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HUMAN RESOURCES (HR)
POLICY AND PROCEDURE MANUAL INDEX
Revised 9/2010

HR Policy
Number Policy Name
HR 1.00 Assignment of Duties
HR 2.00 Recruiting, Interviewing and Hiring
HR 3.00 Identification of Personnel
HR 4.01 Salary Payments/Calculation of
HR 4.02 Salary Adjustments
HR 4.03 Advance Salary Hiring
HR 4.05 Distribution of Paychecks
HR 4.06 Shift Differential Pay
HR 5.01 Benefits/Eligibility for
HR 5.02 Benefits/Flexible
HR 5.03 Benefits/Health Insurance
HR 5.04 Benefits/Employee Behavioral Health Services
HR 6.00 Student/Intern/Practicum Staff
HR 6.0l Volunteer/Non-Paid Staff
HR 7.01 Leave/Annual, Sick and Personal
HR 7.02 Leave/Administration of Employee Leave Program
HR 7.03 Leave of Absence Without Pay
HR 7.04 Leave/Miscellaneous
HR 7.05 Leave/Military
HR 7.06 Leave Donation
HR 7.07 Leave Short-Term/Other Leave Without Pay
HR 7.08 Leave/Court
HR 8.00 Family Leave
HR 9.00 Fair Labor Standards Act
HR 10.01 Performance Management
HR 10.02 | Working Test Management Review for Classified Employees
HR 11.00 | Standards of Conduct and Ethics in Government
HR 12.01 Personnel Files/Official
HR 12.02 | Confidentiality of Personal Information Concerning Employees
HR 13.01 | Grievance Procedure for Classified Employees
HR 13.02 | Grievance Procedure for Unclassified Employees
HR 15.00 | Antidiscrimination Complaint Procedure
HR 16.01 Disciplinary/Dismissal Actions for Classified Employees
HR 16.02 Disciplinary Actions and Separations of Unclassified Employees
HR 18.01 | Workers Compensation and Special Injury Return-to-Work Program
HR 18.02 Modified Duty Assignment Due to Non-Work Related Injury/Iliness
HR 18.03 | Workers Compensation and Special Injury Claims/Leave and Payment for
HR 19.00 Promotions
HR. 20.00 | Separations from Employment
HR 21.00 | Credentialing
HR 22.00 Clinical Privileges
HR 23.00 | Designation and Re-Certification of Levels
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HR 24.00 Professional Licensing
HR 25.00 | Clinical Supervision of Non-Licensed Staff
HR 27.00 Employee Right to be Excluded from Patient Care
HR 28.01 Drug Free Work Place Program
HR 28.02 | Alcohol and Drug Testing Programs
HR 29.00 Observance of Holidays
HR 30.01 | Staff Development
HR 30.02 | Staff Development Off Campus Training Program
HR 31.00 | Americans With Disabilities Act
HR 32.00 Demotions
HR 33.00 | Open Records Act/Access to Personnel Related Public Records
HR 34.00 | Third Party Involvements in Employment Issues
HR 35.00 | Smoking and Use of Tobacco Products
HR 36.00 Unemployment Compensation
HR 37.00 Retirement — Employee Retirement System (ERS)
HR 38.00 Involuntary Separation Retirement Benefits
HR 39.00 | Staff Reduction
HR 40.00 | Classified to Unclassified Employment/Movement from
HR 41.00 | Criminal History Records Checks
HR 42.00 | Position Level Reduction
HR 43.00 | Verifying ldentity and Employment Eligibility — 1-9
HR 45.00 Recovery of Overpayments
HR 46.00 | Administrative Closing of Office
HR 47.00 | Other Employment
HR 48.00 | Employment Status of Relatives
HR 49.00 | Political Activity
HR 50.00 Dress and Appearance Code
HR 51.00 | Reference/Employment or Other Information Requested
HR 52.00 | Official Hours and Work Schedules
HR 53.00 | Transfer of Employees
HR 54.00 | Charitable Contributions Program
HR 55.00 | Workplace Violence/Preventing
HR 56.00 Notices Required to be Posted
HR 57.00 Employees Suggestion Program
HR 58.00 | Selection of Employee of the Quarter/Year
HR 60.01 Subpoenas and Warrants/Serving of to SBHS Employees
HR 61.00 | Mediation Procedure
HR 62.00 Reimbursement for Expenses Related to Testing/ Training for Certification
HR 63.00 | Affiliate Personnel
HR 64.00 | Veterans Preference
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