retaliation  for participating in the grievance process; complying with any law or reporting a violation of such law to a governmental authority; seeking to change any law before Congress or the General Assembly; reporting a violation of fraud, waste, or abuse; or exercising any right otherwise protected by law; or

e. Disciplinary transfers, assignments, demotions, suspensions, or other actions, which similarly affect the employment status of an employee.

B. Actions Which Are NOT Qualified - Complaints which relate solely to the following issues are not grievable and may not be qualified for a hearing:

1. Establishment or revision of wages, salaries, position classifications, or general benefits;

2. Contents of statutes, ordinances, human resources policies, procedures, rules, and regulations;

3. Means, methods, and personnel by which work activities are undertaken;

4. Hiring, promotion, transfer, assignment, and retention of employees;

5. Termination, layoff, demotion, or suspension from duties because of lack of work, reduction in work force, or job abolition;

6. Work activity accepted by an employee as a condition of employment or which may be reasonably expected to be a part of the content of the job;

7. Relief of employees from duties in emergencies; or

8. Informal supervisory instructions (e.g. counseling memorandum, oral reprimand, manner of providing supervisory directions).

The fact that the claim challenges an action reserved to management under this section does not preclude it from being qualified if there is some support for a claim of discrimination, retaliation, misapplication of policy, or discipline.

C. Agency Head's Determination - The Executive Director is to determine within five workdays whether the grievance qualifies for a hearing.  This determination is to be based on the criteria listed previously.  In responding the Executive Director may wish to address, in addition, the merits of the grievance and the relief requested.  When the Executive Director is the person the grievance requires to serve as the first resolution step and the grievant's first line supervisor, the Chairman of D19 CSB or their designated Board member will determine whether a grievance qualifies for a hearing.

7.4.6

Circuit Court Appeal
A. If the grievance is not qualified for a hearing by D19 CSB Executive Director, the employee may request that the appropriate circuit court qualify the grievance.  The request must be made in writing to the circuit court within five workdays.  A copy of this request will be provided to D19 CSB.

B. District 19 Community Services Board will forward the grievance record within five workdays to the circuit court in the jurisdiction in which the grievance arose.  If D19 CSB does not forward the record, the employee may request the circuit court to issue an order requiring the transmittal of the record.

C. Within 30 calendar days of receiving the grievance record, the court sitting without a jury should hear the appeal on the record and such additional evidence as may be necessary to resolve any controversy as to the correctness of the record.  The court may receive other evidence at its discretion.  The employee may have legal representation or represent himself at the hearing.  Lay advocates are not allowed.  The decision of the court is final and not appealable.

D. Because the appearance of witnesses is within the discretion of the court, the parties must notify the court that they are requesting permission to have witnesses testify at the hearing.  Depending upon the circuit court, the parties may have to request that the court schedule the hearing; in making the request it is helpful to provide some available dates.  Some courts will not schedule a hearing until dates are submitted by the parties.  Some courts may require the party to appear on "docket day" to schedule the hearing.  The Clerk of the court can be helpful in arranging these matters.

7.4.7

The Hearing

All qualified grievances, except those noted below, proceed to a hearing before a hearing officer selected on a rotating basis from a list supplied by the Executive Secretary of the Supreme Court of Virginia.  The hearing must be held and a written decision issued no later than 30 calendar days after the appointment of the hearing officer.  This time can be extended only upon a showing of good cause.

A. Planning the Hearing - 

1. The hearing must be held in the geographical location where the employee is or has been employed.  District 19 Community Services Board must arrange a place for the hearing unless the hearing officer chooses to make the arrangements.

2. It is the responsibility of the hearing officer to notify the parties, either in writing or at the pre-hearing conference, of the date, time, and place of the hearing.

B. Absence from the Hearing - 

1. When a hearing is scheduled, it is the responsibility of the parties to appear or to ask for a postponement.  A hearing may proceed in the absence of one of the parties; a hearing so conducted will be decided on the grievance record and the evidence presented at the hearing.  The parties may be represented by legal counsel or other representative, or may represent themselves.

2. A hearing is to last no more than one day, unless the hearing officer should determine that the time is not sufficient for a full and fair presentation of the evidence by both parties.  A hearing may be continued into the evening or on weekends.  The hearing officer may grant a postponement or extend the 30-day period for good cause.

C. Authority of the Hearing Officer - Hearing officers have the authority to:

1. Issue orders for witnesses or documents;

2. Administer oaths;

3. Receive documentary evidence and hear testimony, and exclude that which is irrelevant, immaterial, repetitive, or confidential by law;

4. Decide on procedural requests;

5. Hold a conference (in person or by telephonic means) to simplify the issues, decide procedural matters, discuss settlement possibilities, and establish the date, time, and place of the hearing;

6. Order the parties to exchange a list of witnesses and documents; and

7. Determine the validity of the grievance based on the evidence (not on procedural matters that had occurred in the processing of the grievance) and provide appropriate relief.

D. Rules for the Hearing - 

Hearings are to proceed as follows:

1. Opening and closing statements may be made by each party;

2. Each party may be represented by an individual of choice;

3. In disciplinary actions, D19 CSB must present its evidence first and must show by a preponderance of evidence that the disciplinary action was warranted and appropriate under the circumstances;

4. With all other actions, the employee must present his or her evidence first and must show by a preponderance of the evidence that a proper claim is present;

5. Formal rules of evidence do not apply;

6. Non‑party witnesses are not to be present in the hearing except to give testimony and be cross‑examined;

7. Exhibits offered may be received into evidence and made part of the record.

8. The hearing must be recorded verbatim.  (D19 CSB has the responsibility of arranging for proper recording equipment.)  The hearing officer is responsible for the recording and is to preserve the recorded tapes as part of the grievance record.  Either party may receive a copy of the recording, if requested, for the cost of reproduction.  A court reporter is not required.  If a party requests a court reporter, that party is responsible for the costs.  If a transcript is made, the other party may obtain a copy for cost;

9. The hearing officer has the authority to determine the propriety of the attendance of all persons not having a direct involvement in the hearing including witnesses and spectators; and

10. The hearing should be closed to the public.

7.4.8

The Decision
A. The hearing officer's decision must be in writing and contain the findings of fact and the basis for those findings.  In granting relief the hearing officer should be guided, but not bound, by the relief requested in the written grievance.  Appropriate relief can include reinstatement to the employee's former position or, if occupied, to an objectively similar position in terms of duties and salary, normally in the same work or organizational unit; an award of no, partial, or full back pay; and the restoration of full benefits, seniority, and other legal entitlements.  Against an award of full or partial back pay, interim earnings are to be deducted.  Damages and attorney's fees cannot be awarded.

B. Appropriate relief may also include an order to create an environment free from discrimination or retaliation or to take corrective actions necessary to cure the violation and/ or minimize its recurrence. Other prospective relief cannot be ordered.  District 19 Community Services Board cannot be ordered to promote, hire, or transfer any employee.  However, the hearing officer can recommend such action and if the recommendation is acted upon by D19 CSB, the action shall be given weight in any subsequent proceeding.  If a policy was unfairly applied or misapplied, the hearing officer can direct D19 CSB to redo the action from the point at which it became tainted.  The hearing officer is to proceed under the Handbook for Hearing Officers prepared by the Department of Employee Relations Counselors.

C. Implementation of the Decision - The decision is final and binding if consistent with policy and law.  The decision is effective from the date issued and must be implemented immediately unless circumstances beyond the control of D19 CSB delay such implementation.  Implementation may be stayed if a challenge is made to the decision.

D. Circuit Court Order - The circuit court has the authority to issue an order requiring implementation of the decision and to award attorney fees for seeking the order.

E. Challenges to the Decision - There are two types of challenges which can be made to the decision of the hearing officer.  Challenges must be made in writing to the hearing officer within 5 workdays of receipt of the decision with a copy to the other party.

1. Reconsideration or reopening requests should state the basis for such request; generally, newly discovered evidence or evidence of incorrect legal conclusions are the basis for such requests.  Once the challenge has been decided, it may not be appealed.

2. A challenge to the decision on the basis that it is not consistent with law or policy should be made to the circuit court.  Consistency with policy challenges should cite to an express mandate in policy.  The circuit court has sole authority to grant such requests.

If D19 CSB fails to implement the final decision because it is not consistent with a provision in written policy, the employee may seek an order from the circuit court requiring implementation. (See above.)

7.4.9

Compliance
There are two types of compliance challenges which may arise during the course of processing a grievance.  Either the circuit court or the supreme court of Virginia is authorized to issue final rulings on such matters depending upon the compliance challenge raised.

A. Party Noncompliance

Sometimes a party may not take a required action.  To compel a party to act, the following must be done:

1. Write the other party stating explicitly the omission or error; (If D19 CSB is out of compliance, notification of noncompliance must be made to the Executive Director.)

2. Allow the party five workdays after receipt of the notice to take or correct the required action;

3. The action must be taken within five days unless there is just cause for the delay; and 

4. If the employee does not respond or take the action required, D19 CSB may close the grievance.  If D19 CSB fails to respond or take the required action, the employee can seek an order from the circuit court granting the employee full relief.  For errors, which are determined to be harmless, or for errors relating to the proper disclosure of information, the court only has the authority to require that the action be taken.

B. Hearing Officer Noncompliance - When there are questions of compliance with the conduct of the hearing or the exercise of authority by the hearing officer, an objection should be made at the time the error is noted.  If a party believes that the conduct of the hearing officer was improper, the party can file a complaint with the Office of the Executive Secretary of the Supreme Court of Virginia.

7.4.10

Miscellaneous Provisions
A. Compensation and Reimbursement - District 19 Community Services Board employees who serve as witnesses or representatives in grievances arising in their own D19 CSB, are to be compensated for the actual time at the hearing (not preparation time) at their normal salary in accordance with applicable human resources policies.  Such time is not to be charged against any leave balances.  Reasonable costs for transportation, meals, and lodging are to be reimbursed in accordance with D19 CSB travel regulations.

B. Disability Accommodations - 

1. A hearing impaired employee who requests a sign language interpreter is to be provided such an interpreter throughout the entire grievance process at D19 CSB's expense.

2. A visually or otherwise physically or mentally impaired employee who cannot with ease take written notes may use a tape recorder during all steps of the grievance procedure.

C. Use of D19 CSB's Copying, FAX, and Telephone - The initiation of a grievance is official business.  Therefore, the employee may make reasonable use of a copying machine, telephone and the FAX to communicate with appropriate parties during the grievance procedure.

D. Leave - Employees are to be granted time to consult with D19 CSB Human Resources Office, to serve as a representative for an employee within the agency, and to appear as a witness in a grievance matter.  Employees are also granted administrative leave to participate in the steps of the grievance process.

E. Grievance Procedure Assistance - District 19 Community Services Board Human Resources Officer is available to explain the grievance procedure.

F. The employee may also contact the Virginia DMHMRSAS concerning questions of appropriate due process requirements and the availability of such.

7.5

STAFF CERTIFICATION/LICENSURE
Service providers who plan, supervise, or deliver direct treatment services, and who are required by law and/ or by the State Board of Mental Health, Mental Retardation and Substance Abuse Services to be licensed or certified, shall be licensed or certified to provide their respective services under D19 CSB.  It is the responsibility of the licensed/ certified staff member to ensure compliance with relevant licensing and professional certification standards; and a joint responsibility with the Services Director to ensure that the planning, supervision, and delivery of direct treatment services is provided in accordance with all applicable laws, regulations, and federal/ State/ local requirements.

It is the policy of D19 CSB to encourage and assist in the professional licensing of mental health, mental retardation, and substance abuse professionals.  The Board views the attainment of professional licensure as a positive measure of staff professional capability.  Consistent with the "Clinical Licensure Incentives" (See Policy 5.6), the Board may assist license-eligible staff by providing the necessary clinical supervision through other staff of D19 CSB.  For those staff who are license-eligible and who are interested in pursuing licensure, it is the responsibility of the Clinical Services Director to ensure that the necessary clinical supervision is provided in a timely manner.  The procedures for internal clinical supervision are outlined below:

A. Procedure for application:  Staff may apply at any time by submitting a written request to the appropriate director.  The request should include the staff member's plan for achieving licensure and should include specific goals and time frames.

B. Supervisory assignments will be made periodically by the Disability/ Division Director, based on the following factors:  employee's responsibility for supervising other staff or D19 CSB programs; demands made on D19 CSB to respond to external regulations; employee's longevity with D19 CSB ; licensure requirements for particular disciplines; clinical specialty considerations; and full-time employment.  Each assignment will be made for a six month period.

C. Supervision for licensure should not exceed 50 hours per fiscal year.  However, management will allocate supervision hours depending upon time available from qualified staff for that purpose, work demands, agency priorities, etc.

D. The supervisee is expected to document the general content of all supervision sessions.  Such documentation will be made available to the program supervisor for review if necessary.  These records will be kept by the supervisee to be used to establish the supervisee's eligibility for licensure and for clinical purposes.  The supervisee shall document the receipt of supervision by noting the time on his/ her weekly activity form under staff development.

E. Flexibility of hours of employment for course work may be arranged at the discretion of the program supervisor, who will be responsible for ensuring that program needs are met.  Class attendance may not be counted as work time.

F. When business necessity requirements change for a job due to law, mandates, or reimbursement standards, the requirement for securing this license, certification, etc., will become part of the employee performance evaluation process.  This additional requirement of the job will be stated in writing to include an implementation plan and signatory authorization by respective supervisory and managerial personnel.
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7.6             CONFLICT OF INTEREST

7.6.1          Objective

District 19 Community Services Board considers itself to be the primary employer for all employees of the agency who are not temporary or relief employees.  However, a conflict of interest may occur for any employee;  therefore, no employee of District 19 Community Services Board shall use their position with the agency, or activities in connection therewith, to enhance outside private businesses or interests at the expense of District 19 Community Services Board.  A conflict of interest shall exist when an employee:

1.   Uses agency facilities, time, materials, equipment or other resources for other than agency business;

2   Pressures, coerces or requires an employee or consumer of District 19 Community Services Board to accept or purchase services or products sold for private gain;
3.  Engages in any external business or public activity that jeopardizes the agency’s referrals, services, fees, or negatively reflects on the agency’s image or that limits the objectivity of an employee in carrying out his or her job duties; 

4.  Takes action in a District 19 Community Services Board matter involving a member of his or her immediate family including, but not limited to, matters affecting such family member’s employment, evaluation, advancement within District 19 Community Services Board, or matters where the family member, residing in the same household, has a financial interest with District 19;
5.  Solicits or accepts personal gifts or favors from individuals, vendors or contractors with whom District 19 Community Services Board has a business relationship (see section 7.17).  
7.6.2         Supplemental Employment
While D19 CSB is primarily concerned with job related matters, it does maintain an interest in business or professional activities of employees that may conflict with Board interests or affect job performance.

All employees of D19 CSB must secure prior approval for employment supplemental to their employment with D19CSB.  This would include additional part time employment within D19CSB or outside employment with a state or local agency, employment by any private business concern, and self-employment, including the private practice of any profession. Approval is granted when the supplemental employment does not adversely affect the employee's ability to perform his/ her assigned duties, does not interfere with the employee's regular work, is not in violation of the Virginia Conflict of Interest Act, does not put the employee in competition with D19 CSB, does not create the perception of responsibilities or priorities that conflict with the staff’s primary role at D19CSB,  and does not use the employee's position in D19 CSB to gain a business advantage.

A. Initial requests for supplemental employment approval are to be made in writing through submission of the "Request to Engage in Supplemental Employment" form (ADMINPERS #17) to an employee's immediate supervisor who, in turn, will signify his/ her approval and then forward this request to the appropriate Director and Executive Director. Any change in the nature or scope of an employee's supplemental employment (which has already been approved), should be submitted for approval through the procedure outlined above for initial requests.

B. The Executive Director shall review request with division directors and give final approval or disapproval within 15 days of the receipt of the request. 

C. District 19 Community Services Board and the Executive Director are responsible for investigating any rumor, allegation, or questions raised in the community with regard to an employee's proper observance of the provisions above.

D. There shall be an annual review and approval by the supervisor with final approval for the Executive Director authorizing a continuation of the activity.  Approval will be based on the employee’s satisfactory job performance during the past year and assurance that no changes have taken place that would create a conflict of interest.  Any overall job performance rating score below the “fulfill job requirements” standard will result in a denial of the request for supplemental employment.  It is the responsibility of the employee to submit a request for continuation during each years annual performance evaluation process.  Request for continuation shall be made using an updated “Request to Engage in Supplemental Employment” form.
Employees engaged in a private clinical practice, are subject to the following provisions:

A.  No service may be provided that duplicates a service provided by D19 CSB for which fees are received from any payer source having a contractual relationship with D19 CSB  ( If D19 doesn’t have a contract with a payer source, a staff person may be allowed to see those consumers with that payer source).
B.  Private referrals may not be made by any employee of a D19 CSB-funded program while on Board business, to a Board employee who is engaged in private practice.

C.  Contracts for private practice with agencies providing services in D19 CSB area are prohibited if the service being provided by the individual involved in private practice is in direct competition with services offered by the Board.

D.  Private practice may not be conducted in D19 CSB facilities nor may any resources of the Board be utilized by an employee for any private practice activity. Professional liability insurance provided through D19 CSB does not cover a therapist's private practice.

E.  The therapist's private practice must not reflect unfavorably upon D19 CSB or its services in any way. 
F.  The therapist may not present himself in advertising as being associated with D19 CSB.
G.  Arrangements with contractual employees shall include appropriate safeguards to minimize conflict of interest.

7.6.3          Employment or Supervision of an Employee's Spouse, Relative or Other Member of Household
An employee with authority to fill a position vacancy may not recommend the hire of his/ her own spouse, any relatives, or any person living in the same household. Relative includes son, daughter, father, mother, brother, sister, or in-laws.

Other employees should be restricted from involvement in screening or the interview process when an applicant is a spouse, relative, or person living in the same household.

An employee may not supervise his/ her own spouse, any relative, or any person living in the same household.

7.6.4         Memberships on Boards of Local, Regional, or State Agencies
All employees must make a written report of invitations or appointments to memberships on community, regional, or state boards upon employment with D19 CSB, and thereafter prior to accepting the membership. The Executive Director will determine possible conflicts of interest in the evaluation, award, and administration of D19 CSB contracts with other agencies.

Appointments to memberships considered allocated seats to the Services Board are made by D19 CSB's Board of Directors.

7.6.5         Contracts Between D19 CSB and Employees
In cases where there is no conflict of interest, per 7.62  D19CSB may procure services from an employees private practice.  In such cases, a formal contract will be developed that describes the services to be provided and the cost of the services.  The location of the services and the time that the services will be provided will be documented on the “Request to Engage in Supplemental Employment” form to document that no conflict.
7.7

ACCIDENT/INJURY REPORT
Whenever an employee has an accident or is injured in some manner while performing job responsibilities, an "Incident Report" (HSM 003-01 (03/03)) must be completed immediately. The report should be completed and signed by the employee who had the accident or who was injured.  If treatment is indicated, a "Treatment Authorization" form (ADMINPERS #19) must also be completed.  The employee is then to submit the report to his/ her immediate supervisor who is to complete the last section of the report.  The supervisor is then responsible for routing the report to other appropriate staff.  

If, for some reason (e.g., immediate hospitalization) the affected employee is unable to complete the "Incident Report", the immediate supervisor is responsible for completion of the form.  The supervisor is to complete the form by obtaining information from the employee and any witnesses.  When possible, the supervisor is to obtain the employee's signature approving the information on the report form.  

Any incident involving employee injury, no matter how slight, must also be reported by the employee's supervisor on the "Incident Report" (HSM 003-01 (03/03)).  This form is to be completed by the supervisor and submitted to the Human Resources Director within 24 hours (or the next working day) of the accident.

Any employee with an employment related accident or illness must contact their immediate supervisor and the Human Resources Officer within 24 hours of the accident or noticing symptoms of the illness in order to complete the State of Virginia Workers' Compensation Report.

7.8
PUBLIC COMMUNICATIONS
The continuing effectiveness of D19 CSB rests, in large part, on the assumption that employees exercise considered judgment and tact in relations with the public and the media.  Staff members are encouraged to take part in public education or public relations endeavors in their areas of knowledge.  All public appearances, articles, and other media events must be cleared in advance with the Executive Director or designee, where applicable.  In the event staff are contacted by the media, they should direct any inquiries to the Executive Director or designee.

Because D19 CSB is a community program, employees are encouraged to involve themselves in the civic affairs of the community through memberships and participation in community organizations.
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7.9

INCLEMENT WEATHER AND NATURAL DISASTER
In the event of inclement weather, the Executive Director or his/ her designee will make a determination as to the organization's closing or delayed opening.  Employees are advised to listen to the following stations where announcements as necessary will be aired: WRVA (radio) and WWBT-12 (television).  Directors are responsible for handling services‑related issues which may arise as a result of closing or delayed opening.

In the event of a natural disaster such as severe storm, earthquake, tornado, or flood, all Board employees are instructed to follow emergency broadcast instructions and the instructions of emergency personnel.  Every attempt must be made to protect and, where necessary, provide medical assistance to injured clients and staff.  A complete report of damage, persons injured or missing, persons safe and immediate situational needs is made by the most senior staff member to any available administrator.

It is the policy of D19 CSB to provide employees continuity in pay for absences that result from the authorized closing of operations due to inclement weather conditions or other emergencies such as fire, utility failure, natural disaster or forced evacuations.

7.9.1

Procedures
7.9.1a

Definitions
A. Designated Essential Employees - Those employees listed below who are required to work during periods of authorized closing.  For purposes of identification in media announcements, these employees will be designated as "essential personnel."

1. Residential Programs

2. Staff designated by Division Directors due to specific job duty requirements during time of authorized closing
B. Designated Non-essential Employees - Those employees who are not required to work during periods of authorized closings.  For purposes of identification in media announcements, these employees will be designated as "non-essential personnel."

C. Authorized Closing - The period of time D19 CSB operations are officially suspended and non-essential employees are not required to work.  Such closings may be authorized for an entire or partial day.  Absences for these reasons should be noted on the time sheets showing hours absent under the "Other" column on the timesheet.

7.9.1b

Closing Decisions
A. Decisions to close D19 CSB facilities will be made by the Executive Director.

B. In the event the Executive Director is not available or cannot be contacted within a reasonable period of time before or during the emergency, a collective decision will be made by the following directors upon their respective availability, with the responsibility to coordinate such a decision being taken in the following order.

1. Finance & Administration Director

2. Clinical Services Director

3. Mental Retardation Services Director

It will be the responsibility of each director to exert every effort to coordinate the decision to close.

7.9.1c

Compensation
A. Essential non-exempt employees required to work in excess of the hours in their normally scheduled shift, over 40 hours, will be compensated in accordance with the FLSA for the excess time worked.  These employees will earn either money at a time and a half rate or compensatory time at a time and a half rate.

B. On-call staff schedules are part of the regular work schedule for some staff. These staff are compensated as usual during an authorized closing if they are expected to fulfill their normal on-call obligations.  If they cannot fulfill their on-call duties, they must charge their appropriate annual or compensatory leave balances for any hours not available

C. Essential employees who do not report to work as scheduled must charge time missed to annual, sick, compensatory, or leave without pay as appropriate.

1. When conditions create transportation difficulties that result in late arrival to work, such lost time need not be applied to leave balances nor should the employee otherwise experience loss of pay if, in the judgment of the supervisor and Executive Director, the lost time was justifiable in view of the conditions.

2. If deemed necessary, corrective action for failure to report may be taken under the "Standards of Conduct" (Policy 7.2) of the "Human Resources Policy and Procedures" Manual.

3. Employees who are on approved leave with pay for an authorized closing day will not be charged leave for the day. 

D. Employees who are on approved leave with pay for an authorized closing date will not be charged leave.  (Example: An employee has leave on Tuesday, and D19 CSB closes due to snow, the employee doesn't use his/ her leave hours for that day.

E. Employees whose resignations are effective the day of an all-day closing will not qualify for payment, and the separation will be effective the last actual day worked unless the closed day falls on the last workday of the pay period.

F. When inclement weather or emergency conditions result in a change in the work schedule, such as a late opening or early closing, employees will be paid for the period of the authorized shift closing.

1. To qualify for payment in these instances, employees must work all or part of the work schedule not affected by the authorized shift closing.

a. Employees who are allowed to leave work prior to an announcement of an early closing must charge the difference between that time and the official closing time to annual/compensatory leave balances or leave without pay.

b. When conditions create transportation difficulties that result in late arrival to work, such lost time need not be applied to leave balances nor should employees otherwise experience loss of pay if, in the judgment of the supervisor and the Executive Director, the lost time was justifiable in view of the conditions.

7.9.1d
Closings on Employee's Days Off (Applies to Employees with 4-Day Workweek)
Employees whose scheduled days off fall on a day when D19 CSB is closed will not be credited with compensatory leave.

7.9.1e
Closings on Employee's Day of Original Appointment/ Re-employment
If employees are designated essential, they are required to work their shift.  Their appointment will be effective only if they actually work their shift.  If they don't report to work, their appointment will be effective the first day they actually report to work.

7.9.1f
Responsibility of Executive Director or Designee
A. A decision by the Executive Director to close D19 CSB facilities will be communicated by the Executive Director or designee to specific news media.

NOTE: Should a director have an emergency that requires announcement of an individual facility closing, the director must contact the Executive Director for assistance in conveying the announcement on the news media.

B. The Executive Director or designee will notify employees of the specific news media that will be utilized each year for closing announcements.

7.9.1g
Administrative Responsibilities
A. It is the responsibility of D19 CSB administrative staff to inform essential employees in writing that they will be required to work during authorized closings.

1. It is recommended that employees be notified in their employment offer letter at the time of employment, or annually just prior to the winter season, or when it can be predetermined, that for certain types of emergencies their services will be necessary.  The Human Resources Director and Disability/ Division Director are responsible for ensuring the notification takes place.

2. It is recognized that occasionally non-essential employees may become essential and vice versa.  District 19 Community Services Board management should notify employees of changes in their status as soon as practicable.

3. In cases of extreme hardship where home, secured property or possessions is involved, Directors may excuse a reasonable absence required for relief and rehabilitation without charge to employees leave balances.

B. Supervisors and directors are responsible for ensuring consistent application of this policy with their disability area or facility.
7.10

WORK ENVIRONMENT
7.10.1
Solicitation
No persons or organizations are permitted to solicit or promote the sale of any item within or on the property of D19 CSB except as authorized by the Executive Director.

7.10.2

Smoking
All indoor space leased, owned, or otherwise contracted for the use of D19 CSB programs are smoke-free except as indicated below:

A. Turning Point provides a screened porch area for residential consumers.

B. Petersburg Clinical Services provides an indoor isolated smoking area with an independent ventilation system to be used by consumers only.

7.10.3

Office Security
As part of each new employee's orientation within his/ her prospective division and work location, the supervisor will review the following:

A. Opening/ closing procedures of building during work hours, after hours, weekends, and holidays.

B. Issuing keys, if applicable.

C. Training for alarm system, if applicable.

D. Emergency procedures for staff and consumers (fire, police, and medical).

E. Fire evacuation plan, location of fire extinguisher, and first aid kit.

F. Alert procedures for consumer related confrontations (special telephone signals, code words, etc.

Each location will adopt procedures and practices tailored to their specific location and patterns of operation.  Each policy requires the approval of the Supervisor, Division Director, and the Executive Director.

The supervisor may designate a representative responsible for individual training and periodic review, within each division.

Residential programs will maintain an accessible, up-to-date guide of emergency contacts for resident consumers.

7.11

EMPLOYEE ASSISTANCE PROGRAM
7.11.1

Policy Statement
Satisfactory work performance by all employees is essential to the orderly and adequate delivery of services to clients of D19 CSB.  In the interest of employees, their families, the Board, the governmental jurisdictions, and the citizens who become services recipients, D19 CSB has established an "Employee Assistance Program" (EAP).

The implementation of the EAP is not intended to supersede regular human resources procedures in dealing with work performance problems and actions.  Rather, the EAP is intended to help both the supervisor and employee to determine whether or not declining work performance is being caused by a personal problem, which can be treated.  The intent is to improve productivity and to retain and rehabilitate valued employees who might otherwise be lost from the staff of D19 CSB.

7.11.2

Principles of the Program
A. The foremost concern of supervisors and other management is the adequacy of work performance in behalf of citizens.

B. It is recognized that many human problems which affect an employee's work performance, behavior, and/ or attendance can be successfully resolved if they are identified early and a referral made to a helping resource.

C. No employee's job security or promotional opportunities will be jeopardized by a request for assistance or treatment.

D. It is expected that all employees will respect the privacy and confidentiality of any employee's use of the EAP.

E. The use of accrued sick or annual leave will be approved for necessary treatment or rehabilitation in the same manner as any other health problems.

F. There will be no records maintained relating to the implementation of the EAP other than the "Understandings" (described below), which are maintained only by the employee and supervisor.  The employee's personnel file will refer only to work performance and other normal matters.  The "Understandings" will be destroyed when either the employee leaves D19 CSB or one year after the resolution of the problem, whichever comes sooner.  The "Understandings" are considered confidential.  In the unforeseen event of any need for disclosure of information to any person for any reason, the need can be met only if the employee signs a "Consent to Release Information" form.

G. The EAP will be applicable to all regular employees.  It is the employee's responsibility to make reasonable effort to restore work performance levels and to take advantage of opportunities to resolve any problems which may have been causative to inadequate work level.

H. An employee who fails to act responsibly to improve work performance and who refuses the use of the EAP, and whose work performance continues to be unacceptable will be dealt with in accordance with standard administrative and disciplinary policies as provided by D19 CSB.

7.11.3

Procedures
A. District 19 Community Services Board will enter into a contractual agreement with an outside employee assistance program.  The employee assistance counselor will be available for appointments set by employees who elect to use this service for diagnosis and for referral by the employee assistance counselor to any appropriate treatment as agreed upon by the employee.  The employee will be responsible for any costs incurred with diagnosis or treatment, and may use the Board's health insurance benefits.

B. Supervisors will be responsible for the identification of instances of substandard work performance.

1. Upon initial identification, the supervisor will discuss with the employee the specific job related deficiency and will suggest that the employee contact the employee assistance counselor.  Also, the supervisor will prepare and both supervisor and employee will sign an "Understanding":  a delineation of needed improvements and time lines for achieving the improvements.

2. In the event the time lines come prior to the achievements of the improvements, the supervisor will again discuss with the employee the specific job related deficiency including the handling of Step A and will prepare a "Second Understanding":  a delineation of needed improvements and time lines for achieving the job related improvements.

3. In the event the second time lines come prior to achieving the improvements, the supervisor will require that the employee contact the Employee Assistance Counselor for diagnosis and appropriate treatment.  If the employee declines within two weeks from the supervisor-employee discussion or has not within the two weeks actually begun the diagnostic-treatment process, the supervisor will initiate administrative action with his Director to relieve the employee of his work position.  This action may be effective immediately but no later than two weeks from its start.  In the event the employee earlier declined and changes his/ her mind during the period before actual termination and has actively entered into diagnostic-treatment, the supervisor will prepare a "Third Agreement:"  a delineation of specific improvements and time lines for achieving the improvements.

If the job related deficiencies are not achieved according to the "Third Agreement," the administrative options such, such as transfer, progressive discipline, and possible termination of the employee, will be initiated by the supervisor by way of a memorandum to the Human Resources Director.

C. The Human Resources Director is the D19 CSB, EAP coordinator.  They are responsible for coordinating the EAP program operations and assuring that employee's confidentiality is maintained.

7.12

EMPLOYEE RECOGNITION PROGRAMS
It is D19 CSB's objective to encourage the enhancement of agency pride and employee morale through programs that formally recognize employees' contributions to the operation of the agency, including employee length of service.  District 19 Community Services Board is committed to recognizing employees' contributions to agency operations on at least a once annual occasion.  

District 19 Community Services Board will give awards for length of service for each five year increment of agency service and for retirement recognition (see below).  For purposes of this policy, D19 CSB service is all cumulative periods of full-time or part-time salaried employment.  District 19 Community Services Board service includes periods of approved leave without pay, but does not include temporary or as needed (PRN) employment.  District 19 Community Services Board shall retain records related to employee length of service in accordance with the records retention schedule for fiscal records.  

District 19 Community Services Board may also recognize employees for any of the following:  (1) exemplary attendance; (2) extraordinarily high productivity beyond the expected job performance; (3) effecting new programs or work methods within the agency; and/ or (4) making a notable contribution which positively effects agency revenue.

Employee recognition programs may also enhance employees' pride in their work and/ or encourage employee teamwork through the use of agency lapel pins or buttons, or personal items of clothing (such as caps, t-shirts, or sweatshirts) which bear the agency name or logo.

District 19 Community Services Board will determine the manner in which awards for length of service are presented provided that:  (1) presentation ceremonies held during work hours are reasonable in duration; and (2) expenses incurred for the presentation of awards/ certificates for length of service are just, reasonable and necessary according to operations and policies.

District 19 Community Services Board shall ensure the availability of funds to support employee recognition programs.

Retirement Recognition Awards Are As Follows:




Five years of service

Engraved Pen/Pencil Set




Ten years of service

Engraved Desk Set




Fifteen years of service
Engraved Plaque




Twenty years of service
Engraved Clock




Retirement


Engraved Watch

Revised 02/26/09

7.13

LAY-OFF
When it is necessary to adjust the size of or reconfigure the work force, it is D19 CSB's objective to implement a reduction in force using objective, uniform criteria.  

7.13.1

Agency Responsibilities
When D19 CSB is involved in a reduction in force, the agency will be responsible for:

A. providing 30 calendar day's notice of layoff,

B. providing at least one pay period of salary,

C. providing one additional weeks pay for each complete year of service,

D. applying the placement steps as outlined in this policy;

E. maintaining an up-to-date list of affected employees eligible for recall;

F. recalling affected employees, as appropriate; and

G. ensuring the hiring of affected employees who are eligible for preferential employment.
7.13.2

Sequence in Implementation of "Layoff" Policy
The Executive Director has the authority to identify the organizational units and/ or occupational classes from which positions will be discontinued.  Once these units and/ or classes have been identified, positions will be discontinued in the following sequence:

A. Hourly (wage) employees

Positions occupied by wage employees who are performing the same work within the identified organizational units must be discontinued first.

B. Part-time and restricted classified positions

After discontinuing hourly positions, part-time and/ or restricted classified positions who are performing the same work within the identified organizational units must be discontinued.  (Employees in these positions are not covered by the provisions of the "Layoff" Policy unless their immediate prior position was as a full-time, salaried employee).

C. Full-time salaried (classified) employees

Only after discontinuing hourly, and part-time and/ or restricted positions within the identified organizational units are positions within this category discontinued.

7.13.3

Identifying Affected Employees
After the Executive Director has identified positions to be discontinued according to the sequence set forth above, the agency must identify employees to be removed from the specific occupational class, applying as a combination, the following criteria:  (1) seniority; (2) the individual's qualifications relative to existing position vacancy requirements; (3) prior performance evaluation results.

District 19 Community Services Board will provide an employee who is to be affected by a layoff with written notice at least four weeks before the layoff or reassignment.  

7.13.4

Obligation of Affected Employees to Accept Reassignment
The employee's obligation to accept reassignment to a vacant positions is as follows:

A. Into the same salary grade:  An employee who does not accept a reassignment to a position in the same salary grade will lose all rights provided by this policy and will be placed on terminated-layoff status.

B. Into a lower salary grade:  An affected employee who rejects reassignment to a position in a lower salary grade will be placed on leave-without-pay/ layoff.

7.13.5

Compensation of Affected Employees Who Are Re-assigned
An affected employee retains his or her pre-layoff salary unless such salary is above the last step of the salary grade of the position to which the employee is being reassigned.  If above the last step, the affected employee's salary will be reduced to the final step of the salary grade of the new position.  

7.13.6

Rights of Affected Employees on Leave-Without-Pay/ Layoff Status
An affected employee must be placed on leave-without-pay/ layoff when reassignment is not possible or when an employee rejects a reassignment offer because it is to a lower salary grade.  For 12 months following the effective date of placement on leave-without-pay/ layoff, an affected employee is entitled to the following:

A. Right to recall (explained in later sections)

B. Preferential employment rights

To exercise his/ her preferential employment rights for positions in D19 CSB,  an affected employee must apply for a vacant position and present his/ her preferential hiring form on or before the closing date for applications for the position.  An employee will be chosen for the vacant position provided he/ she is deemed minimally qualified, and D19 CSB does not select an employee currently employed within the agency.

C. Benefits (Provided the employee does not take a position that offers them benefits during the 12 months.)

1. Life insurance - D19 CSB will continue its contribution toward group life insurance for an affected employee.  Group Life Benefits do not continue for staff whose positions have been abolished.
2. Health insurance - D19 CSB will continue to pay its portion (employer share) of the employee's health insurance premium, and the affected employee is responsible for paying his/ her share of the premium.

An affected employee who wishes to change family coverage to employee-only coverage may do so at any time during the leave-without-pay/ layoff period.  In such cases, time spent toward the required waiting periods before the effective date of placement on leave-without-pay/ layoff shall count towards meeting such waiting periods for family members upon the affected employee's recall and re-instatement of family coverage.

3. Accrual of Leave

a. An affected employee will not accrue annual or sick leave during leave-without-pay/ layoff.

b. An affected employee will retain his or her accrued annual and sick leave during leave-without-pay/layoff status.  The employee is eligible to receive payment for annual and sick leave (up to the maximum level allowable) only if he/she resigns while on leave-without-pay/layoff.

c. An affected employee placed on leave-without-pay/layoff will be paid for his/ her accrued compensatory leave, if any.

d. For the purposes of determining the accrual rate of annual leave and entitlement to payment of accrued sick leave upon termination, an affected employee will receive credit for the time spent on leave-without-pay/ layoff status.

4. Retirement - Affected employees on leave without pay - layoff will not receive contributions from D19 CSB toward their retirement fund with Virginia Retirement System (VRS) while on leave-without-pay/ layoff status.  The employee may withdraw his/ her retirement contributions only upon resignation from D19 CSB.  

5. Upon voluntary resignation from D19 CSB while on leave without pay/layoff status, the employee forfeits their recall rights.

D. Employees are permitted to seek unemployment benefits during this layoff period in accordance with all Federal/ State regulations governing unemployment benefits.

E. Employees will be granted up to three days to seek other employment at no charge to their annual leave.

7.13.7

Recall of Affected Employees
Affected employees who are on leave-without-pay/layoff OR who have been reassigned to a position in a lower salary grade (i.e., demoted in lieu of layoff) have recall rights.  If more than one employee has recall rights to a position, then the position will be awarded to the most senior employee who is found to be minimally qualified.

7.13.8

Recall of Affected Employees Demoted in Lieu of Layoff
Recall rights for an affected employee who has been reassigned to a lower salary grade are not limited in time, but last until the employee obtains a position in his or her former salary grade in the agency, regardless of the number of reassignments that occur before such a placement.  

When an affected employee who has been demoted in lieu of layoff declines recall to a position the affected employee shall forfeit all other rights provided by this policy.

7.13.9

Recall of Affected Employees on Leave-Without-Pay/ Layoff
An affected employee on leave-without-pay/ layoff has recall rights for 12 months from the effective date of placement on this status.  When such an employee declines recall to a position that requires the employee to relocate, the employee retains recall rights for the remainder of the 12-month recall period.  However, if the declined position does not require relocation, the affected employee is placed on terminated-layoff status and forfeits all other rights provided by this policy.

7.13.10
Compensation of Affected Employees Who Are Recalled
An affected employee recalled either from leave-without-pay/ layoff during the 12-month recall period or from reassignment that resulted in demotion in lieu of layoff will return to the employee's pre-layoff salary grade and pay step.  Employees would be required to repay any severance pay that exceeded the amount of lost salary through the date recalled.

7.13.11
Termination-Layoff
Affected employees who have been on leave-without-pay/ layoff for 12 months shall be placed on terminated-layoff status.

7.14

DRESS CODE
A. The Personal appearance of employees is a significant factor within the therapeutic milieu.  Employees in a psychotherapeutic treatment setting must be cognizant of the significance of personal appearance to the treatment of clients.

1. Staff serve as role models for clients.  Personal appearance is a significant factor in role modeling.

2. Staff must represent benevolent authority figures to clients if they are to provide effective supervision and maintain order.  Personal appearance is a significant factor in establishing a staff member as an authority figure.

3. Staff must be perceived as professionally competent in order to have credibility with the clients.  Personal appearance is a significant factor in clients' perceptions of staff members.

4. Staff must not appear in a manner, which a reasonable person would consider to be excessively sexually stimulating to, clients, since such appearance might produce adverse clinical effects.  Some reasons for this are:

a. Clients may be vulnerable to suggestion.

b. Clients may have poor impulse control.

c. Clients may have been conditioned to believe that they must offer sexual favors in order to get their needs met.

d. Clients may have been victims of sexual abuse.

e. Clients may be suffering from a sexual disorder.

5. Staff must not appear in a manner, which a reasonable person would consider to be excessively and aggressively stimulating to clients and which might produce adverse clinical effects.  Some reasons for this are:

a. Clients may be harboring rage.

b. Clients may have poor impulse control

c. Clients may be suffering from post traumatic stress disorder related to war experience or other aggression related experiences.

d. Clients may be suffering from anti-social personality disorders.

B. For our purposes, personal appearance is composed of the following significant factors:

1. Personal hygiene

2. Clothing

C. Personal hygiene can have a negative effect upon clients by compromising the factors mentioned in Section A.  Personal hygiene for employees will consist of the following minimum requirements:

1. Clean and groomed hair.

2. Clean hands and nails.

3. Clean teeth.

4. The absence of offensive breath order.

5. General cleanliness of the body and the absence of offensive body odor.

D. Clothing can also have a negative effect upon clients by compromising the factors mentioned in Section A.  The following produce negative effects:

1. Torn and/ or soiled clotting.

2. Clothing which is excessively sexually suggestive.

3. Clothing which is excessively casual in appearance.

4. Clothing which would be excessively inconsistent with the applicable current cultural standards representative of the individual employee's own culture group.

5. Lack of clothing on some body areas.

6. Clothing which communicates offensive language or which symbolizes ideologies which are commonly accepted as being offensive.

E. In view of the above, the following will be prohibited as specific employee attire for both male and female employees:

1. Torn and/ or soiled clothing, except as might accidentally occur in the course of a workday.

2. Clothing which is so tight, so skimpy, or so transparent that it is excessively revealing of genital and/ or other private body areas.

3. Clothing which excessively reveals underwear.

4. Clothing which leaves the back or midriff bare.

5. Clothing specifically designed to reveal muscular structure.

6. Shorts.

7. Bathing suits.

8. Sleepwear.

9. The absence of shoes.

10. Symbols or language commonly accepted as representing racism, sexism, abuse of religious beliefs, or insults to the disabled.

11. Excessive display of symbols or language which would be considered by a reasonable person as being an attempt to influence a client's rightful religious, cultural, or political belief system.

12. Excessive display of symbols or language which could reasonably be interpreted as representing a conflict of interest to the functioning or mission of this agency.

13. Excessive and noticeable wearing of clothing commonly considered to be exclusively worn by the opposite sex, consistent with the applicable current cultural standards representative of the individual employee's own culture group.

14. The wearing of costumes or uniforms except as authorized by the agency.

F. District 19 Community Services Board reserves the right to modify this policy as may be appropriate and necessary.

Rev. 9/27/07

Eff. 1/1/08

7.15

ALCOHOL AND OTHER DRUGS (DRUG-FREE WORKPLACE)

7.15.1 Objective 

A. It is D19 CSB's objective to establish and maintain a work environment free from the adverse effects of alcohol and other drugs. The productivity of D19 CSB's workforce, one of the Agency's greatest assets, could be undermined by the effects of alcohol and other drugs in the workplace. The adverse effects of alcohol and other drugs create a serious threat to the welfare of fellow employees and to the citizenry. District 19 Community Services Board, therefore, adopts the following policy and procedures to address alcohol and other drug problems that may exist in its workforce.

B. Any employee or applicant (where applicable) who (i) is found to be using alcohol, illegal drugs, intoxicants, or drugs prescribed for another person, while on D19 CSB’s property; in an Agency vehicle; while on the job, including, but not limited to, during the employee's working hours as established by the Agency, on a break during the employee's working hours, at lunch or other mealtime, or while otherwise engaged in activity on behalf of the Agency; or at or traveling to any job site; (ii) uses prescription drugs prescribed for that person or over-the-counter drugs in an abusive manner; (iii) violates the Drug-Free Workplace Policy;  (iv) is convicted under any federal, state, or local drug statute, including any plea of nolo contendere; or (v) is convicted of an alcohol related felony, will be deemed to have committed a Group III offense under the Agency’s Standards of Conduct and will be referred to D19’s EAP program (see HR Policy).  

C. Notwithstanding anything contained herein to the contrary, no employee of the Agency shall be deemed to be in violation of this policy because of the consumption of alcohol when it is being served at an evening business social event (after 5:00 p.m.) or evening business dinner (after 5:00 p.m.), that might otherwise be considered during working hours because the Agency or the employee's supervisor requires the employee's attendance at the event or function, so long as that employee’s blood alcohol content is less than or equal to .04%.  

7.15.2 Employees to Whom Policy Applies

This policy applies to all D19 CSB positions whether full-time or part-time, or paid on a salaried, hourly or contract basis.

7.15.3 Definitions

A. Alcohol - Any product defined as such in the Alcohol Beverage Control Act, § 4.1-100 of the Code of Virginia, as amended.

B. Controlled Drug - Any substance defined as such in the Drug Control Act, Chapter 34, title 54.1 of the Code of Virginia, as amended, and whose manufacture, distribution, dispensation, use, or possession is controlled by law.

C. Conviction - A finding of guilty (including a plea of guilty or nolo contendere), or imposition of sentence, or both, by any judicial body charged with the responsibility of determining violations of the federal or state criminal drug laws, alcohol beverage control laws, or laws that govern driving while intoxicated.

D. Criminal Drug Law - Any criminal law governing the manufacture, distribution, dispensation, use or possession of any controlled drug.

E. Employee - All D19 CSB employees, whether classified or non-classified, full-time or part-time, or paid on a salaried or on an hourly basis.

F. Employee Assistance Program (EAP) - The service that is designated to assist D19 CSB employees (by individual consideration) in obtaining counseling and treatment referrals for alcohol and other drug-related problems, as well as for other personal problems. (See Policy 7.11, "Employee Assistance Program".)

G. Employee Assistance Program (EAP) Coordinator - Human Resources Director

H. Management - The person(s) ultimately responsible for an employee's workplace and performance, e.g., Executive Director, program directors, managers, program supervisors, lead persons.

I. Other Drugs - Any substance other than alcohol that may be taken into the body and may impair mental faculties and/ or physical performance.

J. Supervisor - The person immediately responsible for an employee's workplace and performance.

K. Workplace - Any D19 CSB-owned or leased property, or any site where official duties are being performed by Agency employees.

L. Random Testing – Sample of staff will be selected by the drug testing facility from all agency employees.  Approx 25% of work force will be tested annually.  All employees will have equal chance of being selected.

M. Medical Review Officer (MRO) –A physician with toxicology and substance abuse expertise who functions independently of the testing laboratory and is responsible for reviewing positive drug test results.

N. Split Sample – Portion of original sample that is labeled and secured at the time of testing.  The split sample is available upon request for analysis no later than three days after receipt of the results from the original testing.

7.15.4 Employee Responsibilities

A. Abide by policy 

Employees shall abide by the D19 CSB Policy on Alcohol and Other Drugs, and applicable disciplinary policies by: 

1. remaining free from the influence of illegal drugs and excessive alcohol intake

2. not participating in the manufacture, distribution, dispensation, possession, transporting or concealing illicit drugs, equipment or paraphernalia.

3. Notifying supervisor immediately of any prescribed medication they are taking that could interfere with proper performance of their duties and provide a written physician’s statement when requested within 24 hours to verify the effects of the medication.

4. not possessing alcohol during work hours 

5. complying with drug testing requirements 

B. Report convictions 

1. Employees must notify their supervisors and Human Resources Director of any conviction of: 

a. a criminal drug law, based on conduct occurring in or outside of the workplace; or

b. an alcohol beverage control law or law that governs driving while intoxicated, based on conduct occurring in or outside the workplace.

2. How notification is given. 

Notification of a conviction must be made in writing and delivered no later than five calendar days after such conviction. Written notification will be preceded by verbal notification within 24 hours of conviction.

C. Report arrests

1. Employees must notify their supervisors and Human Resources Director of any arrest occurring on or off the job on alcohol or drug related charges. Such notification shall be delivered within 24 hours of the occurrence, or as soon as possible.

2. An arrest is subject to the D19 CSB employees' "Standards of Conduct" (See Policy 7.2.)

3. Employees arrested on alcohol and drug related charges shall be immediately removed from duties involving consumer services, not necessarily limited to transportation, primary care, etc., pending resolution of charges. 

7.15.5 Drug Testing

A. When Testing May Occur

1. Testing shall occur during the hiring process

2. Testing shall occur when there is reasonable suspicion of impaired work performance due to suspected drug or alcohol use; following a vehicle accident occurring during work hours; or following issuance of a citation when transporting a consumer

3. Random testing

B. Drug and Alcohol Testing Procedures:

1. District 19 CSB will pay all required expenses for testing and confirmation;
2. The selected testing facility shall use procedures for collecting urine and/or blood samples that are designed to provide for individual privacy.  Under most circumstances, an employee will not be subject to direct observation when providing a sample.  However, if there is a reason to believe that a particular individual may alter or substitute the specimen to be provided; precautions will be taken to prevent this from happening.
C. Pre Employment Testing

1. All applicants whom the District 19 CSB intends to hire shall be tested for drugs as a pre-qualification to employment;

2. No applicant who tests positive for illicit drugs will be hired by the District 19 CSB

D. Testing For Reasonable Cause:
1. Testing for reasonable cause may occur when an employee displays a pattern of abnormal or erratic behavior, e.g. hyperactivity, unexplained mood swings, paranoia, hallucinations, etc.

2. A prolonged, unexplained deterioration in performance.
3. Direct observation of illicit drug.
4. Direct observation of alcohol use during work hours.
5. Possession of drugs or drug paraphernalia.
6. When employee exhibits a pattern of unplanned absences from work, (i.e. Calls in sick on Mondays during extended period).  Presence of the physical symptoms of drug use, e.g. glassy or bloodshot eyes, slurred speech, poor condition and/or reflexes, needle marks on arms, etc., unusual perspiration, shakes, drowsiness or sluggish, etc..
7. Work related accidents or personal injuries that may have been caused by human error. This behavior must be documented and promptly reported to the Human Resources Director. This documentation shall be completed within 24 hours of the observed behavior or before the results of the tests are released.
8. Request for testing must be approved by Executive Director.

9. Employee shall comply with request to undergo testing within two hours of approval by Executive Director.
10. Employee will be transported to testing facility by D19 CSB staff member.
E. Random Testing:
1. A scientifically valid random selection method will be used to designate the employees to be tested; random selection will be performed by testing facility based on current list of employees.
2. Each employee will have an equal chance at all times.
3. An individual selected for random testing shall be notified on the same day that the test is to occur, preferably within two hours of the testing.  In the event the employee is on leave or away from the office, they will be notified immediately upon their return to work and will be required to undergo testing within two hours.

4. The supervisor shall explain to the employee that the employee is under no suspicion of taking drugs and that the employee’s name was selected randomly and will arrange for the employee to proceed to the testing facility.

F. Positive Test Results

1. When a drug test is positive for the presence of drugs, the MRO shall discuss the results of the test with the employee to determine the reason for the positive test result.  A positive test result does not necessarily mean that the employee has used drugs in violation of this policy.  If the MRO determines that there is a legitimate medical explanation for a positive test result, the MRO shall report the test result as negative.

2. The MRO may direct a re-analysis of the original sample before making a decision regarding the validity of the test result when he (i) believes there is a need for further specimen analysis or (ii) has questions about the accuracy or validity of a positive test result.

3. Any employee may request analysis of the spit sample through the MRO.  When an employee requests analysis of the split sample, all costs associated with the test are the sole responsibility of the employee, unless the results of the split sample test fails to confirm the original laboratory findings.  Analysis of the split sample may be performed by the same laboratory that performed analysis on the original sample or another Department of Health and Human Services (DHHS) certified laboratory.

4. A re-analysis of the original sample may be performed by the same laboratory or a second DHHS certified laboratory.

5. The MRO will inform the Human Resources Director immediately once the positive test result is verified. 
G. Refusal to Submit to Drug Testing

Refusal to submit to a drug test will result in a group III written notice and may result in immediate termination.

H. Follow-up Testing

1. An employee who continues to be employed after positive testing and treatment will be placed on probationary status for one year.  During this probationary period, random testing will be conducted at the cost of the employee.

2. An employee that tests positive for drugs on a second occasion will be terminated immediately.

7.15.6 Disciplinary Action

A. For policy violation(s) 

Any employee who violates this policy shall be issued a group III written notice and be subject to the full range of disciplinary actions, including suspension without pay and discharge, pursuant to applicable disciplinary policies, such as the employees' "Standards of Conduct" Policy.

B. Severity of discipline
The severity of disciplinary action for violations of this policy shall be determined on a case-by-case basis. Mitigating circumstances that may be considered in determining the appropriate discipline include whether the employee voluntarily admits to, and seeks assistance for, an alcohol or other drug problem.

7.15.7 Management Responsibilities

A. Fair application of policy 

1. District 19 Community Services Board is dedicated to assuring fair and equitable application of this policy. Therefore, management is encouraged to use and apply all aspects of this policy in an unbiased and impartial manner.

2. Any supervisor who knowingly disregards the requirements of this policy, or who is found to have deliberately misused this policy in regard to subordinates, shall be subject to disciplinary action, up to and including discharge.

B. Provide employees with copy of "Summary of Alcohol and Other Drugs Policy" (ADMINPERS # 28) or, upon request, a copy of entire policy. 

1. Management must provide to every employee a copy of D19 CSB's "Summary of Alcohol and Other Drugs Policy" on alcohol and other drugs (See Appendices). The employee may also request a copy of the entire policy (Policy 7.15, "Alcohol and Other Drugs (Drug-Free Workplace").

2. Employees shall be required to sign a copy of the "Alcohol and Drug Policy Summary" indicating their receipt of the summary or the entire policy. This form shall be kept in the employee's personnel file.

C. Post policy 

Management shall post a copy of the entire policy in a conspicuous place or places in the workplace.

D. Training of Agency representatives and supervisors:
District 19 Community Services Board's Human Resources Director shall instruct Agency supervisors on the implementation of this policy, including:

1. How to recognize behaviors that may indicate impairment from alcohol and/ or other drug use;

2. Appropriate referral techniques; and

3. Resources for rehabilitation for alcohol and other drug use.

E. Ongoing employee education 

District 19 Community Services Board shall inform employees, on an ongoing basis, of:

1. The dangers of alcohol and/ or other drug use or abuse in the workplace;

2. Available counseling for alcohol and/ or other drug use;

3. Available rehabilitation and employee assistance programs; and

4. The penalties that may be imposed for policy violations, as set forth in Section 7.15.6 ("Disciplinary Action").

F. Appropriate action when notified of violations
1. Within 30 calendar days of receiving notice of an employee's criminal conviction, as specified in Section 7.15.5 "C" ("Violations") or of any other violation of this policy, D19 CSB management shall: 

a. take appropriate disciplinary action against the employee; and/or

b. require the employee to participate satisfactorily in a rehabilitation program if a drug-related conviction is received, or recommend such a program if an alcohol-related conviction is received. 

An employee's satisfactory participation in a rehabilitation program shall be determined by management after:

1) the employee's presentation of adequate documentation (D19 CSB has discretion to determine what documentation will be required); and/ or 

2) consultation with D19 CSB's EAP coordinator or with any rehabilitation program, provided the employee gives their consent when the consultation is to be with the rehabilitation program that treated the employee.

2. Within 10 calendar days after receiving notice that an employee covered by the Federal Drug-Free Workplace Act has been convicted of a criminal drug law violation occurring in the workplace, D19 CSB shall notify any federal contracting or granting agency. 

G. Require contractor compliance 

Management shall require contractors working on D19 CSB workplaces to certify that they will not commit violations as described in Sections 7.15.5 "A" and "B" (Violations").

7.15.8 Rehabilitation Programs

Employees with problems related to the use of alcohol or other drugs are encouraged to seek counseling or other treatment.

A. Assistance from management

1. Management is encouraged to assist employees seeking counseling or other treatment. 

2. Management should consult with D19 CSB EAP coordinator before referring an employee to a rehabilitation program.

B. Assistance from EAP 

1. Employees are encouraged to consult with D19 CSB's EAP coordinator to determine appropriate rehabilitation programs.

2. The EAP coordinator (Human Resources Director) can provide information regarding health insurance coverage for rehabilitation programs. Not all programs are licensed, accredited, or covered under employees' health insurance coverage. 

C. Assistance from other agencies 

Employees may contact other agencies, such as the DMHMRSAS, the Department of Health, the Department of Rehabilitative Services, and/ or the Department for Rights of Virginians with Disabilities, for assistance.

D. Leaves of absence to seek rehabilitation 

1. At the discretion of management, employees may be granted leaves from work to participate in treatment programs for alcohol and/ or other drug use problems, with approval of the Executive Director.

2. Employees may use their accrued sick leave for treatment programs, as appropriate, according to D19 CSB's "Sick Leave" Policy (See Policy 9.2.) 

7.15.9 Agency Policies

District 19 Community Services Board may promulgate supplemental alcohol and other drug policies as needed to comply with federal or state law, and as provided below.

A. Content of policies 

1. District 19 Community Services Board may promulgate policies that more strictly regulate alcohol and other drugs in the workplace provided such policies are not inconsistent with this policy.

2. The job duties of certain employees may be of such a nature that impairment from alcohol creates a great risk to the safety of others. Therefore, D19 CSB programs which develop supplemental policies related to this section may identify, by position classification, those positions where, because of the nature of the job duties, an arrest or conviction of an alcoholic beverage control law or law that governs driving while intoxicated that results from conduct occurring off the workplace must be reported to the Agency.

B. Approval of policies 

District 19 Community Services Board's Board of Directors must approve any revisions to this policy before its implementation.

7.15.10 Confidentiality and Maintenance of Records

All records and information concerning personnel actions related to this policy shall remain confidential and shall be disclosed only with the employee's permission, when determined by the Executive Director that failure to release information may endanger D19 CSB staff or consumers, or when such information is part of a grievance process. 
7.15.11 Authority and Interpretation

A. This policy is issued by D19 CSB pursuant to the authority provided in Chapter 10 of the Code of Virginia and the federal Drug-Free Workplace Act.

B. District 19 Community Services Board is responsible for official interpretation of this policy, in accordance with the Code of Virginia. Questions regarding application of this policy should be directed to the Human Resources Director. District 19 Community Services Board reserves the right to revise or eliminate this policy as necessary. 

Adopted by Board of Directors 2/28/02

7.16

AUTOMATION POLICY

7.16.1

Policy Statement

The D19 CSB network, which includes, Internet and intranet access and electronic mail 
(e-mail) systems, is the property of D19 CSB.  Accordingly, D19 CSB reserves the right to review any materials transmitted across or stored in computers attached or not attached to the network.  Any work-related posting to the Internet or intranet or e-mail message is a professional communication in your capacity as a D19 CSB employee.  The tone must be professional and the content must be accurate. Every Internet posting and e-mail message must be considered the same as a signed letter written on D19 CSB letterhead.

7.16.2

Applicability

This procedure applies to full-time and part-time D19 CSB employees, contractors and volunteers utilizing D19 CSB owned computer resources.

7.16.3

Filtering

The Management Information Systems (MIS) Office will install and maintain filtering software for all D19 CSB computers. Internet filtering of D19 CSB computers is in accordance with the prohibited uses described in Section 7.16.6B. Exceptions to filtering requirements may be made on an individual employee basis for appropriate agency.  Program Managers should forward such requests in writing to their respective Director, identifying the individual employee and/or physical personnel computer requesting the exception and reason the exception is needed.   The Director shall notify MIS to allow unfiltered access once it is approved.  MIS will maintain a list of unfiltered personal computers, which may be periodically audited by Internal Audit.  The filtering of D19 CSB computers does not relieve persons from requirements specified in this procedure, nor does it provide a defense to violations of this procedure.

7.16.4

Security of District 19 Community Services Board Computer Resources 

There are three threats to the security of D19 CSB computers resources: (1) system overload; (2) viruses; and (3) access to the system by unauthorized individuals.

In order to prevent system overload, D19 CSB employees must restrict the use of the following features only for work-related purposes: listserv, which generate a large volume of e-mail, and transmission of e-mail messages to a larges number of D19 CSB employees. District 19 CSB employees should not send non-work related mail on mass distribution mailing lists without prior approval of a Director or a specified designee.

Users are responsible for the use of their account and should take all reasonable precautions to prevent unauthorized persons from being able to use their account.  No one shall use the passwords of others, without permission. Employees should avoid leaving password in easily accessible location.  Report suspected security breaches immediately to MIS.

District 19 CSB data that needs to be protected for agency business, legal or regulatory reasons must not be posted on the internet / intranet or transmitted by e-mail.

District 19 CSB employees are prohibited from sending any messages or posting any information on the internet / intranet, personal or otherwise, that is contrary to the positions of your department or policies of D19 CSB, unless such messages are for the purpose of reporting improper or illegal actions of D19 CSB employees.

7.16.5

Privacy

All D19 CSB owned computers systems, hardware, software, and any related systems and devices are the property of D19 CSB.  These include, but are not limited to network equipment, e-mail, documents, spreadsheets, calendar entries, appointments, tasks and notes which reside in part or in whole on any D19 CSB computer system or equipment.  Accordingly, information stored on such systems or devices is subject to review at any time. There is no privacy when using D19 CSB computer resources, and employees have no expectation of privacy in the use of such resources.

Electronic mail records are accessible by MIS staff to support system performance measurement, tuning and troubleshooting.  Supervisors also have the authority to inspect the contents of any equipment files, calendars or e-mail of any subordinates in the normal course of their supervisory responsibilities.  Because internet e-mail passes through many computer systems when en route to the recipient, it is accessible by third parties and is not a secure means of communication.  When communicating with others, either through the computer system on the internet /intranet or through e-mail, users represent D19 CSB. The information transmitted or received can be traced and  / or reported back to D19 CSB.

7.16.6

Use of the Internet / Intranet and the E-Mail System

A. Acceptable Use:  Employees may use D19 CSB computer resources to access the internet / intranet and transmit e-mail messages at any time for work-related purposes.  Subject to the provision herein, employees may use the D19 CSB computer resources to access the internet / intranet or send e-mail messages for appropriate non-work related purposes on personal time in accordance with conditions governing access to their work areas and personal use of the telephone, as long as there is no effect on public or public business. Personal time includes breaks, lunchtime and time before and after work.  In areas where employees must share equipment or resources for network access, employees using the resources to fulfill job responsibilities always have priority over those desiring to access for personal use.
B. Prohibited Use:  The following activities are prohibited on D19 CSB computer resources:

1. Intentionally downloading, accessing, viewing, posting, or transmitting information that is abusive, offensive, harassing, threatens violence, or that discriminates on the basis of race, color, religion, sex national origin, age or disability.

2. Intentionally accessing, viewing, downloading, posting, or transmitting sexually explicit material from the internet / intranet.  Sexually explicit material includes any description of or any picture, photograph, drawing, motion picture film, digital image or similar visual representation depicting nudity, sexual excitement, or sexual conduct of any kind.

3. Operating a business, soliciting money, product advertising, or conducting transactions for personnel gain or profit, or gambling.

4. Arranging for the sale or purchase of illegal drugs, alcohol, or firearms.

5. Communications with elected representatives or public or political organizations to express opinions or political issues of work-related communications.

6. Solicitation for non-D19 CSB sponsored organizations or functions.

7. D19 CSB wide e-mail messages are prohibited, unless first approved by a program director / manager or a specified designee.  Such messages shall include a statement indicating the person that authorized the message.

8. Reproduction or transmission of any material in violation of any local, state, U.S. or international law or requirement, including material that does not comply with federal copyright laws and copying or reproducing any licensed software, except as expressly permitted by the software license.

9. Using the internet / intranet to transmit identifying information related to confidential matters, including but not limited to criminal / juvenile records, personnel records, or records relating to legal matters unless such information is encrypted.

10. Intentionally creating a computer virus and / or placing a virus on the D19 CSB’s network or any other network.  Intentionally drafting, forwarding, or transmitting chain letters.

11. Attempts, whether successful or not, to gain access to any other systems or user’s personal computer data without the express consent of the other system or user. 

12. Using the network, internet, intranet, or e-mail in any fraudulent manner.

13. Any other use of the network that violates D19 CSB policies or Code of Ethics.

7.16.7
Disciplinary Action for Violation of This Administrative Procedure

A. Any employee who intentionally receives, accesses, views, transmits, or downloads sexually explicit material from the internet on D19 CSB computer equipment will be disciplined up to and including termination.  Sexually explicit material is defined as any description of or any picture, photograph, drawing, motion picture film, digital image or similar visual representation depicting nudity, sexual excitement, or sexual conduct in any form.  Persons subscribing to an e-mail list will be viewed as having solicited any material delivered by the list, as long as the material is consistent with the purpose of the list. Likewise, persons conducting a search on the internet /intranet will be viewed as seeking any results generated by the search, as long as that material is consistent with the search.

B. Any employee who commits or is convicted of a crime related to the use of D19 CSB computer equipment shall be terminated.

C. Any employee who violates any other provision of this policy shall be disciplined in the following fashion:

1. Any employee whose use of D19 CSB’s computer resources results in damage to resources will be required to reimburse the CSB for cost of repair and reconfiguration, as well as the hours required for the repair work, and costs associated with replacing necessary hardware and software.  Where damage occurs as the result of inadvertent actions, without the intent to cause damage, the employee causing the damage will not be held liable for such damage.

2. In determining the appropriate disciplinary action to be taken against an employee under this policy, supervisors, shall apply the standards set forth in the Personnel Policies of the D19 CSB for appropriate situational discipline (Chapter 7) and shall ensure that employee Code of Ethics (Chapter 7.3) is maintained. In addition, supervisors shall consider the nature of the employee’s job responsibilities, and the legality or illegality of the violation in determining the appropriate disciplinary action. Discipline may include any of the options contained in Chapter 7 of the Human Resources Policy and Procedure Manual, including, but not limited to:

a. Termination of employment.

b. Suspension of access to internet / intranet or e-email services.

c. Restitution or reimbursement for the hours used to conduct personal business on the CSB computer resources during normal work hours when in violation of this policy

Other disciplinary action(s) as out lined in Chapter 7 of D19 Community Services Board Human Resources Policy and Procedures Manual.
Adopted by the Board of Directors 9/27/07

7.17

Gifts and Gratuities
Policy:
A. It is the policy of the District 19 Community Services Board that no employee shall solicit or accept gifts, cash, alcoholic beverages, gratuities or loans from vendors (prospective and current), organizations, or individuals including consumers and their families having official business with the Board
B. It is particularly important that employees, who have administrative or operating authority to initiate, approve, disapprove, or otherwise affect a procurement transaction guard against relationships, which might be construed as evidence of favoritism, coercion, unfair advantage, or collusion.

C. All employees must comply with this policy.  As a department director/program manager, you must ensure that those you supervise also follow this policy.  

D. Any act or assumption of act which may be contrary to this policy must be reported immediately to Human Resource Director, Operations Director, or Executive Director.
E. Employees who violate this policy are subject to disciplinary action.

F. The following are excluded from the provisions of this policy:

1. The acceptance of articles of nominal or minimal value which are distributed generally;

2. Acceptance of meals or entertainment provided in networking setting 
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