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POLI CY:  

 

It is the policy of Serenity Behavi oral Healt h Syste ms ( SBHS) t o have a disci pli nary procedure 

for classified e mpl oyee’s that is fair, prompt, and compli es wit h t he requirement of laws, Rul es 

of t he St ate Personnel Board and Serenit y Behavi oral Healt h Syst e ms policies.  This policy is 

direct ed t owar d correcti ng i nappropriate behavi or or perfor mance deficiencies unless t he offense 

committed is one for which dis mi ssal is the appropriate penalt y.  It is furt her desi gned t o 

establish gui deli nes and pr ocedures for managi ng disci pline that are clear and understandabl e t o 

bot h classified e mpl oyees and supervisors. 

 

GENERAL GUI DELI NES:  

 

I. Supervisors have a responsi bility t o i nfor m e mpl oyees about j ob expectati ons and any 

relevant i nfor mati on (i. e., rules, policies, standards, etc.) that will assist empl oyees i n 

carryi ng out j ob duties.  Empl oyees have a responsi bility t o satisfact oril y perfor m j ob 

duties and be fa miliar with t he rul es, policies and standards of t he wor kpl ace.  At a 

mi ni mu m, t his shoul d i nclude an initial orient ation and review of assi gnments at frequent 

intervals.  It is especi all y i mportant t hat changes in duties or standards be communi cat ed 

as soon as practical. 

 

II. All rules, policies and standards shoul d be consistentl y enforced.  Consistency i n 

enforce ment does not mean t hat t he penalt y for viol ati on must be precisel y the sa me i n 

every i nstance.  The penalty may vary because of the severit y of t he offense, presence or 

absence of i ntent, the previ ous wor k record of t he e mpl oyee or ot her relevant fact ors.  

Si mil ar sit uati ons shoul d be handl ed i n a si mil ar manner.  

 

III. Supervisors and e mpl oyees shoul d be aware that it is not necessary or required that every 

di sci pli nary acti on be followed i n every sit uati on (i.e., oral repri mand, written repri mand, 

adverse acti on).  Over a peri od of ti me, it may be appr opriate t o use several approaches, 

incl udi ng disci pli nary action, to address an e mpl oyee’s probl e m(s).  Some sit uati ons, on 

the ot her hand, require immedi at e dis mi ssal.   

 

I V.  The basic gui deli ne in each sit uati on shoul d al ways be to use the for m of disci pli ne that is 

most appropriate for t he inappr opriate behavi or or perfor mance deficiency.  
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V.  Di sci pli ne shoul d not be admi nistered wit h the purpose of punishi ng t he empl oyee.  The 

pur pose of each acti on, wi t h t he excepti on of dismi ssal, shoul d be to i mmedi at el y correct 

the i nappr opriate behavi or or perfor mance deficiency.  

 

VI.  Empl oyees are responsi ble for reporting suspect ed cri mi nal or admi nistrati ve mi sconduct 

incl udi ng fraud, wast e, abuse and pri vacy vi ol ations relati ng t o any SBHS pr ogra m or 

operati on.  Empl oyees who make false allegati ons and/ or discl ose infor mat ion wit h 

wi llful disregard for its trut h may be disci pli ned.  

 

VII.  Empl oyees are required to cooperat e, full y and truthfull y, and provi de assistance, when 

appr opriate, wit h any t ype of i nvestigati on regarding alleged cri mi nal or admi nistrati ve 

mi sconduct.  This i ncl udes acti vities such as cooperati ng i n i ntervi ews, answeri ng 

questi ons related t o t he perfor mance of official duties, pr oduci ng request ed documents, 

and pol ygraph or voice anal ysis exa mi nati ons.  

 

PRELI MI NARY CONSI DERATI ONS:  

 

When a vi ol ation of a rule, policy or standard occurs, supervisors shoul d:  

 

I. Research t he facts and circumst ances before deci ding on t he appropriate disci pli nary 

acti on.  

 

A.  In a mi nor case, a one-time observati on may be a sufficient basis for det ermi ni ng t he 

type of disci pli nary acti on t hat shoul d be taken.  

 

B.  In a seri ous case, an ext ensi ve i nvesti gati on may be necessary t o det er mi ne t he full 

ext ent of t he offense before deci di ng on t he type of disci pli nary acti on.  

 

II. Det er mi ne t he appropriate disci pli nary acti on by consi deri ng several fact ors i ncl udi ng but 

not li mited t o: 

 

A.  The seri ousness of t he offense; 

 

B.  Whet her it was deli berate or uni nt enti onal; 

 

C.  The e mpl oyee’s wor k recor d of behavi or and perfor mance; and 

 

D.  Applicabl e rules, policies and standards.  

 

III. Take appropriate acti on pr omptl y, observi ng t he correct procedural require ments.  
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CORRECTI VE MEASURES:  

 

I. In additi on or pri or t o taking disci pli nary acti on agai nst an e mpl oyee, ot her correcti ve 

measures such as Attendance Plans, Unaut horized Leave Wit hout Pay, Work Plans,  

II. Letters of Concern and Expect ati ons, Written Warni ngs or Deni al of Sal ary Increases 

may be appropriate t o e mphasi ze inappropriate behavi or or perfor mance deficienci es. 

 

A.  Attendance Pl an: - In cases where an e mpl oyee does not meet attendance 

require ments (e. g., chronic tardi ness, absent eeis m or abuse of leave), a formal 

At t endance Plan may be i mpl e ment ed.  An Att endance Plan outli nes specific 

expect ati ons required of the e mpl oyee.  Medi cal or ot her supporting documents may 

be required if an e mpl oyee has de monstrated excessi ve or abusi ve use of accrued 

leave or leave wit hout pay.  If attendance standards are not met, disci pli nary acti on 

may be taken.  

 

B.  Unaut hori zed Leave Wi thout Pay: - An e mpl oyee who is absent wit hout appr oval 

of supervisor may be pl aced on Unaut horized Leave Wit hout Pay for t he peri od of 

absence up t o a maxi mum of fifteen (15) cal endar days.  This unaut horized absence 

may be used as a basis for disci pli nary acti on.  

 

C.  Wor k Pl an: - A Wor k Plan (frequentl y called a “Correcti ve Acti on Plan”) is a 

written state ment of specific wor k expectati ons.  The pl an is desi gned t o give the 

e mpl oyee t he opport unity t o raise perfor mance t o an accept able level.  If perfor mance 

standards are not met, disci pli nary acti on may be taken.  

 

D.  Letter of Concerns and Expectati ons: - A Letter of Concern and Expect ations may 

be issued t o an e mpl oyee to outli ne concerns wit h the e mpl oyee’s current behavi or 

and/ or perfor mance.  The letter shoul d i ndicat e t he i mpr ove ment(s) expected.  

 

E.  Wri tten Warni ng: - A Wr itten War ni ng may be issued putti ng an e mpl oyee on 

notice t hat the e mpl oyee’s current behavi or and/ or perfor mance is not accept able.  

Expect ati ons and ti meframes shoul d be outli ned for i mpr ove ment. 

 

F.  Deni al of Sal ary Increase: - An e mpl oyee who recei ves an annual performance 

eval uati on rating “Di d Not Meet Expectati ons” i n eit her t he “Overall Rati ng for Job 

& I ndi vi dual Responsi bilities” secti on or t he “Overall Rati ng for Ter ms and 

Conditi ons” secti on of t he Perfor mance Manage ment For m ( PMF) will not recei ve a 

perfor mance based salary increase.  The e mpl oyee is to be placed on an Attendance 

Pl an, or Wor k Pl an, whi chever is appropriate. 

 

SUSPENSI ONS WI TH PAY:  

Whil e it is not a disci pli nary acti on, Suspensi on With Pay may often precede or accompany a 

di sci pli nary acti on.  If it is dee med i n t he best interest of SBHS, an e mpl oyee may be suspended 

wi t h pay as follows:  
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A.  Duri ng an i nvestigati on of alleged mi sconduct. 

 

B.  Duri ng t he peri od of notice of separati on while on wor ki ng test, reducti on in force, or 

adverse acti on.  

 

C.  Duri ng t he peri od bet ween t he arrest and i ndi ct ment of t he e mpl oyee on a cri mi nal 

charge and t he dispositi on of t he charge.  

 

D.  For alleged unfitness t o perfor m assi gned duties where the alleged unfitness creat es 

the potential for har m t o the e mpl oyee, co- wor kers, or ot hers.  The foll owi ng 

require ments pertai n t o alleged unfitness t o perform assi gned duties.  

 

1.  Duri ng a peri od of Suspensi on Wit h Pay for alleged unfitness t o perfor m assi gned 

duties, the e mpl oyee may be directed under li mited circumst ances t o undergo a 

medi cal, (physi cal and/ or psychi atric) exa mi nati on at the expense of SBHS.  

 

2.  Pri or t o taki ng any acti on, the supervisor must discuss t he circumst ances with t he 

appr opriate aut hority (i. e., Hu man Resource Manager or Chi ef Executi ve Officer) 

and recei ve approval from t he Chi ef Executi ve Officer. 

 

3.  The e mpl oyee will be required t o release the results of t he medi cal and/ or 

psychi atric exa mi nati on to t he supervisor.  The results must be consi dered 

confi dential and are t o be shared wit h indi vi duals onl y on a “need t o know” basis.  

 

4.  Upon recei pt of t he results, a det er mi nati on will be made regardi ng appropriat e 

acti on.  

 

5.  Thi s t ype of Suspensi on Wi t h Pay cannot exceed fort y-fi ve (45) cal endar days.  

 

TYPES OF ADVERSE ACTI ONS:  

 

Adverse Acti ons are Suspensi ons Wit hout Pay, Disci plinary Sal ary Reduction, De moti on, and 

Di s mi ssal. 

 

An e mpl oyee may be suspended wit hout pay for disci plinary purposes or for pendi ng cri mi nal 

court acti on when such pendi ng cri mi nal court action may det er t he e mpl oyee’s effecti veness i n 

e mpl oyment.  

 

I. A suspensi on wit hout pay for disci pli nary purposes shoul d be proporti onal to t he offense 

and shall not exceed t hirty (30) cal endar days for any one offense, or for multipl e 

offenses arisi ng out of t he sa me i nci dent. The Chief Executi ve Officer ( CEO) may 

suspend an e mpl oyee for di sci pli nary purposes because of:  

 

A.  Negli gence or i nefficiency i n perfor mi ng assi gned duties;  
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B.  Inabilit y or unfitness t o perfor m assi gned duties;  

C.  Insubor di nati on;  

D.  Mi sconduct;  

E.  Conduct reflecti ng discredit on SBHS;  

F.  Co mmi ssi on of a fel ony or ot her cri me i nvol vi ng mor al t urpit ude;  

G.  Chr oni c tardi ness or absent eeis m;  

H.  Fail ure t o report for or remai n at wor k wit hout j ustifiabl e cause;  

I. Fail ure t o process performance appraisals i n a ti mel y manner; or 

J. Political acti vity 

 

II. A suspensi on for pendi ng cri mi nal court action shall not exceed t he peri od of ti me 

necessary for t he disposition of t he acti on.  

 

III. At t he end of a peri od of suspensi on wit hout pay for pendi ng cri mi nal acti on t he 

e mpl oyee shall be ret urned t o dut y or ter mi nated in accordance wit h ot her secti ons of 

these rules. If the disposition of t he cri mi nal acti on does not i ncl ude any penalt y t o t he 

e mpl oyee, t he e mpl oyee shall be rei nstat ed.  

 

I V.  The Rul es of t he St ate Personnel Board outli ne specific procedural requirement s for 

adverse acti ons. 

 

V.  Except i n cases, whi ch warrant i mmedi at e dis missal, the supervisor shoul d revi ew t he 

circumst ances of t he incident or offense, hist ory of correcti ve measures and/ or 

di sci pli nary acti ons previousl y taken agai nst the empl oyee pri or t o proposing an adverse 

acti on.  

 

VI.  The SBHS Hu man Resources Depart ment must be consulted in advance t o discuss and 

det er mi ne t he appropriate Adverse Acti on.  

 

WRI TTEN REPRI MANDS:  

 

I. A written repri mand may be issued t o an e mpl oyee due t o si gnificant or conti nui ng 

inappropriate behavi or or perfor mance deficienci es.  The Written Repri mand shoul d 

cont ai n si mil ar i nfor mation t o t he foll owi ng:  

 

A.  The dat e, ti me and/ or place of t he inappr opriate behavi or or perfor mance deficiency;  

 

B.  Fut ure expectati ons of t he e mpl oyee; and,  

 

C.  The consequences shoul d the inappr opriate behavior or perfor mance deficiency 

conti nues. 

 

II. A written document t hat cont ai ns si mil ar i nfor mat ion as listed above, may be consi dered 

a Written Repri mand regardl ess of t he title of t he docu ment.  
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III. In appropriate cases, a repri mand may be accompani ed by a Wor k Plan or At t endance 

Pl an i n an effort to clearly i nfor m t he e mpl oyee of how furt her disci pli nary acti on or 

adverse acti on may be avoi ded.  

 

SUSPENSI ON WI THOUT PAY:  

  
For FLSA exe mpt e mpl oyees and FLSA non-exempt e mpl oyees who are pai d under t he 

fl uct uati ng wor kweek pl an for overti me compensation, suspensi ons wit hout  pay must be 

admi nistered i n full FLSA wor k peri ods (such as 40 hours, 80 hours, 120 hours, etc.) and cannot 

cover parts of t wo (2) FLSA wor k peri ods. ( Exa mpl e:  A full-ti me FLSA exe mpt e mpl oyee wit h 

a wor k peri od of Fri day 5: 00 p. m. t o t he followi ng Fri day 5: 00 p. m., may be suspended wit hout 

pay for 40 hours from Friday 5: 00 p. m. t o t he foll owi ng Fri day 5: 00 p. m.  This e mpl oyee cannot 

be suspended wit hout pay for less t han 40 hours or for a 40-hour peri od ot her t han t he FLSA 

wor k peri od.  

 

DI SCI PLI NARY SALARY REDUCTI ON:  

 

I. The CEO may reduce an e mpl oyee’s salary for disci pli nary purposes because of:  

 

A.  Negli gence or i nefficiency i n perfor mi ng assi gned duties; 

B.  Inabilit y or unfitness t o perfor m assi gned duties;  

C.  Insubor di nati on;  

D.  Mi sconduct;  

E.  Conduct reflecti ng discredit on SBHS;  

F.  Chr oni c tardi ness or absent eeis m;  

G.  Co mmi ssi on of a fel ony or ot her cri me i nvol vi ng mor al t urpit ude;  

H.  Fail ure t o report for or remai n at wor k wit hout j ustifiabl e cause;  

I. Fail ure t o process performance appraisals i n a ti mel y manner;  

J. Political acti vity.  

 

NOTE:  Disci pli nary Salary Reducti on cannot be taken agai nst FLSA exempt e mpl oyees 

due t o provisi ons of t he Fair Labor St andards Act . 

 

II. Sal ary as a result of discipli nary salary reducti on shoul d be reduced by an amount equal 

to at least fi ve percent (5%), and shoul d nor mall y be reduced by an a mount  equal to 

incre ments of 5% (e. g. 5%,  10 %, 15 % et c.). 

 

III. A disci pli nary salary reducti on may be per manent , indefi nite or for a specified peri od of 

ti me conditi onal upon t he e mpl oyee’s achieve ment of full y satisfact ory perfor mance and 

appr opriate/accept able behavi or. 

 

I V.  Empl oyee’s retai n eli gi bility for t he sal ary recei ved pri or t o t he disci pli nary salary 

reducti on upon approval by t he Chi ef Executi ve Officer, the e mpl oyee’s salary may be 
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rest ored on t he first day of any pay peri od foll owi ng t he disci pli nary salary reducti on 

pr ovi ded:  

A.  The e mpl oyee’s behavi or is full y satisfact ory;  

B.  The e mpl oyee’s perfor mance is full y satisfact ory; and,  

C.  The e mpl oyee has re mained i n t he sa me positi on.  

 

DE MOTI ON:  

 

I. The CEO may de mot e an empl oyee because of:  

 

A.  Negli gence or i nefficiency i n perfor mi ng assi gned duties;  

B.  Inabilit y or unfitness t o perfor m assi gned duties;  

C.  Insubor di nati on;  

D.  Mi sconduct;  

E.  Conduct reflecti ng discredit on SBHS;  

F.  Co mmi ssi on of a fel ony or ot her cri me i nvol vi ng mor al t urpit ude;  

G.  Chr oni c tardi ness or absent eeis m;  

H.  Fail ure t o report for or remai n at wor k wit hout j ustifiabl e cause;  

I. Fail ure t o process performance appraisals i n a ti mel y manner;  

J. Political acti vity 

 

II. The salary of a classified empl oyee wit h per manent stat us who is invol unt aril y de mot ed 

is to be reduced by an a mount equal t o at least fi ve percent (5%).  The salary cannot be 

less t han t he job mi ni mum or exceed t he pay grade maxi mu m for t he job t o whi ch t he 

e mpl oyee is de mot ed.  

 

DI S MI SSAL:  

 

I. Empl oyees may be dis mi ssed when all ot her courses of acti on have been unsuccessful or 

when t he sit uati on is so seri ous that ter mi nati on is necessary.  

 

II. The CEO may dis mi ss an empl oyee because of:  

 

A.  Negli gence or i nefficiency i n perfor mi ng assi gned duties;  

B.  Inabilit y or unfitness t o perfor m assi gned duties;  

C.  Insubor di nati on;  

D.  Mi sconduct;  

E.  Conduct reflecti ng discredit on SBHS;  

F.  Co mmi ssi on of a fel ony or ot her cri me i nvol vi ng mor al t urpit ude;  

G.  Chr oni c tardi ness or absent eeis m;  

H.  Fail ure t o report for or remai n at wor k wit hout j ustifiabl e cause;  

I. Fail ure t o process performance appraisals i n a ti mel y manner;  

J. Political acti vity 
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NOTI CE OF PROPOSED ADVERSE ACTI ON:  

 

The CEO must gi ve a classified e mpl oyee who has obtai ned per manent status a written notice 

of any proposed adverse acti on at least fifteen (15) calendar days pri or t o the effecti ve dat e of 

the adverse acti on except for an e mer gency sit uation  The notice of proposed adverse acti on 

must i ncl ude t he foll owi ng:  

A.  The effecti ve dat e of t he adverse acti on whi ch must be at least fifteen (15) 

cal endar days after t he date notice of t he proposed acti on is presented t o or 

recei ved by t he e mpl oyee, or properl y deli vered to t he e mpl oyee’s last 

known address;  

B.  The specific charges or reasons for t he adverse action;  

C.  A st ate ment advisi ng t hat the e mpl oyee has a ri ght to respond t o t he charges 

or reasons i n writi ng, or appear before t he CEO of SBHS at an agreed ti me 

duri ng regul ar busi ness hours wit hi n the response peri od.  

D.  A st ate ment advisi ng t he e mpl oyee t hat a fail ure t o respond t o t he charges 

duri ng t he response peri od will result in t he acti on bei ng effecti ve on t he 

dat e specified wit hout further notice; and,  

E.  A war ni ng t hat fail ure t o respond by t he dat e set fort h i n t he notice will 

result in a wai ver of all furt her appeal ri ghts i ncl udi ng any appeal t o t he 

St at e Personnel Board.  

 

E MPLOYEE RESPONSE PROCEDURE:  

 

The e mpl oyee response procedure is creat ed t o protect the e mpl oyee from erroneous or arbitrary 

adverse acti on. It is also creat ed t o afford SBHS an opport unit y t o re-eval uat e its positi on on 

pr oposed adverse actions or forfeiture of positi on and t o affir m or correct if necessary. The 

pr ocedure does not require a full evi dentiary hearing pri or t o t he acti on. It requires onl y that the 

e mpl oyee be gi ven an opport unit y t o respond t o t he charges before t he Progra m Manager of t he 

pr ogra m. The procedure must meet t he foll owi ng mi ni mu m require ments.  

 

A.  The person t o who m t he response is to be made must be someone who has aut hority 

to count er mand or del ay the proposed acti on;  

B.  The e mpl oyee must respond wit hi n ten (10) calendar days from t he dat e t he notice of 

pr oposed acti on is recei ved. If there is no response by t he e mpl oyee by t he dat e 

required i n t he notice of pr oposed acti on, t he e mployee wai ves all furt her appeal 

ri ghts. There can be no furt her appeal, incl udi ng any appeal t o t he St ate Personnel 

Boar d;  

C.  The response may be made i n writi ng, or i n person, or bot h;  

D.  The e mpl oyee may submit affidavits t o support the response; and,  
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I. If the CEO deter mi nes that more than t hree (3) calendar days are needed t o consi der t he 

e mpl oyee’s response t o the proposed acti on, he/she may extend t he peri od of 

consi derati on for a reasonabl e number of days by notifyi ng t he e mpl oyee as t o t he lengt h 

of t he ext ensi on. The extensi on notice shall also stat e t hat the effecti ve dat e of t he 

pr oposed acti on shall be del ayed t he sa me number of days as t he lengt h of the peri od of 

ext ensi on for consi deration.  

 

II. If the CEO t o who m t he response is made det er mi nes t hat charges i n addition t o, or 

subst antiall y different from,  t hose enumerat ed i n the Notice of Proposed Adverse Acti on 

shoul d be made, or t hat the adverse acti on shoul d be more severe t han t he acti on 

specified i n t he Notice of Proposed Adverse Acti on or Forfeit ure of Positi on, t he CEO 

shall revoke t he Notice by written notification t o the e mpl oyee. A ne w action, or ot her 

appr opriate acti on, may then be i nstit uted agai nst the e mpl oyee i n accordance wit h these 

rules. 

 

III. Cl assified e mpl oyees have t he right t o respond t o a  pr oposed adverse action to t he Chi ef 

Executi ve Officer, by cont acti ng his secretary at (706) 432-4891, 3421 Mi ke Padgett 

Hi ghway, August a, Georgi a 30906, wit hi n ten (10) calendar days from t he dat e of 

notificati on of an adverse action.  The response must be made duri ng regular busi ness 

hours of SBHS, whi ch extend from 8: 00 a. m. t o 4:30 p. m. each Monday t hrough Fri day.  

Tel ephoni ng for an appoint ment is not a response.  

 

I V.  Cl assified e mpl oyees also have t he right t o appeal a fi nal det er mi nati on of any adverse 

acti on t o t he St ate Personnel Board pursuant t o Rule 24 by filing an appeal in writi ng 

wi t h t he Office of St ate Ad mi nistrati ve Heari ngs, 235 Peachtree St. NE, Suite 700, 

At l ant a, Georgia 30303 wi t hi n ten (10) calendar days from t he effecti ve dat e of t he notice 

of fi nal det er mi nati on. The e mpl oyee must compl et e OSAH For m 1 (attach ment I) to t he 

appeal. 

 

DETERMI NATI ON OF FI NAL ACTI ON:  

 

I. The CEO shall issue a notice of det er mi nati on of final action not later t han three (3) 

cal endar days after t he date of response.   The notice shall incl ude:  

 

A.  The fi nal acti on, i. e., dismi ssal, forfeiture of position, suspensi on, de moti on, 

di sci pli nary reducti on i n salary or no acti on (e mpl oyee’s positi on uphel d). The fi nal 

adverse acti on may be different from, but not more severe t han, t he proposed acti on  

B.  The specific charges for whi ch t he final acti on is taken;  

C.  The effecti ve dat e of t he fi nal acti on ( This dat e may not be any earlier t han the 

effecti ve dat e i n t he notice of proposed acti on.); and,  

D.  A st ate ment advisi ng t hat the e mpl oyee may appeal this det er mi nati on t o t he St ate 

Personnel Board by filing an appeal i n writi ng wi th the Office of St ate Admi nistrati ve 

Heari ngs wit hi n ten (10) cal endar days from t he dat e t he e mpl oyee recei ves written 

notice of t he fi nal action or decisi on; or t he effective dat e of t he acti on or decisi on, 

whi chever is later.  
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E.  A st ate ment re mi ndi ng t he e mpl oyee t hat t he ten (10) calendar day appeal peri od 

incl udes Sat urdays, Sundays, and Holi days.  

 

II. Duri ng a notice peri od of adverse acti on or forfeiture of positi on, an e mpl oyee is 

expected t o perfor m assigned duties wit hout disrupti ng fellow e mpl oyees or SBHS’s 

acti vities. Any acti on by the e mpl oyee t o t he contrary will be consi dered an emer gency 

sit uati on as defi ned bel ow.   

 

III. The CEO may take i mmedi ate adverse acti on against any e mpl oyee i n any of t he 

foll owi ng circumst ances if:  

 

A.  It is likel y that the e mpl oyee has committed a fel ony or ot her cri me i nvol ving moral 

turpit ude; or,  

B.  The retenti on of t he e mployee i n acti ve dut y stat us may result in da mage t o pr opert y 

or may be disrupti ve, detri ment al or inj uri ous to the e mpl oyee, fell ow workers, 

persons under t he e mpl oyee’s charge or t he general public.  

 

I V.  The notice of adverse action under t his secti on is the fi nal det er mi nati on of adverse acti on 

and must i ncl ude t he sa me items required above. It must also incl ude a statement 

expl ai ni ng t he e mer gency sit uati on t hat caused t his secti on t o be invoked.  

 

V.  If on appeal to t he St at e Personnel Board it is deter mi ned t hat the adverse acti on was 

correct but t here was no e mer gency sit uati on, t he Boar d may take appropriat e steps 

necessary to re medy t he sit uati on. In t he case of a dis mi ssal, this may i ncl ude back pay 

for t he nor mal notice period.  

 

VI.  Thi s Rul e may be i nvoked onl y wit h the approval of t he CEO.  

 

VII.  The provisi ons of t his secti on must not be used t o circumvent t he notice require ment of 

this rule. If SBHS is found t o have abused t his section, the Board may suspend fut ure 

application of t his secti on by SBHS.  

 

RECOMMENDATI ON FOR RE- EMPLOYMENT:  

  

Ci rcumst ances surrounding dis mi ssal shoul d be revi ewed t o det er mi ne whether it is appropriate 

to ent er a recommendati on t hat e mpl oyees not be re-e mpl oyed by SBHS i n the fut ure.  

 

A.  In some circumst ances, empl oyees who are dis mi ssed from e mpl oyment are not t o be 

re-e mpl oyed.  (See SBHS Hu man Resource Policies HR- 41. 00 Cri mi nal History 

Recor d Checks, HR- 28. 01 Dr ug Free Wor k Pl ace and HR- 28. 02 Al cohol and Dr ug 

Testi ng Progra ms for mandat ory disqualificati ons from re-e mpl oyment.) 

 

B.  Each circumst ance, ot her than t hose requiri ng mandat ory disqualificati on fro m re-

e mpl oyment, is to be revie wed on a case-by-case basis. 
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C.  If it is deter mi ned appropriate t o ent er a recommendati on t hat an e mpl oyee not be re-

e mpl oyed, “No Rehire” is t o be sel ected on t he Request For Personnel/ Payroll Acti on 

for m.  

 

D.  Docu ment ati on of t he reason(s) supporti ng t he request for “No Re- hire” must be 

availabl e upon request. 

 

NOTE:  Questi ons regardi ng t he reasons for ent ering a “No Rehire” code shoul d be discussed    

wi t h t he Hu man Resource Manager. 

 

I NVOLUNTARY SEPARATI ON BASED ON RETI REMENT LAW:   

 

I. Empl oyees, who first established me mbershi p in the Empl oyees’ Retire ment Syst e m 

( ERS) pri or t o April 1, 1972, and who has a mi nimu m of ei ghteen (18) years of servi ce 

wi t h t he St ate, have i nvolunt ary separation ri ghts under t he Retire ment Syste m La w.  

 

II. Specific procedures provided i n law must be foll owed i n order t o separat e an e mpl oyee 

wi t h i nvol unt ary separation ri ghts. 

 

III. Because of t he legal require ments associ ated wit h separati ons under t his law,  any ti me a 

long ter m (18 years or more) e mpl oyee is bei ng consi dered for separation, a t horough 

review shoul d be conducted t o det er mi ne if the empl oyee first established me mbershi p i n 

the Empl oyees’ Retire ment Syst e m pri or t o April 1, 1972.  

 

I V.  When possi bl e, pri or t o separati ng an e mpl oyee under t his law, t he e mpl oyee shoul d be 

war ned, i n writi ng, that furt her i nappropriate behavi or or perf or mance defici enci es coul d 

result in separati on and possi bl e l oss of retire ment  benefits. 

 

V.  In all cases, empl oyees who meet or who may meet the qualifyi ng require ments listed 

above must not be separated wit hout pri or consultati on wit h the Hu man Resource 

Ma nager. 

 

APPEALS:  

 

The Rul es of t he St ate Personnel Board outli ne the basis on whi ch an e mpl oyee may file an 

appeal t o t he Board.  

 

DI S MI SSAL / TERMI NATI ON SETTLE MENT AGREE MENT:  

 

If an e mpl oyee is dis mi ssed/ter mi nat ed and, as a conditi on of a settlement agree ment, the 

personnel file is to be partiall y purged, t he followi ng procedures must be followed:  

 

A.  The Hu man Resource Manager shall ensure t hat the e mpl oyee’s personnel file and 

any associ ated wor k histor y records are clearl y desi gnated wit h a not ation that t he file 

and records have been purged as a conditi on of a settle ment agree ment.  
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NOTE:  The Notificati on of Purges Records For m may be used for t his purpose.  

 

B.  Such notificati on shall be discl osed t o any subsequent government al entit y seeki ng 

infor mati on on t he for mer empl oyee’s wor k hist ory for t he sol e purpose of maki ng a 

hiri ng decisi on.  

 

REFERENCES:  

 

I. O.  C. G. A. 47-2-2 and 47- 2-123 (Invol unt ary Separati on Retire ment La w)  Rul es of t he 

St at e Personnel Board PL 104- 191: 104
t h

 Congress 

II. Rul es of The Stat e Personnel Board – Rul e 24 
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