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MENTAL HEALTH	 Administration
SERVICES

Policy: ADEQUATE AND APPROPRIATE STAFFING

Policy

It is the policy of Team Mental Health Services (TMHS) to utilize a number of methods to
determine that it has adequate staffing to meet the needs of its consumers. After a
determination is made, staffing levels shall continue to be evaluated by the program
directors and supervisors. Additionally, TMHS ensures appropriate staffing by limiting
and supporting the role of paraprofessionals within the organization. TMHS prohibits any
paraprofessional staff to function in the role of a licensed professional or outside their
scope of expertise.

Procedure

Adequate staffing is based on the number of consumers enrolled in each program at
each location site.

• AFC Case Managers are assigned by a ratio of 35 to 1.
• Outpatient Case Managers are assigned by a ratio of 60 to 1.
• Therapists are assigned by a ratio of 90 to 1 (60 Outpatient and 30 AFC).
• Skill building staff is assigned at a ratio of 15 to 1.

New admissions are continuously monitored per site to identify if staffing levels require
adjustment.

Directors/Supervisors continuously monitor the effectiveness of the current staffing
levels and recommend any needed changes to TMHS administration.

Any non-licensed, paraprofessional staff providing services will be identified in the
Person Centered Plan and supervised by a licensed professional.

Assignments will also be evaluated based upon the consumers Individual Plan of
Service (IPOS) and the intensity of services required (i.e.: if IPOS requires limited
interventions staff may have higher caseloads than required)
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Policy: Benefits Invoice Reconciliation Policy

Policy

It is the policy of Team Mental Health Services (TMHS) that a current roster of
employees actively receiving benefits will be reconciled on a monthly, and reported by
the Benefits Coordinator to the HR Coordinator, Bookkeeper, and Payroll Coordinator on
the 15th of every month.

Procedures

Once the roster is reported to the above mentioned staff members the following will take
place:

• The HR Coordinator will confirm that the proper payroll deduction documents
exist in the personnel file and that they were forwarded for action to the Payroll
Coordinator

• The HR Coordinator will confirm that payroll deductions are stopped at the
request of the employee and that such documentation is forwarded for action to
the Payroll Coordinator

• Payroll Coordinator will confirm that payroll deductions are indeed being withheld
or that payroll deductions cease when appropriate

• The Bookkeeper will ensure that the funds being withheld are being applied to
the appropriate accounts or cost centers

• When invoices arrive in the AP department for health insurance, the Bookkeeper
must submit a photocopy of the invoice to the Benefits Coordinator

• The Benefits Coordinator must reconcile the invoice for accuracy and return its
findings to the Bookkeeper, Payroll Coordinator, and HR Coordinator for any
needed corrections or for confirmation that the invoice is correct.
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Policy: EMPLOYEE CRIMINAL HISTORY BACKGROUND CHECKS

Policy

To ensure the safety of our staff and consumers, it is the policy of Team Mental Health
Services (TMHS) that any employee who provides direct services to any consumer must
pass a criminal history background check and a department of human services' violations
against children clearance before s/he is eligible for employment.

Procedure
No employee who provides direct services to any consumer may have been convicted of
any of the following:
o	 a felony or an attempt or conspiracy to commit a felony with the 15 years

immediately preceding the date of application for employment;
o	 a misdemeanor involving abuse, neglect, assault, battery, or criminal sexual

conduct or involving fraud or theft against a vulnerable adult',
o	 or a state or federal crime that is substantially similar to a such a misdemeanor

within 10 year immediately preceding the date of employment; or
o	 An offense evidencing lack of good moral character (including non-criminal

violations against children).2

All applicants for positions providing direct consumer services must provide a valid
driver's license and signed consent that allows TMHS to conduct the required employee
background checks.

• Prospective employees who are not otherwise disqualified, as described above,
and who have no recipient rights violations will then be eligible for hire.

• After a good faith offer of employment is made, the Human Resources
Department will conduct background checks with the appropriate county and
state agencies.

• Employee background checks will be updated annually and documented in the
employee's personnel file.

'As that term is defined in Section 145m of the Michigan Penal Code, 1931 PA 328, MCL
750.145m.
2 As that term is defined in Section R400.1152 of the Michigan Administrative Code.
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Policy: EMPLOYEE GRIEVANCE

Policy

It is the policy of Team Mental Health Services (TMHS) to provide employees with a
clear process to report and resolve a complaint or grievance in a timely and professional
manner.

Procedures

All TMHS employees will adhere to the following:

• Employees will report grievances either verbally or in writing, to their supervisor.
Grievances may also be reported by leaving an anonymous message at the
Corporate Compliance Hotline (248) 788-7038.

• The supervisor will investigate the grievance and attempt to resolve the issue in a
fair and professional manner.

• The Supervisor will return a response (either verbally or in writing) to the
grievance within seven (7) business days of the initial report.

• If an employee feels that the complaint/grievance has not been adequately
resolved, they may appeal the decision by submitting their grievance in writing to
the Human Resource Director within five (5) days of the supervisor's initial
response.

• The Human Resource Director will respond to the employee in writing within
seven (7) days of receiving the written complaint.
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Policy: EMPLOYEE PAY INCREASES

Policy

It is the policy of Team Mental Health Services (TMHS) to base pay raises on employee
job performance for all employee positions not governed by a collective bargaining
agreement. Performance evaluations that allow for potential pay raises will take place 90
days from an employee's initial date of hire and annually thereafter. An employee's
eligibility for a merit increase will be based upon the results of their evaluation and the
evaluation must be signed by the appropriate parties before any pay increase will occur.
To ensure that the proper personnel are notified when an increase is granted, the following
procedure has been implemented.

Procedure
Documenting raise request:

	

•	 To request a raise, the supervisor must complete a Payroll Change Notice form
and submit it to the human resources department, on behalf of the employee.

	

•	 The Payroll Change Notice must be signed by the supervisor (the employee's
signature is not mandatory).

	

•	 The notice must include the amount of the raise and the effective date.

	

•	 The amount of the raise is limited to the value prescribed in response to the current
performance evaluation score.
• Once the pay increase has been determined, the human resources department will
review the request for approval. Any denials of pay increases will be given in writing to the
director/supervisor.

	

•	 The human resources department will communicate the raise to the payroll
department in a timely manner to insure that the raise occurs by the effective date.

Note: for bargaining unit raises, the human resources department may submit a list
of employee pay raises to the payroll department, in lieu of individual payroll
change notices.

Exceptions:

	

•	 The President reserves the right to authorize pay raises at his/her discretion.

	

•	 Raises may be granted as part of a promotion or change in job position without the
restriction of the 90-day and annual time periods.

	

•	 If a supervisor requests a pay raise, on behalf of an employee, that is higher than
the prescribed value, such request must be approved by the President or his/her
designee.

Restrictions:
•	 Raises may NOT be granted in response to the 90-day Performance Evaluation
when an employee has changed positions or received a promotion. 90-day raises are
limited to the initial 90 days with the company.
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•	 If a raise is granted when an employee receives a promotion or changes positions,
the employee's eligibility for an annual raise moves to one year from the date of the new
position.
• To avoid unintentionally penalizing an employee by skipping their potential for an
annual increase: If an employee is not granted a raise with a promotion or change in job
position, the employee may receive a special performance evaluation on their previous
position's anniversary date, and then the employee's eligibility for an annual raise moves
to one year from the date of the new position.
•	 If an employee is leaves the company after 90 days of employment and is
subsequently rehired into the same position, at a rate of pay that is higher than their
original base rate of pay, the employee is NOT eligible for the 90-day performance
evaluation.
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Policy: EMPLOYEE REGISTER

Policy

It is the policy of Team Mental Health Services (TMHS) that an employee register will be
maintained by the Human Resources Department to track pertinent personnel
information. The employee register will be saved in a confidential computer data base
and housed in the HR Department at the corporate offices. The register's information
will be available to all managerial staff on a confidential and as-needed basis and the
confidentiality of the information shall be maintained.

Procedure

The employee register will contain the following information:
• Employee Name
• Date of Hire
• Date of Birth
• Date Evaluation is due and Evaluation Scores
• Certification Dates and Requirements
• Placement
• Phone Number
• Address
• Social Security Number
• Rate of Pay
• Emergency Contact Information
• Dates of Disciplinary Action and Infraction Descriptions

This information is also present in each employee's personnel file located in TMHS's
administrative office.
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Policy: EMPLOYEE TERMINATION

Policy

It is the policy of Team Mental Health Services (TMHS) to fairly and equitably enforce
employee disciplinary actions. No employee shall be terminated without the approval
and authority of upper management, and no employee shall be terminated in violation of
his or her civil rights or employment rights as defined by existing law.

Procedure

All proposed terminations should be reviewed and approved by the Human Resources
Director.

Any manager who believes an employee should be terminated must contact the HR
Director and present evidence to support the firing. The HR Director will have the
obligation and the authority to review and question all proposed terminations and to
make a determination based upon the employee's act(s) or omission(s) with regard to
the law, company policy, past practice and any other relevant factor. Managers are
expected to fully cooperate with the HR Director's investigations to ensure their speedy
and accurate resolution.

If an employee on duty commits an act which, in the manager's opinion, warrants
immediate termination, the manager should send the employee home on administrative
leave and inform the HR Director the same business day. Once on administrative leave,
all inquiries by the employee shall be made to, or coordinated by, the HR Director.

Once approved, the HR Director will terminate employee. The Manager may be present.

Reminders

Always have a witness present at the termination and conduct the
termination in private.
A termination is not an opportunity for debate or discussion. Firing and
employee should take less than five (5) minutes, and a terminated
employee should not be given the opportunity to linger on the premises.
The employee should be escorted to his or her personal belongings and
off of the property immediately.
An employee fired while on administrative leave will be fired from
the corporate office by the HR Director, or with the direction of the
HR director.

Rev. 10/09 j	 Employee Termination	 I	 Page 1 of 2 I



Former employees are members of the general public and are not permitted on TMHS
property at any time. All employment inquiries, including requests for confirmation of
employment, shall be directed to the HR Director. All employment matters are
confidential.

Managers shall not threaten employees with termination, nor shall they discuss such
matters with employees. No unapproved termination shall be upheld by, or binding on,
the Company and any manager who does not follow this policy will face disciplinary
action, up to and including termination.
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Policy: EXIT INTERVIEW

Policy

It is the policy of Team Mental Health Services (TMHS) to conduct exit interviews with
staff who resign their employment. The exit interviews are a demonstration of TMHS's
commitment to open and effective communication with all agency stakeholders. The
information obtained from the exit interview process will be used to evaluate employee
turnover trends, improve recruitment and retention efforts and identify possible
organizational issues which could be impacting employee satisfaction.

Procedure

•

	

	 Employees who give the required two week notice will immediately be contacted
by a director/supervisor for an exit interview appointment.

•	 Employees, who do not give a two week notice, will also be contacted by a
director/supervisor for an exit interview if timeframe allows.

•

	

	 All management staff, while conducting interviews, will use the same, standard
exit interview questions and protocol.

Employees may decline to participate in an exit interview.

Employees may request to complete an exit interview with Human Resources in
lieu of meeting with their director/supervisor.

•

	

	 Completed exit interviews will be reviewed by the Vice President of Operations
(or his/her designee). The Human Resources department will conduct any
needed follow- ups, tabulate results, analyze information and complete an annual
retention and turnover report.
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Policy: Expense and Mileage Reports

Policy

It is the policy of Team Mental Health Services (TMHS) that all expense, mileage,
and summary reports (see attached) must be reviewed, signed, and submitted
(via fax or email) by all supervisors on or before 10:00 am the Monday of payroll
week. Supervisors must also verify receipt of the report by contacting the AP
Clerk by email or phone. All mileage and/or expense reports are subject to
audits for accuracy.

Procedures

Expense Report
The expense report is used to record any out-of-pocket work-related expenses
approved by a supervisor. No expense will be reimbursed without a receipt or
receipt copy attached. All expenses must be reported within 60 days of the date
of purchase. Mileage is not included on the expense report.

*See also Telephone Reimbursement Policy

Mileage Report

The mileage report is used to record all miles driven for work-related purposes.
All employees must start the day from a Team Mental Health Services location.
Each entry must include complete addresses with each destination accounted
for. Mileage must be reported within 14 days of the date of mileage accrued.

Each employee is responsible for the accuracy of his/her reports. All paperwork
is subject to random audit. Any report found to be inaccurate would be returned
to the supervisor that signed off on it. The report can be corrected and
resubmitted by the employee to be processed for the following payroll.

*See also Mileage Reimbursement Policy
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EXPENSE REPORT

REIMBURSEMENT

When completing the Expense Report reimbursement form, please be sure to include the
following information in the respective areas on the form.

NAME:	 Please include Employee's Full Name

DATE RANGE: Please include the Payroll Period or the applicable time frame to be
reimbursed

LOCATION: Please include the office location employee is assigned

SIGNATURE: Please include employee signature

SUPERVISOR SIGNATURE: Please include the supervisor's signature

DATE: Please include the date of the purchase to be reimbursed

RECEIPT: Please include the name of the vendor the purchase was made from, and attach a
copy of the receipt to the report

DESCRIPTION: Please include the reason for the purchase.

AMOUNT: Please include the total of the purchase.

Please note	 Failure to include the above information on the Expense Report submitted, may
result in non-payment of the expense reimbursement and may lead to disciplinary
action
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Policy: INVESTIGATION OF ALLEGED ETHICS VIOLATION

Policy

It is the policy of Team Mental Health Services (TMHS) to conduct all aspects of
business practice under the highest ethical standards including (but not limited to) the
TMHS ethic statement, State and Federal Public and Mental Health codes, licensing
regulations, accreditation standards, professional organization ethics and all civil and
criminal laws.

TMHS reserves the right to determine when an employee's activities or behavior are in
conflict with the ethical policy standards that the employee gave signed consent to
uphold upon initial hire.

TMHS will take whatever action is necessary to resolve the situation (including
termination), using the outlined procedure and process to determine that the employee
has acted unethically, in the treatment of our consumers, in respect to another employee
or in conflict with the best interests of the corporation itself. Proper authorities will be
notified if the behavior is in conflict with state law, licensing regulations, or professional
organization ethics.

Procedures

When the company is notified that an employee is suspected of violating the code of
ethics, the employee's immediate supervisor will address the issue with the employee
and gather any relevant information. After meeting with the employee, if the supervisor
believes that there has indeed been a violation of the code of ethics, the supervisor will
follow the normal supervision and/or disciplinary path with the employee and
immediately notify the President and the Corporate Compliance Officer. If the supervisor
does not believe there has been a violation of ethics, the supervisor will immediately
communicate such.

If the supervisor believes there has been a violation, the employee may request that the
supervisor's interpretation of the alleged violation be reviewed by the company's ethics
committee. This request must be submitted in writing to the HR department or
Corporate Compliance Officer, within 3 business days of the supervisor's decision.

The Corporate Compliance Officer will insure that all witnesses, including consumers,
employees, and other stakeholders, have been interviewed and will present the
information and any statements from the employee to the Ethics Committee within 10
days of receipt of the request for review. If the violation did not result in termination, the
employee may be allowed to appear in person before the committee. If the employee
was terminated (including pending terminations) they may submit written statements
and/or present to the committee via conference-call.
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The Ethics Committee will review the information presented (pros and cons) and decide
if they agree or disagree that the code of ethics was violated. The committee will NOT
make a decision or recommendation to the employment status of the employee in
question. The committee's scope is strictly limited to evaluating the merit of ethics only.
The committee will submit its decision to the Corporate Compliance Officer in writing,
along with the meeting minutes. The Corporate Compliance Officer will take the
committee's decision to the executive staff and make the final determination of the
alleged violation and finalize or overturn any potential actions regarding the employee.

If the investigation and committee findings confirm that the employee has violated the
code of ethics, appropriate disciplinary and/or remedial action will be taken, up to and
including termination of employment, dependent upon the severity of the violation.

The State Licensing Board, and/or the professional organization in which the
individual is a member, will be notified following the determination that an
ethical violation has occurred, within 36 hours of the final determination from the
executive staff.
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Policy: MILEAGE REIMBURSEMENT

Policy

It is the policy of Team Mental Health Services (TMHS) to reimburse staff for business
related travel in their personal vehicle. TMHS will pay $0.33 for each mile which is
submitted and approved through the mileage reimbursement procedure. Mileage which
is incurred unnecessarily will not be reimbursed.

Procedure

All TMHS Staff

TMHS Staff will be reimbursed $0.33 for each business related mile traveled.
Mileage tracking sheets must be submitted to the Program Director or Clinical
Director biweekly for approval.
If employee does not have valid driver's license or proof of insurance on file with
HR at the time of the request for reimbursement the employee will be ineligible
for reimbursement.

*See also Expense and Mileage Reports Policy
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MILEAGE REPORT
REIMBURSEMENT

When completing the Mileage Report reimbursement form, please be sure to
include the following information in the respective areas on the form.

	

NAME:	 Please include Employee's Full Name

DATE RANGE: Please include the Payroll Period or the applicable time frame to be
reimbursed

LOCATION: Please include the office location employee is assigned

SIGNATURE: Please include employee's signature

SUPERVISOR SIGNATURE: Please include the supervisor's signature

DATE: Please include the date of the mileage activity to be reimbursed

CLIENT/PURPOSE: Please include the name of the Consumer's MR #

START ADDRESS: Please include the starting address for the transfer, complete with
the street address, city and zip code.

DESTINATION ADDRESS: Please include the destination address for the transfer.
Please include the street address, city and zip code.

MILES: Please include the total miles for the transfer

Please note: Failure to include the above information on the Mileage Report submitted,
may result in non-payment of the mileage reimbursement and may lead to
disciplinary action
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Policy: NEW EMPLOYEE ORIENTATION

Policy

It is the policy of Team Mental Health Services (TMHS) that all new employees complete
an "Employee Orientation Program" to provide all required employee data and educate
new hires on the policies and services of TMHS. This new hire orientation must be
completed within 30 days of the hire date.

Clinical staff must complete additional new hire training. This specialized training
focuses on each specific program to ensure that new employees have the knowledge
they need to deliver quality services to our consumers and become an integral part of
TMHS.

Procedure

Employee Orientation Program

Employees will be oriented by the Human Resources Department. Supervisory staff will
be oriented by their immediate supervisor.

An orientation checklist will be completed within two (2) weeks of hire. The orientation
checklist will include but is not limited to:

• Educational Background
• Relevant Work Experience
• Cultural Competence
• Certification, Registration and/or Licensure as required by law
• Official Transcript or Copy of Diploma
• Trading Partner Agreement
• Fire Safety Training Video

In the event that a particular item can not be completed within two (2) weeks, the
scheduled date of completion will be noted on the checklist. Upon completion of the
checklist, an HR representative and employee will sign and date the document. The
completed list will be placed in the employee's personnel file. Once this first phase of
orientation is complete, employees may progress to any additional training they must
receive.

Clinical Staff Orientation

Before starting the clinical orientation process, the following must be completed:
•	 Employee Orientation Program.
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All background checks and credential verification.
All material required by Human Resources

The clinical staff will receive a specific orientation for the program they are working in.
The Supervisor of the program will conduct the orientation and provide staff with a
program orientation packet that may include (but is not limited to):
•	 Program policies and procedures
•	 Documentation requirements
•	 Safety risks and protocols when working in the community
•	 Professional articles and book recommendations
•	 Information on professional education programs
•	 Accreditation agencies and standards
•	 Legal requirements and standards
•	 Professional organization standards and Code of Ethics
•	 Michigan Mental Health Code

The clinical staff will also receive basic and introductory training required by MDCH, D-
WCCMHA, and Gateway Community Health. These trainings must include introductions
to Person Centered Planning, Limited English Proficiency, Cultural Competency,
Recipient Rights, Infection Control, Grievance and Appeals, CPR and First Aid, CPI
(Behavior and Crisis Management), and Ethics. (This list is subject to change).

The Supervisor will be available to discuss any questions or concerns the employee may
have regarding orientation issues. It is the responsibility of the supervisor to document
the employee's participation in this stage of the orientation process.

The final stage of the orientation process involves on-going clinical monitoring and staff
development in a format designed by the Supervisor. The employee and supervisor will
meet to discuss the employee's compliance with standards and policies explained at
earlier stages of the orientation process. The Supervisor will assist the employee in any
areas of difficulty, as they occur. Such assistance may include (but is not limited to):
•	 Specialized record reviews
•	 Didactic sessions
•	 Individual supervision
•	 Peer mentoring
•	 Additional instructional support

The Supervisor will document the results of these sessions. This process of orientation
is to be completed within ninety (90) days of date of hire. Additional training beyond new
hire orientation is addressed in the TMHS Professional Development and Supervision
Policy.
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Policy: OPEN COMMUNICATION

Policy

It is the policy of Team Mental Health Services (TMHS) to provide effective methods for
employees to resolve complaints or grievances.

Procedures

Unless specified in a collective bargaining agreement, all employees are employed At-
Will. However, although the company reserves the right to terminate employment,
compensation, or benefits with or without cause, at any time, employees have the right
to an internal post-discipline or post-termination grievance and appeal procedure.
Employees may communicate comments, questions or complaints about any facet of
their employment, including disciplinary action, without fear of retaliation. Employees
are encouraged to put all grievance and appeal requests in writing so there is an official
record of the concern and resolution (if a CBA is in place the grievance and appeal
process of the CBA will take precedence).

General Employment Matters

All TMH are encouraged to communicate comments, questions, complaints or
suggestions they may have regarding policies, procedures, or conditions of work.
Employees may not be retaliated against for such communications. However,
appropriate disciplinary action may be taken for failing to communicate in a calm
and professional manner. Any employee may comment about any facet of his or
her employment at any time during his or her employment, conspicuously or
anonymously. Concerns and grievances should be communicated to his/her
immediate supervisor, the Human Resources Department, or via the confidential
employee hot line. (248) 788-7038

Disputes with Other Employees

If a TMHS employee has an unresolved dispute of any kind with another
employee, they must make their complaint in writing to their immediate
supervisor or to the Human Resources (HR) Department.

Note: TMHS has a zero tolerance for violence in the workplace! This includes
heated arguments and threats of potential harm.

Disciplinary Action, Including Termination
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An employee may comment or appeal any disciplinary action taken against them.
A comment section is provided on the disciplinary form. They may also write a
letter or make their comment verbally. However, if they have been separated
from TMHS, their concerns will be addressed by the HR department and/or the
executive staff (if a CBA is in place the CBA will take precedence on handling
terminations and suspensions).

Corporate Compliance

Employees are encouraged to report any suspicion of fraud, waste, or abuse of
resources. Employees may report all suspicions without fear of retaliation. This
reporting may be done at the immediate supervisor level but it is highly
encouraged that employees make these reports at the Corporate Compliance
Officer level.

Confidential/Anonymous Employee Telephone Line

TMHS maintains a confidential employee hotline for employees wishing to make
confidential or anonymous comments or complaints. The line is answered only
by the HR and Legal Departments and is maintained in the strictest confidence.
Employees who wish to speak directly with the HR or Legal Department may
leave a message, which will be answered within 2 (two) business days.
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Policy: PERSONAL RELATIONSHIPS

Policy

It is the policy of Team Mental Health Services (TMHS) that personal relationships
between TMHS employees and consumers are expressly prohibited. Consumers are
admitted to TMHS and entrusted to our care for professional services only. An individual
personal relationship with a consumer is both a professional ethics and recipient rights
violation and may result in a severe and adverse effect upon the consumer's treatment
and well being. The rights, dignity, and vulnerability of the consumer shall be respected
at all times.

Procedure

Any violation of professional trust occurring via staff entering into a personal relationship
with a consumer will result in immediate termination of employment.
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Policy: PRE-EMPLOYMENT / EMPLOYEE ASSESSMENT

Policy

It is the policy of Team Mental Health Services (TMHS) to define protocol for screening
personnel for communicable diseases at both the time of hire and on an annual basis.
This policy applies to all employees, contract personnel, medical staff and volunteers.

Procedure

Pre-employment health assessment for communicable diseases will include:

Tuberculin skin test (PPD)
Any person testing positive will be referred to their own physician for follow up
care

Mandatory subsequent screening of personnel will be done annually and will include:

Update on communicable disease history and immunizations.
Tuberculin skin test (PPD).

Those who have a known positive skin test will be counseled regarding symptoms of
active pulmonary TB and instructed to report to the Infection Control Officer (or his/her
designee) if any of these symptoms occur. Following initial chest X-ray to rule out active
disease, repeat chest X-rays need not be done in the absence of symptoms every two
years. TMHSS will reimburse employees who are in need of chest X-rays once they've
successfully completed their 90 day probationary period.

Personnel will be notified by Human Resources when their annual PPD skin test or
screening is due.
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Policy: Productivity Standards and Efficiencies

Policy

It is the policy of Team Mental Health Services (TMHS) to both ensure that all
consumers are provided care at the velocity prescribed in the IPOS and to decrease
inefficiencies in service delivery (in order to have a positive impact on corporate
compliance and the Federal Debt Reduction Act). Velocity of care and prevention of
wasted resources (DRA) will be managed through Productivity Quotas for "billable"
employees.

Definitions
DRA - short acronym for the Federal Debt Reduction Act
Wasted resources - inefficiently spending dollars reimbursed as a Medicaid/Medicare
provider
Billable employees - employees who provide services to consumers, on behalf of
TMHS, that are subsequently processed and submitted to Medicaid/Medicare or its
agent(s) for reimbursement, according to Medicaid chapter 3, CMS, and other state and
federal laws and regulations.

Procedures
A. Case loads

a. Clinical Therapists and Case Managers will be formally assigned a case
load.

b. All other billable staff may/may not be assigned a case load.
B. Scheduling

a. The billable staff is responsible for scheduling the appointments for their
assigned consumers.

b. The administrative support staffs are responsible for assisting the billable
staff with scheduling, however it is the ultimate responsibility of the
billable staff to maintain client retention and to ensure that the consumer
is compliant with appointments, as a part of industry best practices.

c. It is the responsibility of the billable staff to inform their supervisor if/when
the cumulative treatment (amount, scope, and duration) prescribed on the
various IPOSs, for their case load, no longer allot for maintaining the
productivity standard.

d. Upon notification and verification of a reduction in the cumulative
prescribed treatment, the supervisor will increase the assignments on the
case load or temporarily reduce the productivity quota to an amount that
is harmonious with the cumulative time prescribed.

C. Documentation
a. As services are provided to the consumers, the billable staff must

complete the required documentation (e.g., progress notes, assessments,
and plans) and submit them to the data entry department within 24 hours
of the service provided.

b. The submitted documentation must be complete as defined in
accordance with industry standards, licensure requirements,
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Medicaid/Medicare regulations, accrediting standards, and company
policy, when it is submitted, or it may not be counted as submitted timely.

c. The data entry department will post all pertinent information from the
complete documentation, including the date, start and stop times of the
service, into the CTS software (see also Data Entry Policy).

d. The CTS software will calculate Productivity based upon the "Stop Time"
minus "Start Time" = Minutes of Service. (i.e., if the billable service began
at 8:00 AM and ended at 8:30 AM.....8:30 minus 8:00 = 30 minutes of
service).

D. Quotas
a. Billable staff are to provide the prescribed billable services to TMHS

consumers at a velocity that equates to an average of 65% of 40 hours
from Saturday - Friday or in averages that span a minimum of seven 7
calendar days.

b. TMHS may calculate averages in 30 day intervals or as a running total.
E. Calculations

a. Productivity will be calculated within the minimum 7-day date span,
according to the following mathematical equation:

i. 8 hours a day multiplied by 60 minutes = 480 minutes per day
(There are 480 minutes available to provide services in a
traditional work day)

ii. 480 minutes multiplied by 65% (.65) = 312 minutes per day
(out of the 480 minutes available in a traditional work day, 312
minutes [5.2 hours] must be spent providing the billable services)

iii. 312 minutes per day, multiplied by 5 days (traditional work week)
= 1560 minutes of billable time per week

iv. 1560 minutes divided by 60 minutes = 26 hours of billable services
per week (out of 40)

b. An average of 26 hours per week must be spent providing the billable
services

F. Exceptions
a. When a billable employee has an excused absence from a traditional

work day, he or she will not be penalized for low/no productivity on that
day.

b. When a billable employee is excused from work, it is his/her responsibility
to collect the supervisor's signature on an Employee Tracking Form and
submit it timely to the data entry department, in lieu of clinical
documentation that supports billable services.
Please note: data entry operators are not allowed to enter tracking forms
that do not have the supervisor's signature on them.

c. Pre-approved vacation and mental health days are excused absences.
d. Sick leave, when there is paid sick leave in the employee's bank is an

excused absence.
e. Pre-approved absences for trainings and some meetings are excused

absences.
f. The time it takes to complete paperwork, make reminder calls, etc., are

not excusable in regards to the productivity quota.

G. Below quota
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a. Failure to maintain the 65% productivity standard (average) is considered
poor performance and may receive disciplinary action, up to and including
termination.

b. At the supervisor's discretion, mitigating circumstances may be
considered in lieu of disciplinary action.

c. New employees (new hires, new case loads, or transition from Case
Manager to Clinical Therapist) will be allotted a minimum of 90 days to
learn and establish the productivity quota, without penalty.

d. New employees may be given extensions, in 30 day increments, along
with more support and training. However, the extensions may not be
renewed beyond a total of 180 days from date of position/hire without the
written approval of the executive team.

H. Discrepancies
a. Each employee has a right to challenge the Productivity numbers and

requests a recount when the report shows the employee below 65%.
b. If an employee is receiving disciplinary action in response to low/no

productivity he/she will be given a copy of the Productivity by Detail
report, for the date span in question, to assist them with challenging and
verifying the accuracy of the productivity.

1. Rewards
a. At the discretion of the supervisors and the company, rewards and

incentives may be given periodically in appreciation of productivity and
quality is that is exemplary.

b. Providing an incentive or reward at any given time will not constitute the
setting of precedence and the company reserves the right to modify
and/or rescind such rewards and incentives at any time.
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Policy: PROFESSIONAL DEVELOPMENT AND SUPERVISION

Policy
It is the policy of Team Mental Health Services (TMHS) to encourage the professional
development of our employees and identify needs in this area through employee training
records and Performance Evaluations. These needs will be met through the attendance
of internal and external trainings, seminars, conferences and clinical supervision.
Requests for reimbursement of expenses and available work time for attendance will be
considered within the adherence to the procedures below.

Procedure

All clinical staff is required to complete a minimum of twenty-four (24) hours per year of
on-going training and/or continued education. The training/education must relate to the
provision of the staff's specific service area. Clinical Staff treating children are required
to complete 24 hrs./year of training related to children and/or families. It is the clinical
staff's responsibility to monitor their hours and complete necessary requirements within
the yearly timeframe. Meeting and maintaining the necessary clinical training/education
hours is a requirement for continued employment.

Professional Development
• Requests for attendance and expenses to appropriate professional development

activities must be submitted in writing to the immediate supervisor at least thirty
(30) days prior to the meeting date.

• Approval for professional development requests are subject to departmental
needs and budget constraints

• Employees must submit written evidence of all completed professional
development activities to the Human Resource Department. Sign-in sheets,
certificates of completion, copies of syllabus/outlines and evaluations are
appropriate evidence.

• The Human Resource Department will log all activities on a Personnel Training
Log which will be kept in the employee's personnel file

Clinical Supervision
• Supervision shall be provided by the Program Director/Supervisor and/or senior

clinicians to clinical staff who have less than three (3) years paid experience in
the diagnosis and treatment of the current population group they serve OR in the
specific service area which clinical privileging is being requested.

• Supervision shall take the form of bi-weekly staff meetings, case conferences,
monthly one-on-one meetings and informal dialogue on an as needed basis.

• Supervision contacts, including information discussed, will be documented via
meeting minutes and individual supervisory notes.

• Any additional supervision that an employee requires (for professional licensing,
school, etc...) is the responsibility of the employee and will not be provided by
TMHS unless specifically authorized by the Vice President.
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Annual Staff Refresher Training

All clinical staff is required to complete refresher training in a few core areas at a
minimum of annually. These include: CPR-First Aid, CPI (Behavior and Crisis
Management), Person Centered Planning, Cultural Competency, Limited English
Proficiency, Recipient Rights, Infection Control, Health & Safety, Ethics, Debt Reduction,
Reduction of Work Place Violence and Grievance & Appeals. (This list is
comprehensive, however may not be all inclusive and therefore subject to change.)
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Policy: Reasonable Accommodations Policy

Policy

Team Mental Health Services is committed to the fair and equal employment of people
with disabilities. Reasonable accommodation is the key to this non-discrimination policy.
While many individuals with disabilities can work without accommodation, other
qualified applicants and employees face barriers to employment without the
accommodation process. It is the policy of Team Mental Health Services to reasonably
accommodate qualified individuals with disabilities unless the accommodation would
impose an undue hardship. In accordance with the Americans with Disabilities Act,
accommodations will be provided to qualified individuals with disabilities when such
accommodations are directly related to performing the essential functions of a job,
competing for a job, or to enjoy equal benefits and privileges of employment. This policy
applies to all applicants, employees, and employees seeking promotional opportunities.

Definition

Disability: For purposes of determining eligibility for a reasonable accommodation, a
person with a disability is one who has a physical or mental impairment (including co-
occurring mental health and substance use disorders) that materially or substantially
limits one or more major life activity.

Reasonable accommodation

A reasonable accommodation is a modification or adjustment to a job, an employment
practice, or the work environment that makes it possible for a qualified individual with a
disability to enjoy an equal employment opportunity. For persons with co-occurring
mental health and substance use disorders accommodations are made for those who have
obtained stable recovery as evidenced by participation in treatment or self-help groups
and a period of stabilization of symptoms.

Examples of accommodations may include acquiring or modifying equipment or devices;
modifying training materials; making facilities readily accessible; modifying work
schedules; and reassignment to a vacant position.

Reasonable accommodation applies to three aspects of employment:

a. To assure equal opportunity in the employment process;

b. To enable a qualified individual with a disability to perform the essential
functions of ajob; and

c. To enable an employee with a disability to enjoy equal benefits and privileges of
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employment.

Procedure - Current employees and employees seeking promotion

1. This accommodation policy can be made available in accessible formats.

2. The employee is responsible for informing their supervisor or the HR Coordinator
of the need for an accommodation (see attached).

3. The HR department may request documentation of the individual's functional
limitations to support the request. Any medical documentation must be collected
and maintained on separate forms and in separate locked files. No one will be told
or have access to medical information unless the disability might require
emergency treatment.

4. When a qualified individual with a disability has requested an accommodation,
Team Mental Health Services shall, in consultation with the individual:

a. Discuss the purpose and essential functions of the particular job involved.
(Completion of a step-by-step job analysis may be necessary.)

b. Determine the precise job-related limitation.

c. Identify the potential accommodations and assess the effectiveness each
would have in allowing the individual to perform the essential functions of
the job.

d. Select and implement the accommodation that is the most appropriate for
both the individual and the employer. While an individual's preference
will be given consideration, TMHSS is free to choose among equally
effective accommodations and may choose the one that is less expensive
or easier to provide.

5. The HR department will provide a decision to the employee within a reasonable
amount of time.

6. If an accommodation cannot overcome the existing barriers or if the
accommodation would cause an undue hardship on the operation of the business,
the employee and the HR department shall work together to determine whether
reassignment may be an appropriate accommodation.
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Procedure - Job applicants

1. The job applicant is responsible for informing the HR Coordinator of the need for
an accommodation. The HR Coordinator will discuss the needed accommodation
and possible alternatives with the applicant.

2. The HR Coordinator will inform the Director of HR (or designee) of the request
and await approval, denial, or modification.

Policy for funding accommodations

Funding must be approved by the executive staff for accommodations, and only
accommodations that do not cause undue hardship will be considered for funding.

Definition

Undue hardship. An undue hardship is an action that is unduly costly, extensive,
substantial, or disruptive, or that would fundamentally alter the nature or operation of
TMHSS.

Appeals

Employees or applicants who are dissatisfied with the decision(s) pertaining to his/her
accommodation request may file an appeal with the President, within 10 days, for a final
decision.

If the individual believes the decision is based on discriminatory reasons, then they may
file a complaint internally through TMHSS's corporate compliance officer.
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Reasonable Accommodations Request

Date:

Name of person seeking accommodation:

Status of person seeking accommodation:	 Applicant for employment

Current employee

Current employee seeking promotion
Describe the disability:

Describe the requested accommodation(s):

Accommodation reviewed:

Date	 By:

(sign/title)

Decision	 Approved 	 Denied
	

Modified

Explanation of Denial or Modification:

Rev. 11/09 1	 Reasonable Accommodations Policy 	 I	 Page 4 of 4 1



TEAM	 SIGNATURE APPV. REV.	 REV.	 REV.

MENTAL HEALTH Administration
SERVICES	 4  

Policy: Recruitment Diversity

Policy

It is the policy of Team Mental Health Services to recruit employees who are
representative of the specific cultures the organization serves; for leadership,
management, direct services and support positions:

Procedure

• Actively recruit "consumers" to serve on staff as Peer Support Specialists

• Post job openings internally in common/public areas of the clinics

• Use local and/or national recruiting media that does not foster limited access
based upon diversity or ethnicity

• Provide routine EEOC reports to payers and/or other stakeholders
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Policy: REQUESTS FOR TIME OFF

Policy

It is the policy of Team Mental Health Services (TMHS) to provide time off from work to
its
employees in the form of vacation and personal time. TMHS believes that it is important
to maintain a balanced work and home life. Therefore, employees will be granted
vacation time based upon their position and years of service with TMHS.

Procedure

Vacation time, is excused paid time off granted by the company

All full-time employees are granted (not accrued):
1 week Paid Vacation after one year of employment*
2 weeks Paid Vacation after two (2) years of employment
3 weeks Paid Vacation after five (5) years of employment
1 day Paid Personal Leave (Mental Health Day) after 6 months of employment

*A year of employment is an employee's Hire date plus 365 days. Salaried
employees must take their vacation time in 8 hour day increments. Hourly staff
may take their vacation in 1 hour increments. Vacation Days MAY BE
CARRIED OVER, NO MORE THAN 10 DAYS FROM ONE ANNIVERSARY
YEAR TO ANOTHER. However, after six (6) months of full time employment,
you may borrow Vacation Days from the next year. If your employment
terminates for any reason prior to the next year from which you've borrowed, you
must pay back the company for the time you've borrowed through a payroll
deduction.

Employees who separate after 1 year of employment in good standing will be paid for all
unused, granted vacation time.

Employees who separate after one year of service not in good standing will not be paid
vacation time (fired for just cause or failed to submit two-week notice).

A Request for Time Off form must be completed and submitted to the immediate
supervisor prior to taking any time off. Vacation requests for more than 1 day off must
be submitted at least two (2) weeks in advance. Time off may be denied due to
scheduling conflicts or any other business reason.

If a holiday occurs during the vacation period of an employee, such employee shall
receive an additional day of vacation, with pay.
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Sick Time:

"Sick time" is a brief, excused absence from work to care for yourself or an immediate
family member during times of illness.

Employees with less than 90 days of employment with TMHS are not eligible for sick
leave.

Part-time (less than 32 hours a week) employees are prorated for sick leave

Paid Sick leave will be provided as follows:
5 days for Professionals
3 days for Administrative and Skill Building staff

Unused Sick Leave:
A Bonus of $25 will be paid to employees for each unused day of sick leave, at the end of
the employee's fiscal year (i.e., anniversary date). Terminated employees are NOT
eligible for this bonus.

Checks and balances:
A sick leave request (or request for time off form) must be filled out by the employee,
upon returning to work. Supervisors must confirm that the sick leave was approved by
signing-off on the form.

Supervisor's must immediately forward all signed requests for time off forms to HR for
tracking.

Employees should use their best efforts to schedule doctor appointments during non-
working hours. 3 consecutive days of sick leave must be accompanied by a physician's
statement immediately upon the employee's return to work.

Using sick leave immediately preceding or following a company paid holiday must have
a physician's statement. Failure to do so will result in a forfeiture of the paid holiday
time off.

Any employee who experiences a prolonged continuous or intermittent absence due to
illness may, among other things, qualify for unpaid leave through the Family and Medical
Leave Act and/or disability pay through the Social Security system (please contact
Human Resources for more details).
Any employee who anticipates an absence of more than five (5) days due to illness
should immediately request a Leave form from his/her supervisor.

Abuse:
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Using sick leave, beyond the allotted days, in an employee's fiscal year, constitutes
abuse.
Failure to produce a physician's statement within 2 days of returning to work constitutes
abuse.
Handling abuse of sick leave:

1 day of abuse - verbal warning by immediate Supervisor
2nd day of abuse (not necessarily consecutive to the day of abuse) - written
warning; which should include an inquiry to the problem and a probable plan for
correction and improved performance.
3rd day of abuse (not necessarily consecutive to the 2nd day of abuse) - written
warning and meeting with the HR Director.

HR will help determine if there is a disability concern or a legitimate medical leave
concern and may direct the employee to the appropriate unpaid leave forms. Escalation
to HR is not automatic termination but termination is the final option.

Supervisors are responsible for timely notification to HR of all verbal and written
warnings.

Sick leave and vacation pay will be at the employee's regular rate of pay and normal
scheduled hours of work.
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Policy: SCHOOL REIMBURSEMENT

Policy

It is the policy of Team Mental Health Services (TMHS) to encourage our employees to
further their education while staying employed at TMHS. In an effort to support a
commitment to excellence and continuing education, TMHS offers school reimbursement
funds to help defray the cost of tuition.

Procedure

TMHS will reimburse the professional and administrative staff up to $1000 for educational tuition
per year and paraprofessional staff up to $500 for education tuition per year.

Employees are eligible for reimbursement after 1 year of employment and if they have achieved a
favorable annual review

A short, typed letter must be submitted to the supervisor for authorization. This letter should
include:
•	 A class description
•	 The employees goals for related to the class
•	 A statement explaining why employee is interested in the subject
•	 A statement describing how the class will contribute to employee's long-term,

professional goals

A School Reimbursement request form must be completed 30 days prior to the class/seminar and
include the following:

•	 Seminar / class title
•	 Who is teaching seminar/ class including address and telephone number
•	 Date and time of seminar/ class
•	 Credits / certification
•	 Cost

A copy of the billing statement by the educational institution must be attached to the approved
request letter and School Reimbursement form

TMHS will not grant funds for classes post termination

TMHS reserves the right to deny educational funds.

TMHS will not grant funds without proof of successful completion.

Employees must sign a vested interest agreement which allows TMHS to deduct any
reimbursement amounts from employees payroll check, should the employee resign within 180
days of receiving the reimbursement

**TMHSS reserves the right to suspend or terminate this policy
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School Reimbursement Form
*Attach a copy of your Tuition Billing Statement

Name of College/University:

Amount requested for reimbursement: $

Name of Course(s) Taken:

Dates of enrollment: From:	 To:

Days of week class meets:

Number of Credit Hours:

Professor/Instructor:

Phone Number of University:

Time:

By my signature below, I hereby declare that the above information is accurate to
the best of my knowledge.

I further acknowledge and agree that should I leave Team Mental Health
Services, without being terminated, within 180 days of receiving this
reimbursement, I give my permission for TMHSS to deduct the amount
reimbursed from my last pay check. If my last pay check is not enough to cover
the pay back, I understand that I am liable to TMHSS to refund the money.

X	 Date:
Team Mental Health Services Employee

x
Human Resources
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Policy: STAFF RECRUITMENT

Policy

It is the policy of Team Mental Health (TMHS) to actively recruit high quality professional
and paraprofessional staff from a variety of sources. Recruitment efforts are geared
toward qualified individuals who can enhance the organization and the services
delivered to our consumers. At no time will TMHS engage in any unethical recruitment
practices.

Procedure

Recruitment efforts will be used for specific purposes, such as filling a vacated position,
preparing for a new or expanding program, compensating for holidays and vacations and
creating a pool of prospective employees.

Recruitment efforts include (but are not limited to):
• Word of Mouth
• Career Fairs
• Newspaper Advertisement
• Internet Postings
• Internal Agency Referrals
• Professional Journals
• University Recruitment Offices
• Trade Shows

Unethical recruitment practices are prohibited, and would include such practices as:
• Misleading a prospective employee into accepting a job with responsibilities or

working conditions incompatible with his/her qualifications, skills, experience or
expectations

• Job postings or interview techniques that violate civil rights, federal or state
employment laws

• Failing to treat prospective employees with dignity and respect
• Failing to maintain the confidentiality of the prospective employees and their

personal information, such as criminal history or medical backgrounds.
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Policy: STATEMENT OF ETHICS

Policy

It is the policy of Team Mental Health Services (TMHS) to identify to all employees the
ethical standards by which the organization operates and ensure that all employees
understand and strictly observe the commitment regarding ethics that has been made to
consumers, families and payers. All TMHS employees must understand the legal
requirements and responsibilities under which TMHS operates

Procedures

All employees are to operate per the ethical standards identified in this policy and are to
apply the intent of this policy in any areas where ethic standards have not been specifically
formulated.

The basis of TMHS management is a focus on the interests of the individual we serve,
consistent with identified resource constraints. TMHS defines ethics in mental health
services as a combination of the following factors:

• Openness of the company's programs at all times for review by qualified outside
parties.

• Un-pressured marketing and management of the company's services through
consistent and equivalent communications with all qualified parties: the individual
undergoing treatment, related family members, and the payer for the services.

• Integrity and honesty in making commitments for care and for clinical outcomes and
estimates of time and costs required to achieve these outcomes.

• A consistently applied, professional standard of individualized care.

• Independent professional relationships with consumers, families, payers,
vendors, and other providers.

The company observes federal law and the laws of the state and local jurisdictions in which
it operates. All business commitments are to be honestly stated and all related data made
available to others per confidentiality limits for the conduct of business. This pertains to
consumer clinical records and cost and treatment commitments to consumers, families,
payers, vendors and other authorized parties. If after reading this policy, an employee has
a question about the ethical aspects of a situation at work, or becomes aware of possible
lapses in ethical behavior, the issue should be raised with his/her Program Supervisor.

Employee Responsibilities

All employees are responsible for observing the standards contained in this policy.
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All questions about the observance of these ethics standards are to be addressed to the
Program Director and/or Vice President.

Administration Responsibilities

All employees will be oriented to the company's ethics standards when during the new hire
training process.

The TMHS ethics standards will be reviewed with employees annually by the Vice President
or a designated representative.

Ethic Standards

Business Practices: Honesty, Fairness, and Obeying the Law

Employee Relations

Treat employees in a fair and appropriate manner per established personnel policy and
procedure.

Ensure that communications are open and appropriate per confidentiality limits.

Truthful Communications

Communications with the public should be based on honesty while adhering to appropriate
confidentiality limits.

Portray TMHS and its services accurately and avoid attempts to mislead or to create
misinterpretation.

Research data and results are to be presented accurately and in a manner that is
accessible to their intended audience.

Data Integrity

All financial information, personnel and consumer files, and other company information
should have integrity.

All employees working with a consumer file share the responsibility for data integrity.

Records must be kept current and be accurate.

Safeguarding Confidential Information
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Consumer and payer information is to be kept confidential within the company on a need to
know basis. Unauthorized disclosure of consumer and payer information to unrelated
outside parties, except as required by law, is not only unethical but in same cases may be
illegal. Unless allowed by agreement, employees are not allowed to use a consumer's
name or payer's name to sell the company's services to another family or payer.

Avoidance of Divided Loyalties

Business relations with family members or close friends of employees, consumers, payers,
vendors, or other medical providers need to be specifically identified and reviewed by the
Program Director and/or Vice President.

Business or personal investments should not prejudice a clinical or business decision made
on behalf of TMHS or disrupt possible business opportunities.

Participation in political activities should be as a private citizen.

Handling Personal Favors

Gifts, entertainment, honorariums, offers of future job positions and other personal favors
may be attempts to prejudice clinical and business decision making. Major favors may be
deemed bribes under the law. If honorariums are offered due to activities related to TMHS
employment, they should be refused or donated to a charitable activity.

Employees are to limit acceptance of any personal favors to gifts under $25.00 in value and
to non-recurring business entertainment such as a meal, drinks, etc. Cash gifts are never
to be accepted.
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Policy: STUDENT INTERNS

Policy

It is the policy of Team Mental Health Services (TMHS) to utilize student interns and
volunteers to provide a rewarding experience while expanding the agency's human
resources. Student interns and volunteers will be placed only in TMHS programs that
have qualified staff available to provide ongoing, appropriate supervision and support.

All student interns and volunteers are expected to follow the existing TMHS employee
policies and procedures, and to conduct themselves in an ethical and professional
manner. Any violation of these expectations will result in termination of the internship.

Student Intern Procedures

• When students are used by TMHS a signed agreement must be in place.
• The signed agreement must include:

• The specific duties of the student
• The scope of responsibility of the student, the school, and TMHS
• The supervision requirements

• The signed agreement must be in harmony with the policies and procedures of
TMHS

• The signed agreement may not supercede the policies or current practices of
TMHS

• All students must attend a TMHS orientation (Orientation may be customized to
the needs of the intern based on the program they are placed in).

• All students must receive a formal performance evaluation, conducted by the
designated supervisor and/or in accordance with the signed agreement. (a copy
of the performance evaluation must be forwarded to the HR department)

• A student may be dismissed if TMHS has concerns about a student's poor
performance, poor attendance/punctuality, poor behavior/attitude, and any other
violation of TMHS policies or standard professional ethics.

• If a student is dismissed, the school notified in writing and a copy of this
communication will be forwarded to HR.

• All students must be processed through the standard New Hire processes within
the TMHS HR department, including signing the Confidentiality agreement(s).

• Ass students must be able to pass a criminal and social services background
check, as described in the TMHS criminal history checks policy.

• Undergraduate student interns are prohibited from conducting any clinical
therapy. These students may participate in research projects or other consumer
services (such as consumer linking and monitoring).

• Graduate student interns may participate in the provision of clinical therapy
services. These students must be supervised by employees who have a
permanent professional license (LMSW, ACSW, LLP, LPC, PhD).

• Student intern supervisors are responsible for completing all relevant paperwork
required by the school, as well as reviewing and signing off on all clinical
documentation the student completes.
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Medical interns (including nursing and medical assistants) may observe, but may
not perform any duties that are reserved and required to be performed by a
licensed nurse or licensed professional. (Note: allowing a student to perform
duties that require a license by the state of Michigan, prior to the student
obtaining such license, may be a violation of law and ethics and may result in
severe penalties both by TMHS and outside authorities).
Medical interns (including nursing and medical assistants) must be supervised by
an RN.
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Policy: TELEPHONE REIMBURSEMENT

Policy

It is the policy of Team Mental Health Services (TMHS) to reimburse employees for
business related telephone usage on their home phone and cell phone (if applicable). It
is the responsibility of each employee to budget their phone usage by keeping calls to a
reasonable duration and avoiding additional mobile charges (over allotted minutes,
roaming) TMHS phones should be used for all non-emergent business.

Timely Response

Any employee that is reimbursed for telephone usage must respond to work
related calls/messages within the time period established by the supervisor; as
dictated by the employees position/roll.

Procedure

In order to be reimbursed, employees must submit an expense report along with
a copy of the entire phone bill. Employees will be reimbursed for business calls
only.

TMH will reimburse employees up to the maximum monthly amounts listed
below. Employees who are not in the positions identified below must have
approval from the Vice President (or his/her designee) prior to the payment of
phone bills.

Maximum Monthly Reimbursement Totals
• Program Director: $130
• Supervisor: $100
• Case Manager: $75
• Clinical Therapist: $50
• Other approved staff: $50

*See also Expense and Mileage Reports Policy
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Policy: TRAINER COMPETENCY

Policy

It is the policy of Team Mental Health Services (TMHS) to conduct initial and on-going
training for all staff that meets and exceeds the training requirements of Detroit Wayne-
County Community Health, CARF, and agency contracts. Qualified administrative and
management staff are utilized to conduct this training.

In order to ensure that trainers are competent to conduct the training, the following
procedure will be implemented.

Procedures

• Potential trainers must meet the minimum requirements of the agency that
mandates the training.

• Approval must be given by the President.
• Trainer competency will be measured quarterly via a Trainer Peer Evaluation.
• The Peer Evaluation will be conducted the last month of each quarter by a

member of the Education Committee.
• The Peer Evaluator will participate in the designated training, complete an

evaluation and discuss with the trainer suggestions for improvement.
• The evaluation results will be reviewed by the Education Committee and a

decision will be rendered whether the trainer meets competency expectations
and can continue teaching the course(s).
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Policy: VERIFICATION AND REVIEW OF CREDENTIALS

Policy

It is the policy of Team Mental Health Services (TMHS) to verify and review a potential
employee's (or current employees) credentials to ensure that the information they have
provided is accurate and that they meet appropriate requirements for their prospective
positions at the time of hir and annually. In addition to credentialing information
(degrees, licenses etc...) employees who transport consumers will have license and
insurance information verified before starting employment with TMHS.

Procedure

• Employees must provide a copy of their degree from an accredited institution or
an official transcript from the institution.

• Employees must provide a copy of their professional license upon hire and upon
renewal prior to expiration.

• The Human Resources Department will verify the validity of the license with the
State of Michigan's Commerce and Industry Department and check for any
complaints that have been filed or restrictions on the license.

• Employees who transport consumers must provide copies of their driver's license
and current auto insurance certificate at the time of hire and upon renewal prior
to expiration.

• Annual verification reviews are done on all employee licenses. Employee's
credentials must remain current at all times.

• Re-verification of auto insurance is based on the policy expiration date.
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Policy: Volunteers

Policy

It is the policy of Team Mental Health Services (TMHS) to utilize volunteers to provide
assistance and support where appropriate, to enhance service delivery and reduce
organizational risk. Volunteers will be placed only in TMHS programs that have qualified
staff available to provide ongoing, appropriate supervision, direction, and support.

All volunteers are expected to follow the existing TMHS employee policies and
procedures, and to conduct themselves in an ethical and professional manner. Any
violation of these expectations will result in termination of the volunteerism.

Procedures

• The specific duties and supervision requirements for a volunteer will be identified
in a signed agreement outlining the scope of responsibilities and duties. TMHS
agrees to adhere to the guidelines of the signed agreement.

• Volunteer performance assessment will be conducted upon request from the
volunteer.

• Orientation will be customized to the needs of the volunteer based on the
program they are placed in. Additional training may be approved depending on
the duties assigned and responsibilities the volunteer will be engaged in.

• Volunteers shall be held to the same confidentiality policies as TMHS employees.
• When appropriate to the designated duties, volunteers will be required to submit

to background checks.
• If TMHS has concerns about a volunteer's performance that cannot be

addressed through the supervision and an evaluation process; the supervisor
may terminate the agreement without further notice.

• Any violation of a consumer's recipient rights or unethical conduct shall be
immediate grounds for dismissal and may lead to other legal or systemic
sanctions.

• Volunteers are prohibited from conducting any clinical therapy. Volunteers may
participate in research projects or other consumer services (such as consumer
linking and monitoring) only upon written consent from the consumer.

• Volunteer supervisors are responsible for completing all relevant paperwork
required by TMHS, as well as reviewing and signing off on any documentation
the volunteer completes.

• Volunteers shall be given a copy of this policy upon enlisting in services to assist
TMHS and/or its consumer population.
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