


GLOSSARY
Abilities - A demonstrated competence to perform observable behavior, or a behavior that results in an observable product.  Ability denotes current competence in doing specific job content actions; it does not denote a person's capacity to acquire this competence, nor can it be inferred from years of experience.  Those involved in the hiring process should be careful, therefore, not to confuse an ability, which is currently demonstrable, with an aptitude, which is only a potential for performing an activity. 

AFB - Acid Fast Bacilli

Agency Head ‑ The Executive Director of D19 CSB.

AIDS - Acquired Immunodeficiency Syndrome

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

Arbitrary or Capricious ‑ Unreasonable action in disregard of the facts or without a determining principle.

Attachments ‑ Documents joined  with the grievance form in the resolution steps and in the qualification decision.

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. 

Back Pay ‑ Retroactive payment of wages, bonuses, leave or other benefits, overtime (if a requisite of the job) and other forms of fixed compensation, as directed by the hearing officer.

Circuit Court - The circuit court that covers the jurisdiction from which the grievance emanated.

Class Regrade - The change in salary grade assignment of a specific job.

Classified Salaried Employee - Employees who occupy regular positions within the Board=s Compensation Plan who are not paid on an hourly basis.

Client Abuse is defined as follows:

A.
physical acts, such as hitting, kicking, scratching, hair pulling, pinching, choking, or slapping, or any type of inappropriate striking or touching of a client;

B.
coercion, threats or intimidation which are statements or actions that would evoke fear in a reasonable person or that could reasonably be expected to evoke fear in the client;

C.
neglect in care which is the failure to provide treatment, care, goods, or services necessary to the health, safety or welfare of a client;

D.
statements or actions which would humiliate, demean or exploit a client; or condoning or permitting the abuse of a client.

E.
sexual activity or any type of inappropriate touching such as, but not limited to, touching, stroking or fondling of breasts, genitals or buttocks, directly or through the clothing of a client.

Client/ Consumer - Person(s) receiving habilitative or rehabilitative services from D19 CSB and for whom an intake has been compelled and a record exists.  When the person receiving services is legally unable to exercise self-representation at any time, "client/ consumer" is interpreted to also refer to those authorized to make decisions on behalf of the primary consumer of services (i.e. family member, significant other, legal guardians, etc.).  Parents/ Guardians of non-minor client/ consumer are not considered consumers unless the non-minor has been legally adjudicated (non-competent or treatment is also being furnished to the parent/ guardian / sibling and an open client record is being maintained on that person.

CMV - Cytomegalovirus

COBRA - Comprehensive Omnibus Budget Reconciliation Act

Continuance ‑ The postponement of a hearing to a later date or time.

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.

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 stat criminal drug laws, alcohol beverage control laws, or laws that govern driving while intoxicated.

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

Cross‑Examination ‑ Questioning by the opposing party to test the truth or further develop the prior testimony of a witness.

D19 CSB - District 19 Community Services Board 

Demotion - The movement of an employee from a position of a higher classification to a position of a lower classification.

Discrimination ‑ Different or hostile treatment based on race, color, religion, political affiliation, management position and has the requisite age, disability, national origin, or sex.

DMHMRSAS - Department of Mental Health, Mental Retardation and Substance Abuse Services

DMV - Division of Motor Vehicles

EAP Coordinator - Human Resources Director

EAP - Employee Assistance Program

EEO - Equal Employment Opportunity

Eligible Position Employee - A position in which the employee has completed their probationary period and occupies a full time or part time salaried position within D19 CSB.

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.

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. 

Essential Employee - Those employees working in residential programs and "on-call" staff who are required to work during periods of authorized closing.  For purposes of identification in media announcements, these employees will be identified as "essential personnel".

Exempt Employee - Employee who IS NOT eligible for overtime.

Expedited Process - A shortened process available for terminations, demotions or suspensions without pay, or loss of wages.

Family - The employee's parents, spouse, children, siblings, grandparents, in-laws (father-in-law, mother-in-law, sister-in-law, brother-in-law, grandparents-in-law) or any relative living in the household of the employee.

FICA - Federal Insurance Compensation Act

First‑step Respondent ‑ The immediate supervisor of the employee (the individual responsible for completing the performance evaluation or giving daily work instructions).

FLSA - Fair Labor Standards Act

FMLA - Family and Medical Leave Act

Grievance ‑ Written complaint on the grievance form stating the nature of the claim, the facts in support of the claim and the relief requested.

Harassment ‑ Action taken with the intent or purpose of impeding the operations of D19 CSB.

Informal Resolution - A voluntary process involving the employee meeting with the person involved in the conflict.  The meeting=s purpose is to try to achieve a resolution to the employee=s conflict.

HBV - Hepatitis "B" Virus/ Vaccination

HIV - Human Immunodeficiency Virus

HMOs - Health Maintenance Organizations

Interim Earnings ‑ Income earned in lieu of D19 CSB salary or other regularly earned compensation.

Involuntary Resignation ‑ Resignation which is not of free will and informed; resignation obtained through misrepresentation, deception,  duress, coercion, or time pressure.

IRS - Internal Revenue Service

Just Cause ‑ A reason sufficiently compelling to excuse not taking a required action in the grievance process. 

Knowledge - A body of information applied directly to the performance of a function.  It usually is information of a factual or procedural nature which makes possible adequate performance of the work.

KSAs - Knowledge, Skills and Abilities

LHD - Local Health Department

LWOP - Leave Without Pay

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

Mitigating Circumstances ‑ Circumstances that tend to lessen the seriousness of the misconduct or to reduce the level of discipline warranted.

NIOSH - National Institute for Occupational Safety and Health

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 identified as "non-essential personnel".

Non-exempt Employee - Employee who IS eligible for overtime.

Non-Probationary Employee - A person who has successfully completed their probationary employment period.

Occupational Group - One or more class series which are similar in nature of work or vocational characteristics.

OPIM - Other Potentially Infectious Material

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

PE - Performance Evaluation

PPE - Personal Protective Equipment

Preponderance of the Evidence - Evidence which shows that what is sought to be proved is more probable than not; evidence that is more convincing that the opposing evidence.

Probationary Period - A period of time designated by the CSB to determine if a person, either newly employed or re-employed, can perform the essential functions of a position in a manner that meets identified job performance expectations.

Procedural Requirements ‑ Formal procedures deemed essential to ensure fairness in the  grievance process.

Promotion - The selection of an employee to fill a position in a higher classification as a result of posting and filling a vacant position.

Reallocation - The reassignment of a position from one classification to a different classification to correct an error in initial allocation or to recognize a significant change in duties and responsibilities assigned to a position.

Retaliation ‑ Actions taken by management or condoned by management  because an employee exercised a right protected by law or reported a violation of law to a proper authority (e.g. "whistleblowing").

Second‑step Respondent ‑ An individual designated by the Executive Director who is in a senior management position and has the authority to provide the employee with the appropriate relief. 

Sexual Harassment - Includes any unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature where tolerance of such actions is made a condition of employment that interferes with an individual's work performance or creates an intimidating, hostile or offensive environment.

Significant Personal Relationship - 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.

Skills - A present, observable competence to perform a learned psychomotor act.

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

TB - Tuberculosis

Third‑step Respondent ‑ D19 CSB Executive Director.

Transfer - The lateral move of a D19 CSB employee from one position to another position with the same grade and job classification.

Verbatim ‑ Taken word by word but not necessarily transcribed.

VRS - Virginia Retirement System

WCA - Workers' Compensation Act

Witness - A person who has been or heard and/ or has documents that are considered evidence related to a grievance.  Any person who is a witness may be required to provide their testimony and documentation at any resolution step, or at a hearing.  Each witness is required to attest as to their knowledge of a specific grievance and submit their documentation  as evidence.  Each witness=s documents are to authenticate the purpose of being included in the official grievance record.  

Workday ‑ Normal work schedule (excluding authorized leave time) for the individual responsible for taking the required action.

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


Written Notice ‑ Formal written disciplinary action taken under the Standards of Conduct.
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