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HISTORY

The Department of Social and Rehabilitative Services, the forerunner of the Arkansas Department of Human Services, was created in 1971 as part of Governor Dale Bumpers’ plan to reorganize and streamline the executive branch of Arkansas state government.  The rationale behind the creation of this department was to bring together, in one organizational structure, a variety of separate but related agencies in an effort to improve the efficiency and coordination of the state’s delivery of human services.

Consistent with these goals, Act 38 of 1971 created the Department of Social and Rehabilitative Services.  The Act transferred the various agencies into the departmental structure, which included the State Hospital and State Hospital Board, Department of Mental Retardation and Board of Mental Retardation, the Juvenile Training School and Juvenile Training School Board, and the Workers’ Compensation Commission.  These agencies maintained their statutory authority.  Also placed in DHS by transfer, were the Department of Public Welfare, Rehabilitation Services, Rehabilitation Services for the Blind and the Arkansas Commission on Alcoholism.  Later legislative sessions made a number of structural changes in DHS including:

1977 - 
The Office of Aging and Adult Services was established within the Director’s Office

1977 - 
The name “Department of Social and Rehabilitative Services” was changed to the “Department of Human Services”

1977 - 
The Juvenile Training Schools, agencies and board were abolished, and a new Division and Board of Youth Services were created

1977 - 
The Office on Alcohol and Drug Abuse Prevention, Authority and Advisory Council were created to replace the Arkansas Commission on Alcoholism and other Councils, Authorities and Offices

1979 - 
The Office of Title XX was established within DHS

1983 - 
The Office of Volunteer Services was transferred from the Office of the Governor to DHS Administration

1983 - 
The Office for the Blind and Visually Impaired was transferred from the Division of Rehabilitation Services and was established as a Division of Services for the Blind, with a newly created board within DHS

1985 - 
The reorganization of DHS was mandated by Act 348, which resulted in a department of nearly 7,800 employees working with the intent of offering services efficiently and effectively

1989 - 
The Office of Volunteer Services became the Division of Volunteerism

1993 - 
The Division of Rehabilitation Services was transferred out of DHS

1993 - 
The Office of Alcohol and Drug Abuse Prevention was transferred out of DHS

1993 - 
The Child Support Enforcement Unit in the Division of Economic and Medical Services was transferred out of DHS

1993 - 
The Division of Youth Services was created 

1994 - 
The Division of Finance and the Division of Management Services were combined into the Division of Administrative Services, now the Office of Finance and Administration

1995 -
DHS State Institutional System Board was created by Act 1162 of 1995; State Hospital Board and Arkansas Youth Services Board were abolished

1995 - 
The Division of Economic and Medical Services was reorganized to establish a separate Division of Medical Services and an expanded Division of County Operations

1997 - 
The Division of Child Care and Early Childhood Education was created 

2005 – 
The Department of Health was merged into the Department of Human Services to form the Department of Health and Human Services

2007 – 
The Department of Health was separated from the Department of Health and Human Services to revert to being an independent Department of Health






DHS DIVISIONS AND OFFICES

Division of Aging and Adult Services

The Division of Aging and Adult Services (DAAS) provides a comprehensive service program to meet the needs of older Arkansans.  The Division’s focus is to maintain older adults as independent members of their communities as long as possible.  The division provides services for the elderly including supervised living, home-delivered meals, adult day care, and adult protective services.

Division of Child Care and Early Childhood Education

The Division of Child Care and Early Childhood Education is responsible for the regulation and inspection of all child care facilities and home day care in Arkansas.  The division will guarantee that there is an educational component in childcare programs throughout Arkansas.  The division will oversee the Special Nutrition Program, the Arkansas Better Chance Program, and offer staff support to the Arkansas Early Childhood Commission.

Division of Children and Family Services

The Division of Children and Family Services (DCFS) has primary responsibility for the delivery of services to children from birth through the age of 18, who are abused, neglected, exploited, and dependent.  The division also provides case management and purchases treatment services for emotionally disturbed children.  The DCFS mission is to improve the quality of life for children and families by establishing an integrated system of effective service delivery that adheres to the principles of prevention, permanency planning, and least restrictive environment.

Division of County Operations

The Division of County Operations (DCO) has responsibility for providing leadership and support for the eighty-six local DHS offices in seventy-five counties and is also responsible for administering several economic programs.  DCO provides services to needy Arkansans each year through Transitional Employment Assistance (TEA), food stamps, and medical assistance.  Other assistance is provided to clients through grants to community action agencies and distribution of surplus USDA donated foods.

Division of Developmental Disabilities Services

Developmental Disabilities Services (DDS) provides services and programs for persons with developmental disabilities to assist them in reaching their maximum potential in a natural community setting.  DDS operates six human development centers that provide twenty-four hour residential and rehabilitative services and supports ninety-two private non-profit community based programs throughout the state.

Division of Medical Services

The Division of Medical Services (DMS) provides medical care for the Medicaid eligible population through a network of providers serving approximately fifteen percent of the state population. The division includes the Medical Services Unit, Children’s Medical Services, Office of Long Term Care and the Administrative Services Unit.

Division of Behavioral Health Services

The Division of Behavioral Health Services (DBH) provides an integrated system of public mental health care to Arkansas residents.  Services provided by this division are acute psychiatric care for adults, forensic psychiatric services, skilled nursing home services, adolescent inpatient services, adolescent sex offender services, research and training, and contracted services through fifteen private, non-profit community mental health centers.  Principal locations where services may be obtained are the Arkansas State Hospital at Little Rock and the Benton Services Center in Benton.  Comprehensive services are also offered in independent community mental health centers located throughout the state.

Division of Services for the Blind

The Division of Services for the Blind (DSB) serves the legally blind and visually impaired persons of all ages in Arkansas.  The objective of the Division’s programs is to provide these individuals the opportunity to lead full and productive lives.

Division of Volunteerism

The Division of Volunteerism (DOV) promotes volunteerism in Arkansas.  The division provides the focus for volunteer activities statewide, maintains a central information center and trains others in establishing volunteer programs.

Division of Youth Services

The Division of Youth Services (DYS) provides a diverse range of residential and non-residential services to Arkansas juveniles who have come in contact with the juvenile justice system.  These services, which focus on maintaining public safety, youth accountability, and competency development, are provided through DYS residential facilities and a network of community based program providers.

Office of Chief Counsel

The Office of Chief Counsel (OCC) provides legal advice, assistance and representation to the Department.  In addition, OCC conducts administrative hearings, processes grievances, fraud investigations, internal investigations, audits and quality assurance functions.

Director’s Office 

Office of Communications
The Director of Communications is responsible for all DHS contact with local, state, and national news media; news releases; requests for information; and for internal department communications.  The office is also responsible for DHS publications such as informational booklets and brochures; directories; reports; DHS Today, the department’s employee newsletter; the DHS annual report; original art; logos; publication design; visual presentations; and other graphic design elements.  The office also offers technical assistance with special communication projects.

Office of Finance and Administration
The Office of Finance and Administration (OFA) is responsible for financial support services to the Department such as financial management, payroll, budgeting and payables and receivables.  OFA is also responsible for administrative support services to the Department such as personnel, employee relations, policy and procedures, mail and procurement.  

Office of Systems and Technology
The Office of Systems and Technology (OST) is responsible for managing the technological resources of the Department by providing the Department's information technology infrastructure.

GENERAL POLICIES

General

This Handbook is a general overview.  Employees should consult the specific law or rule for guidance on a specific topic.  Note that nothing in this Handbook alters the employment at will relationship between DHS and DHS employees.

Work Rules and Schedules

The normal work hours of the Department are from 8:00 a.m. to 4:30 p.m. Monday through Friday.  The supervisor may schedule a thirty-minute lunch break and rest breaks not exceeding fifteen minutes during the morning and afternoon.  It may be necessary on occasion for the supervisor to change work hours and breaks to accommodate the various needs of the organization.  All employees subject to the Fair Labor Standards Act are required to complete Time Sheets indicating the time they worked including overtime that will result in either additional pay or time off.  Superintendents or directors of facilities operating on a twenty-four hour basis are responsible for setting schedules and establishing individual employee work hours at the respective facilities.  Within limits, an employee's supervisor may approve flexible work schedules (Flex Time).  Ten-hour workdays/four day workweeks may be available but must be approved by the Governor’s Office.

Other Employment

An employee may have outside employment provided it does not constitute a conflict of interest nor interfere with the performance of duties for the state.

In no event can a state employee contract with, be employed by, or otherwise receive any fees or compensation from any state agency or other business concern to provide any service presently being provided by a state agency.  A state employee may provide classroom instruction in an institution of higher education or a vocational technical school, provided that the requirements for working for two state agencies are met.  Contact your supervisor for more information on concurrent employment.

Reduction-In-Force

DHS management may lay off an employee without prejudice due to significant organizational structure changes, shortage of funds or work, abolishment of positions or duties, loss of functional responsibility, and/or the loss/non-renewal of federal funding, grants or other special funds.  The Reduction-In-Force Policy assures equitable and consistent treatment of employees throughout the Department should a reduction-in-force occur.

Personnel Records

The official personnel records of all employees are maintained in the Personnel Section of the DHS Office of Finance and Administration located in the Donaghey Plaza West Building at 7th and Main Streets in Little Rock.  An employee may review his or her record any time during regular business hours following established procedures.  It is best to give prior notice and positive identification is required.

Fair Labor Standards Act Compensatory Time

Fair Labor Standards Act (FLSA) Compensatory Time is defined as time earned for work in excess of an employee’s regularly scheduled workday or workweek.  The policy applies to all employees classified by the State Office of Personnel Management.  There are two classifications of employees: exempt and non-exempt.  Exempt employees are not eligible to earn FLSA compensatory time.  Non-exempt employees must be compensated at the rate of time and a half for hours worked in excess of an employee’s regularly scheduled workday or workweek.  Prior approval is required.  Upon resignation employees receive a lump sum payment for any remaining FLSA compensatory time.

Wage and Salary Administration

Each biennium the State Legislature determines the levels of pay for state employees.  Classified employees, grades 1 through 26, are paid on a pay scale approved by the Legislature with guidelines and administration provided by the Department of Finance and Administration.  Each position has a job description and class code that determines the grade level and salary range for the position.  

All job applicants must meet the minimum qualifications for a classification prior to being hired into the classification.  Normally employees start at level one pay but exceptions can be made for exceptionally well qualified applicants, for job market conditions, or for positions that are particularly hard to fill.

Pay Periods and Pay Checks

Employees are paid biweekly (twenty-six pay periods annually).  The salary received on the first pay period is determined by the employee’s grade level and when the employee began work in the pay period.  Pay periods begin on Sunday and end on Saturday.  Employees are paid on Friday of the week following the close of the pay period.

Payroll Deductions

Three types of withholdings are mandatory:

Federal Income Tax.  The amount deducted from a paycheck for Federal Income Tax is determined by the number of withholding allowances the employee claims on the IRS form completed when the employee reports for work.

State Income Tax.  The amount to be deducted from a paycheck is determined by the number of withholding allowances the employee claims on the State Withholding Form when the employee reports for work.

Social Security (FICA).  FICA is computed on each employee's salary (unless exempt) at a rate established by the federal government.

The following types of payroll withholdings are optional for all employees:



Group Health and Life Insurance


    Credit Union


    U.S. Savings Bonds


   Arkansas State Employees Association Membership Dues


   United Way Contributions


   Deferred Compensation Program.

Garnishment

The Federal Wage Garnishment Law prohibits an employer from discharging any employee because his/her earnings have been subject to one garnishment.  In cases of multiple garnishments, an employee may be subject to disciplinary action in accordance with the DHS policy on Minimum Conduct Standards for DHS Employees.

Job Descriptions

Each employee is hired for a specific job based on a job description developed by the Department of Finance and Administration (DFA) Office of Personnel Management.  Additionally, supervisors will develop a functional job description that more specifically defines each employee’s responsibilities and becomes the basis of their Personnel Performance Evaluation.

Probationary Employment

New employees and current DHS employees transferring or advancing to a new position in DHS serve a probationary period of six months to allow for a period of adjustment.  During the probationary period, the supervisor evaluates the employee’s performance and makes a determination regarding the employee’s continued employment.  It is critical during this period that employees communicate with their supervisor concerning any problems they are having which could affect their employment.  Supervisors should also counsel employees concerning any problems.

Drug Screening

All persons selected for new employment or a change of employment with the Department must submit to a drug screening as a precondition of employment.  All employees in safety sensitive positions (as identified by the division director) are also subject to random drug testing as a condition of employment.  Furthermore, DHS may require drug/alcohol screening for employees anytime there is reasonable cause to believe the employee has violated the DHS Substance Abuse Free Workplace policy.

Criminal Background Check

All persons seeking new employment or a change of employment with the Department in certain designated Financial or Information Technology positions or in designated positions in which the person is to provide care and services to children in state-operated facilities, or to elderly, mentally ill, or developmentally disabled persons, must submit to a criminal background records check.

Personnel Performance Evaluation System

DHS uses a Personnel Performance Evaluation System (PPES) that is designed to improve employee performance.  Annually, supervisors discuss functional job descriptions and job performance standards with each employee.  This is to ensure that all employees are aware of their duties and the standards by which they will be evaluated at the end of the rating period.  All employees are rated as Exceeds Standards, Above Average, Satisfactory or Unsatisfactory.

Employee Transfers

Employees are encouraged to apply and compete for job opportunities in other divisions or offices when such opportunities would result in career advancement or greater job satisfaction.  Accrued leave is transferred with the employee if the employee is selected for the position.

Resignations and Transfers

Written notice of an employee’s intent to resign or transfer from a position should be made known to the employee’s immediate supervisor at least two weeks prior to the employee’s last workday in order to minimize disruption at the work site.

Promotions

A promotion to a position of a higher grade on the same pay plan, the employee’s maximum rate of pay shall be increased by ten (10%) percent. For a promotion from a position on the career service pay plan to a position on the professional and executive pay plan shall be increased by twelve (12%) percent.
Demotions

Under certain conditions an employee may be subject to demotion or reduction in grade.  A reduction of one or more grades will result in a loss of ten (10%) percent of pay.

EMPLOYEE BENEFITS

Leave

The following information on leave is applicable to all employees in regular salary positions who work full-time or less than full-time but at least 1,000 hours per year.

Contract employees, student/summer employees, client workers, temporary, emergency appointments and extra help employees are not eligible to accrue leave as outlined in this section.

Annual Leave

Each full-time employee is entitled to annual leave with full pay computed on the basis of the following schedule for each complete month of service including the probationary period:


Years of Employment



Monthly


Annually


Through 3 Years




1 Day



12 Days


Beginning 4 through 5 years


1 Day 2 Hours


15 Days


Beginning 6 through 12 Years


1 Day 4 Hours


18 Days


Beginning 13 through 20 Years


1 Day 6 Hours


21 Days


After 20 Years




1 Day 7 Hours


22.5 Days

Leave may be used in fifteen-minute increments.  Employees must obtain approval from their supervisor prior to taking annual leave.  Any leave accrued in excess of thirty days must be used by December 31 of each year or the excess will be forfeited.  Upon termination, resignation or retirement, employees will be paid for all unused annual leave up to a maximum of thirty days including holidays.  

Upon death of an active employee, the amount of unused annual and holiday leave due the employee shall be paid to the employee’s estate or authorized beneficiary.  This lump sum must not exceed sixty days of annual and holiday leave.

Employees transferring between state agencies without a break in service retain all accumulated annual leave.

Sick Leave

Sick leave is granted to employees when they are unable to perform their duties due to sickness, injury, or for medical, dental, or optical treatment.  Sick leave may also be granted to employees due to the death or serious illness of a member of the employee’s immediate family.

Upon retirement, employees shall receive compensation for accumulated, unused sick leave according to a formula explained in DHS Policy #1092, Sick Leave Incentive Program, whereby retiring employees with at least 50 days or more of accumulated sick leave will be paid a set percentage of their sick leave based on the total number of unused sick leave days.

All regular full-time employees accrue sick leave at a rate of twelve days per year.  Any accrued sick leave in excess of 120 days will be forfeited on December 31 of each year.

An employee who takes sick leave must notify the supervisor as soon as possible on the day of absence.  The application for sick leave must be filed within two workdays after returning to work.  The employee may be requested to furnish a certificate from an attending physician for use of sick leave.  A certificate from a Christian Science practitioner listed in the Christian Science Journal may be submitted in lieu of a physician’s certificate.  If notification is not made in accordance with the leave policy, the absence may be unauthorized and charged to leave-without-pay.  Employees absent from work due to a temporary occupational injury or permanent disability must contact the appropriate personnel office for information relating to workers’ compensation benefits and sick leave.

Maternity leave is treated as any other type of leave for sickness or disability with the exception that an employee may elect to take leave-without-pay rather than exhaust accumulated leave.

Employees transferring between state agencies without a break in service retain all accumulated sick leave.

Military Leave

Employees who are members of the National Guard or any of the reserve branches of the Armed Forces are granted fifteen working days of leave each calendar year plus necessary travel time for annual training.  The leave is granted without loss of pay and in addition to other leave.  If requested in writing employees may use annual, FLSA compensatory time, or leave-without-pay to attend other military training programs.  A maximum of fifteen days leave may be carried forward to the succeeding calendar year.

Educational Leave Assistance

A program is available to provide opportunities for employees to obtain training or education that assists DHS in developing more competent personnel for the administration of programs.  Regular status employees who meet eligibility criteria may apply for Educational Leave.  Employees should contact their supervisor for further information.  There are also limited court-ordered educational leave entitlements for certain employees identified as class members in past class action litigation.

Court and Jury Leave

An employee who serves as a juror or is subpoenaed to (1) give a deposition or (2) to testify in a court proceeding or hearing, not involving personal litigation or service as a paid expert witness outside the scope of state employment, in any civil or criminal court proceeding is entitled to receive normal and full compensation.  The time off will not be charged against accumulated leave nor will the employee be penalized, if the employee provides reasonable notice to DHS of the required proceedings.

Leave Without Pay

An employee can request and may be granted continuous leave of absence without pay for a period not to exceed six months.  However, leave-without-pay cannot be granted until all annual leave and FLSA compensatory time have been exhausted, except in the case of maternity leave, military leave, Workers’ Compensation, inclement weather, and disciplinary suspension.  When leave-without-pay due to illness is requested, all sick leave must be exhausted.  Failure on the part of the employee to report to work promptly on the date leave-without-pay expires, except for satisfactory reasons submitted and approved in advance, may be cause for dismissal.

Catastrophic Leave

Catastrophic leave is sick leave made available through a pool of accrued annual and sick leave donated by DHS employees for use by DHS employees during a catastrophic illness.  Employees are eligible to apply for catastrophic leave if they have been employed in a full-time regular position for at least two years, all sick and annual leave has been used, they have not been disciplined for sick leave abuse for the last two years, they had at least 80 hours of combined sick and annual leave at the onset of the illness or injury (which the DHS Director may waive during certain situations), the illness or injury is not covered by Workers’ Compensation or such compensation benefit has been exhausted, and the employee has an acceptable medical certificate from a physician confirming the nature of the illness/injury.  Catastrophic leave is limited to six months, with certain exceptions.  All applications are submitted to the DHS Catastrophic Leave Committee for processing and recommendation to the DHS Director.

Bone Marrow or Organ Donation Leave
An employee may in any calendar year have up to seven days of leave to donate bone marrow or up to 30 days of leave to donate an organ.  

Family Medical Leave

The Family and Medical Leave Act (FMLA) entitles eligible employees to twelve (12) weeks of unpaid leave during any twelve (12) month period providing the conditions for the leave are covered by FMLA.


  Qualifying conditions

The birth of a child, and to care for the newborn child;

The placement with the employee of a child for adoption or foster care;

The care of the employee’s spouse, son, daughter, or parent with a serious health condition;

To be eligible an employee must have been employed by the State of Arkansas for a minimum of twelve months and must have worked for a minimum of 1,250 hours during the twelve months immediately preceding the need for family medical leave.  For additional information, employees may contact their supervisor or their personnel office.

Disaster Service Volunteer Leave

An employee trained and certified as a disaster service volunteer by the American Red Cross may be granted leave from work with pay for not more than fifteen working days in any twelve-month period.  The leave may be granted when the employee’s specialized disaster relief services are requested by the Red Cross in connection with disasters occurring within Arkansas or states contiguous to Arkansas.

Holidays

The following days are the official holidays applicable to state government in Arkansas:


1.

New Year’s Day - January 1


2.

Martin Luther King Jr.’s Birthday and Robert E. Lee’s Birthday - the third Monday in January


3.

George Washington’s Birthday - the third Monday in February


4.

Memorial Day - the last Monday in May


5.

Independence Day - July 4


6.

Labor Day - the first Monday in September


7.

Veteran’s Day - November 11


8.

Thanksgiving Day - the fourth Thursday in November


9.

Christmas Eve - December 24


10.

Christmas Day - December 25


11.

The Employee’s Birthday


Eligibility for holiday or equivalent time is as follows:

1.
Holiday Pay - All "regular salary" and "extra help" employees are eligible to receive holiday pay  only if they are in pay status at least one (1) hour on their last scheduled work day before the holiday and at least one (1) hour on the first scheduled work day after the holiday.


2.
Holiday During Leave - When a holiday occurs while an employee is on leave, that day is charged as a holiday and will not be charged against the employee’s accrued leave.


3.
Holiday During Day Off - When a holiday occurs on an employee’s regularly scheduled day off, the employee will be given equivalent time off.  The following provisions apply to employees who are not able to take holidays as scheduled:


a.
Employees must work on holidays when required to meet the needs of the agency.  The department director, division directors, or designees will determine the need.


b.
Days off for holidays worked may be taken at a time approved by the employee’s supervisor.  


c.
Holidays must be taken within 12 months of their accrual.


4.
Holidays occurring on Saturday or Sunday - When a holiday occurs on Saturday, the holiday will be observed the preceding Friday.  Holidays occurring on a Sunday will be observed the following Monday.

The Governor, by Executive Proclamation, may proclaim additional days when state offices shall be closed in observance of special events or for other reasons.

Cafeteria Plans

Employees may have a portion of their salary withheld from their gross income before taxes are deducted for allowable medical or childcare expenses.  DFA has the responsibility of developing, implementing, and maintaining cafeteria plans.  Further information on this procedure may be obtained from the DHS Insurance Office.

Deferred Compensation Program

Employees are eligible to participate in a deferred compensation program administered by either First Variable Life Insurance Company or by Variable Annuity life Insurance Company.  Money set aside and interest earned through this program are not subject to current federal or state income tax.  It is designed to provide a tax-favored way for employees to supplement social security and pension.

Workers’ Compensation

State employees are covered by Workers’ Compensation for job-related injuries.

Any employee sustaining a job related injury must report the injury to his or her supervisor and complete appropriate forms.  The forms may be obtained on the Internet at http://www.state.ar.us/insurance/pubempclaims/pecdiv_p1.html or by writing to the Public Employee Claims Division, Arkansas Insurance Department, 1200 West Third Street, Suite 201, Little Rock, Arkansas 72201, Telephone (501) 371-2700.  To receive Workers’ Compensation benefits, an employee must be seen by Systemedic/USABLE Managed Care Organization (MCO).  If an employee does not receive treatment through this MCO, or does not obtain permission to not use this MCO, then the employee may be required to pay for any treatment received.  Emergency treatment is exempt from this requirement.

An employee entitled to workers’ compensation benefits may use accrued annual and sick leave or earned FLSA compensatory time to supplement benefits equivalent to the employee’s regular salary.

Health Insurance

Employees are eligible to participate in the State Health and Life Insurance Plan with the exception of those who normally work less than 1,000 hours a year and those whose employment is considered seasonal or temporary.  The state contributes a portion of the employee’s premium.  Employee payments are payroll deductible.  Participation is voluntary and the employee must request enrollment within the first thirty days of being hired into a permanent position.

Health insurance consists of a major medical plan and numerous Health Maintenance Organizations (HMOs).  A base amount of life insurance is included in each plan.  Additional optional life insurance is available, as well as, dependent health and life insurance.

An employee is eligible for insurance on the first day of the month following one month of employment.  At age sixty-five, rates and benefits are reduced.  Specific coverage under the insurance program is outlined in brochures available from the insurance representative.

Career Service Recognition Payments

When funding is available, annual career service recognition payments will be made.  Employees are eligible upon completion of ten or more years of state service in a regular full-time position.

Retirement and Social Security

Social Security and a retirement system cover all full-time state employees.  Certain agencies have separate plans but the basic requirements are twenty-eight years of service or a minimum of five years service at age sixty-five to receive full benefits.  The benefit amount will be based on the average of the highest three years salary with the exception of disability retirement, which has special rules.

Credit Unions

Employee financial needs can be addressed through non-profit institutions owned and controlled by its members.  Services offered vary with each credit union and most are payroll deductible.  For information regarding membership eligibility, contact your personnel office.

Employee Assistance Program

The Employee Assistance Program (EAP) exists to help employees deal with emotional, behavioral or medical related problems.  The program offers totally confidential services including counseling, workshops and seminars to all full-time state employees, even those not participating in a state health plan.  Eight free counseling visits, per episode of care, are offered.  There is statewide provider access. Information is available through Corphealth, which can be reached directly at 1-866-378-1645.

Equal Employment Opportunity and Affirmative Action

It is the policy of DHS that no employee be discriminated against because of race, color, national origin, religion, sex, disability, age, political affiliation, creed, or veteran’s status.  Any person who believes that he or she is being discriminated against is encouraged to contact his/her supervisor or the DHS Employee Relations Office for instructions on complaint procedures.

Employee Conduct Standards

DHS has established and maintains Employee Conduct Standards Procedures that are applicable to each division/office and all employees.  Each employee shall be made fully aware of the policy and must be provided with a copy.

Grievance Procedures

DHS policy includes Internal Grievance Procedures.  Supervisors and managers are to ensure that each employee under their supervision is informed and provided a copy of the Uniform Internal Grievance Procedures.  Further information on these procedures is available from the employee’s supervisor or the DHS Employee Relations Office. 

MISCELLANEOUS

Inclement Weather

The general policy regarding inclement weather is that state government does not close its offices because of bad weather.  However, the obligation to provide services to the citizens of the state must be balanced with the risk of danger to state employees.  Guidelines that reflect the needs of our citizens and employee safety have been established.  Guidelines may vary regarding units of state government requiring twenty-four hour staffing and various geographical areas of the state.  Consult your supervisor for specific policies and information.

Political Activities

Arkansas State Law prohibits state employees from engaging in political activity during the hours they are performing work for and being paid by an agency of state government.  Political advertising should never be displayed in any state office, state vehicle or personal vehicle used in the performance of official duties.

Smoking
Smoking is prohibited in departmental motor vehicles and in space rented, leased, owned, or otherwise occupied by DHS.  The exception is DHS residential facilities that are considered “homes” for patients/residents.  Smoking in DHS residential facilities by patients/residents shall be permitted but only in designated smoking areas as determined by the facility administrator.  In addition, Division or Office Boards may establish internal smoking regulations.  Employees should consult their supervisors for specific rules or information.

Drug Free Workplace

DHS maintains a drug-free workplace.  Violators are subject to termination.

Sexual Harassment

Sexual harassment is a violation of Title VII of the Civil Rights Act of 1964 and is strictly prohibited.  Sexual harassment in any form is prohibited within DHS and all actions will be disciplined accordingly.  Further information about the policy may be obtained from one's supervisor, or the DHS Employee Relations Office.

.

Solicitation
Unauthorized solicitation of employees or clients by outside sources or by DHS employees by or on the behalf of one’s self, any club, society, labor union, religious organization, political party or similar association is strictly prohibited.  This covers solicitation in any form, whether for membership, subscription or for payment of money for goods or services.

Suggestion System

All employees (except grades 66 and 99) whose salaries and grades are set under the Uniform Classification and Compensation Act may participate in the Employee Suggestion System.

The system is designed to identify those suggestions from state employees that are effective in achieving cost reductions and improving productivity and communications between employees and management.

Any submitted suggestion, which states a specific problem, proposes a specific method or process of resolving that problem and has been submitted by an eligible employee on the official suggestion form, will be considered eligible for evaluation.

Official suggestion system forms and complete rules and regulations concerning the suggestion system process are available from the Office of Personnel Management, P. O. Box 3278, 201 DFA Building, Little Rock, AR 72203.

Travel Regulations

Out-Of-State Travel
All out-of-state travel requests should be submitted for approval to appropriate supervisory personnel 30 days in advance of the travel.  The request form is to be accompanied by supporting information.

In-State Travel
Whenever possible, travel within the state should be done in state vehicles.  Employees must observe all traffic laws and department regulations.

State Motor Vehicle Use
Divisions/Offices have access to passenger vehicles that are to be used for official state business only.  Employees are to use self-service gasoline pumps.  All employees and passengers are required by law to wear seat belts.  Further information regarding policies on out-of-state travel and the use of state vehicles may be obtained from the employee’s supervisor.

STAR

State Temporaries Active in Retirement (STAR) is a program designed to assist agencies/institutions with their temporary employment needs by utilizing retirees from State government.  Under the direction of the Office of Personnel Management, the STAR program provides eligible state retirees the opportunity to return to state service in temporary assignments.

Immigration and Reform Control Act

State agency employers must verify that every person hired is authorized to work in the United States.  Regulations require employers to verify work authorization using the Employment Eligibility Verification Form (Form I-9).

Age Discrimination in Employment

It is unlawful for a public employer:

To fail or refuse to hire, to discharge any individual, or discriminate against an individual with respect to compensation terms, conditions or privileges of employment because of the individual's age;

To limit, segregate, or classify employees in any way that would deprive or tend to deprive any individual of employment opportunities, or otherwise adversely affect his or her status as an employee because of such individual’s age.

Americans with Disabilities Act

DHS shall not discriminate against qualified individuals with disabilities and shall provide reasonable accommodations as required by law to otherwise qualified applicants or employees with disabilities in all employment practices, including job application procedures, hiring, advancement, job assignments, leaves of absence, transfers, demotions, discipline, discharge, compensation, benefits, and job training.  Employment opportunities will not be denied to an otherwise qualified applicant or employee because of the need to make a reasonable accommodation to the physical or mental impairment(s) of such individual.

Freedom of Information

Many of the records and documents maintained by DHS are available to the general public, including DHS employees, for inspection.  To view records an employee should make a written request for the desired information to the custodian of the records or to the Office of Chief Counsel.  Freedom of Information Act requests must be done on the employee's own time and the employee's own expense.  If the information is confidential and considered not available under the Freedom of Information Act (FOI) the requestor will be informed that it is not available.

Employees are not required to make a formal FOI request to view their own personnel file.  They may simply call the Personnel Records room and make an appointment to view the file.  Such employees must bring positive identification.

Governor’s Policy Directives
The Governor’s Policy Directives are located on DHS Gold at: http://dhsgold/OAS/DHS Policies/Policy2/General Information/Default.htm.  

Employee Notes

Name










Phone Number

Personnel Officer:  ______________________________________________         ____________

Grievance Officer:  ______________________________________________        ____________

Payroll Officer:  ________________________________________________         ____________

Insurance:  ____________________________________________________         ____________

Credit Union:  __________________________________________________        ____________

Retirement:  ___________________________________________________         ____________

Employee

Assistance Program:  ____________________________________________         ____________

Other:  _______________________________________________________         ____________


Other:  _______________________________________________________         ____________

Other:  _______________________________________________________         ____________

Notes:  ________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Federal Income Tax.  The amount deducted from a paycheck for Federal Income Tax is determined by the number of withholding allowances the employee claims on the IRS form completed when the employee reports for work.





State Income Tax.  The amount to be deducted from a paycheck is determined by the number of withholding allowances the employee claims on the State Withholding Form when the employee reports for work.





Social Security (FICA).  FICA is computed on each employee's salary (unless exempt) at a rate established by the federal government.








Group Health and Life Insurance





    Credit Union





    U.S. Savings Bonds





   Arkansas State Employees Association Membership Dues





   United Way Contributions





   Deferred Compensation Program.











	Years of Employment				Monthly			Annually





	Through 3 Years					1 Day				12 Days


	Beginning 4 through 5 years			1 Day 2 Hours			15 Days


	Beginning 6 through 12 Years			1 Day 4 Hours			18 Days


	Beginning 13 through 20 Years			1 Day 6 Hours			21 Days


	After 20 Years					1 Day 7 Hours			22.5 Days








Qualifying conditions


The birth of a child, and to care for the newborn child;


The placement with the employee of a child for adoption or foster care;


The care of the employee’s spouse, son, daughter, or parent with a serious health condition;


A serious health condition that makes the employee unable to perform the functions of the employee’s job.














INTRODUCTION








Welcome to the Department of Human Services (DHS).  You are now an employee of the largest department in Arkansas state government.  DHS provides assistance to Arkansans who need help.  Programs and services are provided to Arkansas people from many backgrounds.  DHS exists for one purpose: the care of Arkansans who need assistance.





Services are provided through eleven Divisions and four Offices that are coordinated from central offices in Little Rock.  A director who reports to the DHS Director heads each division/office.  In addition, DHS has twelve major facilities and a county office in each Arkansas county.





The DHS Director, with the advice and consent of the Governor, appoints the heads of the divisions and offices within the Department.  The DHS Director’s Office provides daily technical assistance, monitoring functions and support services to the divisions and offices as well as directing all long-range program planning activities.





This handbook contains general information on pay periods, work schedules, holidays and employee benefits such as leave, insurance, retirement, grievance procedures, Family Medical Leave Act and the Fair Labor Standards Act.  Additional information about DHS and Division/Office programs and services can be found in the DHS information brochure,  If You Need Us.  Your supervisor can provide assistance in obtaining additional information.





Nothing contained within this handbook or any other publication of DHS policy or procedure is intended to imply a right to an expectation of continued employment or a property right to a position.





The effective date of this Handbook is September 1, 2007.














Alternate formats, such as large print, will be provided upon request
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