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REVISIONS

	Revision
	Title
	Effective Date

	Section 14.1

Section 14.2
	Student Placement Policy (14.1.1)

Volunteer Placement Policy (I added)
	9/25/97

	Section 5.7

Section 8.5

Section 13.1
	Holiday Pay Procedures (5.7.7 added)

Pay Processing When Staff Required to Work Holiday (8.5.1)

Eligibility for Reimbursement (13.1.1)
	12/11/97

	Section 3.3

AMINPERS #01
	Selection Process (3.3.4)

Employment Authorization (7.5 added)
	3/26/98

	Section 13.1
	Staff Development (13.1.1)
	5/28/98

	Section 3.3

Section 4.1

Section 4.2

Section 5.4

Section 5.6

ADMINPERS #09

ADMINPERS #14
	Selection Process

Employment Changes:  Transfer, Promotion, Demotion, and Termination

Employment Changes:  "Acting Status"

Classification of Positions Policies and Procedures

Clinical Licensure Incentives

Selection Control Information

Employment Grievance Procedure (Form A)
	6/25/98

(Reflect the approved Classification/ Compensation Plan approved 5/28/98)

	Section 3.2

Section 4.2

Section 9.10
	Advertising Position Vacancies (3.2.1, 3.2.3 D and E)

Employment Changes:  "Acting Status" (Para. A)

Sick Leave Bank Policy (9.10.1 thru 9.10.6 and added 9.10.7 A-F)
	9/24/98

	Section 3.3

Section 4.1

Section 5.5
	Added starting salary cap clarification (3.3.6)
Request for transfers approval level (4.1.1) and changed percent of pay reduction (4.1.3)
Increased Job Responsibility (5.5.5)
	2/24/00

	Section 3.2

Section 4.1

Section 5.7

Section 9.1
	Finder's Fee (3.2.6)

Lateral Transfers (4.1.1)

Use of Flex/Comp Time (5.7.1 & 5.7.5)

Transfer of Other Virginia CSB Service (Para 7)
	4/26/01

	Section 7.16
	Automation Policy (New Policy and Procedure)
	2/28/02

	Section 8.5

Section 11.1

Section 12.1
	Holidays (Separated Lee-Jackson and Martin Luther King Days)

Consumer Abuse Reporting (Revised to comply with revised District 19 Human Rights Plan)

Travel and On-The-Job Expenses 

(12.1.1 defined point of origin and reimbursement of on-call staff)

(12.1.2 added "from home or work")

(12.1.3 added "which have been approved by the Division Director")
	3/28/02

	Section 12.1
	Travel and On-The-Job Expenses 

(Section 12.1.1 clarification of on-call status)

(Section 12.1.3 added "and a meal is not included in the costs of the conference being attended or is being paid by some other party.")

(Section 12.1.3 change time of arrival at home to 6:00 p.m.)

(Section 12.1.3 added per diem rates for meals)

(Section 12.1.3 added, "Under no circumstance, will the purchase of alcoholic beverages be reimbursed.

(Section 12.1.4 added, "Travel Vouchers, including copies of receipts and any remaining funds, must be completed and turned in within ten (10) workdays following the event for which funds were advanced.")
	4/25/02

	Section 3.3
	Selection Process

(3.3.1 B expanded scoring system)

(3.3.1 C requiring a minimum of three candidates be interviewed)

(3.3.2 expanded scoring system)
	9/26/02

	Section 9.7
	Family Medical Leave Notification/Scheduling

(9.7.5 added paragraph 4 "The agency must assess if absence meets requirements to be taken as FMLA.  If criteria are met, agency must notify employee in writing that any leave (paid or unpaid) taken associated with event will count toward the 12-week FMLA annual entitlement.
	2/27/03

	Section 5.7
Section 7.2

Section 8.5

Section 9.0

Section 9.1b

Section 9.2

Section 9.8

Section 9.11

Section 12.1

Section 13.1
	Time off changed to "compensatory leave."  Use of compensatory leave changed from 90 days to six months. (5.7.4)
Approval of adjusted schedules must be granted by supervisor and division director. (5.7.4)

Reporting unexpected absences must be within 60 minutes after employee's scheduled start time and unsatisfactory attendance defined. (7.2.1)
Added "An employee who is on LWOP for any reason will not receive pay for any Holiday during that pay period."

Added Policy 9.1b "Annual Leave Buy-Back" to list of leave policies.

Deleted "Conditional and Unconditional" from Policy 9.8 Title.

Added "Approved Leave Request forms must be attached to employee's timesheets for any leave taken during that pay period.

Defined when employee is to request approval for unplanned leave of absence.

Added reference to Section 9.8.1 re:  LWOP.
Added that supervisors are also responsible for knowing amount of accrued leave to which employee is entitled. (9.0.2)
Added that F&A will provide division directors monthly Leave Balance Report (9.0.3)
Added that all leave must be approved on the Leave Request form and the employees and supervisors are responsible for attaching a copy to the timesheet.

Added entire section on Annual Leave Buy-Back

Defined "unsatisfactory attendance."

Added "unexpectedly" to third paragraph.

Revised requirement for physician's statement from five days to three consecutive days.

Added "If employee goes on LWOP there will be no accrual of leave benefits for the pay period during which LWOP occurred."

Revised LWOP Policies.

Added "Training" to leave types.

Added "D19 CSB will provide paid leave for approved courses, conferences and workshops in accordance with established policy.  (See Section 13.1.)"  

Need to include conference description on applicable form.

Maximum educational, training, etc. leave increased to 35 hours per staff per calendar year.

Required attendance no included in arriving at maximum number of hours.
Requirement to attach copy of workshop/conference agenda to travel expense reimbursement request and increased dinner reimbursement to $25.00. (12.1.3)
Clarified who is eligible for staff development reimbursement.  Request Forms must be completed and approved prior to attendance regardless of cost or no cost.  If lodging is part of reimbursement, a PO must be prepared.
Title of 13.1.1 changed to "Reimbursement Relating to Staff Development."

Reimbursement per staff limited to $400 per calendar year to be charged against the staff's program budget. (13.1.1B)

Transportation costs not reimbursed for associated travel (13.1.1B.7)

Conference/Workshop will benefit D19 CSB (13.1.1C.1)

Training/workshops/conference will not exceed $300 per staff per calendar year pending available funds. (13.1.1C.2)

Reimbursement for credentialing clarified (13.1.1D)

Clarified what recommendation for reimbursement for cost should include (13.1.1E.2.b.)
	10/23/03

	Section 11.1
	Updated to reflect the revised Code of Virginia
	10/28/03

	Section 14.1 (Students)

Section 14.2 (Volunteers)
	Added Section 14.1.1, 14.1.3 – 14.1.11.  "Trainee" changed to "Student," "Supervision" to "Field Instruction." 

Para 4 added they are expected to comply with all applicable D19 CSB policies and procedures
	10/28/04

	Chapter Three (Sections 3.1 through 3.7)
	Clarification of Recruitment Policies and Procedures to clarify the interview process and documentation.
	12/2/04

	Chapter Six

Chapter Seven (Section 7.9)
	Clarification of timeframes for performance evaluations for new employees and how to conduct evaluations for staff employed in multiple positions

Defines essential staff and provides for consistent application to all programs.
	1/27/05

	Chapter Five (Section 5.7)

Chapter Nine

(Section 9.0.1)

(Section 9.14)
	Added policy for four-day work week where adequate staffing is available to maintain coverage.

Added Policy 9.14, "Emergency/Disaster Leave"

New Policy 9.14, "Emergency/Disaster Leave"


	9/22/05

	Chapter Nine

(Sections 9.1a and 9.2)
	Changed policies to reflect increments of leave time allowed from 30 minutes to 15 minutes to correspond with the flexible schedules.
	12/01/05

	Chapter Three (Section 3.2.6)
	Expanded policies and procedures regarding Finder's Fee and renamed the section "Exceptional Recruitment Incentive Options for "Difficult to Fill Positions"
	5/25/06

	Chapter Five

(Section 5.2.5)
	"10 ½ Month School Based Employees" added
	4/26/07

	Chapter Seven

(Section 7.12)
	"Retirement Recognition" added to include awards
	6/13/06

	Chapter Seven

(Section 7.10.3)
	"Drug and Alcohol Abuse" rescinded and replaced with revised Section 7.15
	9/27/07

	Chapter Seven (Section 7.15)
	"Alcohol and Other Drugs (Drug-Free Workplace) revised to include random drug testing
	9/27/07, eff. 1/1/08

	Chapter Seven

(Section 7.17)
	"Gifts and Gratuities" adopted by the Board
	9/27/07

	Chapter Seven

(Section 7.13.6)
	"Rights of Affected Employees on Leave-Without-Pay/ Layoff Status" revised to include statement:  "Group Life Benefits do not continue for staff whose positions have been abolished."
	2/26/09

	Chapter Twelve
	Changed policy to use the per diem rates established by the Virginia Department of Accounts and update annually on January 1.
	04/01/10

	Chapter Nine

(Section 9.7)
	Changed policy to improve the wording of the policy and to move from a calendar year timeline to a floating 12-month schedule when allowing the 12 weeks of leave under FMLA.
	04/01/10

	Chapter Seven

(Section 7.6)
	Changed policy to clarify the current policy to prevent actual conflicts as well as the perception of a conflict of interest.  
	03/25/10


