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POLICY  

There are set guidelines to be used when a management person needs to be contacted 
regarding illness or other problems at the facility. This would include contacting management at 
home. 

PROCEDURES 

I. Residential Officers 

A. If you are going to be absent from work, you are to contact the facility for an available 
residential officer supervisor. If no-one is available contact the residential officer on call 
supervisor. 

B. If a situation arises in the facility that is an emergency in nature, and no supervisor is on 
site, refer to the supervisor on call list and contact the designated supervisor. 

II. Other Staff 

A. If you are going to be absent from work due to illness you are to contact your immediate 
supervisor. If you are unable to contact your immediate supervisor you should contact 
any other available supervisor at your work site. If no supervisors are available, then 
clerical staff needs to be notified so they know the whereabouts of the employee and 
can leave a message for the supervisor. Lastly the on call supervisor can be notified, if 
all other options have been exhausted. 

B. If a situation arises in the facility that is an emergency in nature, and no supervisor is on 
site, refer to the supervisor on call list and contact the designated supervisor. 

III. Staff to Director 

A. When an employee has an official grievance he/she shall follow the procedures 
identified in the personnel manual. 

B. The employee may communicate with the director at any time, however, the employee 
shall consult his/her supervisor first. The director may refer the employee to his/her 
supervisor for resolution or information prior to discussion with the director. 

C. The employee shall communicate directly with the director when the subject of the 
communication involves the honesty, integrity, or ethical conduct of the supervisor. 


