	TABLE OF CONTENTS

	1.

INTRODUCTION

Welcome

Organization

Mission and Goals Statement

Affirmative Action Policy Statement

Union Relations

2.

ABOUT YOUR JOB

Job Classification

Working Test Period

Service Ratings

Hours of Work

Overtime

Work Schedules

Pay Practices

Compensation

Comp (Lieu) time

Longevity

Annual Increments

Personnel Files

Separation

Exit Interview

3.

BENEFITS

A.

LEAVE TIME

Holidays

Vacation

Sick Leave

Funerals

Family Illness

Medical Appointments

Personal Leave

Maternity/Parental Leave

Military Leave

Jury Duty

Leave Without Pay/Other Leave

Family & Medical Leave From Employment C.G.S. 5-248a

B.

INSURANCE

Health Insurance

Group Life Insurance

Retirement

Worker’s Compensation

C.

OTHER

Tuition Reimbursement

In-Service Training

Vacancies

Examination Postings

Physical Exams

Employee Assistance Program

4.

Work Rules

Care and Treatment of Clients

Attendance/Absenteeism

Alcohol and Drugs

Safety

Telephone Use

Dress Code

Parking

Ethical Conduct

Nepotism

Second Jobs (“Moonlighting”)

Political Activities

Fund Drives/Solicititation

Smoking Policy

Severe Weather/Early Closings & Late Openings

5.

OTHER INFORMATION

Car Pools

Housing

6.

APPENDICES

APPENDIX 1 – Connecticut’s Policy for a Drug-Free Workplace

APPENDIX 2 – Political Activities of Classified State Employees & Judicial Department Employees

APPENDIX 3 – DVA Worker’s Compensation Program

APPENDIX 4 – DVA Affirmative Action Discrimination Complaint Procedure

APPENDIX 5 – DVA Sexual Harassment Policy

APPENDIX 6 – American with Disabilities Act of 1990

APPENDIX 7 – DVA Policy Regarding Use of State Computers

APPENDIX 8 – Policy on Care and Treatment of Clients

APPENDIX 9 – DVA Dress Code Policy

APPENDIX 10 – DVA Workplace Violence Policy

APPENDIX 11 – DVA Ethics Statement




WELCOME
Welcome to the Department of Veterans' Affairs.  In accepting employment with us, you are joining a team of professionals devoted to providing the best possible care and service to a most deserving client group, Connecticut veterans.

This handbook has been developed to serve as a guide in assisting  you to understand the goals and objective of our Department and the State, to answer many of the questions you may have pertaining to rules and regulations which govern your employment  and to inform you of benefits available to you.  You are expected to read and become familiar with its contents.  The information contained in this guide is subject to revision based on collective bargaining or statutory changes.  Periodic modifications and/or supplements will be provided in the future as required.  This document is designed as a general guide, NOT as a definitive source of all the terms and conditions of your employment.  There are many variations in benefits applying to different bargaining unit employees and those exempt from collective bargaining.  In addition, you should discuss local departmental rules regarding time requests, meal breaks, attendance policy, etc., with your supervisor. 

Nothing in this manual should be construed as constituting or creating an employment contract.  Any internal policy, rule or memoranda which is inconsistent with the information contained herein is superseded.

If you are a bargaining unit employee, you should consult your collective bargaining contract for definitive information on the terms and conditions of your employment; it is your most detailed and up-to-date source of information.  If there is a conflict between a provision in this manual and your collective bargaining contract, the contract prevails.

State Human Resources rules and regulations and the State Personnel Act (Chapter 67) of the Connecticut General Statutes govern managerial and confidential employees on the managerial compensation plan.  If you are a managerial employee, you should refer to the State Managers Handbook for detailed information on the terms and conditions of your employment.

If you have any questions not addressed in this manual, your collective bargaining contract, or State Managers Handbook, please consult with your supervisor or the Human Resources Office.

We wish you every success in your employment with us and hope that this document will aid you in achieving your career goals.
ORGANIZATION

The Department of Veterans’ Affairs is one of many State agencies providing services to the people of Connecticut under the jurisdiction of the Governor’s Office, and is subject to all state laws, procedures, and policies which govern the operation of State agencies.

The Department of Veterans’ Affairs was established in 1987 with the Office of Advocacy and Assistance as the sole division.  In July 1988, the Veterans Home and Hospital, which had been in operation independently since 1867, was incorporated as a division within the Department and with that the Department embarked on a new and challenging mission to provide comprehensive health, social and rehabilitative services to Veterans of the State of Connecticut.

The Commissioner, with the aid of department heads, develops policy and provides administrative direction for the agency.

The Office of Advocacy and Assistance, with offices and service officers in each of the five congressional districts, provides advice and assistance to the State’s 400,000 veterans in obtaining comprehensive rights, benefits and privileges to which they may be entitled under law. 

The Veterans Home and Hospital provides medical treatment and residential care to veterans.  The Hospital currently treats approximately 160 patients and the Domicile currently houses more than 350 residents.  Various vocational and rehabilitation programs are available within the home and hospital including substance abuse, residential and rehabilitation services, social work services, educational and vocational programs, hospice, respite care, Alzheimer’s units, and other support services.

The Department of Veterans’ Affairs also has a transitional living program located in a separate building on grounds.  

MISSION AND GOALS STATEMENT

The Department of Veterans’ Affairs was established by State statute to provide for an expanded, integrated and coordinated program of services to State veterans and their families through the delivery of advocacy and assistance service and medical, nursing and domiciliary care.  It is the desire and purpose of this agency to provide the finest advocacy, medical and nursing and administrative service available to each client, patient or resident served by the Department.

GOALS:
1. To ensure the health, safety and protection of patients, residents 



     and staff through the development of and delivery of a responsive 



     system of health care and residential services.



2.  To provide and administer state and federal aid and service to 



     eligible veterans and their dependents.



3.  To adopt and enforce rules and regulations to ensure good 



     management, maintenance of order enforcement of discipline, 



     and preservation of health and comfort of patients and residents.



4.  To plan, develop and implement rehabilitative programs



      for patients.



5.  To administer effective business, personnel, food service, maintenance and housekeeping 

     activities for the institution and those served.

VETERANS HOME AND HOSPITAL CREED


I believe.....




A Veteran is the most important person entering this facility.




A Veteran is not an interruption of my work, 




A Veteran is the purpose of it.




I am not doing the Veteran a favor, a Veteran is entitled to my help.




A Veteran is not a cold statistic,




A Veteran is a flesh and blood human being 




with hurts and wants like my own.




A Veteran is a person who brings me real needs and it is my




job to help as expeditiously and courteously as possible.

AFFIRMATIVE ACTION PLAN

POLICY STATEMENT

Purpose and Need for Affirmative Action


“The ultimate purposes of the affirmative action program are to ensure equality in state government, avoid discrimination, intentional or inadvertent, develop a work force that is truly representative of all segments of our population, and improve the operation of our state government.”


The Department of Veterans’ Affairs subscribes without reservation to these goals, recognizes the need and pledges continued strong support for affirmative action.  To these ends, the agency will continue its long-standing policy of applying affirmative action criteria to all its personnel actions.

Distinction between Affirmative Action and Equal Opportunity


Affirmative Action is a program of positive action, undertaken with conviction and effort, designed to overcome the present effects of the past policies, practices and barriers to equal employment opportunity.  It identifies, in an affirmative action plan, the causes of imbalance and achieves, through the application of aggressive, good faith effort, the full and fair participation of all persons in the work place and in all agency undertakings.


Equal Employment Opportunity means the chance to obtain employment without consideration of race, color, religious creed, age, sex, marital status, national origin, disability, past or present mental disability, sexual orientation, learning disability, prior conviction of a crime and genetic information.  Equal Employment Opportunity is the primary purpose and goal of Affirmative Action under section 46a-68-31 of the Connecticut General Statutes.


Toward these ends, the Department of Veterans’ Affairs recognizes that Affirmative Action and Equal Opportunity are immediate and necessary agency objectives.


The Department of Veterans’ Affairs reaffirms its commitment to the right of every person to apply and be evaluated for opportunities in all phases of the employment process solely on the basis of individual merit and qualifications.  The Department of Veterans’ Affairs accepts its responsibility to recruit, appoint, assign, train, evaluate and promote employees without regard for any factor that cannot lawfully serve as the basis for discussions affecting employment.  The Commissioner of the Department of Veterans’ Affairs assures the Commission on Human Rights and Opportunities that the Department of Veterans’ Affairs will continue to take positive steps to ensure that members of protected groups are so recruited, appointed, assigned, trained, evaluated and promoted.

In addition, the Department of Veterans’ Affairs recognizes the hiring difficulties experienced by the physically disabled and by many older persons. The Department of Veterans’ Affairs sets program goals for action to overcome the present effect of past discrimination, if any, and to achieve the full utilization of such persons in Section 44 of this plan submission.  Moreover, the Department of Veterans’ Affairs recognizes sexual harassment as a form of seriously harmful discrimination and is pledged to ensure that such harassment does not occur within the Department, giving the full protection of Connecticut and federal laws and regulation in this area to all staff members.

Outline of Each Step of the Employment Process/Role Affirmative Action Concerns Itself

1. Employment applications:  vehicle by which all applicants are subjected to a

uniform preliminary screening designed to ascertain minimum qualifications in the area of experience and training and to gather the demographic and other information necessary for the administration of affirmative actions programs.  Affirmative Action asks that a race conscious determination be made from among qualified applicants.

2. Job Qualifications:  vehicle by which the abilities and skills actually required

to do the work are determined in terms of minimum basic need.  Applicants who meet the essential level preparations are not to be excluded by any other factors.  The Affirmative Action Administrator must work to bring as many protected members into the system.

3. Job Specifications:  a written document which carries out the above (2) by 

incorporating the knowledge, skill and abilities mentioned above with a description of duties and other information about both the field of endeavor and level anticipated including compensation level, in that field.  Affirmative Action means (when necessary) re-writing specifications to eliminate barriers to advancement.

4. Recruitment practices:  series of approaches, which vary according to specific 

needs of the Department, to secure the services of the finest available staff commensurate with the demands of the position.  For affirmative action purposes, the processes followed may not exclude, and must actively seek out, persons from groups adversely impacted in the past.

5. Personnel policies:  ways of managing the entire range of actions taken with

regard to employees, including all rights and privileges attendant to the workplace.  Under affirmative action guidelines the protection of appointing authority is extended throughout the Department to ensure that these rights, opportunities, and privileges are equally offered and enjoyed by all workers.

6. Job structuring:  throughout reinterpretation and emphasis, a way of meeting 

the needs of the Department while accomplishing the forward progress of existing staff and the encouragement and enlightenment of new staff.  By offering a flexible program of restructuring and review, the Department can bring along all its members in a growth-oriented environment.  Including training and planning for the success of all individuals will enhance the performance of all groups.

7. Orientation:  the method by which the transition into a specific workforce is

accomplished.  For affirmative action purposes, the effectiveness of orientation is determined by how well the needs and obstacles encountered by protected group members are anticipated and how effectively all rights, privileges and available avenues of redress are conveyed to them.

8. Training:  an opportunity to diversify, restructure and grow into the best

possible staff to accomplish Department goals and missions.

9. Counseling:  it is important that all protected group members have access to

career and other counseling.  Liaison personnel are available to discuss problems involving labor relations, health and medical problems, business matters, harassment, unfair labor practices and discrimination.

10.  Grievance procedures:  it is essential for equal treatment under the law that

Department members know of their options when confronted with a violation of their civil rights.  The Affirmative Action Program provides written procedures and policies to ensure that employees know of their options and are free to exercise them in a non-intimidating atmosphere.

11.  Evaluations:  the Affirmative Action Program constantly seeks methods to evaluate personnel based solely on merit requirements.

12.   Layoffs:  affirmation action and labor have competed to protect their clients in matters concerning layoffs.  Ultimately, seniority will be given first consideration, but without regard to any other factors that cannot be considered.   

13.  Terminations:  the work of the Affirmative Action Administrator includes the responsibility to monitor all separations to ensure the rights of protected individuals are honored.

 
       The Department of Veterans’ Affairs commitment to equal employment opportunity includes the responsibility to affirmatively provide services and programs in a fair and impartial manner and to make affirmative action with respect to all issues in the Policy Statement.  The Department is aware that affirmative action consists of specific actions designed for and taken in all phases of the employment process for the purpose of eliminating the effects of past discrimination.  The Department of Veterans’ Affairs is further cognizant of the fact that the intent of affirmative action is to achieve equal employment opportunity.  We accept our obligation and shall continue to take positive steps in this regard.

Assignment of Overall Responsibility for Affirmative Action Program


Commissioner Linda S. Schwartz is the Appointing authority and assumes ultimate responsibility for administering the Affirmative Action Plan.

Affirmative Action Administrator


The Affirmative Action Administrator was promoted to Agency Personnel Administrator and she is currently responsible for the Affirmative Action Program. She reports directly to the appointing authority in all matters concerning the Department’s Affirmative Action Plan and has access to all records and personnel necessary for the effective performance of his/her duties.  The person assigned affirmative action responsibilities for the Department of Veterans’ Affairs is: Noreen R. Sinclair, 287 West Street, Rocky Hill, Connecticut 06067, Telephone (860) 721-5938.

Provision for Evaluation of Managers/Supervisors in Terms of Affirmative Action Duties


The Commissioner meets with Agency managers and department heads regularly to encourage their cooperation, review their progress, and evaluate their performance in terms of affirmative action obligations.  It is made clear to managers and supervisors that equal employment and affirmative action are consistent with good management and merit system requirements, are basic to their jobs, and will have a bearing on their careers and/or economic advancement.  In the latter regard, managers and supervisors who meet all other management goals but fail to meet assigned affirmative action goals will not be considered for promotion unless the failure was due to circumstances beyond their control.

Plan to be Posted and Distributed Annually to Employees


The Policy Statement and a summary of the objectives of the plan are posted and distributed at least annually to all employees, who are encouraged to read both the policy statement and the entire plan.  Employees have the right to review and comment on the plan.  All written recommendations are brought to the agency administration for review and possible incorporation into succeeding plans.

Laws Referenced and Attached

Equal employment opportunity as summarized above is guaranteed by various state and federal laws.  A list of anti-discrimination statutes, submitted in accordance with the requirements of Section 46a-68-38 of the Administrative Regulations of Affirmative Action by State Government, is inserted directly following this section.

Summary


The Department of Veterans’ Affairs is aware that affirmative action consists of specific actions designed and taken in all phases of the employment process for the purpose of eliminating the effects of past discrimination.  We are further cognizant that the ultimate purpose of affirmative action is to achieve equal employment opportunity.  Towards these ends, I pledge my own personal commitment and that of the Department to make every good faith effort to achieve the goals, objective, and timetables as set in the Affirmation Action Plan. 

____________________________________


Dr. Linda S. Schwartz





Commissioner of Veterans’ Affairs


UNION RELATIONS

Except for a limited number of unclassified executive, designated managerial and confidential employees, all other employees are covered by Collective Bargaining agreements.

The Department of Veterans’ Affairs has employees in classifications covered by the following collective bargaining units:



Administrative & Residual (P-5)



Administrative Clerical (NP-3)



Engineering, Scientific & Technical (P-4)



Maintenance & Service (NP-2)



Para-professional Health Care (NP-6)



Professional Health Care (P-1)



Protective Services (NP-4)



Social & Human Services (P-2)

Each bargaining unit has different representatives for employees of this agency.

Each employee covered by a collective bargaining contract should have a copy of the applicable contract which may be obtained from the respective union.  Executive, managerial and confidential employees who supervise employees covered by collective bargaining should have a copy of applicable contract(s), and become familiar with the contents of them.  The agency Human Resources Department provides applicable contracts to Executive, managerial and confidential employees as they become available.  

The State and officials of this agency, in recognizing and supporting collective bargaining, agree to deal exclusively with the bargaining representative in the administration of contracts, processing of grievances and negotiation over wages, hours and conditions of employment.  All involved should adhere to these principles in the performance of their respective functions.

Each bargaining unit has one or more Staff Representatives (officials of the respective unions) and union stewards or delegates (employees of the agency officially designated by the union) that serve this agency.  You should learn who these individuals are (lists are available in the Human Resources Department or check with your supervisor) and use their services as necessary to ensure the proper administration of the contract.

Union stewards or delegates are required to receive written permission, in the form of an official steward pass, to conduct authorized business and supervisors and department heads are to enforce such use.  Union representatives are permitted on the grounds of the agency to conduct official business only with advance notice or notice immediately upon arrival, to either the Human Resources Department or Managerial Head of the department they are visiting.  Such visits should not interfere with the performance of duties.  In addition, union stewards and delegates may be granted "union business leave", if properly authorized in advance through the Office of Labor Relations and the Human Resources Department. Such release time is granted "subject to agency operating needs".  Managers and supervisors are not to release employees for “union business leave” unless they have received the agency’s official Release Time For Union Business form from the Human Resources Department.

Any employee who believes that the contract has been violated and who has been unable to resolve the problem informally through proper union/management discussions, may file a formal grievance.  Forms for such are available through the Union Steward.

Contracts may vary as to conditions and circumstances for administering union and management rights and care should be taken to ensure compliance and cooperation in administering the contracts.  Due to the complex nature of labor relations, the Personnel Administrator has been designated as the agency labor relations designee to deal with all contract administration activities.  Therefore the Human Resources Department should be consulted on any problem and dealing with union issues to ensure consistent and equitable application and treatment.  Any known breaches or violations should be immediately brought to the attention of your supervisor and the Personnel Administrator or designee.


JOB CLASSIFICATION
All positions in State service have official job titles called job classifications which define qualifications, responsibilities and job duties.  A job specification describes the general duties and responsibilities of positions in State service assigned to that classification.  All job specifications utilized by the Department of Veterans’ Affairs are on file in the Human Resources Department and may be obtained by employees on request.  Your work unit may also maintain a copy of your job specification.  Job specifications are intended to describe the general duties and responsibilities and are not inclusive of all the aspects of your specific job.  As job conditions change, the agency Human Resources Department works with managers and the State Department of Administrative Services-Bureau of Human Resources to update job specifications.  Final responsibility to change or develop job specifications rests with DAS-Bureau of Human Resources

Some work units have criteria-based job descriptions or functional job descriptions which describe in more detail the specific information about particular positions.  You will receive assignments consistent with your job classification.  If at any time you believe you are performing duties outside of your job classification, you should first discuss this with your supervisor.  If after consultation you continue to believe you are misclassified, you may request that your supervisor ask the Human Resources Department to review your position.  This may involve your completing a duties questionnaire for your position and/or a job audit by a Human Resources Officer.  If you still feel that your position is misclassified, you may file a reclassification appeal in accordance with the prevailing collective bargaining contract or law.  However you should be aware that you must, unless unlawful or unsafe, comply with every assignment directive.


WORKING TEST PERIOD (WTP)

No matter where you worked before you came to the Department of Veterans’ Affairs, you will need time to adapt to your new agency, new job, new people, your work environment and perhaps State service.  Full time employees new to State service normally serve a six month probationary period commonly referred to as the “Initial Working Test Period.”  Part-time employees will serve a working test period of equivalent to six months of full time employment. The Initial Working Test Period can continue for as long as two years depending on your classification, conditions, contract or regulations. Consult with your supervisor or the Human Resources Office or the specifics of your collective bargaining contract to determine the length of your WTP.

During this probationary period, your work will be closely evaluated to determine whether or not you are willing and able to perform your assigned duties in a manner so as to merit continuation in the position.  Your supervisor may meet with you at regular intervals to discuss your work performance and reactions to the job.  If so, you will be provided with constructive feedback regarding the level of your performance, specific areas of strength, and areas where improvements are necessary.  At any time during the working test period, if your performance is unsatisfactory or does not merit continuation for any reason, the Agency has the option of extending your working test period or terminating you. 

Dropping an employee at any time during the initial working test period is not subject to the grievance or arbitration procedure.  However, some collective bargaining contracts provide such an employee with a right to a conference with the Agency Head or designee, normally the Personnel Administrator.

Completion of the initial WTP period may carry with it eligibility for certain benefits such as taking vacation and personal leave, and eligibility to apply for promotional exams.  Again, contracts and laws vary in this regard and you should refer to your collective bargaining contract for specific entitlements.

While successful completion of the WTP provides "permanent status" in the class, this in no way, shape or form, constitutes a contract or entitlement to permanent employment in your position or with the State.

In addition to the initial working test period, an employee serves a new working test period each time he/she is promoted.  The length of this promotional working test period generally varies from four months to two years depending on the classification and collective bargaining contract, or law and regulations for exempt employees.  If an employee transfers from another State agency IN THE SAME JOB TITLE (lateral transfer) to the Department of Veterans’ Affairs, there may be a working test period depending on the collective bargaining contract.

If an employee fails a promotional working test period, he/she normally is reverted to his/her former classification.  Some collective bargaining contracts provide an employee who fails a promotional working test period with the right to appeal to Step 3 of the grievance procedure under certain circumstances.  To determine the duration of a working test period in case of a promotion or transfer, and/or your rights if you fail a promotional working test period, you should contact the Human Resources Department or refer to the collective bargaining contract or Management Personnel Policies, whichever is applicable.
SERVICE RATINGS
The purpose of a service rating, or performance appraisal, is to evaluate the employee’s overall job performance.  A service rating is a formal vehicle for informing an employee of his/her strengths, weaknesses, contributions, and deficient areas requiring improvements, if applicable.  An employee is rated on several job elements related to the class title and specific job assignment.  Ratings are generally scaled into five categories, "Excellent", "Very Good", "Good", "Fair", and "Unsatisfactory".   The employee is given an overall rating based on the ratings on the individual job elements.

Service ratings are done during the initial working test period, and each promotional working test period, annually to document and support the granting or denial of any annual increment that may be due; or at any other time when it is deemed necessary to record the quality of an employee’s performance.

Service ratings are designed to be used and reviewed constructively.  A rating of "fair" in two (2) elements or a rating of "unsatisfactory" in one (1) element constitutes an overall "less than good" rating and may be grounds for the denial of an annual increment that may be due.  In and of themselves, service ratings are not considered disciplinary regardless of the overall rating.  However, they do constitute a notice of deficiencies and two consecutive overall unsatisfactory ratings may be just cause for dismissal.  In general, only disputes concerning overall ratings of less than good and/or unsatisfactory, may be subject to the grievance and arbitration procedure.  However, this is dependent on the specific collective bargaining agreement, which should be consulted.

Currently, there are official forms specific to the "Administrative-Clerical", "Administrative-Residual" and "Maintenance & Service" bargaining units.  For all other bargaining unit employees, a general state-wide form is used.  Other internal forms may be utilized to evaluate employees during the Working Test Period.  It is essential that a service rating be completed on the appropriate form.

A service rating is not valid unless it is signed by the employee and all appropriate supervisory and /or managerial personnel.  Once a service rating has been signed by all parties, the employee should be given a copy.  Service ratings are filed in the employee’s personnel file and become part of his/her permanent record.  

Managerial and confidential employees on the managerial pay plan are currently evaluated in accordance with the Performance Assessment and Recognition System (PARS).  Executive employees are evaluated in accordance with statutory provisions.

HOURS OF WORK, WORK SCHEDULES, OVERTIME

The hours of work vary according to your position and/or assignment.  Regardless of your hours, the work week for payroll purposes runs from 12:01 a.m. on Friday through 12:00 midnight the next Thursday.  The payroll pay period (cycle) is two weeks long, running from 12:01 a.m. on Friday through midnight on the second next Thursday.

The work schedules for full time employees currently run between thirty-five (35) and forty (40)

hours per work week, depending on the contract.  These hours are generally distributed equally among five (5) work days in the work week.  Variations to this general rule do exist.

Meal breaks are scheduled as close to the middle of the shift as possible and are for specified periods ranging from one-half (1/2) hour to one (1) hour, depending on position and/or assignment.  “Coffee” breaks or mid-shift breaks may be scheduled and are conditional according to contract or practice.  Consult with your supervisor to determine applicability to your situation.

OVERTIME

Overtime is any time assigned to work beyond the normal or regular schedule, usually under certain emergency conditions or to meet special production or service needs as determined by the agency.

All overtime worked must have had prior supervisory approval.  Employees directed or scheduled to work overtime must comply as failure constitutes grounds for disciplinary action up to and including dismissal.

Generally payment for overtime is made at the straight-time hourly rate for hours worked between 35 hours and 40 hours per week (Friday through Thursday) and at time and one-half beyond forty hours.  Certain employees may be “exempt” from overtime pay either by contract or by state law (based on salary levels) and therefore are ineligible for overtime payment.  Rather they may, if conditions warrant, receive “compensatory” or “lieu” time.

Additionally, overtime is governed by the Fair Labor Standards Act for many employees (Notably exempted are elected officials, bona-fide executives, administrative and professionals including many employees in the Professional health Care, Social Services and Administrative and Residual bargaining units.)  Employees covered by this act receive overtime pay at the greater of the contract or FLSA hourly rate. 


PAY PRACTICES
Pay periods are bi-weekly, commencing on Friday 12:01 a.m. and ending two weeks later on Thursday 12:00 midnight.  At the end of each pay period you must sign a time sheet for your supervisors’ review.  The processing of attendance data requires two weeks.  Therefore, the pay check for a particular pay period will be issued two weeks after the closing date for that period.  New employees starting on a pay period will receive their first pay check four weeks from their starting date.  You will receive your last pay check two weeks after termination of employment.

Paychecks are dated Friday but are usually available for release by the Payroll Office to department heads beginning at 2:45 p.m. every other Thursday, (the close of a pay period).  Checks may not be released to individual employees until 3:00 p.m. on the Thursday that they are issued.  Moreover, employees may not cash checks during working hours.

Each biweekly check includes and lists regular and overtime payments for time as reported. Certain mandatory deductions and optional deductions selected by the employee are reflected and itemized on the pay stub.  Mandatory deductions include withholding for Federal and State income taxes, Social Security and certain employees may have retirement deductions.  In addition, employees covered by collective bargaining will have either union dues or a union service fee deducted from their pay checks.

Optional deductions may include group life insurance, disability insurance, health insurance for family coverage, dependent care coverage, United States Savings Bonds, the State Employees Credit Union, and the Deferred Compensation Plan, etc.  For further information regarding payroll deductions, contact the Payroll Office.

It is the responsibility of the employee to ensure that his/her check reflects payment only for actual time worked and reported, and to report any errors to the Payroll Office immediately, preferably in writing, to ensure proper and timely action.

Employees may make application for "Direct Deposit" of the full net amount of their check.  Instructions and applications are available in the Payroll Office.  Employees with direct deposit have access to their funds beginning Thursday morning of check distribution day.

Periodic notices of changes effecting employees pay status, deductions, etc., are distributed with checks, as are other notices of general interest to staff.

COMPENSATION
Your job classification has been allocated to a particular salary level of the bargaining unit, managerial, confidential, or executive compensation plan.  In all cases, such evaluations are based on the State’s statutory “job evaluation” process and/or negotiated with the union as applicable.  Accordingly, there can be no change in the class level except through the established review process.  If you believe that your job class is improperly evaluated or classified, you may consult your union, or, in the case of exempted employees, your supervisory manager, to consider action as provided for by contract or law.

The salary grade consists of a number of steps representing the minimum to maximum salary range for each job classification.  New employees are generally employed at the first step of the salary grade for their class and progress through the steps of the grade annually as a result of the receipt of annual increments (AI) for satisfactory service, or in the case of managers/professionals exempt from collective bargaining, the Performance Assessment Recognition System (PARS) achievement.  Once at the maximum for the grade, no further annual increments are available for bargaining unit or executive employees.

As a result of collective bargaining, “across the board” salary increases in addition to annual increases and longevity payments may be provided.  Consult your collective bargaining agreement for specific information concerning these increases.

Such increases may also be provided by statutory or regulatory action for managers/professionals, confidential, and executive exempt from collective bargaining.

COMPENSATORY TIME
Employees who are exempt from overtime payment under contract or law may receive compensatory or “lieu” time for authorized, pre-approved extra hours worked beyond the employee’s regular work schedule.  All other employees must be paid overtime, which must be approved in advance.  

All compensatory time must receive supervisory approval prior to both accrual and use.  The supervisor must decide whether the accrual of compensatory time is justified for each instance of extra time worked or for each type of work.  When the employee wishes to use compensatory time, prior approval must be obtained from the supervisor.

Compensatory time is granted in fifteen (15) minute increments equal to the extra time worked.  For example, AN HOUR WORKED EQUATES TO AN HOUR OF COMPENSATORY TIME.  Only the actual time worked is counted toward compensatory time.  Employees will not be granted compensatory time for the time spent traveling home from the office or for meal breaks.  Compensatory time earned and compensatory time taken should be recorded on official time sheets and unit records in fifteen (15) minute increments.  When a supervisor signs an official time sheet, he/she is indicating approval of all compensatory time accrued and taken.

Compensatory time should be taken as quickly as possible based on agency needs.  Refer to your collective bargaining agreement for period during which compensatory time must be taken.

In no event will compensatory time be used as the basis for additional compensation.  Any compensatory time on the books when an employee transfers to another agency, retires, or separates for any reason is not compensable.

In addition, employees who are required to work on holidays may earn compensatory (lieu) time in addition to or instead of overtime payments.  Please refer to the appropriate collective bargaining contract.

All employees and supervisors are responsible for being aware of and adhering to these guidelines.

Managerial employees should refer to Managerial Personnel Policy on compensatory time in the State Managers Handbook.

LONGEVITY
Employees who have completed at least ten (10) years of continuous or total* state service shall receive each April and October a lump sum longevity payment as prescribed by longevity schedule.

Military war service as defined by Statutes is credited toward longevity service provided appropriate proof of such service (copy of discharge papers or completed Form DD214) is on file with the Human Resources Office and as allowed by contract.

You must be on the active payroll as of April 1 and October 1 in order to be eligible for payment.  If otherwise qualified but on leave of absence without pay on those dates, you will receive payment upon return to the active payroll.

If you leave state service and return within one year of the break in service, you should consult your contract regarding the applicability of the previous service for longevity consideration as outlined above.

The amount of longevity payment is determined by the employee’s salary group and number of years of service.  The higher the salary group, the larger the longevity payment.  Employees covered by collective bargaining should consult their respective contract for the appropriate longevity schedule.

Managerial and confidential employees covered by the managerial pay plan should consult the Management Longevity Schedule which is published with each Managerial Pay Plan.

*Refer to the applicable contract for clarification on what condition applies to your position.

ANNUAL INCREMENTS

Annual increments (AI), or step increases within the range of the salary grade for the employees' classification, may be payable for satisfactory performance on the "anniversary" date of each permanent bargaining unit employee.  Collective bargaining agreements dictate whether or not AIs will be awarded.

Employees exempt from collective bargaining, designated as "confidential" or "executive" are eligible for increments in a similar manner with conditions for same outlined in the State Personnel Act, CGS 5-210 and regulations.

Other exempt employees designated as "Managerial" or "Confidential", covered under the Managerial Pay Plan, may be eligible for annual increments each July based on the agency's Performance Assessment and Recognition System (PARS) plan.  For more information on this program, eligible employees should consult the PARS or State Managers Handbook(s).

For employees hired before July 1, 1977, the anniversary date was established as either January or July whichever came first after 6 months of service, for example, a February  hire date = January AI date; a September hire date = July AI date.

All employees hired after July 1, 1977 have a January AI date.  Employees hired between January 1 and June 30 of any year shall be eligible for their first AI in the January next following date of hire.  Employees hired between July 1 and December 31 of any year shall be eligible for their first AI in the second next January following date of hire.

PERSONNEL FILES
An employee’s official personnel file or “personnel record” is defined as that which is maintained at the agency level, exclusive of any other file or record.  At the Department of Veterans’ Affairs, the official personnel files are maintained in the Human Resources Office which is located in the Administration Building.  Your personnel file contains official information and documents relevant to and recording your employment history and work status.  Changes in name, address, marital status and the like shall be immediately brought to the attention of the Human Resources Office and your Department Head.  You will then be required to fill out one or more forms to officially report the change(s). In this way, you will ensure that accurate and up to date information is on file.  The Human Resources Office will not be responsible for any problem associated with the failure of an employee to inform the office of his/her current personal status.  

The Human Resources office will administer the records in accordance with prevailing law and/or contract on the subject of personnel records.  An employee may examine all materials in his/her personnel file, other than pre-employment material or other material that is confidential or privileged under law.  An appointment to review your personnel file must be made with the Human Resources Office.  A member of the Human Resources staff will be present while such material is being inspected.  The Union may have access to an employee’s personnel file provided that written authorization from the employee is received in advance by the Human Resources Office.  The union representative must also make an appointment with the Human Resources Office.  If you desire copies of any extensive materials, it will be necessary to reimburse the state for the cost of reproduction.  Of course, advance request for such service must be made.

No derogatory material, including notification of disciplinary action(s), may be placed in an employee’s personnel file unless the employee has had an opportunity to sign it and has been given a copy of the signed material.  If the employee refuses to sign the material, the union representative will sign the material, indicating receipt and be provided with a copy of the signed material.

An employee has the right to file a written rebuttal to any derogatory material placed in his/her personnel file.  This includes a written rebuttal to a service rating.  Such a rebuttal will be incorporated in the employee’s personnel file.
SEPARATION

Resignation
In order for your resignation to be considered in good standing, you must give a minimum of two (2) working weeks of notice in writing to your supervisor.  The appointing authority may require as much as four weeks notice if you are a managerial employee.  Your written notice of resignation must include your last work date.  Unless approval is granted by your supervisor, you must work your last two weeks of employment and not use accumulated vacation time to cover the two weeks notice.  You should request approval from your supervisor to use any compensatory (lieu) time before the effective date of your resignation.  Unless you are transferring to another State agency, you should also plan to use any personal leave time.  You are not compensated for “lieu” time or personal leave when you terminate from State service.  You will be compensated for any accumulated vacation time that you are authorized to use.  You have the option of continuing your health insurance benefits at a group rate for a specific period of time.  You will be contacted by the Payroll Office as to details on the length of coverage and payment.  

If you submit your resignation less than two weeks before your last work day, your separation may be regarded as “not in good standing.”  This may affect your eligibility to be re-hired.  You will be notified if your resignation is considered as “not in good standing.”  

You have a right to appeal a resignation of not in good standing.  This must be in writing and addressed to the Department of Administrative Services Bureau of Human Resources, Hartford.

Transfer to Another State Agency
Please note that a TRANSFER to another State agency is NOT a resignation.  However, the same notice requirements pertain to a transfer as to a resignation.  In addition, in the case of a transfer, your notice must state the name of the State agency or facility to which you are transferring and the name of a contact person in your new agency’s Human Resources Office, if available.  Since transfers to other State agencies usually occur at the beginning of a State payroll period, you may be required to give more than two or four weeks notice, whichever is applicable.

EXIT INTERVIEW
Once you have submitted your resignation letter, you should contact the Human Resources Office to request an exit interview.  During this interview, you will be given information concerning the items listed below.  You will also be given a questionnaire, which we request that you complete.  However, this is voluntary.  An exit interview is also an opportunity for you to talk with someone about your experiences at the Department of Veterans’ Affairs.

When an employee leaves State service, he/she should be aware of the following options:


1.  Options for Health Insurance:  you have the opportunity to continue your


     insurance for a certain period of time (length depends on the reason for


     separation) at group rates under the Consolidated Omnibus Budget 


     Reconciliation Act (COBRA).


2.  Retirement Options:



a.  You may have vested retirement eligibility.

b.  Options for your retirement contributions under the Tier 1 or Tier 11A  Retirement  Plan:  You have the option of leaving your contributions in the retirement fund for a period of time or you may request a refund of your retirement contributions.


3.  Rescind of Resignation:  If your resignation was in good standing, you may


     withdraw your resignation within one year of your resignation date.  This action


     may provide you with the opportunity for possible reinstatement in position(s)


     in which you held permanent status.  Such reinstatement is at the sole 


     discretion of the agency.


4.  Group Life Insurance Plan Option:  You have the option of converting your


     coverage in the Group Life Insurance Plan to an individual life insurance plan


     upon resignation.

Regardless of the reason for separation, an employee MUST return any Department of Veterans’ Affairs property (Identification Badge, keys, uniforms, etc.) to his/her supervisor on or before the last day of work.

A.  LEAVE TIME
In addition to planned time away from work, such as holidays and vacations, you may need to be absent from work due to unplanned occasions such as illness, military leave or jury duty.  The following sections describe various types of paid and unpaid leave from work, how much time you have available, and how to request authorization for time away from work.

If you transfer to another State agency, any leave balances, with the exception of compensatory (lieu) time, will be transferred to your new State agency. 

HOLIDAYS

Currently, full time Connecticut State employees receive twelve (12) paid holidays during the calendar year.  A listing of the actual observance dates of these holidays is published annually by DAS-Bureau of Human Resources and posted on agency bulletin boards.  The holidays are as follows:




NEW YEAR’S DAY


INDEPENDENCE DAY




MARTIN LUTHER KING DAY
LABOR DAY




LINCOLN’S BIRTHDAY

COLUMBUS DAY




WASHINGTON’S BIRTHDAY
VETERAN’S DAY




GOOD FRIDAY


THANKSGIVING DAY




MEMORIAL DAY


CHRISTMAS DAY


If a holiday occurs during an employee’s vacation, the day is counted as a holiday and not charged to vacation leave.
Part-time employees should check the appropriate contract for the applicability of holiday rules to their situation. 


For individuals covered by contract, holidays may be designated as "premium" or "regular". If you are required to work on a holiday, you will either receive payment at the prevailing rate applicable under contract or law and/or receive "compensatory" or "lieu" time.  Employees exempted from collective bargaining or who are above a certain salary level and who are required to work on a holiday generally receive compensatory time only.  Refer to your contract or law as applicable for specific conditions.

VACATION LEAVE
Vacation leave is accumulated on a monthly basis beginning with the conclusion of the first full calendar month of employment.  It accrues during the working test period, but a State employee is not eligible to use accrued vacation time until he/she has successfully completed six months of service.  

Vacation leave is accrued at various rates depending on the length of your standard work week, when you entered state service, your length and continuous nature of employment in the service, whether you had military war service, whether you are a full or part-time employee, the provisions of your collective bargaining contract or whether you are exempt from collective bargaining.  For specific accrual information, consult your collective bargaining contract or contact the Human Resources Office.

Consult your collective bargaining contract or the Human Resources Office for specific regulations concerning carry-over of unused vacation leave.

Conditions for requesting vacation and scheduling of vacation periods are covered by contract or law, and your departmental policies.  In all cases, requests must be made and approved in advance.  The amount of advance notice depends on the amount of time requested and the time of year.  For specific procedures, contact your supervisor.  

Vacation is generally to be taken in blocks of time and not to be used to offset lack of sick leave, except in unusual conditions when the history of attendance or unique conditions warrant.  Granting of all vacation is conditional on ensuring agency operating needs are met.  It may not be possible to accommodate everyone’s vacation needs at the same time, particularly during “prime” time.  In such instances, seniority may play a part in the granting of vacations.

You are encouraged to take advantage of your vacation benefits and to use two (2) weeks of vacation each year.  Upon completion of your first year of employment you should have accumulated enough vacation leave days to take a well-deserved break from work.

SICK LEAVE
Sick leave for full time employees is earned at the rate of one and one-quarter (1 ¼) working days per fully completed calendar month, credited on the last day of the month, and may be taken (if justified) upon accrual.  Sick leave for part-time employees is generally pro-rated based on the normal work schedule of the position.  The monthly benefit does not accrue if an employee is on leave without pay for five (5) days or more in any month.  Accumulation of sick leave is unlimited.  Such unrestricted accumulation is designed to provide protection and pay for extended periods of absence due to serious illness or injury.  In this regard, your sick leave bank serves as a "disability insurance policy."  Therefore it is in your best interest to use your sick leave judiciously and only for serious medical conditions which absolutely preclude you from coming to work as scheduled so as to ensure continued compensation in times of distress and extended absence as well as to not jeopardize your employment status.

In addition to using sick leave for your own serious illness or injury, you may use some sick leave for medical or dental appointments that cannot be scheduled outside of required working hours; for serious illness in the immediate family which requires your presence, funerals, and maternity and parental leave.  These uses of sick leave will be addressed separately.  In all cases, you should consult the contract or law for conditions and limitations for such use.

It is required that you inform your supervisor or other designated management official in advance of your scheduled work time of any absence due to sickness, the nature of the illness and expected duration of absence.  An acceptable Medical Certificate on the prescribed form (P-33A) signed by a licensed physician or other practitioner whose method of healing is recognized by the State is required of an employee to substantiate any request for sick leave of (generally) more than five (5) consecutive working days.   For some bargaining units, this Medical Certificate is required after five (5) consecutive working days. Consult your collective bargaining unit contract to determine when you are required to submit a Medical Certificate.  Medical Certificate forms can be obtained from the employee’s department or from the Human Resources Office.     
Failure to follow or maintain the integrity of the sick leave benefits and rules will constitute a basis for discipline up to and including dismissal.

For specific information concerning sick leave accruals and use, consult your collective bargaining agreement or contact the Human Resources Office.

FUNERALS

In the event of the death of an immediate family member, you may be granted up to three (3) paid leave days per calendar year, chargeable to your accrued sick leave.  Immediate family means husband, wife, father, mother, sister, brother, child and also any other relative who is domiciled in the employee’s household.  

Three (3) additional accrued sick leave days per calendar year may also be granted for the purpose of going to, attending and returning from funerals of non-immediate family members and friends.  This leave must be requested and approved in advance.  Normally, only one (1) day per instance is allowed.

FAMILY ILLNESS
You may request sick leave in the event of serious illness or injury to a member of the immediate family which creates an emergency and requires your presence.  Consult your collective bargaining contract or the State Managers Handbook for the maximum number of days allowable per calendar year.  

MEDICAL APPOINTMENTS
You should attempt to schedule your medical, dental and eye examination appointments outside of your regular working hours.  When this is not possible, you may request sick leave in advance to be used for such appointments.

PERSONAL LEAVE
In addition to vacation, "permanent" employees (have completed initial working test period) are generally permitted 3 (three) paid personal leave days per calendar year.  This leave time is designed for you to conduct personal business or observance of religious holidays.  Personal leave does not accumulate from year to year and if not taken by December 31, will lapse.  No exceptions to this are granted.

You must request and receive approval in advance for taking personal leave.  The conditions for this vary from contract to contract (or prevailing law for those exempt from collective bargaining), and therefore you should consult your contract or the law for particulars.  Again, granting of time off is conditional on agency operating needs and circumstances surrounding the request.  For this reason, requests, particularly those with short notice, may be denied if not satisfactorily explained or justified.

Part-time employees may be entitled to pro-rated personal leave depending on their bargaining unit and work schedule.  If you are a part-time employee, you should check your collective bargaining contract or contact the Human Resources Office to determine if you are entitled to this benefit.

MATERNITY/PARENTAL LEAVE
Maternity leave is provided to permit an employee time off during the period of pregnancy and to care for the newborn.  Disability leave, chargeable to accrued sick leave is provided when documented by an acceptable medical certificate (FORM 33A).  For a normal pregnancy and birth, this has generally been medically determined to include a brief period immediately prior to and six to eight weeks after delivery.  If, due to complications in pregnancy and delivery, this normal period of disability extends and is documented, additional leave, charged to accrued sick leave, may also be granted.  Any other non-disability maternity leave may be requested and provided for up to a maximum of six (6) months following delivery.  Such leave must be charged to other earned time accrued except sick leave, or as leave without pay for personal reasons.  The employee is responsible for making any request for leave in writing as far in advance as possible, keeping the agency informed of any change in maternity status, providing appropriate documentation required in a timely fashion and returning from authorized leave prior to or as scheduled.

The employee’s share of the cost of medical insurance coverage is continued by the State when an employee is on disability maternity leave.  The employee must assume the cost of any dependent coverage.  The employee must assume the cost of all coverage for any personal, non-disability leave.  Such costs will be billed to the employee and must be promptly honored.

Generally, an employee’s job is held for reinstatement following maternity leave.  The conditions for reinstatement may vary between contracts.

Depending on your contract or applicable coverage, parental leave of up to three (3) days per calendar year, chargeable to sick leave, may be granted to a spouse in connection with the birth, adoption or taking custody of a child, with proper advance request and justification.

In addition, there may be additional benefits provided under the State Family and Medical Leave Law.

MILITARY LEAVE

Full time permanent employees with a National Guard or Reserve obligation are permitted leaves of absence with pay to meet the annual training obligation, which is normally two (2) weeks per calendar year.  The benefit may extend up to three (3) weeks if special conditions such as advance party, rear detachment or travel conditions warrant.  In all cases, official military orders must be presented in advance to support the absence.  In addition, leave with pay up to thirty (30) days is permitted for emergency call-ups.  However such occasions are generally due to state or national declared emergencies.

Military Leave over thirty (30) days is partially paid.  The employee must submit a military pay stub to Payroll so that Payroll will be able to make the adjustment.

In addition, Section 5-255 of the General Statutes provides that employees who enter the military service in time of war or, reasonable apprehension therefore, or riot or rebellion, are eligible for additional leave and/or reinstatement benefits.

JURY DUTY
On occasion, you may be called to report for Jury Duty.  The following is a summary of the provisions of most contracts and State regulations.   

Most contracts address jury duty in some way.  You should look in Articles variously titled Jury Duty, Civil Leave, or Miscellaneous.  In general, these articles and the State regulations require that,

· a copy of the court summons must be forwarded to Human Resources immediately upon receipt.

· If you must appear in court as a juror, you must obtain a slip from the Clerk of the Court confirming your attendance.

· If your obligation as a juror continues long enough to receive pay from the court (usually 3 days or more), you must give the State your jury duty pay (except mileage) in exchange for your regular pay.

· Managers/supervisors will not approve a timesheet entry of jury duty (JD) without the summons, attendance slip and payment (if necessary).  The absence will be recorded as Vacation, PL, or LAW until the documentation is received at which time Payroll will amend the time and attendance records to reflect JD and adjust leave balances.

Please check the appropriate contract and/or contact Human Resources if you have any questions.

LEAVE OF ABSENCE WITHOUT PAY
There are certain situations for which an employee may be absent from work without pay.  Serious illness in the absence of credited leave time, maternity leave in the absence of credited leave time or non-disability maternity leave, family and medical leave of absence, (see separate section) non-required military leave, education and other personal reasons are the most common.

In all cases, leaves of any duration must be requested in writing as far in advance as possible with supporting documentation (as in the case of disability maternity leave, military leave, etc.).  Failure to properly request or return from authorized leave may result in unauthorized leave status and jeopardize your continued employment.  If you go off the payroll due to leave without pay, you also may be required to reimburse the State for the full cost of continued insurance coverage.  In such case, you will be notified by the Payroll Office.  Failure to make payment will result in loss of coverage indefinitely.

Since there are a variety of types of leave, with varying conditions regarding requests and authorization for leave, status while on leave, and eligibility for reinstatement, you should consult your collective bargaining contract, State Management Handbook, prevailing law, or the Human Resources Office for specific information relevant to the circumstances involved.

FAMILY AND MEDICAL LEAVE FROM EMPLOYMENT (C.G.S. 5-248a)

Effective July 1, 1988, Public Act 87-291 established the Family and Medical Leave program which is incorporated under C.G.S. Section 5-248a.  The program provides that each permanent employee, as defined by C.G.S. Section 5-196(s), shall be entitled to 24 weeks of unpaid leave within a two year period upon: the birth or adoption of a child; the serious illness of a child, spouse or parent; or the serious illness of the employee.  This leave of absence is without pay.  However, the State continues to pay the employee’s health insurance benefit through the duration of the leave.

The 24 weeks of leave may or may not be continuous, but must not exceed an aggregate total of 24 weeks in any two year period.

This leave is in addition to any paid vacation, sick leave, or paid disability provided under the employees collective bargaining agreement.  During the course of this leave, seniority, retirement, fringe benefits and other service credits do not accrue.  Upon return to work, the employee retains all service credits which the employee had at the commencement of the leave.  Also the employee is entitled to the same position that was held at the commencement of the leave, or an equivalent position with equivalent pay.

Granting of family or medical leave pursuant to C.G.S. 5-248a is governed by the regulations issued by the Department of Administrative Services and the applicable collective bargaining agreement.

HEALTH INSURANCE

Health insurance coverage for eligible employees includes both medical and dental insurance.  The various collective bargaining contracts define the minimum number of hours per week which must be worked by employees in permanent positions in order to be eligible for health insurance.

There are a variety of health plan options to choose from.  All plans include the following outstanding features.

· One of the largest networks of participating providers in the state, giving members easy access to the care they need. 

· Nationwide and international coverage for urgent and emergency services when rendered by participating providers. 

· A locally-based unit of specially trained associates who have undergone extensive training in order to serve as State of Connecticut health benefit specialists. 

· A Web site dedicated to State employees that offers convenience and confidentiality when members want to view claims, check the drug interaction database, look for participating doctors and much more

The following Plans are available:

Anthem 





Web Site:  www.anthem.com/statect







Member Services: 1-800-922-2232

Point of Service -

State Preferred POS



Point of Service -

State BlueCare POS




Point of Enrollment -


State BlueCare POE

Point of Enrollment Plus - 


State BlueCare POE Plus

Health Net




Web Site:  www.ne.healthnet.com/stateofct/






Member Services: 1-800-255-5019

Point of Service -



Charter POS

Point of Enrollment -


Charter HMO

Point of Enrollment-Gatekeeper -
 Passport HMO

ConnectiCare



Web Site:  www.connecticare.com






Member Services: 1-800-251-7722


Point of Service -



POS Open Access

Point of Enrollment - 


HMO Open Access

Point of Enrollment-Gatekeeper -
HMO Personal Care

Out-of-State Residents

State employees who do not reside in Connecticut can elect coverage under the Blue Cross indemnity plan, or any of the plans described above which meet their health care needs.

Please become familiar with the appropriate medical and dental plan description in which you are interested.  If you have any specific questions you should contact the individual insurer directly or call the agency Payroll or Human Resources Offices.

Dental Insurance
Employees also have the option to enroll in a dental plan.  There is a choice of either the Anthem dental plan or Cigna dental plan. You have the choice to choose a different provider for the Anthem dental plan; however you must choose an available Cigna dental care network dentist.  Additionally, you are not required to enroll the same number of dependents in both the medical and dental plans.  However, the employee must be enrolled in any plan under which his or her dependents are covered.

Anthem Dental Plan
Telephone 1-800-922-2232
WebSite
www.anthem.com
Cigna Dental Plan: 
Telephone  1-800-367-1037
WebSite
www.cigna.com
Prescription

 Anthem prescription will administer pharmacy benefits for all covered employees and their dependents regardless of health insurance carrier.
Cost of Medical and Dental Insurance

The premium costs for employee, employee plus one and family coverage vary with the plan(s) selected.

The State currently pays the employee premium for the dental insurance.  

New Employees

Each new employee may choose one medical insurance plan and one dental insurance plan. Employee will be mailed a choice of health insurance and group life insurance form to their home address.  Employee should select a plan that most fit their needs.  Employee must complete the forms and return them to the payroll department before the dead line.  Employees who elect no health or dental insurance at this opportunity must wait for open enrollment to apply.

Open Enrollment
There is one open enrollment period annually during which an employee may make changes in health and dental insurance.  This generally takes place during the month of May for coverage effective July 1.  During open enrollment you will receive information about the various authorized carriers and rates for the coverage.  This material may include a benefit plan comparison of the various carriers.

If you wish to change your medical and/or dental insurance coverage you need to complete the Health Insurance Enrollment application during the open enrollment period.  If you do not complete the required forms during the open enrollment period, your medical and dental insurance will remain unchanged.    You can access the health insurance brochure information by going on their web site or by dialing their toll free telephone number.  


GROUP LIFE INSURANCE

Group life insurance is another optional benefit available to employees after six (6) months of continuous service in "permanent" positions.  If you apply immediately upon hire or before six months, you will be eligible for coverage regardless of your health or insurability.  After that time, you must produce evidence of insurability and the insurance company will be able to deny your application.

The amount of insurance is determined by your annual salary and is adjusted once per year.  Premiums are paid biweekly through payroll deduction.  The plan provides term life insurance for the duration of your state employment and terminates upon resignation.  Upon retirement the insurance is continued at a reduced amount of coverage at not cost to you.

RETIREMENT
The State of Connecticut provides retirement benefits under the State Employees Retirement Act.  The terms and conditions of the retirement benefits are negotiated separately from the general contracts mentioned elsewhere in this manual.

TIER I  COVERS STATE EMPLOYEES HIRED ON OR BEFORE JULY 1, 1984 and employees must contribute 2% or 5% to their pension by payroll deduction.
TIER II  COVERS  STATE EMPLOYEES HIRED from July 2, 1984 through June 30, 1997 and employees do not contribute to the retirement plan. 

TIER IIA  COVERS  STATE EMPLOYEES HIRED on or after July 1, 1997  and employees must contribute 2% to their pension by payroll deduction.

All of the current plans offer regular, service, and early retirements as well as disability retirements for work-related and non work-related reasons.  There are also vesting provisions associated with each plan which permit persons with a stated minimum number of years to leave State service before retirement, but remain eligible for a future retirement benefit when they reach the stated retirement age.

Among the information you will have to provide at the time of hire is the name(s), address(es) and social security number(s) of the person(s) you may wish to designate as beneficiary(ies).  It is very important that you fill out the proper forms whenever you wish or need to change beneficiary(ies).  A beneficiary may or may not be the same person(s) with whom you may wish to share a retirement option.  Currently, options are not selected until you file for retirement.

Retirement is an important and complex issue.  For detailed information on retirement benefits, consult the appropriate Tier 1, Tier 2  or Tier 2A booklet.  Retirement counseling is available from the Retirement Division of the Office of the Comptroller in Hartford, or our Human Resources Office.  If you are considering retirement in the near future, it is important that you notify our Human Resources office as soon as possible before your retirement date so the necessary paperwork can be completed in a timely manner.  Failure to provide sufficient notice may result in a delay in receiving your retirement benefits.

WORKERS’ COMPENSATION

In order to ensure that the rights of both the employee and the State are protected, and to ensure that claims are processed expeditiously and effectively, it is imperative that each individual involved in the workers’ compensation process know and understand his/her responsibilities and follow certain procedures.

The primary responsibility of employees is to perform their duties in a safe manner so as to prevent injury to themselves or others.  However, even the safest of us may experience an accident.

If you experience a workplace illness, injury or accident, you must immediately report the incident to your supervisor.  Any absence from work due to this incident must be authorized by a medical certificate from a network physician who will have seen you on the first day of each absence from work due to this or other workers’ compensation incident.

An outline of the responsibilities of the various agency parties involved in the Workers’ Compensation process can be found in Appendix  3 .  Please be sure to review this information in the event you have a workplace injury, or if one is reported to you.


TUITION REIMBURSEMENT & IN-SERVICE TRAINING
Tuition Reimbursement is intended for off-duty, job related studies, usually at a college, primarily for the purposes of improving performance on the job, keeping up with changing concepts or developments in your current field, or obtaining a degree to improve your upward mobility opportunities. Qualifications and funding limits for reimbursable educational programs are established by collective bargaining agreements and/or administrative regulation.  If you are interested in furthering your education, please consult your collective bargaining contract for specifics concerning tuition reimbursement for your bargaining unit.  Tuition reimbursement is given on a first come-first served basis and with funds being limited, application does not always guarantee payments.  Guidelines for requesting reimbursement follow.

Within the Department of Veterans’ Affairs, requests for tuition reimbursement are processed by the Human Resources Office.  All materials related to tuition reimbursement should be sent or brought to the agency Approval Officer in the Human Resources Office.

Tuition Reimbursement Procedure
1.  You must apply at least two weeks before the start of your class.  This form is available in the agency Human Resources office.   The form must be returned to the Human Resources Office to complete the application procedure.

2.  Upon completion of the class, you must send or bring a copy of your passing grade on official transcript or school letterhead and proof of payment (credit card receipt, cash receipt from school, copy of both sides of canceled check, etc.) to the Human Resources Office.

3.  The completed Tuition Reimbursement paperwork will be forwarded to the Comptroller’s Office for payment.  Following the above procedure does not guarantee payment. 

4.  A check will be issued by the Comptroller’s office if funds are available.

Please note that the application must state the cost per credit for the course(s).  Any financial aid received from other sources must be stated.  Loans given directly to the employee that must be repaid need not be reported.  If a loan is paid directly to the educational institution, a statement must be submitted with the application explaining that financial aid is in the form of a loan.  Any changes in course title, failure or dropping of a course must be reported within ten days.

A disapproved application will be review by the DAS Bureau of Human Resources Tuition Reimbursement Coordinator.  All correspondence course programs, preparation and self-development courses, and courses taken at “colleges without walls” must be reviewed by the Tuition Reimbursement Coordinator prior to an employee beginning the course of study.  In the case of attending a college or university out-of-state, special permission must be obtained through the agency contact person.  A memo must accompany the Tuition Reimbursement form for courses or schools mentioned above, giving an explanation, i.e., special program not offered in Connecticut, lower tuition rate, closer to home, etc.

Payment for all tuition reimbursement is subject to the timely submittal of verification of passing the course(s), proof of receipt of payment and the availability of funds.
In-Service Training programs are developed and/or conducted by DAS Bureau of Human Resources.  The courses are generally presented on a two semester/year system for both bargaining unit and managerial employees.   The course offerings and application procedures are well publicized in a Fall and Spring In-Service Training Catalog and State Managers’ Calendar.  A copy of the In-Service Training Catalog is sent to each department manager by our Human Resources office.  

If the course hours and your work hours conflict, paid time off is provided.  Participation in these in-service training programs is usually voluntary; however, the Department may select or direct employees to undertake training considered necessary to accomplish the agency mission or unit objectives. 

Your individual work unit may also provide training which can be mandatory or voluntary.

VACANCY POSTINGS, EXAMINATION ANNOUNCEMENTS

AND APPLICATION PROCESSES
Promotional and career change opportunities are available to persons who are qualified and interested.  Competitive positions require some sort of State examination which is administered by the Department of Administrative Services (DAS) - Bureau of Human Resources.  Examples of the modes of examination are written, oral, practical, a combination of the three, or a review of qualifications, or presentation of a license.  The examination announcement will identify the mode.  Employees who are reclassified in their own positions may be eligible for promotion without examination.  Announcements for open competitive examinations (open to the general public as well as to State employees), Statewide promotional examinations (open to classified, permanent State employees), and the Department of Veterans’ Affairs agency promotional examinations (open to permanent DVA employees), are posted on the bulletin board outside the Human Resources Office and at various other locations throughout the agency.  (See your supervisor for the location nearest you.)  Applications (Form# PLD-1) for examinations are available in the Human Resources Office or on line at http://www.das.state.ct.us/exam.  Instructions for applying are included on the announcement and on the application.  The closing dates are rigidly enforced so you should periodically check the posting locations.  For applications that must be mailed to Hartford, private U.S. mail is the preferred route so a postmark is made in the event of a question regarding late application.

VACANCY ANNOUNCEMENTS

Non-competitive (those not requiring examination) position openings for this agency are posted on the bulletin board outside the Human Resources Office and at the same locations as examination announcements.  A separate application form, which is available in the Human Resources Office, is used for non-competitive position openings within this agency.  You should pay close attention to the deadline for filing applications and make sure that your application is received by the Human Resources Office on or before the deadline date. 

Employees are encouraged to submit a DVA application form ONLY in response to postings for specific vacancies.  It is unnecessary to submit applications at other times, even though you may know that a position is vacant.  However, if you have submitted an application that is not in response to a specific vacancy position, you will need to re-apply when a specific vacancy is posted.

PHYSICAL EXAMINATIONS

The agency requires employment physicals for all new employees whose positions work closely with clients and therefore must also be free from communicable disease or disabling condition which could interfere with the ability to do the job.

Periodic examination and testing may be required to ensure that employees continue to meet physical/medical standards and, in some instances, is required for certain classifications including, but not limited to, food services personnel and Institution Fire Fighters.

Pre-employment candidates must go to a physician at their own expense and provide release of that information for use by our hospital staff.

EMPLOYEE ASSISTANCE PROGRAM

At some time during employment, an employee may experience personal problems which negatively affect job performance or which require professional assistance in resolving.  These problems may be related to alcohol and drug abuse, emotional difficulties, family, marriage and so on.  Sometimes these problems are of such a serious nature that they require outside professional help.

The agency has a contract with the UCONN Health Center Employee Assistance Program.  This program provides assessment and brief counseling services to all employees.  Additionally, training, workshops and consultation given by the same familiar staff makes it easier to build trusting relationships.

CARE AND TREATMENT OF CLIENTS
SEE APPENDIX 8

Any violation of this policy may subject the employee to disciplinary action, up to and including dismissal.

ATTENDANCE/ABSENTEEISM
Our ability to properly address the needs of the clients served by this agency and otherwise to meet our obligation to conduct the State's business efficiently and effectively depends to a great extent upon the dependability of our employees.  Each employee is responsible for maintaining good attendance.  Sick, vacation, compensatory time (lieu time), and personal leave requests must be made in accordance with the policies of the specific unit in which you work, current collective bargaining agreements and/or regulations of the State.  Each employee is expected to report to work on time, adhere to the time periods established by the unit in which you work for breaks and meals, and remain at the assigned work station throughout the scheduled work period.

It is the personal responsibility of the employee to notify his/her Supervisor or Manager in advance when an incapacitating illness or injury prevents the employee from reporting to work as scheduled.  The employee must provide the specific reason(s) for any absence.  Failure to report an absence as required herein will be the basis for denial of pay or benefits for the period in question as well as discipline.

Supervisors are responsible for ensuring that employees meet their obligations herein or in the alternative, to take immediate affirmative action to attempt to contact the employee to determine the reason for the failure to report or notify of the absence, advise him/her of the gravity of the failure, and to record and/or report the variation immediately to the Department Manager.  The Department Manager should take appropriate follow-up action to officially respond to the problem.  Consultation with the Human Resources Department is recommended.

Attendance records may be used in determining eligibility for promotions, assignments, transfer, wage increments, overtime and leave authorization and other actions which involve dependability.


ALCOHOL AND DRUGS
It is the policy of the State and this facility to prohibit the unlawful manufacture, distribution, possession, consumption, sale or use of alcoholic beverages and/or non-prescribed drugs/narcotics by employees in or about work areas.  Any employee reporting to work or discovered while at work to be under the influence of alcohol or drugs will not be permitted to work.  (In view of the safety of the employee, the department head may arrange for escort service to the employee's home or call the family for assistance in transporting the employee.)  Any employee bringing illegal or non-prescribed drugs and/or alcoholic beverages on the work premises or using, selling, bartering, dispersing or distribution of such items on the premises will be subject to discipline up to and including discharge.

This policy shall not apply to the exchange of unopened alcoholic gifts between employees for such events as birthdays, holidays, etc., or the possession or consumption of alcoholic beverages by employees and their guests in their private residences.  However in such instances proper security, demeanor and conduct must be adhered to.

Please refer to Connecticut's Policy for a Drug-Free Workplace, Appendix  1  for additional guidance and information on this subject.  Also refer to State and Federal provisions regarding commercial driver’s licenses (CDL), if applicable.

SAFETY

The Department of Veterans’ Affairs will continue to make every effort to provide a safe and healthy environment for employees consistent with mandates from the CONNOSHA or other legal mandates.  The Director of Safety and Security is responsible for planning and managing the Agency’s safety program.  Employees must follow established safety guidelines and comply with all safety conditions.  These are explained in the Agency Safety Manual and during the new employee orientation on Agency safety procedures.  The Department considers safe work practices and safety awareness as an essential part of all employees’ job responsibilities.  Each employee must report any unsafe or unhealthy condition promptly to his/her supervisor.  The supervisor should make an evaluation of the condition and correct the problem and/or report it to the Agency Safety and Security Director, whichever is appropriate.  In the event of an emergency situation or condition presenting an imminent danger, employees should immediately contact the Safety and Security Director at ext. 5950.  Protective and safety devices, apparel or other equipment provided by the employer or for which the employee is reimbursed, must be worn or used as required and, failure to wear or operate same will subject the employee to disciplinary action.

A safety orientation for all new employees to the Department of Veterans’ Affairs, including transfers and per diem employees, is conducted by the Director of Safety and Security.  The new employee safety orientation program is designed to educate new DVA employees on the agency’s commitment to provide a safe work environment for patients, staff and visitors.  New employees normally receive the safety orientation within seven (7) days of employment at the DVA.  Whenever possible, the orientation will occur in conjunction with the new employee orientation provided by the Human Resources Office.  The following areas are covered in the new employee safety orientation program:




*Introduction of the Safety Manual




*OSHA workers right to know program




*Fire safety procedure




*Electrical safety procedure




*Lock/Tag out program




*Accident prevention 


PERSONAL TELEPHONE CALLS AND MAIL
The personal use of our telephone system and mail service impedes providing services to our veterans and conducting official State business.

If you must make a personal telephone call, wherever possible, it should be made during off-duty time, e.g., breaks and meal periods.  In any case, personal phone calls should be made on public telephones where available.  Employees should consult their individual department policy regarding personal calls.   

Under no circumstances may long distance personal calls be made on state phone lines.  Any violations will subject an individual to sanctions including reimbursement and disciplinary action.

Employees must use the purple and white Department of Veterans’ Affairs interdepartmental mail envelopes DVA-499 and DVA-500 ONLY for sending mail to departments within the Agency on the Rocky Hill campus.  All mail to the district offices of the Department’s Office of Advocacy and Assistance must be sent through the U. S. Mail.

Employees must use the State of Connecticut interdepartmental mailing envelopes CO-500 (Rev. 7/79) and STO-499 (Rev. 3/90) ONLY for sending mail to other STATE agencies in Connecticut.

Each employee is responsible for using the appropriate envelope.  Failure to use the appropriate envelope may result in lost or delayed mail.

Unless an employee’s official residence and mailing address is the Department of Veterans’ Affairs, he/she must not receive personal mail at work.  

DRESS CODE
Proper dress reflecting professionalism and good taste and personal hygiene conducive to a safe, sanitary work environment, will be required of all employees.  Special attire, equipment or uniforms provided or required by the employer must be worn.  Failure to comply will constitute a basis for discipline. Please see Dress Code Policy, Appendix 9
PARKING

Ample parking is available for employees of the agency.  Employees may park only in authorized parking areas.  Failure to obey any agency parking rule may subject an employee to sanctions, including, but not limited to, issuance of a warning, removal of parking privileges, and/or disciplinary action.  Employees are required to register all vehicles regularly driven and parked on the grounds with the Agency Security Department.

ETHICAL CONDUCT

As a public official or state employee you are now subject to the obligations and restrictions established by the State Ethics Code.  Therefore, it is important that you familiarize yourself with these requirements and periodically check the law for updates and statutory amendments.  Accordingly, you should either review the text of the Code (Chapter 10, Part I, Conn. Gen. Stat.) or visit the commission’s Website at www.ethics.state.ct.us to obtain a Guide to the Ethics Code.
If you have any questions regarding the Code, you may contact the Commission’s attorneys at (860) 566-4472.  The commission’s advice regarding the Ethics Code is free; can be confidential; and, most importantly, constitutes the only legally binding interpretations of the Ethics Law.

If you have any questions, please contact the Commission directly.

Please see Appendix 10.

EMPLOYMENT OF RELATIVES

Relatives and cohabitants of current employees may be considered for permanent employment with the Department of Veterans’ Affairs.  However, neither relatives nor individuals residing with a DVA employee will be considered for a position under the direct supervision of the DVA employee, or for any position where the employed relative or cohabitant would be in a position to influence the salary, benefits, working conditions or personnel actions, such as discipline.  All relatives and cohabitants must meet the same criteria for employment as any other individual applying for employment.

SECOND JOBS ("MOONLIGHTING")

When you accepted employment with this agency, you agreed to perform service to us.  Your position with this agency should be considered your primary obligation.  You may have other employment as long as it does not interfere or conflict with Connecticut statutes and regulations, or with your obligation to perform your duties and responsibilities to this agency, including being alert and efficient as well as available for overtime work.

If you should have a second position with the State, otherwise known as "dual employment" you must have written prior approval on the approved form for same from the primary (full-time) employer, the secondary (part-time) employer and the Department of Administrative Service.

POLITICAL ACTIVITIES

All state classified employees retain the right to freely express political views and support political candidates.  However, given the nature of their employment, state classified employees’ rights in this area are subject to certain limitations.  In general, a state classified employee may not:


( seek or hold a state office;


( use his/her official authority or influence to effect


   an election or nomination for office;


( coerce a state or local officer or employee to contribute


   to any party, committee, organization or person for political


   purposes;


( engage in political activity during work hours or use


   State resources for political purpose.

Classified employees retain the right to seek and hold municipal office, subject to local charter and ordinance provisions.  When a classified employee is a candidate for municipal or State elective office, he/she must give notice of this to the Commissioner of the Department of Veterans’ Affairs, in writing, within 30 days after the nomination.

Please note that state employees in federally funded positions are subject to the more stringent provisions of the Hatch Act.  Under this federal act, a classified state employee is subject to the provisions outlined above, and may not be a candidate for any public office in a partisan election.

See Appendix 2 

FUND DRIVES
Each year, fund drives are held for the following organizations:

Connecticut State Employees Campaign for Charitable Giving.  Participation in these drives is voluntary and can usually be made through either payroll deduction or check/cash donation.  These agencies aid thousands of less fortunate people throughout the U. S. and the World through the donations they receive.

Care and Share    The Governor’s Food Drive to help feed the hungry.  This drive is usually held in November each year.

REMEMBER:  Donations to charitable organizations are tax deductible.

SOLICITATION/SELLING PRODUCTS
Employees are prohibited from selling or in any way soliciting products or services while at their workplace and/or while performing their duties for the Department of Veterans’ Affairs.

The only exceptions to this policy are the annual fund drives (see above).

Violation of this policy may result in disciplinary action, up to and including dismissal.

SMOKING POLICY
This Smoking Policy applies to both employees and patients of the Department of Veterans’ Affairs and their visitors.  There is NO SMOKING in any building or area of the Department of Veterans’ Affairs except as designated below:


Buildings, apartments and rooms designated as Staff Residences, at


the discretion of the individuals residing there.


Patients will be allowed to smoke in those areas inside the Home, or 


outside the Home, specifically designated as smoking areas by the 


Commissioner of Veterans’ Affairs.  All employees and visitors are restricted to 


outdoor designated areas only.


Patients and their visitors will only be allowed to smoke in those areas inside


the Domicile, or outside the Domicile, specifically designated as smoking


areas by the Veterans Home & Hospital Executive Officer.  Employees are


restricted to outdoor designated areas only.

Smoking is permitted in all outside areas, including porches except as noted regarding the hospital and domicile.

Any employee or patient who violates any provision of this policy may be subject to disciplinary action.

SEVERE WEATHER

As patient care and service are primary concerns of the Department, it is expected that employees will make every effort to arrive at work as scheduled during severe weather conditions.  This may require special planning on your part, such as allowing extra time for travel, monitoring conditions and snow shoveling.  Often severe weather problems can cause emergency conditions at the Veterans Home.  When conditions are so severe that travel is impossible or that your arrival must be delayed, call your supervisor immediately and request authorized leave time.

EARLY CLOSINGS AND LATE OPENINGS

The Governor, through the Department of Administrative Services, directs early closings and late openings.  From time to time employees may be released from work due to extreme snow and ice conditions, extreme heat, inoperable heating facilities or other emergency conditions.  In the event of early closings or late openings, only those non-essential employees immediately affected (at work or scheduled to report for work) by the adverse conditions will be released or granted time off.

Any deviations from officially designated early closings or late openings require a charge to appropriate accrued leave for the entire period away from work.  This includes ridesharing arrangements.

If you have any questions, please contact the Human Resources Office.


CAR POOLS

Employees are encouraged to use car/van pools for transportation to and from work.   Work schedule accommodations to facilitate car pooling may be made consistent with the principles that Agency operating requirements are met.  Car/van pooling may not be used as an excuse for failure to meet established attendance or work schedule obligations. Failure to meet this obligation may result in retraction of any accommodations and/or disciplinary action.


HOUSING 

Housing on agency premises may be made available in accordance with the Housing Policy and Standards established by the Department of Administrative Services and administered by this agency.  Copies of these standards and conditions are available upon request from the Human Resources Office.  At this time the agency is not granting requests for housing or changes in housing except in rare situations at the Commissioner’s discretion, consistent with housing policy and standards.

Employees who meet the criteria for housing may make application in writing on the designated form to the agency head.  Approval of housing is at the sole discretion of the agency head and the Department of Administrative Services.  Rates for housing vary depending on a variety of factors.  The granting of housing should not be construed as a contract or entitlement under any circumstances.

APPENDIX 1
CONNECTICUT’S POLICY FOR A DRUG-FREE WORKPLACE

The State of Connecticut is committed to winning the battle against substance abuse.  Substance abuse jeopardizes a stable family structure, exacerbates crime, threatens work productivity, and presents a continuing and growing drain of government funds.  For our youth, substance abuse is an especially pernicious threat.  Drugs destroy their hopes and dreams and, all too often, their very lives.

The workplace is not immune to the influence of substance abuse.  Worker safety, health and efficiency are adversely affected.  Therefore, in harmony with Connecticut’s three pronged strategy of education, treatment and enforcement to combat substance abuse, and in accordance with federal legislation, the Drug-Free Workplace Policy has been adopted.

Effective March 18, 1989, the federal government enacted the “Drug-Free Workplace” Act.  This act requires that any State agency which receives federal funding must certify that is will maintain a drug-free workplace.  Among other things, the act requires that a policy is published notifying employees that the unlawful manufacture, distribution, possession, or use of controlled substances is prohibited in the workplace.  It also requires that certain actions be taken if this policy is broken.

It is the policy of the State of Connecticut that each employee has a right to come to work and perform his or her job in an environment that is free from the illegal use of drugs.  It is also in the interest of the State and the public that employees be able to perform their duties safely and efficiently.  The State is firmly committed to promoting high standards of health, safety, and efficient service.  Thus, our goal is to maintain a work environment free from the effects of drug abuse.

It is the policy of the State of Connecticut that employees shall not unlawfully manufacture, distribute, dispense, possess or use a controlled substance while on the job or in the workplace, or be under the influence of a controlled substance, not prescribed for him/her by a physician, while on the job or in the workplace.  Any employee violating this policy will be subject to discipline, up to and including termination.

Controlled substances are specifically defined in federal law.  They consist of two classes of “drugs”:  1) those commonly thought of as “illegal” drugs, and 2) certain medications available by prescription, but not being taken under a physician’s orders, which the federal government has determined have a potential for abuse, or are potentially physically or psychologically addictive.

Employees must give notification in writing to their agency’s personnel administrator or the person serving in the personnel role) within five (5) calendar days of any drug conviction for violation of a criminal drug statute if the violation occurred in the workplace.  A conviction means a finding of guilt, including a plea of nolo contendere, or the imposition of a sentence by a judge or jury in any federal or state court.  Within ten (10) calendar days of receiving notice that one of its employees funded under a federal grant or contract has been convicted for a violation of a state or federal drug statute occurring in the workplace, the agency personnel officer must notify the appropriate federal granting or contracting agency in writing.

Employees who have substance abuse problems are encouraged to participate in a rehabilitation program prior to any disciplinary action.  If an employee chooses not to undergo rehabilitation, the State will take disciplinary action consistent with collective bargaining agreements and State law and regulation within 30 calendar days of receiving notice of a the conviction.

Since it is a federal certification requirement that employees be notified of this policy, each employee will receive a copy of it.  The policy will also be available at Agency Personnel Offices.

APPENDIX 2
Section 5-266a.  Political Activities of Classified State Employees and Judicial Department Employees.  

(a)  No person employed in the classified state service or in the Judicial Department may (1) use his official authority or influence for the purpose of interfering with or affecting the result of an election or a nomination for office; (2) directly or indirectly coerce, attempt to coerce, command or advise a state or local officer or employee to pay, lend, or contribute anything of value to a party, committee, organization, agency or person for political purpose.  

(b)  A person employed in said classified service or Judicial Department retains the right to vote as he chooses and to express his opinions on political subjects and candidates and shall be free to participate actively in political management and campaigns.  Such activity may include but shall not be limited to membership and holding of office in a political party, organization or club, campaigning for a candidate in a partisan election by making speeches, writing on behalf of the candidate or soliciting votes in support of or in opposition to a candidate and making contributions of time and money to political parties, committees or other agencies engaged in political action except that no such employee shall engage in such activity while on duty or within any period of time during which such employee is expected to perform services for which he receives compensation from the state, and no such employee shall utilize state funds, supplies, vehicles, or facilities to secure support for or oppose any candidate, party, or issue in a political partisan election.  Notwithstanding the provisions of this subsection, any person employed in the classified state service or in the Judicial Department may be a candidate for a state or municipal office, in any political partisan election.  No person seeking or holding municipal office or seeking state office in accordance with the provisions of this subsection shall engage in political activity or in the performance of the duties of such office while on state duty or within any period of time during which such person is expected to perform services for which such person receives compensation from the State.  The State Ethics Commission shall establish by regulation definitions of conflict of interest which shall preclude persons in the classified state service or in the Judicial Department from holding elective office.  

(c)  Any person employed in the classified state service or in the Judicial Department who leaves such service to accept a full-time elective municipal office shall be granted a personal leave of absence without pay from his state employment for not more than two consecutive terms of such office or for a period of four years, whichever is shorter.  Upon reapplication for his original position at the expiration of such term or terms of office, such person shall be reinstated in his most recent state position or a similar position with equivalent pay or to a vacancy in any other position such person is qualified to fill.  If no such positions are available, such person’s name shall be placed on all reemployment lists for classes in which he has attained permanent status.  Any person employed in the classified state service or in the Judicial Department who accepts an elective state office shall resign from such employment upon taking such office.  In either event, such person shall give notice in writing to his 

appointing authority that he is a candidate for a state elective office or a full-time elective municipal office within thirty days (30) after nomination for that office.

Section 5-266b.  Permitted activity.  Nothing contained in sections 5-266a to 5-266d, inclusive, prohibits political activity by such persons in the classified service in connection with (1) an election and the campaign preceding such election if none of the candidates is to be elected at that election as representing a party any of whose candidates for presidential elector received votes in the last-preceding election at which presidential electors were selected; or (2) a question which is not specifically identified with a national or state political party.  For the purpose of this section, questions relating to constitutional amendments, referenda, approval of municipal ordinances, and others of a similar character, are deemed not specifically identified with a national or state political party.  

Section 5-266c.  Regulations.  The Commissioner of Administrative Services shall issue such regulations as are necessary and appropriate for administration of sections 5-266a to 5-266d, inclusive.

Section 5-266d.  Dismissal or suspension of employee.  Appeal.  If, upon the complaint of any citizen of the state, the Commissioner of Administrative Services finds that any employee in the classified service has violated any provision of sections 5-266a to 5-266d, inclusive, said commissioner may dismiss such employee from state service.  If said commissioner finds that the violation does not warrant removal, he may impose a penalty on such employee of suspension from his position without pay for not less than thirty days (30) or more than six months.  Any employee aggrieved by any action of the Commissioner under the provisions of this section may appeal as provided in Section 5-202.

Sec. 5-267.  Officers, appointing authorities and employees to comply with law.  All officers, appointing authorities and other state employees shall conform to, comply with, and aid in carrying into effect the provisions of this chapter and the regulations issued hereunder.  When any order is made under the provisions of this chapter or in accordance with the regulations hereunder, any officer or other person to whom such order is directed shall forthwith comply with the terms and provisions thereof.
Section 5-268.  Penalty.  Any person who, willfully or through culpable negligence, violates, or who conspires to violate, any provision of this chapter shall be fined not more than one thousand dollars or imprisoned not more than one year or both.  Prosecutions for violations of this chapter may be instituted by the State’s attorney for the judicial district in which the offense is alleged to have been committed.

Definitions of Conflicts of Interest
Regulations of Conn. State Agencies Section 5-266a 1.  Conflicts of Interests.

(a)  There is a conflict of interest which precludes a person in State service from holding or continuing to hold elective municipal office when one or more of the following applies:


(1)  The Constitution or a provision of the General Statutes prohibits a


       classified state employee or a person employed in the Judicial


       Department from seeking or holding the municipal office.


(2)  The classified State employee has an office or position which has


       discretionary power to:



(A)  Remove the incumbent of the municipal office.



(B)  Approve the accounts or actions of the municipal office;



(C)  Institute or recommend actions for penalties against the



       incumbent of the municipal office incident to the incumbents



       election or performance of the duties of said office;



(D)  Regulate the emoluments of the municipal office;



(E)  Affect any grants or subsidies administered by the State,



       for which the municipality in which the municipal office



       would be held is eligible.

PLEASE NOTE ALSO THAT PERSONNEL ENGAGED IN WORK SUBJECT TO THE PROVISIONS OF THE HATCH ACT ARE STILL COVERED BY THIS FEDERAL LAW.

APPENDIX 3
WORKERS’ COMPENSATION PROGRAM (W.C.)

OVERVIEW
Policy Statement:   Effective September 1, 1993 the State of Connecticut 





implemented a Workers’ Compensation Managed Medical




Care Program for employees who experience job related injuries.

Major Components of the Managed Care Program:




.Injury Reporting Hotline, 1-800-828-2727, to report injuries




 immediately after they happen.




.A network of quality, contracted medical professionals,




 specifically selected and monitored to insure that injured workers




 are treated appropriately.




.A monitoring system by the managed care company to help ensure




 that workers receive quality and timely medical care.

Wage Replacement Benefit:




Currently, the wage replacement benefits for employees who are 




temporarily/totally disabled from work due to job related injuries, is 



75% of net pay in most cases.

Contact Person:
All questions related to employee rights and entitlements and proper




procedures for making a claim should be directed to the DVA Agency

Workers’ Compensation Liaison in the Human Resources Office.
EMPLOYEE’S RESPONSIBILITIES

Reporting an Injury:  An employee shall take the following steps to report a job related



  injury.




1.  Report the injury immediately to the supervisor.




2.  Ask the supervisor to call 1-800-828-2727 to report the




     injury and initiate the claim.

Medical Treatment:




1.  A DVA employee has the option of going to the Hospital Clinic for




     FIRST AID treatment only, or go directly to a network provider.




2.  If you choose to go directly to a network provider or require more 


     than FIRST AID treatment, select a medical provider from the




     Director of Network Providers, contact a medical provider from the




     directory, and schedule an appointment with the provider.

    Important Note:
An employee may not utilize his/her own medical provider unless that




medical provider is listed in the Director of Network Providers.




3.  Ensure that a medical Worker Status Report or an acceptable




     equivalent is completed by the medical provider and submitted 




     to the Agency Workers’ Compensation Liaison in a timely manner.




4.  Comply with treatment recommendations of the medical provider.




5.  Communicate regularly with his/her supervisor regarding medical




     status and any significant changed that take place.

Submission of Forms and Bills:

1. If the employee loses work time due to a work related injury,       he/she must complete and submit the following forms to the Agency Worker’s Compensation Liaison.



     CO-715  “Request to Use Accrued Leave”




     WCC-1A  “Filing Status and Exemption Form”




     WC-211  “Concurrent Employment Third Party Liability Form”




     30-C  (Optional) “Form for Notice of Claim for Compensation”




2.  In order to allow for proper payment or reimbursement, the 



     employee must ensure that all bills related to the claim are 



     submitted to the Agency Workers’ Compensation Liaison in the 



     Human Resources Office for processing.

Return to Work:
Prior to returning to work, the employee must take the following 



actions.




1.  Confirm with his/her supervisor the date for return to work.




2.  Ensure that proper medical clearance, using the medical 




     Worker Status Report, or an acceptable equivalent, has been 



                             submitted by the medical provider, prior to his/her return to work.

NOTE:   The medical clearance and conditions governing the return to work must be considered and accepted by both the supervisor and the Agency Workers’ Compensation Liaison in the Human Resources Department BEFORE an employee returns to work.




3.  Return to work consistent with the medical clearance. 

SUPERVISOR’S RESPONSIBILITIES

Supervisor’s response to an Employee’s Job Related Injury:

When an employee reports a job related injury to his/her supervisor, that supervisor should take the following steps.




1.  Call the Injury Hotline of the Managed Care Administrator at




     1-800-828-8717 within 24 hours after the injury.




2.  Advise injured workers that they must choose a physician 




     listed in the Directory of Network Providers and in cases of



     emergency, assist the injured employee in seeking immediate




     medical attention.




3.  Complete the PER-WC-207 Report and submit it to the Workers’ 




     Compensation Liaison in the Human Resources Office.

Supervisor’s Ongoing Responsibilities:  In the event that the employee is unable to return to work, the supervisor should take the following actions.




1.  Ensure that the employee communicates with the supervisor




     regarding his/her status and prognosis for return to work.




2.  Inform the Workers’ Compensation Liaison of any changes




     in the employee’s status.

RESPONSIBILITIES OF THE DEPARTMENT MANAGER




1. 
Ensures that all unit employees carry out their respective




     
obligations in the workers’ compensation process.




2.  
Reviews the completed PER-WC-207, including Supervisor’s




     
recommendations to ensure, to the degree possible, the

validity of the claim, its expeditious handling, and the completeness of the report.  If the manager has good and sound reason to question the claim,  he/she immediately notifies the Human Resources Office, in writing, with any supporting evidence and/or documentation.  Under no circumstances should an intent to contest delay normal procedure and process.

3.  
In consultation with the Workers’ Compensation liaison, determines and considers what, if any, “light duty” (including assignment to special safety training classes) may be available rather than release individual from duty.

4.  
Perhaps even more important, in conjunction with the Director of Safety, investigates any incidence of repeated injury or disease, unusual occurrence or other conditions to ensure that potentially unsafe conditions are corrected or other action is taken to address such problems.

RESPONSIBILITY OF THE HOSPITAL CLINIC
1.  
If requested by the injured employee, the Hospital Clinic physician may provide ONLY first aid care.

2.  
If necessary, refer the injured employee to the Directory of Network Providers or a network provider for follow-up care and/or specialty care.

3.  
MAY NOT provide continuing care or release an employee from duty.




4.  
The Hospital Clinic physician completes the PER-WC-208 




     
(Attending Physicians Report of Treatment).




5.  
Hospital Clinic nursing staff submit completed PER-WC-208 to 



                 
Health Information Management Systems.

RESPONSIBILITY OF HEALTH INFORMATION MANAGEMENT SYSTEMS




1.  Peruses the completed PER-WC-208, submitted by the Hospital




     Clinic, for proper completion.




2.  Sends the original PER-WC-208 to the Workers’ Compensation




     Liaison for appropriate disposition.




3.  Sends a copy of the PER-WC-208 to the Director of Safety and




     maintains a copy in the employee’s medical file.

RESPONSIBILITIES OF THE HUMAN RESOURCES OFFICE
It is the responsibility of the Human Resources Office to ensure that the workers’ compensation process is administered expeditiously, accurately, and that the rights of all parties concerned are respected.

On-going Responsibilities:




1.  Reviews all forms and reports for completeness and accuracy,




     and compliance with procedure, prevailing statute and




     regulations regarding workers’ compensation.




2.  Sends all forms and reports to the Third Party Administrator.




3.  Maintains a control and tracking system for all claims.




4.  Maintains workers’ compensation records including confidential




     files.




5.  Ensures prompt processing of claims and follow-up of all aspects 




     of the system.

6.  Ensures that Human Resources and payroll records accurately                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 reflect the status of the employee.




7.  Processes payments and makes adjustments.




8.  Advises and assists employees, supervisors, department 




     managers and medical providers in the process.




9.  Serves as the conduit between the agency, the third party




     administrator, and the managed care administrator.

RESPONSIBILITIES OF THE DIRECTOR OF SAFETY

Workers’ Compensation Responsibilities:




1.  Reviews all completed PER-WC-207 forms (report of accident




     or occupational disease), including supervisory/managerial




     recommendations for corrective actions.




2.  Monitors the implementation of corrective actions.

Investigatory Responsibilities:



1.  In conjunction with the department manager, investigates any




     incidence of severe injury or disease, repeated injury or disease,




     or injury inconsistent with safe work practices.




2.  Conducts a risk analysis.




3.  Interviews employees in the unit in which the injury occurred.




4.  Observes employees performing tasks which resulted in a work




     related injury.




5.  Discusses recommendations with supervisory/managerial staff.




6.  In consultation with the agency safety committee, makes 




     recommendations for corrective action; writes a report of findings.




7.  Informs workers, supervisors and managers of required corrective




     actions.




8.  Works with the department manager in developing a plan for 




     implementing corrective actions.




9.  If appropriate, trains employees in new procedures.

Ongoing Responsibilities related to Workers’ Compensation:




1.  Develop policies and procedures to increase safety awareness,

                  

     minimize risk and reduce future work related injuries.




2.  Monitor the implementation of such policies and procedures.




3.  Serves as Chairperson of the agency’s safety committee.

In conclusion, it is in the interest of all concerned to ensure that the above procedures are followed.  Each employee’s cooperation and assistance in the administration of the Department of Veterans’ Affairs Workers’ Compensation program is both expected and appreciated.

APPENDIX 4
DEPARTMENT OF VETERANS’ AFFAIRS

SUBJECT:

Affirmative Action Discrimination Complaint Procedure

INTRODUCTION:
Who May file a Complaint

A complaint related to employment may be filed by any employee or applicant of the Department of Veterans’ Affairs who believes that an employment practice in the Department of Veterans’ Affairs has or will result in discrimination in employment against him/her due to their age, ancestry, color, genetic information, learning disability, marital status, past or present history of mental disability, mental retardation, national origin, physical disability, race, religious creed, sex, including pregnancy and sexual harassment, sexual orientation, workplace hazards to reproductive systems, criminal record ( in state employment and licensing).

Protection from Adverse Actions

All employees shall be free from any and all restraint, interference, coercion, or reprisal on the part of their associates, supervisor, and all others in making any complaint or appeal, in serving as representatives or a complainant, in appearing as witnesses or in seeking information.  The above principals apply with equal force after a complaint has been adjudicated.  Should those principles be violated, the facts shall be brought to the attention of the Affirmative Action Administrator by the aggrieved party, his/her representatives or any person affected.

PROCEDURE:
All complaints are to be filed with the Department of Veterans’ Affairs Affirmative Action Administrator, or in the absence of the Affirmative Action Administrator, with the Department Manager for investigation.


All complaints shall be submitted in writing within thirty (30) calendar days of the alleged discriminatory act giving rise to the complaint.


The Affirmative Action Administrator is charged to notify the accused party of the particulars of such complaint within five (5) working days from the time of its submission.

CAUTION:
All complaints received that may subject an employee to disciplinary action must be reported to the Personnel Administrator by the Affirmative Action Administrator.

RESOLUTION:
Attempts will be made to resolve complaints of discriminatory actions and practices through a formal process conducted by the Affirmative Action Administrator.


The Affirmative Action Administrator is designated to act in an effort to mediate or conciliate complaints.


The Affirmative Action Administrator shall insure prompt consideration of each complaint filed with his/her office.  If, after the investigation of the complaint, the Affirmative action Administrator concludes that no discriminatory act has occurred, (s) he may dismiss the charge.  Any complainant dissatisfied by the dismissal or disposition of the complaint retains all other administrative and legal remedies as provided by Personnel Regulations, union contracts, or other laws and regulations.


If, after investigation of the complaint, the Affirmative Action Administrator believes that an act of discrimination may have occurred within ten (10) workdays after said determination is made, the Affirmative Action Administrator shall personally attempt to conciliate the matter.


Confidential counseling is incorporated into the Department of Veterans’ Affairs Affirmation Action Discrimination Procedure.


Hearings by the Commissioner’s Office may be held in cases in which conciliation or mediation has failed where either party so requests. Such requests shall be submitted in writing, signed stating the basis for the request.  A decision shall be rendered by the commissioner’s Office after a careful review of all the facts.


If either party fails to comply with any obligation or requirement which forms part of any such decision, said decision may be enforced by a directive from the Commissioner’s Office.


Time frames shall not exceed ninety (90) days for filing, processing and resolution of all discrimination grievances.

In accordance with Section 46a-68-46(b) of the Regulations for Affirmation Action by State Government, all records of grievances, herein addressed as complaints, and dispositions thereof shall be maintained and reviewed on a regular basis by the Affirmative Action Administrator to detect any patterns in the nature of the complaints.  Records so retained shall be confidential except where disclosure is required by law.

Employees are advised of legal options to file complaints with the Commission on Human Rights and Opportunities; United States Equal Employment Opportunity Commission; United States Department of Labor, Wage and Hour Division; and any other agencies, state, federal or local, that enforce laws concerning discrimination in employment.

________________________________

Linda S. Schwartz, RN, Dr.PH, FAAN
Commissioner

September 22, 2003

APPENDIX 5 

SEXUAL HARASSMENT POLICY

It is the policy of the Department of Veterans’ Affairs that “SEXUAL HARASSMENT IS PROHIBITED.”  This policy reaffirms the Department’s commitment to fair and equal treatment for all.  Sexual Harassment is a type of sex discrimination that may constitute a violation to Title VII of the Civil Rights Act, as amended and is prohibited as an Unfair Employment Practice by Connecticut General Statutes, Section 46a-60(a)(8).

Connecticut General Statutes, Section 46a-60(a)(8)

It will be an unfair employment practice:

FOR AN EMPLOYER, BY HIMSELF OR HIS AGENT, FOR AN EMPLOYMENT AGENCY, BY ITSELF OR ITS AGENT, OR FOR ANY

LABOR ORGANIZATION, BY ITSELF OR ITS AGENT, TO HARASS ANY EMPLOYEE, PERSON SEEKING EMPLOYMENT OR MEMBER ON THE BASIS OF SEX.  “SEXUAL HARASSMENT” SHALL, FOR THE PURPOSES OF THIS SECTION, BE DEFINED AS ANY UNWELCOME SEXUAL ADVANCES OR REQUESTS FOR SEXUAL FAVORS OR ANY CONDUCT OF A SEXUAL NATURE WHEN, (1) SUBMISSION TO SUCH CONDUCT IS MADE EITHER EXPLICITLY OR IMPLICITLY A TERM OR CONDITION OF AN INDIVIDUAL’S  EMPLOYMENT , (2) SUBMISSION TO OR REJECTION OF SUCH CONDUCT BY AN INDIVIDUAL IS USED AS THE BASIS FOR EMPLOYMENT DECISIONS AFFECTING SUCH INDIVIDUAL, OR (3) SUCH CONDUCT HAS THE PURPOSE OR EFFECT OF SUBSTANTIALLY INTERFERING WITH AN INDIVIDUAL’S WORK PERFORMANCE OR CREATING AN INTIMIDATING, HOSTILE OR OFFENSIVE WORKING ENVIRONMENT……..

All employees will be held responsible and accountable for maintaining an environment free from sexual harassment in accordance with the above legislation.

All employees will be free from any restraint, interference, coercion, or reprisal from their associates, supervisors, and all others in making any complaint or appeal.  The above principles apply with equal force after a complaint has been adjudicated.  Should that principal be violated, the facts will be brought to the attention of the Affirmative Action Administrator for review and appropriate action.

A complaint related to employment may be filed by an employee or applicant of the Department of Veterans’ Affairs who believes that he/she has been the recipient of sexual harassment.  All complaints alleging sexual harassment should be made in writing to Noreen R. Sinclair, Affirmative Action Administrator, or in the absence of the Affirmative Action Administrator, to the employee’s Department Manager for investigation.

The Commissioner will be notified by the Affirmative Action Administrator of all complaints of sexual harassment.

If a determination is made that sexual harassment has taken place, such action will be taken as is necessary to correct and prevent recurrence.

_____________________________

Linda S. Schwartz, RN, Dr.PH, FAAN
Commissioner

September 22, 2003

APPENDIX 6 – American with Disabilities Act of 1990

DEPARTMENT OF VETERANS’ AFFAIRS

ADA NOTICE

The Department of Veterans’ Affairs does not discriminate on the basis of disability in its hiring and employment practices, admission to, access to, or operations of its programs, services or access to, or operations of its programs, services or activities.

This notice is provided as required by Title II of the Americans with Disabilities Act of 1990.

If you have questions, concerns, complaints, or requests for additional information regarding the ADA, please contact the Human Resources Department.

Individuals who need Auxiliary aids for effective communication in programs and services of the DVA are invited to make their needs and preferences known to the Human Resources Department.

APPENDIX 7
AGENCY POLICY REGARDING THE USE OF STATE COMPUTERS
Definition  

As used in this policy agreement, the word “computer” means any personal computer, terminal, peripheral equipment, communications devices, data files, and software (computer programs) owned by, leased by, licensed to, or loaned to the Department of Veterans’ Affairs or any other agency of the State of Connecticut.  This includes, but is not limited to, the Veterans Information System (VIS), First DataBank drug data bases, Genesis Nursing Care System and 3M Medical Records System.

Policy

1.
All Department of Veterans’ Affairs employees, resident veterans, volunteers and


personnel working under contract to the Department are to use State computers for


conducting State business only.  State computers are not to be used for private affairs,


personnel matters or individual business and financial activities.

2.
The Department of Veterans’ Affairs respects and abides by the copyrights granted 


to businesses that develop the software used on State computers.  No individual


employed by, or a client of, or a volunteer of, or under contract to, the Department 


may improperly or illegally make a copy of a software program or data protected by 



a manufacturer’s copyright.


In addition, no individual may load onto a State computer a software program or 


data that has not been purchased by, leased by, licensed to or loaned to the State.


Software or data purchased by, leased by, licensed to, or loaned to Department


employees, clients, volunteers or contracted personnel may be loaded onto State


computers only with prior authorization from the Director of Information Technologies or


his/her designee.

3. 
The confidentiality right of clients of the Department of Veterans’ Affairs remains a top


legal obligation for every individual working for (as an employee, patient worker or 


volunteer), or under contract to the Department.  Access to files containing information


about Department clients is granted on a strictly “as needed” basis.  The types of 


access covered by this policy include, but are not limited to, direct access onto the


Department’s information systems, access to the information systems gained through a


personal computer, and access to client information stored on a personal computer.


It is the responsibility of Department employees, patient workers, volunteers and 


contracted personnel to guard against unauthorized access to department data.


Individuals are expected to take all necessary precautions to protect the rights of


Department clients to privacy and confidentiality.

4.  
Individual access to Agency Information Systems may be restricted by the unique assignment of an access code, i.e., User ID and Password.  When such restrictions apply, 
you are permitted access only using your assigned code.  An access code is an Electronic Signature.  An individual assumes full responsibility for the use of his/her access code; 
must not disclose his/her assigned access code to other individuals; must not attempt access or access Agency Information Systems using another individual’s access code.


5.
The Department’s Information Technologies unit will design and conduct periodic audits of 
State computers and information systems to ensure compliance with the guidelines of this 
policy.

6.
This policy is not intended to stifle legitimate “brainstorming” on the computer.  This includes activities that increase one’s knowledge of how computers work and active exercises that improve one’s ability to use computers more effectively.  It is critical, however, that such activities be directly related to an individual’s work for the State and not violate the aforementioned principles of public purpose and client confidentiality.

7.
The computers used by Department employees, resident veterans, volunteers and contracted personnel represent a substantial investment of the State’s resources.  It is, therefore, imperative that these computers be protected through proper operation and adequate maintenance and security measures.  Individuals who work for, or under contract to, the Department are expected to be familiar with and adhere to the procedures to operate and maintain State computers properly and to protect the computers against unauthorized use.  The Department’s Information Technologies unit is the primary source for obtaining these procedures.

8.
The following sanctions for failure to adhere to this policy already exist in State laws and regulations, and may be invoked against employees who carry on activities not permitted by this policy:


Connecticut General Statutes (C.G.S.), Section 5-240, which outline in general terms


cause for employee reprimand, suspension, demotion or dismissal.


Regulations of the Personal Policy Board, Regulation 5-240-3 (b) which reads in part,


“The following may be considered causes for the dismissal of any employee...(7) 
Theft, willful                               neglect or misuse of any state fund, property, equipment, material or supplies, including State-owned motor vehicles.  (8) Deliberate violation of any law, State regulation or agency rule....”
9.
Individuals subject to this policy should also be aware of the provisions of C.G.S. Section 53a-250 et. Seq., which make it a criminal offense for any person, including governmental entities and public officials, to engage in a wide variety of prescribed conduct.  This conduct includes but is not limited to, unauthorized access to a computer system and destruction of computer equipment.  The activities prohibited by this policy include “computer crime” as 
defined in C.G.S. Section 53a-251, whether or not actual criminal proceedings are instituted.

10.
Effective July 1, 1994, and thereafter, only individuals having signed the attached 
ACKNOWLEDGMENT form are permitted to use State computers at the Department of


Veterans’ Affairs.

APPENDIX 8

POLICY ON CARE AND TREATMENT OF PATIENTS, 

CLIENTS AND RESIDENTS

Effective Date:  September 2, 2004

This is an updated and revised policy on this agency’s care and treatment of patients, clients and residents.  While this updated and revised policy does not make any substantive changes in this agency’s former policy, the policy has been revised to provide further clarification of conduct that is prohibited for all employees.

All employees of the agency are reminded that this agency was established to provide treatment and services to veterans.  This is our statutory charge and we are committed to providing the best possible care to patients, residents and clients served.

All employees of this agency should, therefore, understand that they hold a position of trust with grave responsibilities that require observation of the highest ethical standards in the performance of job duties.  Standards that may be acceptable in the private business world or other departmental or governmental jurisdictions are not necessarily acceptable as an employee of this agency.

Licensed employees, including but not limited to physicians, nurses and social workers are reminded of their obligations under state law and professional ethics codes to prevent and report abuse of patients and to maintain professionalism in relationships with patients, clients and residents.  Licensed personnel are also reminded that under some circumstances fines could be imposed or professional disciplinary action pursued under state law and/or ethics codes.

All employees are expected to engage in appropriate and ethical conduct while carrying out their duties, and while involved in off-duty activities.  Employees are not to engage in any unprofessional behavior that could reflect negatively on the agency.

Accordingly, the development of close, personal or intimate relationships between any employee and any patient, resident or client that is unrelated to official business is absolutely prohibited.  This includes transporting clients in an employee’s privately owned vehicle regardless of whether or not you are compensated.  This policy is applicable to non-official business transportation whether or not the employee is at work, and whether or not the patient is on authorized leave.

In addition, Connecticut law strictly prohibits the lending and borrowing of money or other commodities between this agency’s employees and patients, residents and clients.  This means that entering into financial transactions or performing favors for patients for financial and other considerations unrelated to the official business of the agency and/or as specifically authorized by departmental managers is similarly prohibited.

In no event should any employee be acting as a patients, client’s or resident’s financial representative, with the exception of those employees who act in that capacity as part of their official job duties.  When in doubt, employees should consult their supervisors.

Employees are not to request or accept gratuities, rewards or other consideration in return for the performance of official duties.

It is this agency’s responsibility under Connecticut law to ensure that any patient or client  who resides at the Veterans’ Home is not neglected, mistreated, exploited or abused.  To that end, each agency employee is required to report any such act to a supervisor or administrative official and/or to intervene on the client’s behalf in any case when such act occurs.  This obligation extends to any employee who has reason to believe that another employee has developed a close, personal or intimate relationship with a patient, client or resident; or that another employee is acting as the financial representative of another patient, client, or resident.  No employee making such a report will be subject to any penalty or reprisal unless it can be shown that such report was maliciously and falsely reported.

Finally, all employees are expected to avoid situations not specifically described in this policy that may lead to a conflict of interest or the appearance of it.  When in doubt, employees should consult the Human Resources Office.

Any violation of this policy will subject an employee to immediate dismissal.

______________________ 

Linda S. Schwartz, RN, Dr.PH, FAAN

Commissioner

Appendix 9 





Effective Date:  September 14, 2004

COMMISSIONER’S DRESS CODE POLICY
SUBJECT:  GUIDELINES FOR APPROPRIATE DRESS
As an employee at the Department of Veterans’ Affairs I trust you to remember that you are representing yourself and the Agency.  In order to serve as a role model and to ensure and maintain a therapeutic and safe environment for veterans and staff, each staff member shall be suitably attired at all times.  It is the intent of this policy statement to provide guidelines for appropriate dress at the Department of Veterans' Affairs.  It is required that all employees dress in keeping with their duties in their department.  Your appearance, work habits, and attitudes not only reflect upon you, but the facility as well.

1. Employee identification badges are to be worn by all employees.  Compliance with this guideline is indicative of respect for a veteran’s right to information and is a courtesy to colleagues and visitors.

2. All employees must report for duty in clothing that is clean, neat and in good repair, whether uniform or street clothes are worn.  Blue jeans are not acceptable work attire and shall not be worn unless pre-approved by the manager of the department for special assignments.

3. Hair must be neat and clean.  When administering medications, giving treatments, providing bedside nursing care or working with machinery, hair must remain away from the eyes and be tied back, if long.  When handling food, hair must be covered or contained, in accordance with the requirements of the Department of Veterans’ Affairs and the Public Health Code.  Employees assigned to nursing and other allied health departments such as PM&R, Infection Control, Laboratory, shall be allowed to wear appropriate sneakers.  Sneakers provide additional safety for the types of duties being performed.

4. Employees who receive a clothing allowance under their contract must report to work in that uniform.  Employees who are provided a uniform under their contract in lieu of a clothing allowance must wear that uniform.  Employees who receive a safety shoe allowance under their contract must wear safety shoes at all times while at work.  (Nursing employees please refer to the Nursing Department Dress Code Policy for additional guidelines).

5. Support staff shall wear clothing suitable to the performance of their assigned duties.  Examples of suitable dress would include such items of clothing as shirts and slacks for men, and dresses or blouses and skirts or slacks for women.

6. With supervisor approval, employees in Physical Medicine and Rehabilitation may wear clothing suitable to those activities during the workday.  The dress code remains respectful, neat, dignified and clean at all times.

7. Dress Down Friday, when employees may chose to report for work on Fridays in casual clothing.

a. Nursing employees in the healthcare facility must still wear proper uniforms or clothing acceptable for their duties.  Support staff in the healthcare facility may also participate in “dress down Friday” with respect to neatness and prestige in attire at all times.

b. Hats may not be worn indoors, unless they are part of an acceptable uniform, e.g. food service department.

c. Employees may wear sport or polo shirts in place of dress shirts and ties or blouses.

d. Employees who choose to dress down on Friday’s may not wear blue jeans, sweat pants, fatigues, sneakers, jogging outfits, or flip-flops.  These items are not considered appropriate in the work place.

8. Although this list is not all-inclusive, the following attire may not be worn in the workplace:  (Nursing employees please refer to the Nursing Department Dress Code Policy for additional guidelines).

a. Jeans, sweat pants, fatigues, jogging outfits, sneakers, flip-flops, barebacked or spaghetti strap dresses or body suits, etc.

b. Short skirts, shorts or cut-offs

c. Sexually provocative clothing, such as see-through, midriff, low cut off the shoulder blouses, tank tops, tube tops, or halter tops and tight fitting attire.

d. Clothing or buttons which carry messages whose content relates to drugs or alcohol, or which bear obscenities, or which bear phrases containing racial or sexual innuendos, or violence.

e. Wearing hats indoors unless it is part of a uniform or essential to the performance of the employee’s duties.

Failure to comply with this policy may result in an employee being relieved of duty to obtain suitable attire.  Repeated violations may result in discipline.

_____________________

Linda S. Schwartz, RN, Dr.PH, FAAN
Commissioner
Appendix 10

A GUIDE TO THE 
CODE OF ETHICS FOR
PUBLIC OFFICIALS AND STATE EMPLOYEES

2004
NOTE:  This Guide summarizes only the main points of the Code.  For the full text, with all conditions and exceptions, consult Connecticut General Statutes, Chapter 10, Part I.  For interpretations of the Code contact the Ethics Commission.

WHO MUST COMPLY:  All state officials and employees (except judges).  NOTE:  all officials and employees of the State's Quasi-Public Agencies are included in the Code's definitions of "public official" or "state employee", and are subject to the Code.  The provisions on the last page apply to former public officials and state employees.

WHAT STANDARDS DOES THE CODE SET:  The ethical rules are contained in Connecticut General Statutes §§1-84 through 1-86.  Basically, these sections are intended to prevent one from using public position or authority for personal financial benefit.  The principal provisions of §1-84 prohibit:


-acceptance of outside employment which will impair independence of judgment as to official duties or require or induce disclosure of confidential information gained in state service.  (Generally outside employment is barred if the private employer can benefit from the state servant's official actions.  For example, the individual in his or her state capacity has regulatory or contractual authority over the private entity.  A state servant is not prohibited, however, from using his or her expertise for private gain, as long as no provision of the Code is violated in the process);


-use of public position or confidential information gained in state service for the financial benefit of the individual, his or her family (spouse, child, child's spouse, parent, brother or sister), or an "associated business" (defined to include any entity through which business for profit or not for profit is conducted in which the state servant, or an immediate family member, is a director, officer or owner) (NOTE:  There is an exception to this definition, however, for unpaid service as an officer or director of a non-profit entity.);


-representation of another for compensation, or being a member of a business which represents a client for compensation, before:  Banking Department; Connecticut Siting Council; Department of Environmental Protection; Claims Commissioner; office within Consumer Protection Department which carries out duties of the former Department of Liquor Control; Connecticut Real Estate Commission; Department of Public Utility Control; Department of Motor Vehicles; Insurance Department; State Insurance Purchasing Board; Gaming Policy Board; Division of Special Revenue; and Office of Health Care Access.  (Excepted from this prohibition are members of boards, commissions, and quasi-public agencies who receive no compensation other than per diem, expenses, or both, and teaching or research professional employees of public institutions of higher education provided their actions are not otherwise in violation of the Code of Ethics.);


-solicitation or acceptance of anything of value based on an understanding that one's official action will be influenced thereby.  (Prohibition applies to candidates and to anyone offering or giving the thing of value);


-entering into contracts with the State valued at $100 or more, unless the contract has been awarded through an open and public process.  (Ban extends to immediate family and associated businesses but excepts executive branch and quasi-public agency officials who receive no compensation except per diem, expenses, or both, unless official has control over subject matter of contract.  Contracts of employment as a state employee and contracts made by court appointment are exempt from the provision.)  Additionally, no executive head of an agency; no executive head of a quasi-public agency; and no member of such individual's immediate family or a business with which he is associated may enter into any contract with that agency or quasi-public agency;


-acceptance of any gift or gifts from one known to be a registered lobbyist or lobbyist's representative.  (Limitation also applies to candidates, immediate family and staff members.  "Gift" does not include food and drink totaling less than fifty dollars per person in a calendar year, if consumed on occasions at which the lobbyist, or a representative of the lobbyist, furnishing the food and drink is in attendance.  In a restaurant setting, for the exception to apply, the lobbyist must be seated at the same table as the public official during the portion of the drinks or meal for which the lobbyist pays.  Among the other items excluded from the term are presents given by individuals incident to "major life events", ceremonial awards costing less than one hundred dollars, benefits costing less than ten dollars per person per occasion up to fifty dollars total in a calendar year, and gifts to the state.);


-acceptance of any gift or gifts from any person doing business with, seeking to do business with or directly regulated by the state servant's agency or department.  (NOTE:  the same exceptions to the lobbyist gift provision listed above also apply to this gift limitation.)


-acceptance of any fee or honorarium given in return for a speech or appearance made or article written in one's official capacity.  (Acceptance of the individual's necessary expenses is permissible, however.);


-interference with or solicitation of lobbying contracts for any person.

Section 1-85 (substantial conflict) and §1-86 (potential conflict) are distinct but related provisions to consider when a possible conflict is identified:

(1) If faced with taking official action which you can expect will directly affect your financial interests, or that of your spouse, dependent child, or an associated business, distinct from others in your occupation or group (e.g., taking official action on the awarding of a contract to a private business you own) you have a substantial conflict of interest under §1-85 and may not act under any circumstances.

(2) However, if your financial interest is shared by the other members of your profession, occupation, or group (e.g., a public official/teacher acting on a matter that will result in a uniform financial benefit to all teachers) you proceed under the rules of §1-86.  Specifically:  (A) if one is a member of a regulatory agency, one must either be excused or prepare, under penalty of false statement, a written statement (to be placed in the minutes of the individual's agency, copy to the Ethics Commission) describing the potential conflict and stating why, despite the situation, one can act fairly, objectively and in the public interest; or (B) if not a member of a regulatory agency, the individual must prepare a written statement, under penalty of false statement, which describes the potential conflict.  The individual must deliver the statement to his or her superior, who will assign the matter to another who is not subordinate to the individual with the conflict.  (If one has no immediate superior, deliver the statement to the Ethics Commission for guidance on how to proceed.)

(3) Under §1-86, if the financial effect on you, a family member, or an associated business is insignificant (i.e. less than $100 in a calendar year), or no different than that of a substantial segment of the general public (e.g., a regulatory official approving an increase in residential electric rates), you may act without having to follow §1-86 procedures.

FINANCIAL DISCLOSURE:  Certain public servants in significant positions in the Legislative and Executive Branches of State government and the State's Quasi-Public Agencies must file annually with the Ethics Commission by May 1 statements of financial interests held during the previous year.


Additionally, each state servant must disclose to the Commission, within thirty days, any "necessary expense" payments which the individual receives in his or her capacity as a public official or state employee if lodging and/or out-of-state travel is included, unless such expenses are paid for by the Federal Government or another State Government.


Also, whenever a gift to the state incidentally benefits a public official or state employee in the amount of fifty dollars or more and is donated by an individual or entity regulated by, doing business with, or seeking to do business with the recipient agency, the individual's superior, shall certify in writing to the Ethics Commission, prior to the acceptance of the benefit, that the gift, in fact, facilitates state action or functions and is sanctioned by the recipient agency, notwithstanding any potential conflict of interests.  An example of such a gift to the state is when a regulated entity pays the cost for a state regulatory employee to take a course relevant to his or her area of expertise.

ENFORCEMENT PROCEDURES, PENALTIES:  Enforcement of the Code is initiated by a complaint, filed by the Commission or any member of the public.  (In most instances, a Commission complaint is preceded by a confidential staff evaluation.)  A two-stage process follows:  (1) confidential investigation and probable cause hearing; (2) if probable cause is found, a public hearing to determine if the Code has been violated.  (At any stage of the process the Commission and Respondent may negotiate a settlement.)  After a finding or admission of a violation, the Commission can order the Respondent to comply with the Code in the future, file any required report or statement, and pay a civil penalty.


Alternatively, for failure to file a report, statement, or other information required by the Code the Commission can, after a single hearing, impose a civil penalty of up to $10 per day, the aggregate penalty for any one violation not to exceed $2,000.


If the Commission concludes a violation was intentional, it can refer the matter to the Chief State's Attorney for action.  An intentional violation of the Code is a misdemeanor punishable by a fine of up to $2,000, a jail term of up to one year, or both.


The Attorney General may sue for up to three times the economic gain received through knowingly committing or knowingly profiting from a violation of the Code.


The Commission is authorized to protect and keep confidential the identity of any individual who provides information regarding a possible violation of the Code.

IF YOU HAVE A QUESTION ABOUT THE CODE:  Anyone subject to the Code may request the Commission's advice (advisory opinion) as to how the Code applies to a situation.  The Commission staff also provides informal advisory letters when the question posed is unambiguous or has been previously addressed by a Commission opinion.  Finally, staff is available to discuss application of the Code to your particular issue on a confidential basis.


If you have any questions about this Guide or desire more information about the Ethics laws, please contact the Commission staff or visit the Commission's website (www.ethics.state.ct.us).

State Ethics Commission

20 Trinity Street, Suite 205

Hartford, CT 06106-1660

Phone:  (860) 566-4472   Fax:  (860) 566-3806

Hours:  Weekdays 8:30 - 4:30


ETHICS CODE PROVISIONS APPLICABLE TO

THOSE LEAVING STATE OR QUASI-PUBLIC AGENCY SERVICE

1.  NO FORMER PUBLIC OFFICIAL OR STATE EMPLOYEE MAY DISCLOSE OR USE CONFIDENTIAL INFORMATION, GAINED IN STATE SERVICE, FOR THE FINANCIAL BENEFIT OF ANY PERSON.

This is a lifetime prohibition.  "Confidential information" is any information not generally available to the public.  The information may be in any form (written, photographic, recorded, computerized, etc.) including orally transmitted information, e.g., conversations, negotiations, etc.

2.  NO FORMER EXECUTIVE BRANCH OR QUASI-PUBLIC AGENCY OFFICIAL OR STATE EMPLOYEE MAY REPRESENT ANYONE (OTHER THAN THE STATE) CONCERNING ANY PARTICULAR MATTER (1) IN WHICH HE OR SHE PARTICIPATED PERSONALLY AND SUBSTANTIALLY WHILE IN STATE SERVICE AND (2) IN WHICH THE STATE HAS A SUBSTANTIAL INTEREST.

This is a lifetime prohibition.  It applies regardless of where the representation occurs and whether or not compensation is involved.  The term "particular matter" must almost always be determined on a case by case basis.  Although the concept is essentially a narrow one, a specific "particular matter" (e.g., an administrative enforcement proceeding) cannot be further divided into separate phases (prehearing investigation, hearing, decision, etc.)  To hold otherwise would frustrate a principal purpose of this provision:  prevention of side switching in the midst of on-going state proceedings.

3.  NO FORMER EXECUTIVE BRANCH OR QUASI-PUBLIC AGENCY OFFICIAL OR STATE employee SHALL, FOR ONE YEAR AFTER LEAVING STATE SERVICE, REPRESENT ANYONE (OTHER THAN THE STATE) FOR COMPENSATION BEFORE THE AGENCY IN WHICH HE OR SHE WAS EMPLOYED AT THE TIME OF LEAVING STATE SERVICE, CONCERNING ANY MATTER IN WHICH THE STATE HAS A SUBSTANTIAL INTEREST.

"Represent" (under both nos. 2. and 3.) includes any action which reveals the identity of the individual, e.g., a personal appearance, phone call, signature on a document, identification on a firm's letterhead, etc.  


NOTE:  A Commission policy has been established to allow former state servants to enter into consulting and other employment contracts with their former agencies within the one year period.  Specifically, such conduct is permitted, as long as the re-employment is at no greater pay level than the individual was receiving at the time of separation from state service plus necessary expenses.  In essence, by prohibiting the negotiation of the compensation rate, this policy prevents improper use of influence and contacts for financial advantage.  At the same time, employment options of former state servants are not limited unnecessarily and the State is not denied these individuals' expertise.  Those with questions concerning this policy should contact a Commission attorney.

4.  NO FORMER PUBLIC OFFICIAL OR STATE EMPLOYEE WHO PARTICIPATED SUBSTANTIALLY IN, OR SUPERVISED, THE NEGOTIATION OR AWARD OF A STATE CONTRACT VALUED AT $50,000 OR MORE MAY ACCEPT EMPLOYMENT WITH A PARTY TO THE CONTRACT (OTHER THAN THE STATE) FOR ONE YEAR AFTER RESIGNATION FROM STATE SERVICE IF THE RESIGNATION OCCURS WITHIN ONE YEAR AFTER THE CONTRACT WAS SIGNED.

Substantial participation is not limited to the chief negotiator or the individual who signs the contract.  Rather, the concept of substantial participation (under both nos. 2. and 4.) applies whenever the individual exercises discretionary authority at any level of the process.  "Employment" includes work as an independent contractor or consultant.

5. PERSONS WHO SERVE IN ONE OF APPROXIMATELY 75 SENIOR POSITIONS IN THE STATE'S REGULATORY AGENCIES ARE PROHIBITED, FOR ONE YEAR AFTER LEAVING STATE SERVICE, FROM ACCEPTING EMPLOYMENT WITH ANY BUSINESS SUBJECT TO REGULATION BY THEIR FORMER AGENCY.


(NOTE:  positions to which this restriction applies are listed in Regulations of Conn. State Agencies §1-92-40a.)

Revised:  October, 2003 (poguide)

APPENDIX 10

State of Connecticut

Department of Veterans’ Affairs

Office of the Commissioner

287 West Street

Rocky Hill, Connecticut 06067

SUBJECT:
Workplace Violence Policy

Revised:  January 7, 2005

Section 1.  INTRODUCTION


The Department of Veterans’ Affairs recognized that Workplace Violence can result in the needless suffering of employees and can have a negative impact on the workplace.  Violence in the workplace is increasing and the Department of Veterans’ Affairs is not exempt from this trend.  Violence in the workplace may appear in different forms and can include direct or indirect threatening, verbal and physical assaults, domestic disputes, sabotage or behavior that disrupts and creates a hostile work environment.  It is the policy of the Department of Veterans’ Affairs to provide a workplace free of violence and the threat of violence to all employees.

Section 2.  DEFINITIONS:


a. “Act of Violence” means an act of physical violence including, but not limited to, pushing, shoving, punching, striking, pinching, biting, kicking, wrestling or slapping.


b. “Threat of Violence” means a threat or implied threat of immediate or future harm, made seriously or in jest, whether orally, in writing or by an employee’s conduct or physical gesturing, that a reasonable person would construe as coercive, intimidating, or menacing.  The use of vulgar or obscene language or racial or ethnic slurs or slanderous remarks may also be construed as “threats of violence”.


c. “Workplace” means the area in which an employee is assigned to work whether or not this area is located specifically on the Grounds of the Department of Veterans’ Affairs or the field Offices of Advocacy and Assistance.  Workplace includes buildings, vehicles, grounds and parking areas.


d. “Weapon” means an instrument or body part that could be utilized to commit an act of violence or a threat of violence.  Such instruments or body parts include but are not limited to, firearms, knives, bats, hands and feet.


e. “Firearms” means any firearm, model, replica, ammunition or any object the outline of which represents a firearm.

Section 3.  VIOLATIONS OF POLICY:


a. Acts of violence in the workplace and creating a hostile work environment are prohibited and any employee who commits such an act shall be subject to discipline, up to and including termination.


b. Threats of violence in the workplace are prohibited and any employee who commits such an act shall be subject to discipline, up to and including termination.


c. Possession of a firearm on the grounds of the Department of Veterans’ Affairs is prohibited except for Law Enforcement Personnel and classified state employees that reside on the grounds.  Employees who reside on the grounds of the Department of Veterans’ Affairs must keep their firearms secured at their residence except during transportation on and off the grounds.  Brandishment of a weapon in the workplace is prohibited and is grounds for discipline, up to and including termination.

d. Anyone who is suspected of having an unauthorized firearm or dangerous weapon will be immediately isolated, searched and the Rocky Hill Police Department will be immediately notified.

Section 4.  HOSTILE WORK ENVIRONMENT


a. A hostile work environment is conduct that has the effect of creating an intimidating, hostile or offensive work environment or unreasonably interferes with a person’s work performance.


b. any verbal abuse and epithets, degrading comments, the display of pictures, words or objects that another person may find offensive.


c. Other forms of creating an intimidating, offensive and hostile work environment are lying, gossiping, degradation, and disrespect towards anyone and any employee who commits such an act shall be subject to discipline, up to and including termination.

Section 5. REPORTING PROCEDURES:


a. All employees who either experience or observe an act of violence or threat of violence must report the incident to a supervisor.  The supervisor shall inform the Security Department immediately by calling (860) 721-5864.  Every employee, patient or visitor must report workplace violence preferably in writing and when at all practical.  Workplace violence can also be reported using the anonymous reporting procedure by calling Extension 2976.  Acts or workplace violence must be reported and failure to do so is grounds for discipline, up to and including termination.


b. The Security Department will immediately notify the Director of Safety and Security of all incidents of workplace violence.  The Rocky Hill Police Department will be notified of any incidents of workplace violence involving firearms, bodily harm, and domestic disputes. Other acts of workplace violence may be handled through in-house administrative procedures or at the victim’s request, through the Law Enforcement Department.


c. Each incident will be evaluated and an appropriate remedy will be provided based on the nature of the offense, duration, totality of circumstance and past offenses.


d. There may be some situations when confidentiality cannot be guaranteed to the person reporting workplace violence, witnesses or victims.

Any questions regarding workplace violence should be directed to the Director of Safety and Security at (860) 721-5950.

INSTRUCTION:  This policy is to be posted in areas to insure accessibility to all staff members of the Department of Veterans’ Affairs.

Dr. Linda S. Schwartz, Commissioner




Department of Veterans’ Affairs

January 7, 2005

APPENDIX 11

DEPARTMENT OF VETERANS’ AFFAIRS ETHICS STATEMENT

STATEMENT OF PURPOSE

All Department of Veterans’ Affairs employees shall adhere to the highest ethical standards.  Department of Veterans’ Affairs employees shall conduct themselves in accordance with the Connecticut Code of Ethics for Public Officials and State Employees, Governor Rell’s Executive Order No. 1 and the Mission Statement of the Department.  All employees shall strive to ensure that the veterans of Connecticut are provided the best possible medical, nursing, domiciliary care, and advocacy and assistance services.

All services provided to Connecticut veterans shall be without outside influences and in an unbiased manner.

APPLICATION

The provisions of this policy apply to all employees of the Department of Veterans’ Affairs.  The policy will be reviewed annually by each Department of Veterans’ Affairs employee.  Prospective employees shall review this policy prior to accepting a position. 

POLICY
A copy of the Guide to the Code of Ethics for Public Officials and State Employees is attached.  The principal provisions of the Code are as follows:

· GIFTS.  In general, state employees are prohibited from accepting gifts from anyone doing business with, seeking to do business with, or directly regulated by the state employee’s agency or department or from persons known to be a registered lobbyist or lobbyist’s representative.

· FINANCIAL BENEFIT.  A state employee is prohibited from using his/her office for the financial benefit of the individual, certain family members, or that of an associated business.

· OUTSIDE EMPLOYMENT. A state employee may not accept outside employment which will impair his/her independence of judgment as to official state duties or which would induce the disclosure of confidential information.  Generally, outside employment is barred if the private employer can benefit from the state employee’s official actions.

· FINANCIAL DISCLOSURE.  Certain state employees are required to file a financial disclosure statement with the State Ethics Commission.  This statement will be considered public information.

· POST-STATE EMPLOYMENT.  There may be post-employment restrictions, known as “revolving door” prohibitions.  For example, there are restrictions on accepting employment with a party to certain contracts if you were involved in the negotiation or award of the contract; for one year after leaving state service, you may not represent anyone for compensation before your former agency; certain designated individuals in the State’s regulatory agencies may not, for one year after leaving state service, accept employment with any business subject to regulation by their former agency.

Please be advised that this is only a general overview.  If you have specific questions about the State Code of Ethics, you should contact Noreen R. Sinclair, the agency Ethics Liaison Officer at (860) 721-5938, or contact the State Ethics Commission directly at (860) 566-4472. 

It shall be the responsibility of each Department of Veterans’ Affairs employee to bring any circumstances that may be or could lead to a violation of the State Code of Ethics to the attention of Ms. Sinclair, the Commissioner of Veterans’ Affairs or the State Ethics Commission immediately.  Prospective employees shall disclose any such circumstances during an interview or as early as possible.  

_______________________________ 

Linda S. Schwartz, RN, DrPH, FAAN

Commissioner

February 2005
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