St. Clair County Community Mental Health
Employee Handbook 2025
SECTION 1: Welcome & Foundations
👋 Welcome Message from Leadership
Be sure to check out the welcome video from our CEO! It is a great way to learn more about our mission, vision, values, and what makes St. Clair County Community Mental Health (SCCCMH) a special place to work. To view the video, hover your cursor over the photo and press Ctrl + Click. 
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📘 Introduction
Welcome to the SCCCMH Employee Handbook!
We are excited to have you here and to share this guide with you. This handbook offers an overview of our employment policies, benefits, and expectations— it is not a contract, but a helpful resource. Please note that any policy changes made after the publication of this handbook will supersede the information contained in this version. The handbook is updated annually to reflect current policies. In the meantime, change memos and addendums are available for your review in ADP and emailed to all employees as they occur.
At SCCCMH, our values—Compassion, Accessibility, Relationships, Empowerment, and Service Excellence (CARES)—guide everything we do. You will see these values reflected in our policies and how we work together every day.
If you have questions or need clarification, please reach out to Human Resources or your supervisor. We are here to support you.
Policies may change over time, and we will keep you informed. Remember, this handbook does not create a contractual relationship, but it is here to help you succeed and feel confident as part of our team.
🎯 Mission
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AI-generated content may be incorrect.]At SCCCMH, we provide essential behavioral health services, supporting individuals with mental health conditions, emotional challenges, intellectual disabilities, and substance use issues. Our care is personalized, focusing on both mind and body.
With The People's Clinic for Better Health on-site, we offer primary care services, and Genoa Pharmacy makes prescriptions easy and convenient. Together, we ensure coordinated care that meets all our clients' needs.
As a Certified Community Behavioral Health Clinic (CCBHC), we are committed to accessible, timely care for all, regardless of ability to pay or residency. Our services include 24/7 crisis support and integrated care across mental health, physical health, and social services.
We are here to help members of our community overcome behavioral health challenges and live their best lives! Our goal is to offer hope, celebrate achievements, and support recovery for individuals and families alike.
We encourage our employees to build caring and professional relationships with the people they serve. 
For more information about these relationship guidelines, please refer to Personal Involvement with Recipients, Policy #06-001-0005.
Thank you for your dedication to making a difference every day!
📜 Code of Conduct
At SCCCMH, we are committed to doing the right thing. Our Corporate Compliance Program helps us create a culture of honesty, integrity, and ethical behavior—and it is something we all take seriously.
Our Code of Conduct is here to guide everyone who works with or on behalf of SCCCMH—whether you are an employee, officer, director, contract provider, student intern, or volunteer. It is a reminder that we are all here to do the right thing, look out for each other, and speak up if something does not feel right.
Everything we do is rooted in our CARES values—Compassion, Accessibility, Relationships, Empowerment, and Service Excellence—which shape how we treat the people we serve and each other.
While the Code of Conduct does not cover every situation, you can always turn to our CARES values, the Code of Ethics, policies, employee handbook, union agreement, or program directives for more detailed guidance.	Comment by Kristy Dennis: Need public link	Comment by Jill Vandenabeele: SCCCMH Cares

https://scccmh.org/wp-content/uploads/2025/07/CMH-CARES.pdf	Comment by Kristy Dennis: Need public link	Comment by Jill Vandenabeele: Code of Ethics
https://scccmh.org/wp-content/uploads/2025/04/SCCCMH-Code-of-Ethics-2025.pdf
⚖️ Equal Employment Opportunity
We are an Equal Opportunity Employer.
At SCCCMH, we provide equal employment opportunities to all employees and applicants. We do not tolerate discrimination or harassment of any kind—regardless of race, color, religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or expression, or any other characteristic protected by law.
This commitment applies to all aspects of employment, including recruitment, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, and training.
🌈 Diversity in the Workplace
Celebrate Individuality: Let us make everyone feel included by asking how they prefer to be addressed.
Get to Know Each Other: Embrace the wonderful variety in our identities by asking people what their identities mean to them—it is a great way to learn.
Ask with Purpose: When you are curious about cultural practices, try to frame your questions in a work-related context. It shows that you care about connecting.
Honor Personal Choices: Respect everyone’s personal boundaries by offering options and respecting their decisions. It empowers us all.
Handle Misunderstandings with Care: If someone is upset, approach the situation with empathy. A quick apology and a willingness to help goes a long way.
Communicate with Kindness: Let us create a friendly atmosphere by being compassionate and focusing on facts. rather than jumping to conclusions.
Value Our Shared Mission: Remember to prioritize the agency's values over personal beliefs. It helps us work better together.
Be Mindful of Language: Instead of assuming someone’s language abilities, just ask! If necessary, we can always bring in interpreters to make communication easier.
Consider Hearing Needs: If someone has a hearing impairment, be thoughtful and check in with their support network about the best way to communicate.
Keep the Lines Open: If something is not clear, feel free to ask for clarification. We are all here to support each other, so do not hesitate to reach out for help.
🚫 Sexual and Other Forms of Harassment
At SCCCMH, we strive to create a welcoming and supportive workplace where everyone feels safe and respected. We take a strong stance against any form of harassment, whether it is sexual, racial, religious, based on national origin, or related to disability. Unwelcome advances and any verbal or physical behavior of a sexual nature will be seen as harassment when:
A. It is suggested that accepting such behavior is a condition for employment;
B. Decisions about employment are influenced by the acceptance or rejection of such conduct; or
C. This behavior disrupts someone’s performance or creates an uncomfortable work environment.
Let us work together to maintain a positive atmosphere for everyone! For more details, please check out Personnel: Harassment in the Workplace, Policy #06-001-0105.
🛑 Workplace Safety & Emergency Preparedness
Your safety—and the safety of the individuals we serve—is a top priority at SCCCMH. While we work hard to create a respectful and secure environment, it is important that you know what to do in the unlikely event of an emergency.
We have a comprehensive Emergency Procedure Handbook that outlines procedures for situations like fires, severe weather, power outages, threats of violence, and other unexpected incidents. You are encouraged to familiarize yourself with this plan and ask your supervisor if you need help locating or understanding it.
We also take workplace violence seriously. If you ever feel unsafe or witness concerning behavior, please report it to your supervisor right away. We are committed to addressing potential risks and maintaining a positive, respectful workplace.
Here is how you can help:
· Know where to find emergency exits, first aid kits, and safety supplies.
· Follow all building evacuation and shelter-in-place instructions during drills or actual emergencies.
· Report suspicious or unsafe behavior to your supervisor, Human Resources, or Security.
· Participate in safety training and stay current on agency protocols.
Remember: We are all in this together. If you are unsure what to do in an emergency, ask. It is always okay to seek support. For more information, also check out Emergency Preparedness, Policy #09-003-0050.
📁 HIPAA & Privacy Practices 
At SCCCMH, protecting the privacy of the individuals we serve is part of the care we provide. As an employee, you play an important role in keeping personal health information safe and confidential by following HIPAA guidelines.
If you would like more information, please refer to Access, Use, and Disclosure of Confidential and Protected Health Information (PHI), Policy #08-002-0005. 
⚠️ Fraud, Waste, and Abuse Awareness
If you ever have a concern, you are encouraged to speak up—SCCCMH has a process in place to review concerns fairly and without retaliation. See Corporate Compliance Complaint, Investigation & Reporting Process and Non-Retaliation, Policy #01-002-0020 for details. 
🧾 Mandatory Reporting Obligations
As part of your role, you are considered a mandated reporter. If you ever have a concern about possible abuse or neglect involving someone we serve, it is important to share that concern. See Reporting Suspected Abuse or Neglect, Policy #05-001-0045 for how to report and who to contact. 
📢 Whistleblower Protection 
At SCCCMH, we want you to feel safe raising concerns. If something does not seem right—whether it is about safety, ethics, possible policy violations, or misuse of resources—you are encouraged to speak up.
You can report concerns to your supervisor, Human Resources, or through our corporate compliance process. All reports are taken seriously and handled with care, respect, and as much confidentiality as possible throughout the investigative process.
You are protected from retaliation when you report in good faith, even if the concern turns out not to be a violation. 
SECTION 2: Getting Started at SCCCMH
📍SCCCMH Locations
SCCCMH provides services throughout St. Clair County with five convenient office locations. Each site is designed to support specific programs and populations, helping us better serve the needs of our community.
Our current locations include:
· Main Office – 3111 Electric Avenue, Port Huron
· Child & Family Services – 2415 24th Street, Port Huron
· West Office – 14675 Downey Road, Capac
· South Children’s Services – 135 Broadway Street, Marine City
· South Adult Services – 6221 King Road, Marine City
You may be assigned to one or more of these locations based on your role. If you ever have questions about your primary work site, your supervisor or Human Resources can help.
Check out our website to view all service locations and hours: https://scccmh.org/about-us/locations-hours/
🚗 Parking Guidelines
Each location has its own designated parking layout for employees and visitors. As a general practice, we ask that employees leave the closest parking spaces near building entrances available for the individuals we serve.
ADA-accessible parking spaces are clearly marked and reserved for individuals with disabilities who have a valid disability placard or license plate, in accordance with the Americans with Disabilities Act (ADA). Please be mindful to keep these spaces available for those who need them.
At times—especially at our main building—events may lead to increased traffic in the parking lot. When this occurs, advance notice will be provided to help teams adjust accordingly.
Your supervisor will review the specific parking details for your location, including accessible parking information, during your orientation.
🔑 Vehicle Reservations
SCCCMH utilizes FleetCommander to manage vehicle reservation requests. Employees receive a detailed user guide during orientation that outlines how to request and use agency vehicles. The guide is also available on ADP under the Resources section. 
For additional information or assistance, please contact the Transportation Department.
Please also refer to Use of Agency Vehicle, Policy #09-002-0030 and Vehicle Maintenance, Policy #09-002-0025 for more information. 
🏢 Meeting Room Reservations
You may reserve SCCCMH meeting rooms for work-related purposes using the Resource Scheduler. If you need setup or equipment (such as tables, chairs, or audio-visual), be sure to submit a Help Desk ticket along with your request.
For full details, including approval processes and additional guidelines, refer to Use of SCCCMH Facilities and Equipment, Policy #09-001-0010.
🧑‍💼 Leadership Team
At SCCCMH, we are guided by a team of experienced leaders who are committed to supporting employees, advancing our mission, and promoting the well-being of those we serve. Their leadership helps shape a positive, person-centered culture across all programs and services.
Our current leadership team includes:
· Debra Johnson – Chief Executive Officer
· Telly Delor – Chief Operating Officer
· Kathleen Gallagher – Chief Clinical Officer
· Karen Farr – Chief Financial Officer	Comment by Kristy Dennis: Should we include Danielle since she is part of the leadership team now?	Comment by Jill Vandenabeele: If we do, then I will add her to the Leadership Team on the website too
· Dr. Brandon Moore – Medical Director
· Jason Marocco – Adult Services Director
· Kristen Thompson – Adult Services Director
· Heidi Fogarty – Children Services Director
· Stephanie Shank – Human Resource Director
· Dann Hayes – IT & Security Director
· Michelle Measel-Morris – Support Services Director
Want to learn more about our leadership team?
Visit: https://scccmh.org/about-us/management-team/
👥 Human Resources Department & Team
The Human Resources team is here to support you throughout your employment journey at SCCCMH—from onboarding and benefits to workplace support and career development. We are committed to creating a positive work experience and ensuring your questions are answered along the way.
Meet your Human Resources team:
· Stephanie Shank – Human Resource Director
· Jody Kruskie – Labor/Employee Relations Manager
· Kristy Dennis – Human Resource Manager
· Caroline Hawkins – Executive Administrative Assistant
· Jill Vandenabeele – HRIS Specialist
· Kristen Thames – Credentialing Technician
· Sarah Conant – Staffing Recruiter Specialist
· Nicole Hatcher – Data Technician
Need help or not sure where to start?
Reach out to any member of the Human Resources team—we are here to help! Call us at extension 4700 or email us at HRDepartment@scccmh.org. We are just a call or click away!
🧭 Employee Orientation
At SCCCMH, we warmly welcome all new employees with a personal orientation from their supervisors. Your supervisor will be there to guide you through our personnel policies and the general working conditions, ensuring you feel at homesupported from day one.
During your orientation, your supervisor will introduce you to your program facility and the wonderful team members you will be working with. They will also share important information about your role, along with safety and emergency procedures to keep you secure.
We believe in sharing our mission, goals, and structure, so we hold regular orientation sessions to help you understand our philosophy and how you fit into the bigger picture.
As part of your onboarding, you will have the opportunity to participate in orientation sessions, learn about Recipient Rights, and complete any other training necessary for your role. We are excited to have you on board!
👥 Worker Categories
Full Time: If you are scheduled to work at least thirty-seven and a half (37.5) hours per week, you are considered a full-time employee.
Part Time: If you are scheduled for less than thirty (30) hours per week, you are considered a part-time employee.
For more information, feel free to check out the union contracts linked below. 
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
📝 Employment (Probationary Period)
Welcome to our team! As a newly hired employee, you will start off as a probationary employee until you complete your probationary period successfully. If you have any questions about this process, feel free to check out Personnel: Employee Annual Assessment, Policy #06-001-0030, or consult the union contract for more details. Once you have successfully finished your probationary period, you will be added to the seniority list, officially marking your start date with us.
Local-3385-Contract.pdf, Chapter 20 Contract.pdf 
💰 Union Dues
As a valued employee, we want to make sure you are informed about your union dues. Each month, your dues will be automatically deducted from the first two paychecks.
Here is a quick breakdown of the union dues for Local 3385 and Chapter 20 members:
• If you are regularly scheduled for 20 hours or more each week, it is just $24.78 per pay.
• For those working between 12 and 19 hours each week, the dues are $18.55 per pay.
• If you are scheduled for less than 12 hours each week, it is only $12.58 per pay.
Just a friendly reminder: all dues are deducted bi-weekly, and there will not be any deductions from the third paycheck in months that have three pay periods. If you are a new member, you will start paying dues after your first 90 days of employment.
Union membership is voluntary. 
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
⏳ Seniority
Seniority in union workplaces is all about fairness. It is based on how long you have been employed and helps is often considered when makinge decisions like job security, promotions, shifts, time off, and benefits more consistently. The way seniority works can vary a little depending on what is agreed upon.
For specific details about seniority at SCCCMH, please refer to the union contract linked below.
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
SECTION 3: Workplace Culture & Conduct
👔 Dress Code
We are excited to introduce offer a "Smart Casual" dress code. (See Personnel: Dress Code, Policy #06-001-0150), blending casual comfort with professional flair. It is your chance to showcase your personal style while maintaining a neat appearance that reflects our values.
If you are embracing the Casual for a Cause Program, feel free to wear jeans every day when it feels right! Just remember, there are times when jeans may not align with your surroundings or who you are meeting. Let us all use good judgment to present ourselves in a way that uplifts the SCCCMH image.
If you are ready to join the Casual for a Cause Program, simply complete the payroll deduction consent form (found in the Forms Index) for a $3.00 deduction each pay period.	Comment by Kristy Dennis: Does this form have a direct public link?	Comment by Jill Vandenabeele: Casual For A Cause Payroll Deduction Form

https://cmhwebserve.scccmha.org/forms/forms_files/Finance/07-0266.pdf
Thank you for being part of our inspiring community! 
SCCCMH Forms Index – St. Clair County Community Mental Health
🚭 Smoking & Tobacco-Free Workplace
To help maintain a healthy and respectful environment, you and all workforce members—including employees, students, contractors, vendors, and volunteers—are prohibited from using tobacco or marijuana products on SCCCMH campuses. This includes all work areas, public spaces, agency vehicles, and parking lots.
Additionally: 
· You must not bring marijuana products onto SCCCMH campuses. 
· Tobacco products should remain in your vehicle unless you are carrying them to an off-campus location for use during non-working break times.
We appreciate your cooperation in helping create a clean, safe, and professional atmosphere!
Please refer to Smoking and Tobacco-Free SCCCMH Campus, Policy #09-001-0025 for more information.
📱 Social Media & Public Representation
At SCCCMH, we encourage responsible use of social media, email, and texting in a way that supports SCCCMH’s privacy and confidentiality expectations. 
For more information, see Use of Social Media, Policy #01-002-0075. 
💻 Technology, Email, and Internet Use
We know technology is an important part of your work. As you use SCCCMH computers, email, and internet, we just ask that you help us protect the privacy of the individuals we serve and the security of agency systems. 
For more guidance, see Computer/Information System Security, Policy #08-001-0010. 
👥 Personal Involvement with ClientsIndividuals We Served
Building positive, professional relationships with the individuals we serve is an important part of your role. If a situation ever feels like it might go beyond your work responsibilities, your supervisor is here to help you navigate it. For more guidance, see Personal Involvement with Recipients, Policy #06-001-0005. 
♿ Reasonable Accommodation & ADA Compliance
SCCCMH is committed to supporting employees in performing their jobs effectively. If you believe you may need reasonable accommodation due to a medical condition, disability, or other qualifying need, you are encouraged to contact Human Resources. Human Resources will review your request on a case-by-case basis and work with you to identify reasonable options.
Documentation may be requested as part of the interactive process. All information will be handled confidentially and shared only with those involved in evaluating or implementing the accommodation.
🏆 Recognition
At SCCCMH, we truly value you and the incredible work you do. That is why we want to give you the opportunity to recognize a standout employee or team who has gone above and beyond in their role.
Each month, you can nominate an employee or team to be honored for their exceptional dedication, hard work, and commitment to making a positive impact on our community. Whether it is their compassionate service, leadership, or teamwork, we want to celebrate those who make a difference!
To nominate, simply fill out the form linked below and share your story of how this individual or team has exceeded expectations.
Let us shine the spotlight on the amazing people who make SCCCMH an incredible place to work and serve! 	Comment by Kristy Dennis: Update to reflect new process?
Employee & Team of the Month – St. Clair County Community Mental Health
📊 Evaluations
At SCCCMH, we believe in the power value of annual employee evaluations for all employees, fostering growth and collaboration, with a deadline before March 1st. Our commitment is to ensure that these performance reviews are not only interactive and timely but also effective and meaningful, guiding us all on our journey toward excellence.
For more information about the employee evaluation process, please see Personnel: Employee Annual Assessment, Policy #06-001-0030. 
✏️ Changes to Personnel Records
We want to make sure you are getting all the benefits you deserve! If you have any changes in your address, marital status, or dependent status, please let our Human Resources team know as soon as you can.
This helps us keep your benefits up to date. Also, if you have any updates regarding your training or education that might influence promotions, or if there are changes to your insurance beneficiaries, do not hesitate to reach out.
Here are some examples of changes you will want to report: 
· Address
· Phone number
· Marital or dependent status
· Emergency contact
· Qualifying life events for benefits (must provide supporting documentation within 30 days of event)
· Updated or new credentials or licensure
· New degrees
· Changes in beneficiaries
· Name changes
We are here to handle all your personal information with care and respect! For more details, check out Personnel: Changes in Employment Status and/or Personal Information, Policy #06-001-0050. 
Report changes to HRDepartment@scccmh.org or (810) 966-4700.
📂 Employee Record Reviews
We understand that you may have questions about your rights to access your personnel file and our policy on sharing this information with third parties, like potential employers. Good news! According to the law, you are entitled to review your personnel records whenever you need to. Take a look at Personnel: Personnel Records, Policy #06-001-0090 for more details.
If you are an employee or a former employee and would like to check your personnel file, simply submit a written request to the Chief Executive Officer or someone they designate (such as Human Resources Personnel), and we will be happy to assist you! If you need copies of any pages from your personnel file, we can help with that too! Just keep in mind that you will need to cover any costs associated with copying the information.
We are here to help you navigate this process! 
SECTION 4: Schedules, Compensation & Expenses
📆 Work Week / Schedule / Breaks / Flexibility
Work Week: Our work week is Monday through Friday, totaling thirty-seven and a half (37.5) hours. 
Workday: Our workday runs from 8:30 a.m. to 5:00 p.m., including an unpaid hour for lunch. We are open to discussing flexible schedules! For more info, check Personnel: Work Schedules; Leavetime; Overtime; Timecards, Policy #06-001-0075. 
Breaks and Lunch: If you work six (6) hours or more, you are entitled to two (2) paid fifteen (15) minute breaks and an hour-long unpaid lunch. Please take at least a half-hour (30 min) for lunch. Breaks and lunch cannot be combined to leave early. Enjoy your time to recharge!
⏰ Attendance Expectations
At SCCCMH, we truly value our employees and their role in keeping our operations running smoothly and effectively as we face future challenges together. We understand that life can be unpredictable, but we kindly ask that you make every effort to be present during your scheduled work hours. Consistent attendance helps us maintain productivity and ensures that we can support one another and our mission. 
If you have any questions about your work schedule or policies related to attendance, please feel free to reach out to your supervisor. We are all in this together! 
For more details, check out Personnel: Work Schedules; Leavetime; Overtime; Timecards, Policy #06-001-0075.  
Unpaid time off is not permitted, except for certain situations outlined in Article 28 (Leave of Absence) of the union contract or any pre-approved unpaid time off agreed upon at the time of hiring and noted in your signed offer letter. 
If you are a regular full-time employee and have less than 75 hours on your attendance record for a pay period—this can include a mix of hours worked and any paid time off used—you may need to cover an additional portion of your benefits cost. 
To be clear, if you have used up all your accrued paid time off and do not meet that 75-hour minimum, there may be some additional costs, and unfortunately, this could also lead to disciplinary action. We just want to keep things transparent and make sure everyone is aware of these guidelines. 
Unpaid time off is not available, except for certain situations outlined in Article 28 (Leave of Absence) of the union contract or any pre-approved unpaid time off agreed upon at the time of hiring and noted in your signed offer letter. 
If you are a regular full-time employee and have less than 75 hours on your attendance record for a pay period—this can include a mix of hours worked and any paid time off used—you will need to cover a portion of your benefits cost. 
To be clear, if you have used up all your accrued paid time off and do not meet that 75-hour minimum, there may be some additional costs, and unfortunately, this could also lead to disciplinary action. We just want to keep things transparent and make sure everyone is aware of these guidelines. 
For more details, check out Personnel: Work Schedules; Leavetime; Overtime; Timecards, Policy #06-001-0075.  

Local-3385-Contract.pdf, Chapter 20 Contract.pdf
💵 Compensation – Paydays
At SCCCMH, we pay our employees every two weeks, and Friday is our regular payday. If payday happens to fall on a holiday, do not worry! We usually issue paychecks the day before via direct deposit. For instance, during Thanksgiving week, you will receive your paycheck on Wednesday instead.
🕒 Compensation – Timecards
Just a friendly note about our biweekly timecard process! This is how we keep track of the hours you have worked, and it ensures that you get paid accurately. It is super important for each ofthat  you to fill out and submit your timecard through ADP for each pay period, even if you are on Leave of Absence. Please make sure to record the actual hours you worked each day or note any other types of compensation like sick leave, vacation, or disability. 
Remember, the deadline for submitting your electronic timecard is by 10:00 a.m. on Monday after each payroll period ends. Your supervisor will then review it for approval. 
If you have any questions, feel free to refer to Personnel: Work Schedules, Leavetime, Overtime, and Timecards, Policy #06-001-0075. 
📈 Compensation – Automatic Pay Increments
Some positions follow a set pay scale with scheduled step increases, such as those outlined in the union contract. Other positions, pay increases may vary based on factors like whether the role is covered by a union agreement, the terms of an employment contract, and other agency guidelines.
If you are unsure how pay progression applies to your position, please reach out to Human Resources.
When you join SCCCMH, you will begin your journey at the starting pay step. Each year on your anniversary, you will receive a meaningful pay increase that reflects your ongoing commitment and contributions. These annual increases continue until you reach the top of the pay scale for your specific classification—recognizing your growth and dedication along the way. 
To explore the union wage scales, please follow the links below!
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
🚗 Mileage & Business Expenses
At SCCCMH, you may be reimbursed for expenses related to your job responsibilities or for costs associated with approved activities you attend. To help the process go smoothly, please be sure to follow the proper procedures.
Whenever possible, try to get your expenses approved in advance. For the most up-to-date information, refer to the Travel and Business Reimbursement, Policy, #07-003-0020.
🏦 Deferred Compensation
You are going to love this great news from SCCCMH! We are offering you a Deferred Compensation Plan, a fantastic way to boost your retirement savings while enjoying some tax benefits. 
This program lets you set aside a portion of your salary before federal taxes are deducted, helping you save for your future more efficiently. By participating in this plan, you can lower your taxable income and watch your contribution grow tax-free until you are ready to retire. It is a smart step toward securing the financial future you deserve!
If you have any questions or want to learn more about how to get started, do not hesitate to reach out to Trecia A. Scribner or Michael DeTone at Corebridge Financial. They are here to help and make the process as easy as possible. 
Happy saving!
SECTION 5: Benefits & Employee Support
🏥 Benefits
At SCCCMH, you have access to a fantastic range of benefits! These include medical and pharmaceutical coverage, dental and vision insurance, a flexible spending account for medical and dependent care expenses, a health savings account, life insurance, and disability coverage.
If you are curious about your eligibility, how to enroll, or want to learn more about plan costs and coverage, check out the Benefit Book.
Do not forget, you can also find extra helpful information in the Benefit Information section under Tools/References on the Resources tab in ADP. 
We are here to help you make the most of your benefits!
🧠 Employee Assistance Program (EAP)
At SCCCMH, we understand that personal issues and job performance challenges can be difficult to navigate. That is why we are proud to offer you a program that provides free and confidential support to you and your covered immediate family members!
For more information, please refer to Personnel: Employee Assistance Program (EAP), Policy #06-001-0135. You can find EAP services available at the locations listed below:
· McLaren Port Huron Industrial Health (810) 982-4980
· Professional Counseling Center (810) 984-4202
· Sanilac County Community Mental Health (810) 648-0330
· Lapeer County Community Mental Health (810) 677-0500
· Renewal Christian Counseling Center (586) 783-2950
· NorServ (810) 329-4798
We encourage you to utilize these resources because you do not have to face these challenges alone. If you have any questions, please do not hesitate to reach out to the Human Resources Department at HRDepartment@scccmh.org or 810-966-4700. We are here to support you every step of the way. 
💡 Employee Emergency Fund (EEF)	Comment by Kristy Dennis: Is there a form or policy related to this?
The EEF offers you immediate financial assistance when you are facing unexpected challenges. At SCCCMH, we understand that emergencies can be overwhelming, and we are here to help. If you are a regular or temporary full-time or part-time employee with at least 180 days of service at SCCCMH, you can apply for a mini grant of up to $100.
The EEF is supported by generous donations from employees through the CMH Casual for a Cause initiative. Mini grants are available based on fund availability, and you do not have to repay any awarded assistance. Qualifying emergencies may include house fires, serious family illnesses, or funeral costs.
🎓 Training Requirements
From the start of your journey with SCCCMH, you will receive training and orientation designed to help you feel confident and prepared in your role. Whether you are a new hire, transferring positions, or joining as a student or volunteer, we will make sure you are introduced to our programs, policies, and practices.
For more information about orientation and training expectations, see Personnel: Employee, Student, and Volunteer Orientation & Training, Policy #06-002-0006.
SECTION 6: Time Off & Leave
🌴 Vacation Time
At SCCCMH, we truly value the importance of our employees having time to relax and take care of personal matters. We are committed to accommodating your vacation requests whenever we can! To ensure that we maintain a well-staffed team, we do ask that vacations be scheduled in advance and approved in writing by your supervisor. We appreciate your understanding and cooperation in helping us keep everything running smoothly!
Please see the union contract for details about vacation accruals and usage and see “My Time Off” in ADP for balances. 
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
🤒 Sick Time
Sick time is a way for you to take paid time off when you are not feeling well, have an injury, or need to go to medical appointments. We want you to be able to take care of your health without worrying about your paycheck! 
As soon as you start, you will begin to earn sick time. If you ever need a sick day but do not have enough time accrued, and we cannot adjust your schedule to accommodate your absence (like with a flexible schedule), then Clause B.ii. and B.iii. on the previous slide will apply. For our probationary employees, we have got your back! SCCCMH will cover the costs for the applicable benefits on the days you are off, and you will not face any disciplinary action as long as you follow Clause B.ii. 
Please see the union contract for details about sick time accruals and usage and see “My Time Off” in ADP for balances. 
Local-3385-Contract.pdf, Chapter 20 Contract.pdf

If you find yourself in a situation where you have used up all your sick leave, but still need to take a sick day, here is what you need to do.
Check Your Options:
A. First, please use any vacation or compensatory time you may have. This is the best first step! 
B. If you do not have any vacation or compensatory time available, do not worry! Just keep the following in mind: 
1. You may need to discuss your situation with your supervisor when you return, as there could be some necessary follow-up. 
2. If you have missed 3 consecutive sick days, you may need to provide a note from your doctor. Please provide this note to your supervisor on your first day back. This will help us understand your situation better! 
3. Lastly, if you had to take time off without any accrued leave, there may be a responsibility for you to reimburse the agency for any benefits used during that time.
🕰️ Personal Time
At SCCCMH, we understand that life can sometimes require a little extra time to take care of personal matters. To support you, you may use up to 30 hours of personal time each calendar year! This time will be taken from your accumulated sick time.
Here’s how it works:
A. You can use personal time in 15-minute increments.
B. The total amount of personal time you take in a day cannot exceed your regularly scheduled work hoursday.
We hope this helps you manage your time in a way that works best for you! If you have any questions, please feel free to reach out.
For more information about how to utilize personal time, please see the union contract linked below. 
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
🎉 Holidays
At SCCCMH, we are excited to share that we offer our regular full-time and regular part-time employees several paid holidays! We believe it is a wonderful way to support our team. 
To see the lists of designated holidays, please refer to the union contract linked below. 
We truly hope you take advantage of these designated days to relax, celebrate, and spend quality time with your friends and family! Enjoy!
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
🕊️ Bereavement Leave
At SCCCMH, we understand how difficult it can be to lose a family member or close friend. That is why we offer bereavement leave—to give ourselves the time and space we need to grieve, make arrangements, and attend funeral services. 
Taking time to process our emotions and come to terms with loss is essential. We also recognize that practical matters like funeral planning and legal responsibilities may need our attention during this challenging period. Being present to honor and support the family of the deceased is a vital part of the healing process.
For details about eligibility and how to use bereavement leave, please refer to our union contract linked below. We are here to support one another during these difficult times.
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
📋 Leaves of Absence
At SCCCMH, we offer leaves of absence for reasons like illness, parental leave, union service, or education. If you have a unique situation that does not fit these categories, please reach out Human Resources with a special request, but please note that denials cannot be grieved through the union. 
Leaves can be paid, unpaid, or partially paid, and you may use accrued paid time off or benefits while on leave. Please remember that taking unauthorized leave may result in additional costs for your fringe benefits. For more information on leave types and qualifications, please check the union contract and Personnel: Leaves of Absence: Union, Educational, Disability and Other, Policy #06-001-0035. 
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
SECTION 7: Career Path & Transition
🚀 Promotions
At SCCCMH, we are committed to ensuring that you have a fair opportunity for promotions. To maintain consistency and fairness, job postings will follow the guidelines outlined in the union contract.
This process helps ensure that you have an equal chance opportunity to apply for open positions and advance in your career.
If you have any questions about the promotion process, feel free to reach out to Human Resources or refer to the union contract linked below for more details.
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
🔁 Transfers
Employees have the opportunity to request a transfer to another location, program, or division within the same grade level. To make a transfer request, you must meet the minimum qualifications at the time of the request and may be required to complete any necessary testing.
Your seniority will be taken into account during the transfer process.
For full details on how the transfer process works, please refer to the union contract linked below.
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
🔚 Resignation / Retirement / Termination
We understand that your employment may come to an end for various reasons, including voluntary resignation, retirement, or involuntary termination. Regardless of the reason, our policy, Personnel: Resignation/Retirement/Termination Process, Policy #06-001-0115, outlines the standards and procedures for each situation.
📉 Layoffs and Recalls
In the event of a layoff, the agency will follow the guidelines outlined in the union contract to ensure fairness and consistency. The process will be based on your seniority, job classification, and other terms agreed upon in the contract.
Layoffs: Employees with less seniority may be the first to be laid off, while those with more seniority will generally be the last to be laid off.
Recalls: If business needs improve and positions are reopened, you will be recalled based on your status, seniority, and classification as outlined in the contract.
This process ensures that decisions are made in a fair and transparent way, following the terms of the union contract. 
If you have any questions about how this process works, please refer to the union contract linked below or reach out to Human Resources.
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
SECTION 8: Resolution, Compliance & Emergencies
📣 Grievance Procedure
We are committed to resolving workplace concerns in a fair and timely manner. A grievance process is in place to help address issues related to rights, policies, procedures, or working conditions.
The grievance process is designed to help you address and resolve any workplace issues, such as concerns about your rights or the collective bargaining agreement. Our goal is to ensure that everyone receives fair and equitable resolutions. 
Informal Grievance: If you have a concern, the first step is to talk to your supervisor about it. This could be anything from a specific violation of the bargaining agreement to a deviation from standard policies or procedures. Most of the time, a friendly conversation can help clear things up and resolve the issue. 
Formal Grievance: If the informal discussion does not lead to a resolution, you can file a formal grievance. This requires your signature and that of your union representative, outlining the specific issue at hand. Do not worry; the agency will acknowledge receipt by signing the grievance as well! Just make sure to complete all necessary steps or attach them to the Official Union Grievance Form. 
For more information on the grievance procedures, feel free to check out the union contract linked below. 
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
🛡️ Unemployment & Workers’ Compensation
Unemployment Compensation
Under the Unemployment Compensation Act of 1979, you are insured against unemployment, with your employer covering the costs. If you lose your job through no fault of your own, you may be eligible for Unemployment Compensation for a limited time. Just apply through the Michigan Unemployment Insurance Agency to get started.
Worker’s Compensation
If you are injured while performing your job duties, be sure to report it to your supervisor as soon as possible. All work-related injuries—whether minor or more serious—must be documented using the appropriate forms. You may be referred for medical evaluation, and your injury may be covered under Worker’s Compensation.
Your safety is important to us, and we are committed to making sure all injuries are addressed promptly and appropriately. For more information, see Personnel: Employee Medical Situations, Policy #09-003-0030, and the union contract.
If you get injured at work and need time off, you might qualify for Worker’s Compensation. While you wait for worker’s compensation to start paying your lost wages, you can supplement your lost pay with other paid leave such as sick time. After that, if you are eligible, you will continue to receive your usual pay (minus taxes) but will need to forward the Worker’s Compensation check to SCCCMH. The difference will be added to your sick hours. Once those run out, your pay will come only from Worker’s Compensation benefits.
See the union contract for more information.
Local-3385-Contract.pdf, Chapter 20 Contract.pdf
🚨 Agency Closure
Program closures for you will only happen when our Chief Executive Officer or their designee gives the go-ahead. We will make sure to keep you in the loop by posting updates on our agency website, sharing them on our Facebook page, and announcing them on the radio. When the agency is closed, that means all programs are closed as well, so you don’t need to come to work.
For more details, please check out our Agency Coverage and Closure, Policy #01-002-0045.
If you would like to receive text alerts about agency closures, just follow this link!
ClickSend – St. Clair County Community Mental Health
💻 Remote Work 
Some roles at SCCCMH may be eligible for remote or hybrid work, depending on your job responsibilities and program needs. If you are interested in exploring a remote work option, please speak with your supervisor.
To request remote work, you will need to complete a Remote Work Agreement Form, which outlines expectations and must be approved in advance. 	Comment by Kristy Dennis: Does this form have a direct public link?	Comment by Jill Vandenabeele: Remote Work Packet

https://cmhwebserve.scccmha.org/forms/forms_files/Human%20Resources/06-0814.pdf
For more information, see Working Remotely, Policy #06-001-0165.
SCCCMH Forms Index – St. Clair County Community Mental Health
SECTION 9: Conclusion								
✅ Conclusion 
We are excited to have you on the team! This handbook helps you get familiar with how things work—our values, workplace policies, and expectations. It serves as a guide. Please note: it is not a contract. It does not guarantee continued employment.
To explore any policy in more detail, visit the Policy Index. To locate a form referenced in a policy—such as a request, report, or approval form—check the Forms Index. For more information about program operations, please refer to the Program Directives.
If you have questions or need clarification, please reach out to your supervisor or contact Human Resources. We are here to support you. Welcome aboard. We are glad you are here!
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