SERENITY BEHAVI ORAL HEALTH SYSTEMS

SUBJECT: DI SA PU NARY DI SMISSAL ACTI ONS, CLASSIH ED
EMPLOYEES

POLI CY NUMBER HR-16.01

EFFECTI VE DATE January 2009

SUPERSEDES: N A

LAST REM SI ON DATE Juy 2009

POLI CY:

Itisthe paicy of Serenity Behavioral Health Syste ns (SBHS) to have a disciplinary procedure
for classified enpl oyee’s that is fair, pronpt, and conplies wththe requirement of laws, Rules
of the Sate Personnel Board and Serenity Behavioral Health Systens polides. This pdicyis
directedtoward correcting i nappropriate behavi or or perfor mance deficencies unless the offense
commttedis one for which dismssal isthe appropriate penalty. It isfurther designedto
establish gui delines and procedures for managing discipline that are dear and understandable to
bat h classified e npl oyees and supervisors.

GENERAL GUI DELINES:

Supervisors have a responsi bilitytoinfor me npl oyees about job expectations and any
relevant infor nation (i.e, rues, paices, standards, etc.) that wll assist e npl oyees in
carrying out job duties. Enpl oyees have aresponsihilityto satisfactorily perfor mjob
duties and be faniliar wththe rues, pdides and standards of the workplace. A a

m ni num this shouldinclude anintia orientation and review of assi gnnents a frequent
intervals. Itisespecialyinportant that changes in duties or standards be communi cated
as soon as practical.

Al rues, pdides and standards shoul d be consistertly enforced Consistency in
enforcement does not neanthat the penalty for violation nust be precisely the sane in
everyinstance. The penalty nay vary because of the severity of the offense, presence or
absence of irtert, the previous work record of the e npl oyee or ather relevant factors.

S mlar situations shoul d be handledinasi mlar nanner.

Supervisors and e mpl oyees shoul d be aware that it is nat necessary or requiredthat every
disciplinary action be fdlowed in every situation (i.e, ara repri mand, witten repri nand,
adverse action). Over aperiod of ti e, it nay be appropriate to use several approaches,
including disciplinary action to address an enpl oyee’s problen{s). Sone situations, on
the ather hand, requireimmediate dsmssal.

The basic gui deline in each situation shoul d al ways be to use the far mof discipline that is
most appropriate for the inappropriate behavior or perfor mance defidency.
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V.

MI.

O scipline should nat be adm nistered wththe purpose of punishingthe empl oyee. The
purpose of each action withthe exception of dismissal, should betoi mmediately correct
the inappropriate behavior or perfor mance defidency.

Enpl oyees are responsi ble for reporting suspected cri mnal or admnistrative msconduct
including fraud, waste, abuse and privacy vidations relatingto any SBHS programor
operation Enpl oyees who nake false allegations and/ or disclose infor nation wth
willfu dsregard for itstruth may be disciplined

Enpl oyees are requiredto cooperate, fuly andtruthfully, and provi de assistance, when
appropriate, wthany type of investigation regarding alleged cri mnal or admi nistrative
mi sconduct. This includes activities such as cooperatinginirterviews, answering
questions relatedtothe perfor mance of official duties, producing requested docunerts,
and pd ygraph or voi ce anal ysis exa m nati ors.

PRELI M NARY CONSI DERATI ONS:

When avidation of arue, pdicy or standard occurs, supervisars shoul d

Researchthe facts and circunstances before deci ding onthe appropriate dsciplinary
action

A Ina mnor case, a one-time observation nay be a sufficient basis for determ ningthe
type of dsciplinary action that shoul d be taken

B Inaserious case, an extensive investigation may be necessaryto deter nine the ful
extent of the offense before decidng onthe type of disciginary action

Deter mine the appropriate dsc plinary action by consi dering several factors includi ng but
nat li nitedto:

A The seriousness of the offense;

B Whether it vas deliberate or uni ntentional;

C The enployee’s work record of behavior and perfor nance; and
D Applicablerues, pdides and standar ds.

Take appropriate action pronptly, observingthe correct procedural require ments.
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CORRECTI VE MEASURES:

l. Inaddtion or prior totaking disciplinary action agai nst an e npl oyee, da her corrective
measures such as Atendance Aans, Uhauthorized Leave Wthout Pay, WWrk Hans,

. Letters of Concern and Expectations, Witten Wirnings or Denial of Salary Increases
may be appropriate to e nphasize i nappropriate behavior or perfor mance defid encies.

A Attendance Han: - Incases where an e npl oyee does nat neet attendance
requirenents (e g, chronictard ness, absenteeis mor abuse of leave), aformal
Attendance Fan nay be i nplenented An Atendance FAan outlines specific
expectations required of the enpl oyee. Mdical or aher supporting docunents may
be required if an e npl oyee has de nonstrated excessive ar abusi ve use of accrued
leave or leave wthout pay. If atendance standards are nat net, dsciplinary action
may be taken

B Unauthorized Leave Wthout Pay: - An enpl oyee whois absent wthout approval
of supervisor may be placed on Uhauthorized Leave Vithout Pay for the period of
absence uptoa maxi mum of fifteen (15) calendar days. This unaut horized absence
may be used as a basis for disciplinary action

C Work Aan: - A Work Pan (frequently called a “Corrective Action Plan”) is a
written state ment of specific work expectations. The planis designedto givethe
e npl oyee the opportunity toraise perfor nance to an acceptable level. If perfor nance
standards are nat net, disciplinary action may be taken

D Letter of Goncerns and Expectations: - ALetter of Concernand Expectations may
be issued to an e npl oyee to outline concerns wththe enpl oyee’s current behavi or
and/ or perfor mance. The letter shoul dindicate the i mprove nent(s) expected

E Witten Warning: - AWitten Vrning nay be issued putting an e npl oyee on
notice that the enpl oyee’s current behavior and or perfor nance is not acceptable.
Expectations and ti neframes shoul d be outlined for i nprove nent.

F. Denia of Sdary Increase: - An enpl oyee who recei ves an annual performance
evaluationrating “IDd Not Meet Expectations” ineither the “Overall Rating for Job
& Individual Responsibilities” section or the “Overall Rating for Ter n$ and
Conditions™ section of the Perfor nance Minage ment For m(PMF) wll not receive a
perfor mance based salary increase. The enpl oyee isto be placed on an Atendance
Plan, or Work Alan whichever is appropriate.

SUSPENSI ONS WTHPAY:

Whileitis nat a disciplinary action Suspension Wth Pay nay often precede or acconpany a
discipinary action Ifitis deenedinthe best irterest of SBHS, an enpl oyee may be suspended
with pay as fdlows:
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A During an investigation of alleged msconduct.

B Duringthe period of natice of separation while on wor ki ng test, reductionin force, or
adverse action

C Duringthe period bet ween the arrest and indict nent of the e npl oyee on a cri mnal
charge and the dispaosition of the charge.

D For aleged unfitness to perfor massigned duties where the alleged unfitness creates
the patentia for har mtothe enpl oyee, co- workers, or ahers. The fdlowng
requirenents pertainto alleged unfitness to perform assigned duties.

1 During a period of Suspension WWth Pay for alleged unfitness to perfor massi gned
duties, the enpl oyee nay be directed under li nited circunstances to undergo a
medical, (physical and/ or psychiatric) examnation a the expense of SBHS.

2 Prior totaking any action, the supervisor nust dscuss the crcunstances wth the
appropriate authority (i.e, Himan Resource Minager o Chief Executive Cfficer)
and recei ve approval fromthe Chief Executive OFficer.

3. The enployee wll be requiredtorelease the resuts of the nedical and/ or
psychiatric examnationto the supervisor. The results rust be considered
confidential and are to be shared wthind viduals only on a “need to know” basis.

4. Uponreceipt of the results, a deter mnation will be nade regard ng appropriate
action

5 Thistype of Suspension Wth Pay cannat exceed forty-five (45) calendar days.
TYPES OF ADVERSE ACTI ONS:

Adverse Actions are Suspensions Vithout Pay, Disciplinary Salary Reduction Denotion and
Os mssal.

An enployee nay be suspended wthout pay for disa plinary purposes or for pending cri mnal
court action when such pending cri mnal court action nay deter the enpl oyee’s effecti veness in
e npl oy nent.

l. A suspension wthout pay for dsciplinary purposes shoul d be proportional tothe offense
and shall nat exceedthirty (30) calendar days far any one offense, or far multipe
offenses arising out of the sane incident. The Chief Executive (Fficer (CEQ) may
suspend an e npl oyee for disciplinary purposes because of:

A Negligence o inefficency in perfor mng assi gned duties;
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M.

Inability or unfitness to perfor massigned duties;

I nsubor di nati on;

M sconduct;

Conduct reflecting discredit on SBHS;

Comnission of afelony or aher cri ne involving moral turpitude;
Chronictard ness or absenteeism

Failuretoreport for or remaina work wthout justifiabl e cause;
Fail ure to process performance appraisalsinati nely nanner; or
Political actiuty

- ITomMmmpOw

A suspension for pending cri mnal court action shall nat exceed the period of ti ne
necessary for the disposition of the action

A the end of a period of suspension wthout pay for pending cri mnal action the

e npl oyee shall be returnedto duty or ter mnated in accordance wth a her sections of
these rues. If the disposition of the cri mnal action does nat include any penaltytothe
e npl oyee, the e npl oyee shall be reinstated

The Rules of the Sate Personnel Board outline specific procedural requirements for
adverse actions.

Except in cases, which warrant i mrediate dismssal, the supervisor shoul d revewthe
circunstances of the incident or offense, history of corrective neasures and/ or
disciplinary actions previously taken agai nst the empl oyee prior to proposing an adverse
action

The SBHS Human Resources Depart nent nust be consulted in advance to discuss and
deter mne the appropriate Adverse Action

WRI TTEN REPRI MANDS:

A writtenrepri mand nay beissuedto an e npl oyee due tosignificant or continuing
inappropriate behaviar o perfor mance deficiencies. The Witten Repri mand shoul d
contain si mlar infor mation tothe fdlow ng

A The date, ti ne and/ or place of the inappropriate behavior or perfor nance deficency;,
B Future expectations of the e npl oyee; and,

C The consequences shoul d the inappropriate behavior or perfor nance deficency
conti nues.

A written docunent that contains si mlar infor mation as listed above, nmay be considered
a Witten Repri nand regardess of the title of the docu nent.
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1. In appropriate cases, arepri nand nay be acconpanied by a Wirk Aan or Atendance
Planinan effort to dearly infor mthe e npl oyee of howfurther disciginary action or
adverse action nmay be avoi ded

SUSPENSI ON W THOUT PAY-:

For FLSAexenpt enpl oyees and FLSA non-exempt e npl oyees who are pai d under the

fluct uating wor kweek plan for overti ne conpensation suspensions wthout pay nust be
admnisteredinful FLSA work periods (such as 40 hours, 80 hours, 120 hours, etc.) and cannct
cover parts of two (2) FLSA work periods. (Example:  Aful-ti ne FLSA exe npt enpl oyee wth
a work period of Fiday5:00 p mtothe fdlowng Fiday 500 p m, may be suspended wthout
pay for 40 hours fromFriday 500 p mtothe fdlowi ng Fiday 500 p m This e npl oyee cannct
be suspended wthout pay for less than 40 hours or for a 40-hour period a her thanthe FLSA
wor Kk peri od

DI SA PLI NARY SALARY REDUCTI ON
l. The CEO may reduce an e npl oyee’s salary for disci plinary purposes because of:

Negligence or inefficiency in perfor ming assi gned duties;
Inability or unfitness to perfor massigned duties;

I nsubor di nati on;

M sconduct;

Conduct reflecting discredit on SBHS;

Chronictard ness or absenteeism

Comnission of afelony or aher cri ne involving moral turpitude;
Failuretoreport for or remain a work wthout justifiable cause;
Fail ure to process performance appraisalsinati mely manner;
Political actiwuty.

- TIToOmMmMmoOm>

NOTE Dscipinary Salary Reduction cannat be taken agai nst FLSA exempt e npl oyees
due to provisions of the Fair Labor Sandards Act.

. Salary as aresult of disciplinary salary reduction shoul d be reduced by an amount equal
toa least five percent (5%, and should nor nally be reduced by an armount equal to
increnents of 5%(e.g 5% 10% 15%etc.).

1. A discipginary salary reduction nay be per nanent, indefinite or for a specified period of
ti ne conditional upon the enpl oyee’s achieve nent of full y satisfact ory perfor nance and
appropriate/ acceptabl e behawvi or.

IV Enployee’s retainelighility for the salary recei ved prior tothe disciplinary salary
reduction upon approval by the Chief Executive Officer, the enpl oyee’s salary nay be
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restored onthe first day of any pay period fdlowng the dsciplinary salary reduction
prowvi ded:

A The enployee’s behavi or is full y satisfact ory;

B The enployee’s perfor mance is full y satisfactory; and,

C The enpl oyee has renained inthe sane position

DE MOTI ON
l. The CEO may de note an enpl oyee because of:

Negligence or inefficency in perfor ming assigned duties;
Inability or unfitness to perfor massigned duties;

I nsubor di nati on;

M sconduct;

Conduct reflecting discredit on SBHS;

Comnission of afelony or aher cri ne involving moral turpitude;
Chronictard ness or absenteeism

Failuretoreport for or remain a work wthout justifiabl e cause;
Fail ure to process performance appraisalsinati mely manner;
Political actiuty

S ITOoOTMMmMmoOm>»

. The salary of a dassified enpl oyee wth per nanent status who isinvol untarily de noted
isto be reduced by an anount equal to at least five percent (5%. The salary cannat be
lessthanthe job mini num or exceedthe pay grade maxi mumfor the jobto whichthe
e npl oyee is de noted

DI SM SSAL:

l. Enpl oyees nmay be dsmssed when all aher courses of action have been unsuccessfu o
when the situation is so serious that ter mnation is necessary.

. The CEO may dismss an enpl oyee because of:

Negligence or inefficiency in perfor mng assigned duties;
Inability or unfitness to perfor massigned duties;

I nsubor di nati on;

M sconduct;

Conduct reflecting discredit on SBHS;

Commission of afelony or aher cri ne invol ving moral turpitude;
Chronictard ness or absenteeism

Failuretoreport for or remain a work wthout justifiable cause;
Fail ure to process performance appraisalsinati mely manner;
Political actiuvty

SCm-TOMMOoOm>
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NOTI CE OF PROPOSED ADVERSE ACTI ON

The CEO nust g ve adassified e npl oyee who has obtai ned per manent status a witten natice
of any proposed adverse action at least fifteen (15) calendar days prior tothe effective date of
the adverse action except for an e mergency situation The natice of proposed adverse action
must include the fdlowng:

A The effective date of the adverse action which must be a least fifteen (15)
calendar days after the date natice of the proposed actionis presentedto o
recei ved by the enpl oyee, or properly deliveredto the enpl oyee’s last
known address;

B The specific charges o reasons for the adverse action;

C Astatenent advisingthat the e npl oyee has aright torespond tothe charges
or reasons in witing o appear before the CEO of SBHS at an agreedti ne
during regular busi ness hours wthinthe response period

D Astatenent advisingthe e npl oyee that afailuretorespondtothe charges
during the response period wll result inthe action bei ng effective onthe
date specified wthout further natice; and,

E A warningthat failluretorespond bythe date set forthinthe natice wil
resut ina vaiver of al further appeal rightsincluding any appeal tothe
State Personnel Board

EMPLOYEE RESPONSE PROCEDURE

The e npl oyee response procedure is createdto protect the e nmpl oyee fromerroneous or arhitrary
adverse action Itis asocreatedto afford SBHS an opportunitytore-eval uate its position on
proposed adverse actions o farfeiture of positionandto affir mor correct if necessary. The
procedure does nat require aful evidentiary hearing prior tothe action It requires onlythat the
e npl oyee be g ven an opportunitytorespondtothe charges before the Program Minager of the
program The procedure must neet the falow ng mi ni mumrequire nents.

A The personto whomthe response isto be nade nust be someone who has aut hority
to counter mand or delay the proposed action;

B The enployee nust respond wthinten (10) calendar days fromthe date the natice of
proposed actionis recei ved If thereis noresponse by the enpl oyee by the date
requiredinthe natice of proposed action the enployee waives al futher appeal
rights. There can be no further appeal, including any appeal tothe Sate Personnel
Board;

C The response nay be made in witing o inperson, o bah

D The enployee nay submit affidavits to support the response; and,
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If the CEO deter mnes that norethanthree (3) calendar days are needed toconsider the
e npl oyee’s response tothe proposed action he/she nay extend the period of

consi deration for areasonable nunber of days by natifyingthe enpl oyee astothe length
of the extension The extension natice shall aso state that the effective date of the
proposed action shall be delayed the sane number of days as the length of the period of
extension for consi deration.

If the CEOto whomthe response is nade deter mines that charges in additiontg o
substartially dfferent from those enuneratedinthe Notice of Proposed Adverse Action
should be made, or that the adverse action shoul d be nore severe than the action
specifiedinthe Notice of Rroposed Adverse Action or Forfeiture of Position, the CEO
shall revoke the Notice by witten natificationtothe enpl oyee. Anewaction, or aher
appropriate action, nay then be instituted agai nst the e npl oyee in accordance wththese
rues.

A assified e npl oyees have the right torespondtoa proposed adverse actionto the Chief
Executive (ficer, by contacting his secretary at (706) 432-4891, 3421 Mke Padgett

H ghway, Augusta, Georgia 30906, wthinten (10) calendar days fromthe date of
natification of an adverse action The response nust be made duringregular business
hours of SBHS, which extend from800a mto 430 p m each Mnday through Friday.
Tel ephoning for an appoint ment is nat a response.

Q assified e npl oyees also have the right to appeal afinal deter mnation of any adverse
actiontothe Sate Personnel Board pursuant to Rule 24 by filing an appeal in witing
withthe (fice of Sate Ad ministrative Hearings, 235 Peachtree . Ng Suite 700,
Alanta, Gorgia 30303wthinten (10) calendar days fromthe effective date of the natice
of final deter mnation The enpl oyee rmust conplete OSAH For m1 (attachnent 1) tothe
appeal.

DETERM NATI ON OF H NAL ACTI ON

The CEOshall issue a notice of deter mnation of final action nat later than three (3)
calendar days after the date of response.  The natice shall incl ude:

A The final action i.e, dsnissal, forfeiture of position suspension, denotion,
disciplinary reductioninsalary or no action (e nployee’s position uphel d). The final
adverse action nay be dfferent from but nat nore severe than the proposed action

B The specific charges for whichthe final actionis taken;

C The effective date of the final action (This date may nat be any earlier than the
effective date inthe natice of proposed action); and,

D Astaenent advisingthat the e npl oyee nay appeal this deter mnationtothe Sate
Personnel Board by filing an appeal in witing wththe (fice of Sate Admi nistrative
Hearings wthinten (10) calendar days fromthe date the e npl oyee recei ves witten
notice of the final action or decision or the effective date of the action or decision,
whi chever is later.
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E Astatenent remndingthe enpl oyee that the ten (10) calendar day appeal period
includes Saturdays, Sundays, and Holidays.

During a natice period of adverse action or forfeiture of position an e npl oyee is
expectedto perfor massigned duties wthout dsrupting fellowe npl oyees or SBHS’s
actiuties. Any action by the enpl oyee tothe contrary wll be considered an e nergency
situation as defined bel ow

The CEO may take i mnediate adverse action against any e npl oyee in any of the
fdlowng circunstances if:

A ltislikelythat the enpl oyee has comnitted a felony or aher cri ne involving noral
turpitude; o,

B The retertion of the enployee inactive duty status may result in danage to property
or may be disruptive, detri nental or injurious tothe e npl oyee, fell ow workers,
persons under the e npl oyee’s charge or the general public.

The natice of adverse action under this sectionis the final deter mnation of adverse action
and nust include the sane itens required above. It nmust alsoinclude a statement
explaining the emergency situationthat causedthis sectionto be invoked

If on appeal tothe Sate Personnel Boardit is deter mned that the adverse action was
correct but there was no e nergency situation the Board may take appropriate steps
necessarytorenedy the situation Inthe case of a dsmssal, this nay include back pay
for the nor mal natice period.

This Rile may be invoked only wththe approval of the CEQ
The provisions of this section must nat be usedto drcunmvent the notice require ment of

thisrue If SBHSis foundto have abusedthis section the Board may suspend future
application of this section by SBHS.

RECOMMENDATI ON FOR RE EMPLOY MENT:

Grcunstances surrounding dis mssal shoul d be reviewed to deter mne whether it is appropriate
toenter arecommendation that enpl oyees nat be re-e npl oyed by SBHS inthe fuure.

A Insone circunstances, empl oyees who are dsnissed frome npl oynent are nat to be
re-enployed (See SBHS Hunman Resource Policies HR-41 00 Gi mnal Hstory
Record Checks, HR-28 01 Drug Free Work Hace and HR 28 02 Acohol and Drug
Testing Prograns for nandat ory dsqualifications fromre-e npl oy nent.)

B Each drcunstance, aher thanthose requiring nandatory dsqualification fromre-
e npl oy ment, isto be reviewed on a case- by-case basis.
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C Ifitis deter mned appropriateto enter arecommendationthat an e npl oyee nat be re-
enployed “No Rehire”is to be selected onthe Request For Personnel/ Payroll Action
form

D Docunentation of the reason(s) supporting the request for “No Re-hire” nust be
availabl e upon request.

NOTE:  Questions regardi ng the reasons for entering a “No Rehire” code shoul d be discussed
withthe Himan Resource Minager.

I N\VOLUNTARY SEPARATI ON BASED ON RETI REMENT LAW

l. Enpl oyees, who first established ne nbershipinthe Enpl oyees’ Retirenent System
(ERS) prior to April 1 1972, and who has a mnimu m of el ghteen (18) years of service
withthe Sae have invountary separation rights under the Retirenent Syste mLaw

. Specific procedures provided inlaw nmust be fdlowed in order to separate an e npl oyee
withinvo untary separation rights.

1. Because of the legal requirenents associated wth separations under this law anyti ne a
long ter m(18 years ar nore) enpl oyee is bei ng consi dered for separation athorough
reviewshoul d be conductedto deter mine if the empl oyee first established ne nbershipin
the Enpl oyees’ Retirenent Systemprior to April 1, 1972

IV When possibe prior toseparating an e npl oyee under this law the e npl oyee shoul d be
warned in witing that further inappropriate behavior or perfor nance deficiencies coul d
result inseparation and possibe loss of retirenent benefits.

V. Inal cases, enployees who neet or who nmay neet the qualifying require ments listed
above nust nat be separated wthout prior consultation wththe Hinan Resource
Ma nager.

APPEALS:

The Rules of the Sate Personnel Board outline the basis on which an e npl oyee nay file an
appeal tothe Board

DISM SSAL/ TERM NATI ON SETTLE MENT AGREE MENT:

If an enpl oyee is dsmssed'ter mnated and, as a condition of a settlenent agree nent, the
personnel fileisto be partialy purged the fdlowng procedures must be followed:

A The Huiman Resource Manager shall ensure that the e npl oyee’s personnel file and
any associated work history records are dearly designated wth a natationthat the file
and records have been purged as a condition of a settlenent agree nent.
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NOTE The Notification of Purges Records For m nay be used for this purpose.
B Such natification shall be dsclosedto any subsequent governnental ertity seeking
infor mation on the for ner enpl oyee’s work history for the sole purpose of making a
hiring decision
REFERENCES:
l. Q C G A 47-2-2and 47-2-123 (Invol untary Separation Retirenent Law) Rules of the

Sate Personnel Board PL 104-191: 104" Gongress
1. Rules of The Sate Personnel Board — Rule 24
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