New Employee Check-Off List

Please return this list with the following items to Human Resources as soon as possible for
processing. In order to meet deadlines, scan and email or fax the items marked with an asterisk *
and mail the originals to OHR.

New Employee Checklist was given to

(Employee)
8 Policies sign off sheet

Conflict of Interest Policy 11.11 Attachment A only
Confidentiality Statement

Employee Information Update Form* (make copy for employee to give to
Supervisor or administrative support person)

Employee Info/Personnel Statistics/State Tenure*
Federal Tax Withholding Form*

MO State Tax Withholding Form* (must mark filing status and answer
guestion #2 by checking yes/no if married)

Local City Tax Form*

-9 Employment Eligibility Verification*
v review the original documents and make a copy
v' Ensure the employee completes the I-9 accurately
v Sign Section 2 and fax to 573-526-5521 on first day of employment

Direct Deposit Application
v' Employee needs a voided check with their name on the check (no counterchecks);or
v A letter from their financial institution, on official company letterhead, with the
employee’s name, routing and account number.

Application of Employment (H&l employees only)

Signature of Presenter/Reviewer Date

Telephone Number

*Please fax to OHR at 573-526-5521 or scan and email to
Melanie.Blochberger@health.mo.gov within 3 days of starting employment with DHSS.

Revised 11/29/16
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~ WEl.COME ~

As a new employee to DHSS, you will need to register on-line for

New Employee Orientation Training

(This is required for all new employees)

Class is scheduled monthly (two half days) in Jefterson City only
Day 1 — 101 North Chestnut, State Public Health Lab
Day 2 - 930 Wildwood Drive, Wild Birch Conference Room
Day 1 -12:30 pm - 4:80 pm ~ Day 2 - 8:00 am - 12:05 pm

Training Calendar Link:
http://dhssweb/hr_training/ilt current classes.aspx

Registration Link:
http://dhssweb/hr_training/ILT ENROLL.ASPX

All training links can also be found on the DHSS INTRANET under Training and Support

For assistance:
» Ask your supervisor
> Call: 578-751-6058 (Julie Case)

» E-mail: HumanResourcesTraining@health.mo.gov or Julie.Case@health.mo.gov

Registration is required for all HR trainings, so we will be able to notify you if a class
s cancelled (we do not announce training cancellations department wide). If a class is full,

it will let you know when you register on-line and you can be placed on the waiting list
and/or register for another date.

We look forward fo meeting gou!

fTuman Resources Training
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New Employee Checklist

WHAT DO BY WHO / WHERE DONE
SEBES Must be completed by: Enroll and/or decline benefits online at:
31 days of hire date www.sebes.mo.gov/login.aspx
Register for Try to complete by: DHSS Intranet
New Employee Orientation 1* week of hire date, ‘Training and Support’
Training but not before your to complete training:
email account is http://dhssnet/training
activated
DHSS Intranet
‘Employee Information’
will link you to the portal:
Employee Register when issued https://ess.mo.gov/Common/HomePage.aspx
Self-Service Portal your first paycheck

Quick tips when registering for the first time:
Make sure you:
1. Select Registration
2. Have your most recent paycheck’s Net Pay
available

Other

Other

Contact information for questions:

Melanie Blochberger
e-mail: Melanie.Blochberger@health.mo.gov
Telephone: (573) 522-1256
Fax: (5§73) 526-5521
Revised: August 2016
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Human Resource Officers: Please forward to all employees.....

UPDATE:
State of Missourl
Employees Self Service (ESS) Portal

The State of Missouri Employees Self Service Portal (ESS) is
offering more online options for you as a State of Missouri
employee!

Effective October 1, 2013, ESS will give you the ability to enter Name and Address
Changes that will automatically update agency payroll systems, and be communicated
with benefit providers.

Name Changes

The Name Change capability will allow employees with name changes due to marriage,
divorce, etc. to make this change online in ESS. Once submitted, your agency
HR/Payroll office will contact you for additional documentation as needed.

Address Changes

The Address Change capability allows employees to enter address changes, which
automatically validates against the US Postal Service for accuracy. Address Changes
will also be forwarded to MCHCP, MOSERS, Deferred Comp, and Cafeteria Plan to
avoid any need to duplicate paperwork to them. (Benefit providers may contact you
separately for additional information.)

About ESS

ESS is a secure web portal that provides convenient access to many items related to
your employment. ESS currently provides:

Individual payroll stubs

Detailed deduction information

Leave bhalances

Statewide and agency-specific announcements

Form W-2s

Blank Form W-4s

Training history (if entered in SAM 1)

Direct links to benefit providers, and

Reimbursements made through the Vendor Payment Services site

ooooooooda

ESS Registration

If you haven't already registered, ESS is available to current and former employees who
have received a paycheck issued through SAM Il during the past 5 years. Active state
employees can register for ESS from any computer with internet access at
https://ess.mo.qov. Employees will need to provide the following information for

registration:

o Lastname
O Last four digits of Social Security Number
O Date of birth
0 State Agency where employed
O Net Pay from last paycheck *
O ZIP code of residence
* Net Pay is your take-home pay--the amount that is deposited into your specified account or the paper check some may receive. You can obtain your Net Pay

amount from your most recent bank statement, your bank’s online banking system, or contact your bank directly. If you have a Pay Card, you can contact the

toll-free number on your card to obtain recent transactions including recent deposits to the card




Photograph by
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Missouri State Employees
Self-Service Portal

Logging on to the Missouri State Employees
Self-Service Portal for the First Time

INTRODUCTION:

Before attempting to register for the first time, here are some things you
should know.

The first step in using the ESS Portal will be to REGISTER as a new user.

To ensure the ESS Portal is as secure as possible—and to uniquely identify
each person, you will be asked some questions that must match information
already entered about you in the SAMII HR Payroll System.

To answer the registration questions, here’s what you’ll need to know:

Are you an ACTIVE or INACTIVE EMPLOYEE
Your LAST NAME

The last 4 digits of your Social Security Number
Your DATE OF BIRTH

The AGENCY where you work

The ZIP CODE of your residence

The NET PAY on your most recent paycheck

O 0Ccogoao

In case you’re wondering, Net Pay is your take-home pay. It is the amount
that is deposited into your specified bank account, or the paper check some
employees still receive. If you participate in direct deposit, you can obtain
your Net Pay information from

O Your most recent bank statement
0O Your bank’s online banking system
O Contacting your bank directly

If you have a Pay Card, you can contact the toll-free number on your card to
obtain recent transactions including recent deposits to the card.



Missouri Division of Tourism

BEGINNING THE REGISTRATION PROCESS

You can access the Missouri State Employees Self-Service (ESS) Portal by
typing the following web address in your browser:

https://ess.mo.gov
The web address will take you to the entry point for the ESS Portal. Once you

arrive at the ESS Portal you can complete each step of the registration
process.

To begin, “click” the Register Now button. Doing this will take you to the
Registration Questions page to answer the security questions that will

identify you to the ESS Portal

Once you arrive at the Registration Questions page, you will begin the
registration process by selecting: YES, | am an Active Employee

Then:

Type in your Last Name

Type in the Last Four Digits of Your Social Security Number

Type in your Date of Birth

Select the Agency Where You Work from options in the drop-down list
Type in the Zip Code of Your Residence

Type in the Net Pay on Your Most Recent Paycheck

Then “click” Next
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CREATING YOUR SECURE LOG-IN PROFILE:

The next phase in the registration process will be to create your own unique
User ID and password by following the instructions on the Create a Secure
Login ID page.

STEP 1:

The first action you must complete on this page is to create a New User |ID
that is uniquely yours. Your ID SHOULD NOT resemble your social security
number.

STEP 2:
Select or click a Security Image to accompany your User ID.

Once the Security Image has been selected, the image will be displayed on
the left side of the screen along with textboxes for you to enter and confirm
your password.

STEP 3:
The Password you create must meet the requirements detailed on the

Create a Secure Login ID page.

Enter your Password again in the Confirm Password box and “click” Submit.

IMPORTANT: Your Password CANNOT be the same as your User ID and it
CANNOT be your social security number.

After completing the registration process and securely logging-in, you will
arrive at the Missouri State Employees Self-Service (ESS) Portal.



Your Missouri State Employee Benefits

The total compensation (your salary plus fringe benefits) that you receive as a Missouri State employee
represents a financial commitment to you and your family.

Benefits are a significant part of your compensation but are often overlooked. They provide you and
your family access to health care at state subsidized group rates, improve your quality of life, and assist you in
your pursuit of financial security in retirement. Many of your benefits are paid for by the state and cost you
nothing, while you and the state share in the cost of others.

This handout is designed to be a resource for benefit information for full-time, benefit-eligible
employees. It illustrates the overall value of the benefits available to you, even if you choose not to participate.

Your total compensation is more than just the dollars you receive in your paycheck. The ongoing
contributions the state makes toward your total benefit package represent a significant financial investment.
This investment illustrates the state’s commitment to providing quality benefits and a secure future for its
employees.

BENEFIT ENROLLMENT INFORMATION

New employees enroll in benefits via the Statewide Employee Benefit Enrollment System (SEBES) —
www.sebes.mo.gov. You will receive a password via e-mail or your home address to sign onto the SEBES

system.

BENEFIT OVERVIEW WEBINAR

You are encouraged to watch the New Employee Benefits webinar (NEW-B) that includes information from our
benefit administrators — MCHCP, MOSERS, Cafeteria Plan, and Deferred Compensation. This information is
available at http://mchep.org/stateMembers/newEmployees/newEmployeesChecklist.asp.

BENEFIT ADMINISTRATORS
BENEFIT Administrator PHONE WEBSITE

Cafeteria Plan Central (573) 442-3035 or www.mocafe.com

Bank/ASI (800) 659-3035
Retirement, Term Life MOSERS (5§73) 632-6100 or WWW.MOSers.org
Insurance, and Long Term (800) 827-1063
Disability
Medical, Dental, & Vision MCHCP (573) 751-0771 or www.mchep.org
Coverage (800) 487-0771
Pharmacy Benefits Express Scripts | (800) 797-5754 WWW.eXpress-scripts.com
Universal Life MoVLIC (866) 668-5421 www.mhgmovlic.org
Deferred Compensation ICMA-RC (573) 893-1053 or www.modeferredcomp.org

(800) 392-0925 |
Employee Assistance Program | ComPsych (800) 808-2261 www.guidanceresources.com
Company Web 1D: MCHCP

For general benefit questions contact: Melanie Blochberger at (573) 522-1256 or melanie.blochberger@health.mo.gov .
Rev. 08/24/16




As a new state employee, watch your
investments GROW!

Your'optiona/ 1% contribution to

State of Missouri Deferred Compensation Plan
(To opt out see back page)

The average semi-monthly contribution for a newly hired employee automaticalily
contributing 1% of pay is

$11.67

(Based on a semi-monthly salary of $1166.50)

If you work for 28 years and increase your contribution by 1/2 % each year
following the automatic enroliment of 1% your probable balance is

$161,295

Your 4% contribution to
Missouri State Employees Retirement System
(MOSERS)

Projected career pension contribution for an employee that works 28 years is

$41,497

Total lifetime benefit amount an average MOSERS retiree could receive
assuming a retirement age of 62, a 28 year career and life expectancy of 78

$356,899




To opt out or change your contribution amount to the State of
Missouri Deferred Compensation

Log in to SEBES www.sebes.mo.gov

¢ Go to Enrollment Summary
o Deferred Compensation

o Change
» Adjust contribution amount

» Designate beneficiary

o Either of these choices will take you to the deferred compensation website
www.modeferredcomp.org

e To opt out, change your percentage amount to zero (0)

e Employees can receive a refund on any contributions if they adjust the

contribution to zero within 30 days of hire
o Refunds will be made in the form of a paper check mailed to the

employee’s home address
o After 30 days, employees can access their savings based on the
Plan’s standard distribution guidelines, available on the plan’s

website

Employees can also opt-out by calling the Plan Information Line at
800-392-0925

Employees may not opt out of the retirement contribution




Requirement of State
Employees to File & Pay Taxes

Administrative Policy 15.6
Employee Obligation To Pay State Income Tax

“As a condition of continued employment with the state of Missouri, all
persons employed full-time, part-time, or on a temporary or contracted
basis by the executive, legislative, or judicial branch shall file all state income tax
returns and pay all state income taxes owed.” 105.262 RSMo

The Office of Human Resources receives notice from the Missouri
Department of Revenue regarding employees who have not filed or paid

state taxes.

If your name appears on that list, you will receive a letter from your
supervisor outlining your responsibilities for compliance. You have 45 days
from the date of the letter to provide a tax compliance notice from the
Department of Revenue to the Office of Human Resources. Failure to

comply will result in your dismissal from employment.

If you have questions, you may contact the
Office of Human Resources at 573-751-6055.

evised 11/21/14



treatment. A pharmacy card may be
issued if medications are necessary as
prescribed by the authorized treating
physician. The State of Missouri will not
pay for medical treatment you receive if
you do not utilize authorized medical
providers. However, you may seek your
own medical care with the provider of
your choice at your own expense.

. Unless it is an emergency, do not seek

aid without informing your employer

and going to authorized medical pro-
viders.

.If it is an emergency, seek initial treat-

ment at the nearest hospital emergency
room or medical clinic. Then notify
your employer as soon as possible.

. Notify the hospital or clinic that your

injury is a worker’s compensation injury
and give the name, address and tele-
phone number of your employer.

. Surgeries and the purchase or rental of

medical equipment should be preap-
proved by CARO.,

. Mileage may be submitted to CARQO for

treatment outside of the local or metro-
politan area from the employee’s prin-
cipal place of employment.

Workers’ compensation benefits may be re-
duced for injuries sustained in conjunction with
the use of alcohol or controlled, nonprescribed
drugs. Benefits may be forfeited if shown that
the use of alcohol or controlled, nonprescribed
drugs was the proximate cause of the injury.

Prompt reporting is the key! Avoid unnec-
essary delays or denials by notifying your
employer immediately of an injury.

Fraudulent action on the part of an employee,
employer, or any other person is unlawful and

subject to a Class D felony and a fine up to
$10,000.

QUESTIONS? CONTACT:
Missouri Office of Administration
Risk Management Section
Central Accident Reporting Office
“CARO”

P.O. Box 809
Jefferson City, Missouri 65102
573/751-2837
Tollree: 1-888-622-7694
www.0a.mo.gov/gs/risk/work/work.htm
e-mail: caro@oa.mo.gov

For the hearing impaired
1-800-735-2966

Workers’

ompensation
ot
Missouri
State
Employees

aenirey
LAl

Missouri Office of Administration
Risk Management Section

Revised 9-1-05



What is Worker’s Compensation?

Benefits payable to an employee by his or
her employer without regard to liability in the
case of injuty, disability or death as the result of
occupational hazards.

Who is Covered?

All employees, full or part-time.

What is Covered?

Injury by accident arising out of and in the
course of the employment if the accident was
the prevailing factor in causing the medical con-
dition and disability.

Time of Coverage

Coverage begins the first minute an employ-
ee is on the job and continues while the employ-
ee is working.

What About Occupational
Diseases?

1. It must arise out of and in the course of the
employment.

2. Tt cannot be an “ordinary disease of life”,
unless it follows as an incident of an occupa-
tional disease.

3. The occupational exposure was the prevail-
ing factor in causing the medical condition
and disability.

What are the Worker’s
Compensation Benefits?

~ Medical care to cure and relieve the effects
of the injury. This includes doctor's fees,
hospital costs, lab tests, X-rays, pharmacy
charges, prosthetic devices, etc.

— Payments based on lost wages. These pay-
ments are for “temporary disability”, or
inzbility to work, authorized by a physician.
Payments may also be made if there is a per-
manent disability—for example, the loss of an
eye or the amputation of a finger or limb.

- Rehabilitation services. Often this is physical
therapy, but should an injury keep you from
returning to your usual job, you may qualify
for retraining and vocational rehabilitation.

How Much are the Payments?

Two-thirds of your weekly wage up to a max-
imum set by law. Payments will not be made the
first three days (the waiting period) during which
the employer is open and operating for business
unless the disability exceeds fourteen (14) days.

Early Return to Work

The State of Missouri is committed to return- -

ing employees injured on the job to temporary
modified duty during recovery when feasible.
Consult with your human resource officer or
CARO regarding the State’s Early Return to
Work Program.

A Problem?

Most injuries are handled routinely.
However, if you think you have not received all
the benefits due you, contact your employer or
the Central Accident Reporting Office (CARQ).
Most questions can be resolved with a single
telephone call.

If questions or concerns cannot be resoclved
by CARO, you may wish to obtain advice from
any office of the Missouri Division of Workers'
Compensation. 1f the problem cannot be
resolved, you may wish to file a "formal” claim
with the Division. You may desire to obtain an
attorney, however contacting CARO or the
Division may resolve your claim. If not, your
claim may be heard by an administrative Jaw
judge.

How to get Benefits.

&) Check List

O 1 Report all injuries immediately to your
employer. Document the time, place,
names of witnesses and nature of the
injury in a written report.

O 2.1 medical treatment is required, you ot
your employer should contact 1-800-
624-2354 24-hours a day for the
name of an authorized medical care
provider in your area prior to seeking

{continued;



EMPLOYEE RIGHTS AND RESPONSIBILITIES
UNDER THE FAMILY AND MEDICAL LEAVE ACT

Basic Leave Entitlement
FMLA requires covered employers 1o provide up to 12 weeks of unpaid,
Jjob-protected leave to eligible employees for the following reasons:

« for incapacity due to pregnancy, prenatal medical care or child birth;

« to care for the employee’s child after birth, or placement for adoption
or foster care,

» to care lor the employee’s spouse, son, daughter or parent, who has
a serious health condition; or

« for a serious health condition that makes the employee unable to
perform the employee’s job

Military Family Leave Entitlements

Eligible employees whose spouse, son, daughter or parent is on covered
active duty or call to covered active duty status may use their 12-week
leave entitlement to address certain qualifying exigencies. Qualifying
exigencies may include attending certain military events, arranging for
alternative childcare, addressing certain financial and legal arrangements,
attending certain counseling sessions, and attending post-deployment
reintegration briefings.

FMLA also includes a special leave entitlement that permits eligible
employees 10 take up to 26 weeks of leave to care for a covered service-
member during a single 12-month period A covered servicemember is:
(1) a current member of the Ammed Forces, including a member of the
National Guard or Reserves, who is undergoing medical treatment,
recuperation or therapy, is otherwise in outpatient status, or is otherwise
on the temporary disability retired list, for a serious injury or illness*;
or (2) a veteran who was discharged or released under conditions other
than dishonorable at any time during the five-year period prior to the
first date the eligible employee takes FMLA leave to care for the covered
veleran, and who is undergoing medical trealment, recuperation, or
therapy for a serious injury or illness *

*The FMLA definitions of “serious injury or illness” for
current scrvicemembers and veterans are distinct from
the FMLA definition of “serious health condition”.

Benefits and Protections

During FMLA leave, the employer must maintain the employee’s health
coverage under any “group health plan” on the same terms as if the
employee had continued to work. Upon return from FMLA leave, most
employces must be restored to their original or equivalent positions
with equivalent pay, benefits, and other employment terms

Use of FMLA leave cannol result in the loss of any employment bencfit
that accrued prior o the start of an employee’s leave

Eligibility Requirements

Employees are eligible if they have worked [or a covered employer for at
least 12 months, have 1,250 hours of service in the previous 12 months*,
and if at least 50 employees are employed by the employer within 75 miles

*Special hours of service cligibility requirements apply to
airline flight crew employees.

Definition of Serious Health Condition

A serious health condition is an illness, injury, impairment, or physical
or mental condition that involves either an overnight stay in a medical
care facility, or continuing treatment by a health care provider for a
condition that either prevents the employee from performing the functions
of the employee’s job, or prevents the qualified family member trom
participating in school or other daily activities

Subject to certain conditions, the continuing treatment requirement may
be met by a period of incapacity of more than 3 consecutive calendar days
combined with at least two visits to a health care provider or one visit and

aregimen of continuing treatment, or incapacity due to pregnancy, or
incapacity due to a chronic condition. Other conditions may meet the
definition of continuing treatment

Use of Leave

An employee does not need 1o use this leave entitlement in one block
Leave can be taken intermittently or on a reduced leave schedule when
medically necessary. Employees must make reasonable cfforts to schedule
leave for planned medical treatment so as not to unduly disrupt the
employer’s operations. Leave due to qualifying exigencies may also be
taken on an intermittent basis

Substitution of I’aid Leave for Unpaid Leave

Employees may choose or employers may require use of accrued paid
leave while taking FMLA leave In order to use paid leave for FMLA
leave, employees must comply with the employer’s normal paid leave
policies

Employee Responsibilities

Employees must provide 30 days advance notice of the nced to take
FMLA leave when the need is foreseeable. When 30 days notice is not
possible, the employee must provide notice as soon as practicable and
generally must comply with an employer’s normal call-in procedures

Employees must provide sufficient information for the employer to determine
if the leave may qualify for FMLA protection and the anticipated timing
and duration of the leave. Sufficient information may include that the
employee is unable to perform job functions, the family member is unable
to perform daily activities, the need for hospitalization or continuing
treatment by a health care provider, or circumstances supporting the need
for military family leave. Employees also must inform the employer i
the requested leave is for a reason for which FMLA leave was previously
taken or certified. Employces also may be required to provide a certification
and periodic recertification supporting the need for leave

Employer Responsibilities

Covered employers must inform employees requesting leave whether
they are eligible under FMLA. If they are, the notice must specify any
additional information required as well as the employees’ rights and
responsibilities. If they are not eligible, the employer must provide a
reason for the ineligibility.

Covered employers must inform employees il leave will be designated
as FMLA-protected and the amount of leave counted against the employee’s
leave entitlement. It the employer determines that the leave is not
FMLA-protected, the employer must notify the employee.

Unlawful Acts by Employers
FMLA makes it unlawful for any employer to;

* interfere with, restrain, or deny the exercise of any right provided
under FMLA; and

« discharge or discriminate against any person for opposing any practice
made unlaw(ul by FMLA or for involvement in any proceeding under
or relating to FMLA

Enforcement
An employee may file a complaint with the U.S. Department of Labor

or may bring a private lawsuit against an employer.

FMLA does not affect any Federal or State law prohibiting discrimination,
or supersede any State or local law or collective bargaining agreement
which provides grealer family or medical leave rights.

FMLA section 109 (29 U.S.C. § 2619) rcquires FMLA
covered employcrs to post the text of this notice. Regulation
29 C.F.R. § 825.300(a) may require additional disclosures.

For additional information:
1-866-4US-WAGE { [-866-487-9243) TTY 1-877-889-3627
WWW.WAGEHOUR.DOL.GOVY

JWHD
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S Department of Labor | Wage and Houe Division



Missouri Department of Health and Senior Services
P.0. Box 570, Jefferson City, MO 65102-0570  Phone: 573-751-6059 ~ FAX: 573-526-5521
RELAY MISSOURI for Hearing and Speech Impaired 1-800-735-2966 VOICE 1-800-735-2466

Information Concerning Monthly Expense Reimbursement

If you will be traveling or incurring expenses during the performance of your job duties, you
must submit your legal name and the last four digits of your social security number to the
Office of Administration (OA) in order to be added to the statewide accounting system (SAM II)
vendor file. This information can be sent by e-mail to vendor@oa.mo.gov, with the subject line
of “State employee vendor request” or via fax to 573-526-9813.

Your expense account cannot be processed until OA has received your information and
established your vendor number. Please note that the vendor number is deleted if no
payments are made within a 14-month period, and therefore you may have to resubmit your
information later if you do not travel or incur work-related expenses frequently.

All reimbursements for travel expenses paid to a DHSS employee will be direct deposited.
Expense account payments will be deposited into the same bank account / pay card account
as the employee’s payroll check.

Send e-mail to vendor@oa.mo.gov
Subject line: State employee vendor request
Message: legal name and last four digits of the social security number

If you have any questions, you may contact the fiscal liaison for your division/unit:

Department Director's Office — Marcia Mahaney (573-526-0722)
Administration — Marcia Mahaney (573-526-0722)

Community and Public Health — Jeff Zoellner (673-751-9071)
Senior and Disability Services — Jake Luebbering (573-526-8568)
Regulation and Licensure — Craig Schnieders (573-526-9747)
State Public Health Lab — Michelle Rodemeyer (573-751-1292)

Revised: 10/6/16
www.health.mo.qov

Healthy Missourians for life.
The Missouri Department of Health and Senior Services will be the leader in promoting, protecting and partnering for health.

AN EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER: Services provided on a nondiscriminatory basis.



There is Power 1n
CWA Local 6355...

WHAT WE STAND FOR

. Pay to Support our Families: We keep this State runnin
contribution to Missourl.

. Higher Staffing Levels: We want to do our jobs well.
workloads, we can’t.

« A Fair and Uniform Grievance Proce

grievances heard by outside arbitrators—not by management.
. Collective Bargaining and Justice on the Job: CWA has builta union movement of the

principal that all workers should have the right to collectively bargain and be treated with
dignity, no matter who they work for, or what their job description, gender or race is.

WE IRE THE DIFFERENCE IN CWA LOCAL 63595

Management needs to know our CONcerns. The union is a vehicle for us to communicate
with agency administrators. We lobby and win passage of bills that benefit state workers.
We represent members who are subject to unjust discipline and arbitrary practices. We
conduct surveys, circulate petitions, and enforce our rights. We are a reliable resource for

information, connections, ideas and hope.

g. Our pay should reflect our
When we have impossible

dure: Missourl state workers deserve to have our

Building a Majority...0ne person at a time

“Since joining CWA Local 6355 I have learned more about things that affect my
job. From politics, state revenue and administrative issues to community
involvement, 1 have seen these issues change in different ways over the years.
Now, that I am a leader and activist in my union, I know how to change the way
things influence the work I do! Join CWA Local 6355 and organize around issues

that impact your job!!” -Natashia Pickens

strength, advocacy and brother & sisterhood. I
mbers to assure our human capital is nourished
d, so we can ensure better service and
acqueline Martinez-Stevens

“Through my union, I find unity,
can work with my fellow union me
& respected and that our rights are protecte
strengthen our communities and families." -J

“I joined our union because I feel that the work we do is way too important to
allow bureaucrats in Jefferson City more worried about scoring points with
politicians to have all of the say. Our union is the only effective way that front-line
employees can have a voice in our work. CWA gives us a way to tell the people
what we do and why it matters to them." -Bradley Harmon




Union IViember Beneiits

2 Mortgage Program

Increasing our Power Starts Here...Join Today!

Communications Workers of America Local 6355 APPLICATION FOR MEMBERSHIP

NAMI:
ADDRESS: ) SOCIAL SECURITY NUMBER

CITY/STATE/ZIP:

PHONE (HOME): _____ PHONE (WORK): - DATE OF HIRE
JOB CLASSIFICATION: DIVISION: _
WORK LOCATION (ADDRESS): _  COUNTV: o e

) NAME OF CO-WORKER WHO
EMAIL: ASKED YOU TO JOIN

AUTHORIZATION FOR EMPLOY EE ORGANIZATION DEDUCTION
" hereby, voluntarily, authorize and dircct the State of Missouri, to deduct from my pay cach month. beginning with the receipt of this
authorization, regular monthly ducs as certified by the Scerctary Treasurer of the Communications Workers of America, cqualing 2 hours pay per
month (equivalent to 1.15% of base pay).
I further direct the State to forward all sums deducted to the Sceretary-Treasurer of the Communications Workers of America. It is understood
that the State assumes no responsibility in connection with this authorization except that of forwarding monies 1o the Sccretary-Treasurer of the
Union. Withdrawals will be processed oncc a year on December 15th. .

DATED: ,20 SIGNATURE OF EMPLOYEE

Return membership card to CWA Local 6355 via fax to (314)454-5740 or by mail to
Lot Davehive Kuvae Cfa 150 St LO'U.iS.. MO 63112. QueStionS, Call (800)525-6355.



Missouri Department of Health and Senior Services
P.O. Box 570, Jefferson City, MO 65102-0570  Phone: 573-751-6059  FAX: 573-526-5521
RELAY MISSOURI for Hearing and Speech Impaired 1-800-735-2966 VOICE 1-800-735-2466

TO: New Department of Health and Senior Services Employees
FROM: Carrie Haley, Chief &{//77//

Office of Human Resources
SUBJECT: Department Of Health and Senior Services Policies/Statements

Attached for your review are copies of the following Department of Health and Senior Services statements
and policies. The Department wants to bring these particular policies to your attention; however, please
know the Department considers all policies important. Please take time to review the Administrative Manual
available on the Intranet, under Departmental Policies/Procedures icon.

Disability Rights statement.

Confidential Records and Information. Administrative Manual Policy 11.6 and 11.6 Attachment A
Drug-Free Workplace Statement. Administrative Manual Policy 11.9 Attachment A.

Workplace Protection and Conduct. Administrative Manual Policy 11.16.

Sexual and Other Harassment, along with a memo from the Department Director. Administrative

o k0N =

Manual Policy 12.3.
Employee Obligation to Pay State Income Tax. Administrative Manual Policy 15.6.
Information Technology Use Policy, Guidelines and Processes. Administrative Manual  Policy 22.1

Language Services Policy. Administrative Manual Policy 30.20

Please sign below to indicate that you have received this information. The original of this letter will be
placed in your personnel file and a copy given to you at this time.

I certify that | have received a copy of the Disability Rights Statement, Drug-Free Workplace
Statement, Policy 11.9 A and Administrative Manual Policies 11.6, 11.6 A, 11.16, 12.3, 15.6, 22.1 and
30.20 mentioned above.

Employee Signature Date

Print Name Here

www.health.mo.qov
Healthy Missourians for life.

The Missouri Department of Health and Senior Services will be the leader in promoting, protecting and partnering for health.
AN EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER: Services provided on a nondiscriminatory basis.

Revised July 7, 2015



Missouri Department of Health and Senior Services
Office of Human Resources

DISABILITY RIGHTS

The Department of Health and Senior Services is an equal
opportunity employer and strives to follow all equal employment
laws. The Americans with Disabilities Act (ADA) requires that
employers provide reasonable accommodations to all applicants for
employment, employees and clients who have a qualifying disability.

The Department does not require that you reveal any disability you
might have unless you request or require an accommodation to
complete the application/interview process, adequately perform the
essential functions of your position, or to access services provided
by the Department or any of its contracted providers. Please refer
to DHSS Policy 3.3 for information on accommodating permanent

and temporary disabilities.

If you are a person with a disability (or in you become disabled in the
future) and require accommodation, you should report this disability
to the Department’s Office of Human Resources by using forms 3.3A
and 3.3B (found in policy 3.3) through your chain of command.

www.health.mo.qov

Healthy Missourlans for life.
The Missouri Department of Heaith and Senior Services will be the leader in promoting, protecting and partnering for health.

AN EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER: Services provided on a nondiscriminatory basis.
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11.

II1.

CODE OF CONDUCT - CONFIDENTIAL INFORMATION

PURPOSE:

Employees in the Department of Health and Senior Services (DHSS) and employees of
DHSS contractors often have access to information and records that identify individual
employees, clients, patients, registrants, or services.

The purpose of this policy is to assure the confidentiality of information that identifies or
can be readily used to identify individuals. Also, it is to assure that DHSS employees, and
all others with potential access to confidential information, are knowledgeable of the
Health Insurance Portability Act (HIPAA). HIPAA is defined throughout the policy as
the federal Standards for Privacy of Individually Identifiable Health Information (45 CFR
Parts 160 and 164). DHSS employees and all others with potential access to confidential
information should be knowledgeable of HIPAA as it relates specifically to their

responsibilities.
SCOPE:
Departmentwide.

POLICY:

Responsibility for maintaining confidentiality of information:

A. New Employees:

Each new employee will sign a confidentiality statement (Attachment A) prior to
beginning his or her new position and affirm their receipt of a copy of the
confidentiality policies. In addition, all new employees will be provided a general
overview of the federal Standards for Privacy of Individually Identifiable Health
Information (45 CFR Parts 160 and 164) during the new employee orientation.
Attendance at this orientation will be documented in the employee’s official
training record. The signed confidentiality statement will be retained in the
employee’s official personnel file. (Subsequent confidentiality statements will be
retained in the employee’s work unit. See Section D.)
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B. Management, Bureau Chief and Above:

Lg All management will participate in a general overview of the federal Stan-
dard for Privacy of Individually Identifiable Health Information (45 CFR
160 and 164). Managers responsible for activities or employees with
activities covered by this federal law shall participate in more detailed
initial and ongoing training.

2 It is management’s responsibility to provide the resources necessary to
help ensure employees are adequately informed of the importance of
confidentiality, compliance to policies, and penalties for non-compliance.

3. It is management’s responsibility to assure supervisors have reviewed and
made staff under their supervision aware of confidentiality issues and
policies.

4. It is management’s responsibility to assist supervisors in determining areas

under their supervision impacted by the federal Standard for Privacy of
Individually Identifiable Health Information (45 CFR 160 and 164).

5. It is management’s responsibility to review and respond in a timely
manner to confidentiality incidents. All suspected or known breaches of
the policy shall be reported both verbally and in writing, as soon as they
are identified, to the Department’s Privacy Officer, Office of General

Counsel.

6. It is management’s responsibility to periodically review DHSS
confidentiality policies and recommend improvements where identified.
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C.  Supervisors:
1. TItis the supervisor’s responsibility to provide each staff member,

immediately upon entry into a position under their supervision, with
instructions necessary to assist the staff member in developing an
understanding of confidentiality issues and the importance of compliance

to policies.

It is the supervisor’s responsibility to provide each staff member
instructions as to the impact of the federal Standards for Privacy of
Individually Identifiable Health Information (45 CFR Parts 160 and 164)
on the information received, accessed and/or processed by the employee.

It is the supervisor’s responsibility to assure each employee with
responsibilities requiring access to information considered covered by the
federal Standard for Privacy of Individually Identifiable Health
Information (45 CFR 160 and 164) are provided specific information
about the law at a minimum of annually.

It is the supervisor’s responsibility to provide copies of the confidentiality
policies and to review any changes with the employees under their
supervision at the time of their annual review. This includes specifically
addressing any changes to the federal laws as they affect the employee’s

position.

It is the supervisor’s responsibility to review and document that all staff
under their supervision have been made aware of and professes
understanding of confidentiality issues and their responsibility to adhere to
the confidentiality policies.

It is the supervisor’s responsibility to report both verbally and in writing
all policy violations and suspected violations to management as soon as
they are identified.
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D. Employees:

1.

It is the responsibility of all DHSS employees to assure the confidentiality
and security of all information. Access to information or records shall be
limited to those having an official need in order to perform their duties.
All employees shall follow the policies on sharing of information or
records with other agencies or individuals outside the Department. DHSS
employees shall follow the policies on complying with and completing an
Authorization for Disclosure of Consumer Medical/Health Information.
Questions regarding routine requests for access to or release of
information shall be referred to the employee’s supervisor. For non-
routine releases, a request for a legal opinion on release of information
shall be submitted through administrative channels to the Department’s
Privacy Officer, Office of General Counsel. Requests may be sent directly
to the Privacy Officer in situations requiring an immediate opinion.

Each DHSS employee shall be provided a copy of the DHSS
confidentiality policies and required to sign a statement certifying
knowledge of and agreement to comply with these policies. This statement
shall be signed at the time of initial employment and renewed at least
annually thereafter at the time of the employee’s performance review. The
employee shall receive a copy of each signed statement. A copy of the
initial signed statement shall be filed in the employee’s official personnel
file. Subsequent signed statements shall be filed in the employee’s unit
personnel file.

Employees working in positions with responsibilities requiring access to
information that is considered covered by the federal Standard for Privacy
of Individually Identifiable Health Information (45 CFR 160 and 164)
shall review the requirements of the law as defined by the Department at
the time of their annual review. The employee shall sign a statement
stating they have been informed of the Department’s privacy policies
specific to the federal privacy law. The signed statement shall be filed in
the employing unit’s personnel file.
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4. An employee who reveals confidential information to unauthorized
agencies or individuals, or who accesses confidential information without
a business reason shall be subject to disciplinary actions. These actions
may include release from employment, depending on the severity, and,
when in violation of applicable state and federal Jaws, may be subject to
fine and/or imprisonment. An individual whose employment terminates
with the Department and reveals confidential information acquired as an
employee shall be subject to legal action.

5. It is the employee’s responsibility to report policy violations or suspected
violations to management as soon as the employee is aware of them.
These reports should be in writing after making management aware of
them verbally.

6 Breach of confidentiality or unauthorized destruction of confidential
information/records shall result in disciplinary actions. These actions may
include dismissal, depending on the severity of the offense, and possible
legal action.

Non-Employees
Researchers:

Individuals granted access to Department records for research purposes shall
include in the research protocol methods and assurances for maintaining
confidentiality of information that identifies individuals. These assurances should
include a statement that information that specifically identifies a client will not be
subsequently disclosed without written permission of the Department. All
research projects involving access to individually identified health information
shall include in the research protocol how they will meet the requirements
specified in the federal Standard for Privacy of Individually Identifiable Health
Information (45 CFR 160 and 164). Researchers shall comply with DHSS
Institutional Review Board policies. Researchers shall be required to sign a
statement certifying knowledge of and agreement to comply with the DHSS
confidentiality policies.
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Prepared By:

Volunteers and Unpaid Interns:

All volunteers shall sign a statement certifying knowledge of and
agreement to comply with the DHSS confidentiality policies. Individuals
allowed access to Department information covered under the federal
Standard for Privacy of Individually Identifiable Health Information (45
CFR 160 and 164) must receive orientation to the requirements of the law
as it relates to their activities.

Contractors:

There shall be a clause in each contract that the contractor and the
contractor’s employees shall maintain strict confidentiality of all patient or
client information or records supplied to it by the Department or obtained
as a result of contract activities. This clause shall include a stalement o
the effect that contractors shall be compliant with the requirements of the
federal Standard for Privacy of Individually Identifiable Health
Information (45 CFR 160 and 164). There shall be a clause in each
contract that the contracting agency assumes liability for all disclosures of
confidential information by the contractor and/or the contractor’s
employees.

Breach of confidentiality or unauthorized destruction of confidential
information/records, depending on the severity of the offense, shall result
in termination of agreements and contracts and possible legal action.

Approved By:

Chair, DHSS HIPAA

Committee

-Acting Director
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MISSOURI DEPARTMENT OF HEALTH AND SENIOR SERVICES (DHSS)
STATEMENT OF AGREEMENT TO MAINTAIN CONFIDENTIALITY OF RECORDS AND
INFORMATION IN ACCORDANCE WITH DHSS POLICIES

Code of Conduct

All DHSS employees, interns, contractors, and volunteers, whether paid or unpaid, shall follow the DHSS policies
for sharing confidential information. Interns, contractors, and volunteers shall be held to the same standards as
employees with respect to the DHSS confidentiality policies.

All information that identifies or can be used to readily identify individuals shall be considered confidential.
Information specifically covered by HIPAA, the HIPAA Privacy Rule, the HIPAA Security Rule, and the Breach
Notification Rule, or other applicable federal or Missouri confidentiality laws, including but not limited to the
Missouri Breach Notification Law, shall be determined and individuals with responsibilities requiring access to
the information shall be identified. All employees, interns, contractors and volunteers shall attend training and

comply with DHSS policies relating to these laws.

Employees
As a DHSS employee, I agree to be knowledgeable of and comply with DHSS confidentiality policies.
Specifically, I agree to:
v Assure the confidentiality and security of all information by limiting access to those having an official
need in order to perform their duties;
v Restrict disclosure of confidential information to other agencies or individuals outside DHSS.
Disclosures shall be made in accordance with DHSS policies governing disclosures;
v Refrain from disclosing confidential personal information to any individual or entity without a business-
related reason and proper authority to receive such information;
v' Participate in training, as needed, on federal and state privacy laws;
v" Make appropriate staff aware of potential DHSS confidentiality policy violations; and
v’ Sign an annual statement affirming agreement to comply with DHSS confidentiality policies.

Contractors

As a DHSS contractor, I agree to maintain strict confidentiality of all information that identifies or can be readily
used to identify individuals that I have been provided access to by DHSS or obtained as a result of contract
activities. I understand that there are potential legal penalties for breaches of confidentiality or unauthorized
destruction or disclosure of confidential information or records.

Volunteers

As a volunteer, paid or unpaid, I agree to comply with the DHSS confidentiality policies. I understand that I am
liable for all breaches or violations of confidentiality and may be subject to possible legal actions.

Effective date:3/3/16
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MAINTAINING CONFIDENTIALITY OF INFORMATION IN THE WORK ENVIRONMENT:
I agree to the following:

Work Areas

To remove information of a confidential nature from public view (e.g., place it in a desk or file) when away from my work
station and another authorized employee is not available to assure security of the information,

To place information of a confidential nature in locked files or other secure places when my office or work unit is closed or
left unattended.

To shred or otherwise destroy information to be discarded that identifies an individual, such as poor quality copies or purged
file materials.

Information Exchange

To not release confidential personal information obtained in the performance of duties to individuals or entities who do not
have a business-related reason and proper authority to receive such information.

To destroy informal records of telephone conversations containing information of a confidential nature unless the records are
placed in official files.

To hold conferences and conversations in a manner to avoid confidential information being overheard by others.

To seal all documents containing information of a confidential nature inside an envelope addressed to a specific office or
individual and marked “CONFIDENTIAL” when using conventional mail to send to other individuals, programs or agencies
having an official need for the information.

To use a cover page containing a confidentiality statement approved by the DHSS Privacy Officer for all documents of a
confidential nature transmitted by FAX machine to agencies and individuals with an official need to know.

To alert the receiver when the information is being transmitted via FAX and request immediate retrieval.
To include the DHSS approved statement of confidentiality on all electronic mail messages.

To not send confidential individually identifiable health information or other confidentjal information outside of the state
domain using electronic mail, unless technology such as encryption or other technology approved by the department is
employed.

Computers

To comply with policies and procedures relating to maintaining security and confidentiality of computer data.
To position my computer workstation screen to limit viewing by other employees or visitors.

To protect my sign-on and passwords to prevent others from using them.

To log out of the network when away from my work area for an extended period. For short periods of inactivity, I will
activate a password-protected screen saver.

Penalties

[ have been informed and understand that a violation of confidentiality, including improper access, use, or disclosure; an
information security incident; a breach as defined by Policy 19.7; or unauthorized destruction of confidential records, shall
be cause for disciplinary action, up to and including dismissal, depending on the severity of the offense, and possible legal

action.
CERTIFICATION:

This is to certify that I have read and agree to comply with the provisions of the Department’s policies.

Date: Signature:

Please print name:
NOTE: A copy of the initial signed statement shall be filed in the employee’s official personnel file.
Subsequent signed statements shall be filed in the employee’s unit personnel file.

Effective date:3/3/16
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DRUG-FREE WORKPLACE

I. PURPOSE:

The Department recognizes that alcohol and drug abuse adversely affects the health, safety, and
well being of citizens in all aspects of life — in homes, schools, communities and the workplace.
In the workplace it normally results in one or more of the following: substandard work
performance, loss of productivity, errors, accidents, absenteeism or theft. This policy provides
that the Department will maintain a drug-free workplace.

1L SCOPE:

Departmentwide

II1. POLICY:

A. Alcoholic Beverages and Controlled Substances (Drugs) Prohibited

1.

The unlawful* manufacture, distribution, dispensation, possession or use of alcoholic
beverages or controlled substances (drugs) at any Department work site or in any state-
owned vehicle is prohibited.

Reporting for duty in an intoxicated or impaired condition from use of alcohol or drugs is
prohibited.

The Department maintains its right to conduct or request a law enforcement agency to
conduct a search of any Department work site and Department property (desks, office,
vehicles, etc.) if there is reasonable suspicion of possession of alcohol or drugs or any
other misconduct by any employee involving substance use. Reasonable suspicion must
arise directly from the employee’s job performance and documented instances of
behaviors that could be attributed to drug or alcohol use on the job.

Such searches must be authorized by the Department Director or designee. Any
controlled substances found during such searches, which are not readily identifiable, as a
prescribed medication will be turned over to the appropriate law enforcement agencies
for follow-up and appropriate action.

It is not the intent of this policy to prohibit the possession or use of legally prescribed
controlled substances for medical reasons by the individual for whom the medications are
prescribed. However, it is the responsibility of the employee to inform the supervisor if
such medication may temporarily impair the employee’s ability to safely and
satisfactorily perform duties.

* |awful activities are those which are required as part of the employees official duties.

B. Criminal Drug Statute Convictions

The Drug Free Public Work Force Act requires that any Department employee who is
convicted, pleads guilty or pleads nolo contendere for the first time under the laws of this
state of any criminal offense involving the use of a controlled substance, marijuana or other
dangerous drug as such substances are defined in Chapter 195 RSMo, shall be required to
satisfactorily participate in a drug abuse assistance or rehabilitation program approved for
such purposes by a Federal, State, or local health, law enforcement , or other appropriate
agencyThe Missouri Drug-free Public Work Force Act requires the employee to show
evidence of completion of a drug abuse treatment and education program certified by the
state. Certified drug abuse treatment programs can be located by contacting the Department

Revised 8.14.13
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of Mental Health, Division of Behavioral Health at 573-751-4942 or 800-575-7480 or at
hitp://dmh.mo.gov/ada/provider/certstds.hitm.

Employees are required to notify their supervisor of any time when they are arrested and
charged with a criminal offense involving the use of a controlled substance, marijuana or
other dangerous drug as defined in Chapter 195 RSMo. Employees are required to keep their
supervisors informed of developments in the prosecution of the case against them. In the
event that the employee is convicted, education and treatment are required. The Department
is not obligated to pay for the education and treatment.

If the employee is engaged in the performance of a federally funded grant or contract, the
Department Director or designee will notify the appropriate grantor within 10 days after
receiving notice of the conviction, including the disciplinary action, which has or will be

taken.

C. Penalties

1. Violation of the provisions of Sections: I1.A.1 and 2 and I11.B.1 of this policy will result
in disciplinary action up to and including termination of employment.

2. 1f the employee is not terminated, satisfactory participation in a drug abuse assistance or
rehabilitation program may be required as a condition of continued employment.

D. Counseling and Rehabilitation

1. The Department supports the concept that alcohol or other drug abuse is a condition
requiring medical or other appropriate treatment and provides its employees the services
of the Employees Assistance Program (EAP).

2. Employees experiencing alcohol or other drug-related problems are encouraged to utilize
Employees Assistance Program (EAP).  Supervisors who identify performance
deficiencies which may be related to alcohol or drug abuse shall ask the employee to seek
assistance through Employees Assistance Program (EAP) in accordance with Section
14.1 of the Department Administrative Manual and consultation with the Office of

Human Resources.

3. An employee involved in a treatment program for alcohol or other drug abuse as a result
of a referral for deficiencies in work performance or a violation of the provisions of this
policy may be required to provide access to results of random screening during the course
of treatment.

E. Responsibility for Administration of this Policy

1. Managers and supervisors are responsible for monitoring compliance of this policy by
employees under their supervision and reporting any incidents of non-compliance to the
Office of Human Resources to determine action to be taken.

2. The Office of Human Resources shall consult with the appropriate supervisors, managers,
the Chief Counsel and the Department Director or designee before proceeding with an
investigation, search, or disciplinary action.

F. Dissemination of this Policy

Each new employee shall be provided a copy of this policy.

Revised 8.14.13
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II.

III.

WORKPLACE PROTECTION AND CONDUCT

PURPOSE:

It is the policy of the Department to promote a safe environment for its employees.
The Department is committed to working with its employees to maintain a work
environment free from confrontational behavior, violence, threats of violence,
harassment, intimidation, bullying, and other disruptive behavior.

The goal of this policy is to resolve issues at the lowest possible level in the
Department and to prevent escalation to a point where disciplinary action or harm
occurs.

SCOPE:

Departmentwide. This policy applies to all levels of Department employees and to all
interactions between a Department employee and co-workers, supervisors,
Department management, other state employees, clients of the Department and other
members of the public encountered while performing the work of the Department.

DEFINITION:

For the purpose of this policy, the term “confrontational” is defined as behaviors that
include, but are not limited to those that: personalize an issue; provoke another
employee; are derogatory in nature; bully and/or dehumanize another; escalate an
issue (to where disciplinary action or harm occurs); involve personal venting
(unburdening feelings in a derogatory or disrespectful manner); or involve lack of
courtesy to another.

Other unacceptable behaviors include, but are not limited to: intimidation through
direct, conditional or veiled threats; any form of Electronic Harassment (E-
Harassment); physically intimidating others; physical or verbal assault; abusive or
bullying behavior such as name calling or obscene language; alcohol, drugs or
weapons of any type carried into the workplace by an employee or non-employee; or
other similar confrontational behavior.
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IV.

AGENCY RESPONSIBILITY:

The Department will not tolerate confrontational or disruptive behavior in the
workplace. The Department will respond to all reported incidents. Each incident will
be treated seriously and a timely investigation will be conducted. The Department
will investigate and assess the credibility and seriousness of the situation, take
immediate and effective action to stop the inappropriate behavior, and take action
against individuals who have violated this policy to include disciplinary action, arrest
and prosecution depending upon the severity of the violation. The Department will
also provide guidance to staff to recognize, appropriately manage and report these
kinds of incidents when necessary.

EMPLOYEE RESPONSIBILITY:

Cmployees are prohibitcd from displaying bchavior that is confrontational,
intimidating, harassing, threatening, abusive, violent or disruptive to the workplace.
Employees must not ignore confrontational, violent, threatening, harassing,
intimidating or other disruptive behaviors which causes their work environment to
become hostile or their safety to be threatened by a co-worker or customer.
Employees must notify their supervisor of any verbal or written confrontational
behavior or threat, such as those described in Section III, which they have witnessed,
received, or have been told another person has witnessed or received. Employees
should also report any behavior they have witnessed which they reasonably regard as
confrontational, threatening, violent or harassing when that behavior is job related or
in connection with state employment. Possession of a weapon in the workplace is
prohibited, along with jokes or comments regarding threats and/or violence. These
actions are subject to disciplinary action, up to and including dismissal.

When an employee feels that an issue (internal or external) has become
confrontational and will not be resolved at his/her level, he/she shall immediately
forward the issue to his/her supervisor for resolution. Once an employee has
forwarded an issue to his/her supervisor for resolution, he/she will not discuss the
issue unless directed to do so by his/her supervisor, who has been advised through
the chain of command that it is okay to do so.
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If a situation involves the employee’s immediate supervisor, the employee may
present his/her concern or complaint to the next supervisor in the chain of command.

VI. SUPERVISOR RESPONSIBILITY:

Immediately upon receiving a report from an employee or personally observing an
incident as outlined in Section V, the supervisor will make a written report to his/her

respective Division management.

When a supervisor feels that an issue (internal or external) has become
confrontational and will not be resolved at his/her level, he/she shall immediately
forward the issue to his/her superior. Once a supervisor has forwarded an issue to
his/her superior, he/she will not discuss the issue unless directed to do so by someone
within his/her chain of command.

VII. SENIOR MANAGEMENT RESPONSIBILITY:

The Division director or designee, shall immediately forward a copy of the report to
the Office of Human Resources. The facts of the situation will be fully and fairly
investigated and corrective action will be taken if needed. The Office of Human
Resources will assist with or conduct the investigation if requested by the division.
Information will be shared only on a need-to-know basis.

All senior managers will assure that all managers and supervisors for whom they are
responsible understand their responsibility in complying with all provisions of this
policy.

Any manager or supervisor who is shown to be ignoring or failing to enforce the
directives of this policy may receive disciplinary action up to and including
dismissal.

The provisions of this policy shall not prevent a manager or supervisor from
addressing performance or behavior problems with their employee in a direct and
professional manner.
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Individuals who fail to comply with the provisions of this policy will be notified in
writing of their violation and may face disciplinary action, up to and including

dismissal.

Prepared By: Approved By:

Chief, Office of Human Resources Acting Director
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SEXUAL AND OTHER HARASSMENT

L. PURPOSE:

To define sexual and other harassment and establish guidelines for employees and
managers to manage complaints of sexual and other harassment.

II. SCOPE:
Department wide

1. POLICY:

It is the policy of the Department to assure a workplace free of harassment for all
employees and clients. The Department believes that all employees should feel free
to work without fear of harassment or retaliation. Managers/supervisors must
respond immediately to all complaints of harassment. All complaints of sexual or
other harassment shall be handled in an expeditious manner and may be subject to an
investigation. This policy applies to all levels of Department employees and to all
interactions between a Department employee and co-workers, supervisors,
department management, other state employees, clients of the Department and other
members of the public. Any behavior that can be considered harassing in nature
either sexually or otherwise is inappropriate and strictly prohibited.

IV.  DEFINITIONS:

A. Sexual Harassment:

The Department shall consider unwelcome sexual advances, requests for
sexual favors, and other verbal or physical conduct of a sexual nature as
constituting sexual harassment when:

L. Submission to such conduct is made either explicitly or implicitly a
term or condition of employment;
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2 Submission to or rejection of such conduct by an individual is used as
a basis for employment decisions; or

3 Such conduct has the purpose or effect of unreasonably interfering

with an individual's work performance or creating an intimidating,
hostile, or offensive working environment.

B. Other Harassment:

Any physical or verbal conduct or actions that are inappropriate in the
workplace and that has the purpose or effect of unreasonably interfering with
an individual's work performance or creating a hostile, intimidating or
offensive work environment.

C. Power-differentiated Working Relationships:

Any supervisor-subordinate work relationship in which one employee
supervises or manages (directly or indirectly) another employee or makes
decisions concerning another employee's terms, conditions or privileges of
employment. This definition is extended to include Department employees
who, in the scope of their position, make decisions concerning other citizens
which affect the citizens' livelihood. Examples include, but are not limited
to, the issuing of contracts, licensing, and any inspections.

V. GUIDANCE:
A. Recognizing Sexual Harassment:

1: All employees of the Department shall participate in sexual
harassment training.

2. Employees shall read and acknowledge acceptance of this policy by
signing a verification provided by the Department.
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3% New employee orientation shall contain information relating to the
Department's policy on sexual harassment.

4. Basic Supervision training shall contain information relating to the
prevention of sexual and other harassment, as well as diversity.

B. Examples of Sexual Harassment:

The following list of examples is not meant to be inclusive and should not be
viewed as the only prohibited behaviors. It is a list of examples of behavior,
which are outside appropriate and acceptable work demeanor.

il Verbal:  Sexually suggestive language, comments, innuendoes,
propositions, threats or jokes. This includes slang and curse words
that are gender based and may include repeated references to others as
"doll, honey, baby, sugar, little girl or boy" etc. These labels may be
considered demeaning and are not appropriate in a professional work
environment.

2. Nonverbal:  Suggestive or insulting sounds, whistling, leering,
obscene gestures, sexually suggestive body gestures, "catcalls,"
"smacking," and/or kissing noises.

3. Visual: Sexually suggestive written documents containing explicit
language or graphic descriptions, pictures, pinups, or slogans.
Anatomical descriptions or descriptions of articles of clothing in
documents or cartoons are included.

4. Physical: Any sexually suggestive or unwanted physical contact
including touching, unwelcome hugging, kissing, pinching, brushing
of the body, coerced sexual intercourse or actual assault.

S Electronic: any sexually and/or other harassing text message (known
as “textual harassment™) or “e-harassment” in the form of e-mail,

social net working sites, or blogs, is prohibited.

C. Complaints:
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L Any employee who believes they have experienced harassment in
violation of this policy or who is aware of such harassment at work
must immediately report the prohibited conduct to any one or more of
the individuals listed below:

a. Immediate supervisor

b. Other supervisor within the organization, preferably within the
chain of command

c. Office of Human Resources (OHR)

2. If the accused harasser is the immediate supervisor, the employee is
not required to report nor discuss the harassment with them.
Employees are encouraged to discuss concerns relating to harassment
with someone in their chain of command.

3. It is important to describe, in writing, what has occurred and what has
been done, providing any documentation and names of witnesses.

D. Management Responsibility:

il All managers are responsible for immediate action in any incidents of
harassment. Any member of management who observes or receives a
complaint of harassment shall immediately advise the Human
Relations Officer or Chief, Office of Human Resources.

2. Managers/supervisors are responsible for ensuring the workplace is
free of harassment.

3. Managers/supervisors shall not participate in intimate, romantic or

dating relationships with their subordinates or with employees
involved in power-differentiated relationships.

E. Investigations:
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Investigations of complaints of sexual harassment will be conducted
by the Department's Human Relations Officer, or designee, in an
expeditious manner. Complaints of other harassment requiring an
investigation will be conducted by the Human Relations Officer or the
appropriate staff person.

Investigation results will be reported to the Department Director or
their designee. Information is maintained in a confidential manner
and available only on a need-to-know basis.

Investigations of complaints of harassment are confidential, as are all
witness interviews, documents gathered.  Complaints may be
communicated as discreetly as possible to other employees if
necessary to the investigation. Copies of investigations and materials
gathered during the course of an investigation will not be maintained
in any employee personnel file unless it is materials involved in and
supporting a disciplinary action.

F. Remedial Action:

L

Appropriate remedial action will be taken to remove all forms of
harassment.

Penalties for violating this policy can involve reprimand, suspension,
demotion, and dismissal.

Any employee who impedes an investigation or provides false
information may be subject to disciplinary action.

G. Retaliation:

No employee shall experience retaliation for filing a complaint or
otherwise utilizing this policy.

Witnesses are also protected from retaliation for participating in an
investigation or reporting harassment under this policy.
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3. Employees who feel they have experienced retaliation are required to
report the activity to either their immediate supervisor, another
supervisor within the chain of command, or the Human Relations

Officer.
H. False/Malicious Accusations/Complaints
1. Any employee who is found, through investigation or other means, to

have made false and/or malicious accusations and/or complaints will
be subject to immediate disciplinary action.

n Disciplinary action can involve reprimands, suspensions, demotions
and dismissal.

Prepared by: Approved by:

Chief, Office of Human Resources Deputy Department Director



MEMORANDUM TO ALL DEPARTMENT EM/F,TOYEES

FROM: Peter Lyskowski, Director
SUBJECT: Sexual and Other Harassment

Sexual or any other type of harassment in the workplace is an issue of critical importance for the Department.
Its existence would indicate an insidious process at work that has potential to strike at the very heart of a caring,
motivated, and united organization. As we strive to achieve excellence in our daily activities, we draw upon our
common vision of healthy people in healthy communities. This guiding principle relies upon our collective
wisdom, professional expertise and professional behavior in order to be fully realized. The realization of our
vision is threatened by actions, behaviors, and practices that treat others in the workplace with a lack of respect

or that create an atmosphere of discomfort and hostility.

Every employee must be able to work in an environment that is free of all types of harassment. This
environment cannot include offensive language, inappropriate jokes, sexual comments or any conduct that is
sexual in nature or that is unwelcome, intimidating, or coercive. In addition, any action (verbal, physical, or
electronic) that is inappropriate in the workplace and has the purpose or effect of unreasonably interfering with
a person’s work performance or creating a hostile, intimidating, or offensive work environment will not be
tolerated. Due to the serious nature of these transgressions, any behavior or actions that fall into these categories
will consistently be met with disciplinary action. The nature of the disciplinary action will be evidence-based,
swiftly and strictly applied, and strictly enforced. I believe that it is the responsibility of every member of our
organization to assure a work environment that is free of sexual and other harassment and to assist in the
development of a workplace environment that is built upon the framework of professional behavior and respect

for co-workers.

All supervisors and managers are expected to act quickly and fairly in order to address sexual and other
harassment. The responsibility of supervisors and managers extends beyond their own span of direct
supervision to include any harassment that is observed. It is not necessary for a complaint from an employee or
client to be voiced in order for action to be initiated. So important is this role that lack of action by supervisors
or managers when they are in possession of such knowledge or facts is cause for discipline.

Department policy and procedure provides avenues for complaints by all employees. It is my expectation that
all employees will be aware of this process and feel comfortable in voicing concerns and complaints of this
nature to their immediate supervisor or to any manager in the Department. Retaliation against employees
registering such complaints will not be tolerated and will result in disciplinary action.

I am committed to the creation of a caring, motivated, and united organization supported by a framework of
mutual respect, professional expertise, and professional behavior. Both personal and organizational excellence
is crucial to this process. Please join me in creating an environment that is comfortable and appropriate for all
employees. Our united efforts will strengthen the Department, enhance our mission, and assure success in

achieving our common vision.

Healthy Missourians for life.
The Missouri Department of Health and Senior Services will be the leader in promoting, prolecting and partnering for Health.

AN EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER: Services provided on a nondiscriminatory basis.



NON-DISCRIMINATION IN EMPLOYMENT AND
PROVISION OF SERVICES POLICY

It is the policy of the Missouri Department of Health and Senior Services to provide equal
treatment in employment and provision of services to employees, applicants, and clients without
regard to race, color, national origin, sex, religion, age, disability, genetic information, veteran
status, ancestry, or sexual orientation; hereafter referred to as ‘protected category’.

In accordance with the Affirmative Action Program, Governor’s Executive Orders 94-03 and 10-
24, applicable federal and state laws and regulations, and the principles of affirmative action and
equal employment opportunity, the Missouri Department of Health and Senior Services shall
provide equal opportunity for all in recruitment, hiring, training, promotion, transfer,
compensation, and all other terms and conditions of employment without regard to protected
category status.

It is the policy of the Missouri Department of Health and Senior Services to assure that no
person will be excluded from participation in, be denied the benefits of, or be otherwise
subjected to discrimination for any services because of a protected category. No facility
operated by the Department of Health and Senior Services may be used to promote any
discriminatory practice nor shall the Department become a party to any agreement that permits
any discriminatory practice. Appropriate interpretive services will be provided as required for
persons with visual and/or hearing impairments and for persons with language barriers. The
Department of Health and Senior Services shall not grant, deny or revoke a license, registration
or certification on the basis of any protected category.

The Missouri Department of Health and Senior Services’ commitment to Title VI, Title VII and
Title IX of the Civil Rights Act of 1964 and its amendments, Sections 503 and 504 of the
Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990 and the Americans with
Disabilities Amendment Act of 2008, the Genetic Information Non-Discrimination Act of 2008,
the Missouri Public Accommodations Act, and Missouri Governor’s Executive Orders 94-03 and
10-24 is hereby reaffirmed.

All staff and contractors of the agency (where applicable) shall adhere to this policy and the
Department’s Workforce Diversity Plan. Supervisory and management staff, in particular, shall
assure that the intent as well as the stated requirements of the Methods of Administration is
implemented. The application of this policy is the individual responsibility of all administrative
and supervisory staff.

This policy shall be posted in all offices and facilities of the Missouri Department of Health and
Senior Services.

A ) »
/ﬁ?%f/ - FEye
Peter Lyskowski, Director Date

Department of Health and Senior Services
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II.

II1.

EMPLOYEE OBLIGATION TO PAY STATE INCOME TAXES

PURPOSE:

To inform all Department employees of their obligation under the law to file state income
tax returns and pay their state income taxes if owed or obtain an approved payment plan,
and that failure to do so will result in their dismissal.

SCOPE:

Departmentwide.

POLICY:

RSMo 105.262 states in relevant part, “As a condition of continued employment with the
state of Missouri, all persons employed full-time, part-time, or on a temporary or
contracted basis by the executive, legislative, or judicial branch shall file all state income
tax returns and pay all state income taxes owed.”

At least once per year the status of every employee in the Department will be checked
against a database developed by the state director of revenue to determine if all state
income tax returns have been filed and all state income taxes owed have been paid. The
employee shall be notified if the database shows any state income tax return has not been
filed or taxes are owcd under that cmployee’s name or taxpayer number. Upon
notification, the employee will have forty-five (45) days to satisfy the liability or provide
the Chief, DHSS Office of Human Resources with a copy of a payment plan which has
been approved by the State Director of Revenue.
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Failure to satisfy the liability or provide a copy of the payment plan within the forty-five
(45) days will result in immediate dismissal of the employee from employment by the
state. A dismissal of a regular status employee does not have the right to appeal to the
Personnel Advisory Board.

Prepared By: Approved By:

Chief, Office of Human Resources beputy Department Director
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II.

L.

PURPOSE

To provide guidance on appropriate use of Department of Health and Senior Services
(DHSS) information technology and to outline employees’ responsibilities in that regard.

SCOPE
Department-wide.

POLICY

Information technologies are provided to conduct official business, unless otherwise
allowed under this policy. Technologies include but are not limited to intranet or Internet
pages, electronic mail, electronic facsimile, electronic files, electronic images or audio.

The use of information technology must be in accordance with acceptable conduct,
communication, courtesy, security, and use of state property practices, and with any
record-keeping requirements as outlined by DHSS or the State of Missouri. Any DHSS
staff member who abuses information technology privileges will be subject to disciplinary
action up to and including termination.

Information technologies available to DHSS may create electronic records that are easily
saved, copied, forwarded, retrieved, monitored, reviewed, and used for litigation. Al
electronic records are the property of DHSS and can be accessed and used by

management.

DHSS may disclose electronic information to law enforcement officials or others without
notice to the staff members who may have sent or received the communications or
created the records.

As part of standard computing practices, the Office of Administration Information
Technology Services Division (OA-ITSD) backs up electronic files for DHSS to prevent
loss of data. Although OA-ITSD monitors network activity for cost analysis and
performance issues, reports on or access to the content of a staff member’s active or
backed up records would occur only after an appropriate request from DHSS managers.
Refer to section VI of this policy for information on locking accounts and requesting

reports.
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Iv. USE GUIDELINES

A. Appropriate Internet/Intranet Use:  Staff members are encouraged to use
information technologies efficiently and effectively in pursuit of DHSS goals and
objectives and in accordance with the security rules outlined in Administrative
Manual policy 22.2.

1. Material (newsletters, forms, minutes, schedules and calendars,
directories, guidelines and standards, resources lists, etc.) should only be
placed on the Intranet if it is for the benefit of DHSS and/or local public
health agencies.

2x Internet/Intranet Web Pages - The Office of Public Information must
approve information posted on or web pages linked to the DHSS Internet
page. Intranet web pages should have a designated web master
responsible for keeping information updated.

3 Personal use of the Internet is limited to employee’s breaks and/or lunch
periods so long as employees abide by the standards identified within this
policy, and all referenced policies, and all other applicable DHSS policies.
The employee must close all Internet applications promptly at the end of
the break and/or lunch period. Use of Internet applications before and
after work is prohibited.

B. Unacceptable Use: No information technology may be used for:
1. lllegal, fraudulent, or malicious acts.
2. Personal financial gain or commercial activities (Reference Administrative
Manual policies 11.1, 11.2, 11.11 and 11.12).
3. Religious activities, such as creating church bulletins or distributing

materials of a religious nature.
Political activities (Reference Administrative Manual policy 11.8).

Sexually explicit materials (Reference Administrative Manual policies
11.16 and 12.3).

Racist or violent acts (Reference Administrative Manual policy 11.16).
Harassment (Reference Administrative Manual policies 11.16 and 12.3).

Distribution of unsolicited advertising material.

© ® N o

Streaming audio.
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10. Posting comments on blogs, unless otherwise approved by the
Department.
11. Gambling or maintaining betting pools.

12. Activities that are inconsistent with other DHSS policies and rules
pertaining to personal or professional conduct (examples: Reference
Administrative Manual policies 11.6, 15.3, 17.2, 17.3).

1Sl Personal use that interferes with staff member’s productivity or preempts
DHSS-related activity.

C. Inappropriate Use of E-mail: Employees should exercise caution because of the
potential for misunderstanding.
1. Do not send communications that you would not put in a formal memo or
letter.
2. Do not send what you wish you could say, but only what you would say if
the person were in front of you (be respectful).
3. Do not send a group message unless it is appropriate for all recipients (it

is not appropriate if it does not pertain to official business or if an
individual does not need to know).

4, Electronic communications sent to all DHSS staff must be approved by
division management and the DHSS Director as outlined in Administrative
Manual policy 11.23.

Do not use “Reply to All" without viewing the distribution list.
Do not transmit copyrighted materials except with proper permission.

Do not distribute computer games.

©® N o o

Do not use another individual's e-mail account to either send or receive
messages. If there is need to read another's mail (while they are away on
vacation, for instance), proxy, message forwarding, or other facilities must
be used.

9. E-mail is accessible through the Internet and can be accessed by non-
DHSS equipment; however, attachments or DHSS documents should not
be saved to non-DHSS equipment.
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V. RESPONSIBILITIES

A. Electronic Communications Users:
1. Read and follow these policies, guidelines, and procedures.
2. If issues are unclear, get clarification from your supervisor.
B. Supervisors:
1. Keep staff members advised of this policy and any changes or additions
to this policy.

Monitor staff member’'s compliance with this policy.

Follow procedures in section VI when there is need to access staff
member’s electronic records.

4. Report suspected excessive use or abuse to managers on a timely basis.

If issues are unclear, get clarification from your manager.

C. Managers:
1. Resolve reports of suspected excessive use or abuse in a timely manner.
2. When necessary, initiate investigation requests of a staff member's use of

information technology with the regional manager, division director, or
DHSS department management following the procedures outlined in

section VI.
D. Division Directors or Department Management:
1. Approve or decline investigation requests and forward approved requests
to the Office of Human Resources following the procedures outlined in
section VI.
2. Review results of investigations and work with supervisor to determine

disciplinary action when necessary.

Vi. LOCKING ACCOUNTS AND REQUESTING USAGE REPORTS

A Requests to lock a staff member's current information technology resource
account should be made to division management. Emergency contact can be by
telephone but each request must be documented with an Automated Security
Access Program request (ASAP). Locking a staff member's account disallows
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Approved By:

the staff member use of the specified electronic communication. The request
must include:

1. The name of the staff member whose account is to be locked.
2. The period of time for which the account is to be locked.
3. What accounts, records or access should be locked.

Requests to access a staff member’s information technology records (electronic
mail, Internet usage reports, and/or files on a specific computer/drive) should be
addressed to the DHSS Office of Human Resources’ Human Relations Officer or
Chief. The written request must include:

1. the name of the staff member whose records are to be accessed,
2 the period of time for which the records are to be accessed,

3. the type of access (see below), and

4 the reason for the access.

The types of access and investigation could include:
ill. To review Internet use by a specific personal computer.

2. To recover files or documents stored on a specific computer or an
employee's personal H:/drive.

3. To recover e-mail communications for review.

Acting Director
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IL.

III.

LANGUAGE SERVICES
PURPOSE:

It is the policy of the Department of Health and Senior Services (DHSS) to provide services
on a nondiscriminatory basis based on national origin, race, sex, age, disability, color,
religion, or genetic information.

Language barriers may interfere with the provision of services to clients, leading to
misunderstandings and impacting program effectiveness. Effective language services can
help prevent these problems.

POLICY:

It is the intent of DHSS to:

o establish systems and procedures for the provision of services to any Limited English
Proficiency (LEP) individual, particularly those who cannot communicate in spoken
or written English;

e improve customer relations between DHSS and the people we serve;

e assure quality translation and interpretation services by obtaining feedback on the
performance of translators and interpreters; and

e provide technical support to all DHSS programs.
DEFINITIONS

COMMUNICATION: The transfer and understanding of a message from one person to
another by means of speaking, writing (including Braille), sign language or illustration.

INTERPRETATION: Spoken transfer and understanding of a message from one language
to another.

TRANSLATION: Written transfer and understanding of a message.

LIMITED ENGLISH PROFICIENCY (LEP) INDIVIDUAL: An individual whose primary
language is not English and who cannot speak, read, write or understand the English
language at the level necessary for effective communication.
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METHODS OF ADMINISTRATION: Document signed by DHSS and provided to the U.S.

Department of Health and Human Services (USDHHS) specifying methods DHSS will use
to implement and assure compliance with Title VI of the Civil Rights Act of 1964 as
amended (42 USC 2000d et seq); the Rehabilitation Act of 1973 (29USC 794), hereinafter
referred to as Section 504; and the regulations issued there under by USDHHS (45 CFR
Parts 80 and 84). It is essential to communicate information in a language other than English
when and as required by federal regulations (see Administrative Manual Section 3.2).

IV. COMPONENTS:

A. Responsibilities:

1.

All DHSS employees and programs shall utilize the state contracts for providing
interpretation and translation services. Guidance and information on what contracts
are currently being used by DHSS will be available through the Office of Human
Resources or obtained through the contract search listing available on the Office of
Administration’s web site.

All DHSS employees and programs will make reasonable efforts to offer
interpretation and translation services when contact has been made with an
individual of limited English proficiency. Contact should be recorded by the
employee and the LEP Data Form (Attachment A), can be used for convenience in
recording said contract. A copy of the recording should be kept in the client’s work
file.

Each DHSS program will determine which materials and forms used by the public
will be translated based on an assessment of the population in the services area.

Translation materials shall be linguistically and culturally appropriate to the client
population.

DHSS will strive to provide visual and audio information in the appropriate
language to LEP clients. Medically or legally complex materials may be contracted
with a vendor for translation.

DHSS programs having state or federal funding cannot discriminate in the
provision of services under Title VI. The Missouri Constitution, Article I, Section
34 of the Bill of Rights, which states English to be the official language in the state,
does not affect Title VI expectations for provision of services.
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Contracts for Translation or Interpretation:

If vendors are contracted to provide interpretive services and/or perform the translation
of materials to other languages, the program will be responsible for associated costs.

Contractors:

The contractors shall comply with all applicable provisions of the Civil Rights Act
(45 CFR 80), the Rehabilitation Act of 1973 (45 CFR 84), and all other federal and
state laws and regulations relating to nondiscrimination. The contractors shall assure
that no person eligible for services shall on the ground of race, color, religion,
national origin (this includes individuals of limited English proficiency), sex,
disability, veteran status, age, or genetic information be excluded from participation
in, be denied the benefits of, or be otherwise subject to discrimination for any
service provided by the contract. The contractors shall, within resources available,
ensure minority health issues are addressed in the delivery of services where
disparities in health status exist between minority and majority Missourians.

Clients of DHSS:

1. No client, applicant or their representative will be required to provide or pay for the
services of a translator or interpreter.

2. For LEP clients, DHSS employees will identify and document on client records the
primary language/dialect of the client and need for translation or interpretation
services.

3. A family member or friend may be used as an interpreter if this is requested by the

client and the use of such a person would not compromise the effectiveness of
services or violate the client's confidentiality, and the client is advised that a free
interpreter is available. The family member or friend must be 18 years of age or

older.

Responsibility for coordination of this policy is assigned to the DHSS Office of Human
Resources.



o DEPARy.

4 \%
ﬁl o\ ADMINISTRATIVE MANUAL
4‘1’35;\0“9@
SUBJECT:  MISCELLANEOUS
Language Services Chapter: 30

Section: 30.20

REFERENCES Title VI of the Civil Rights Act

Of 1964, as amended, and its implementing regulations; Page: 4 of 4
Presidential Executive Order 13166 of August 11, 2000; and the
Genetic Information Non-Discrimination Act of 2008 (GINA) Revised: 10/03/14

Public law 110-233

Prepared By: Approved By:

Chief, Office of Human Resources Director



ADMINISTRATIVE MANUAL

o 5;10"‘:’
SUBJECT: RULES OF PERSONAL CONDUCT AND
RESPONSIBILITY Chapter: 11

Conflict of Interest
Section: 11.11

REFERENCES: Office of Administration SP-13 Statewide Policy
for Employee Code of Conduct Page: 1 of 10

Issued: 1-11-10

CONFLICT OF INTEREST

I PURPOSE:

To establish the procedures for identifying and managing conflict of interest in the
workplace, and to provide employees of the Department with the guidance and
tools necessary to recognize and avoid potential conflicts of interest. Independent
judgment and expertise is critical to the Department’s ability to fulfill its mission
of protecting public health.

This conflict of interest policy is intended to prevent or eliminate certain
potentially compromising situations from arising, thereby protecting both the
employce and the agency from being placed in a situation where others could
reasonably question or discount the work of the employee or agency simply
because of the perception of potential or actual conflicting interests.

1L SCOPE:

Department-wide.

IIL. DEFINITIONS:

A. Conflict of interest: A conflict of interest can occur when Departmental
employees’ duties give them the potential for private gain or the
opportunity to secure unfair advantages for themselves or others; or when
a reasonable third party could conclude that there is an appearance of a
potential or actual opportunity for the foregoing. This includes the
potential or actual abuse of privileged information, potential or actual
abuse of influence, and other potential or actual abuse of the public trust.
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Entities involving a potential conflict of interest: Conflicts of interest,
potential or actual, may arise between a Departmental employee, and any
person or agency who:

1. Is seeking official action by the Department;

2. Does business or seeks to do business with the Department;

3. Conducts activities regulated by the Department;

4. Has interests that may be substantially affected by performance or

nonperformance of the employee’s official duties; or

5. Is an organization a majority of whose members are described in
one or more of the above four (4) points.

Immediate family: For purposes of this policy immediate family member
is defined as: spouse, parent, parents of the spouse, minor or adult child by
birth or adoption, minor or adult stepchild, stepparent, grandparent,
grandchild, sibling of the employee, or spouse of any immediate family
member specified herein.

Procuring goods and services: The authority to purchase or approve
purchases for DHSS; determine or assist to determine the award of a
contract; administer contracts; develop proposal or bid specifications or
requirements; or have access to confidential proposal/bid information.

IV. POLICY:

These policies are based on or are in addition to requirements contained in state
law governing state employees, Sections 105.450, et seq. RSMo, and OA, Code of
Conduct policy SP-13.
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A. General Prohibitions

& Except as provided by the state or noted below, an employee shall
not knowingly receive directly or indirectly any money,
compensation, gifts, or other valuable thing or benefit for the
performance or nonperformance of duties. Employees shall report
to their immediate supervisor any attempt by an individual, firm or
organization to influence official actions by the offering of
personal benefits or favors (see D.1 below).

Ox An employee shall not use his/her position to secure program
benefits, special privileges, exemptions or compensation for
him/herself, any member of his/her immediate family, partner, or
an organization that employs or is about to employ any such party.

gl An employee shall not receive or solicit any compensation from
any other source other than the state, that would impair the
independence of judgment, for services as a state employee.

4. An employee shall not accept or solicit other employment that
would impair independence of judgment in the performance of
duties. (See also Policy 11.7, Outside Employment/Activities)

5. An employee shall not sell, rent or lease products or services to the
agency as an individual or through any company in which the
employee or any immediate family member has a substantial
financial interest.

6. An employee shall not use confidential information for personal
gain for him/herself, any member of their immediate family. or an
organization that employs or is about to employ any such party.
(See also Policy 11.6, Code of Conduct-Confidential Information)
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7, Supervisors shall not enter into personal or financial relationships
with subordinates. (Expressly, supervisors shall not borrow or loan
a substantial amount of money (i.e., greater than $25) from
subordinate employees.)

B. Potential Conflicts of Interest

1L, All employees are expected to be aware of the appearance of a
conflict of interest from relationships and personal interactions,
including intimate relationships, with any customer or contractor
of the Department (including Department of Corrections’ work
release personnel, per Policy 15.1/Work Release Personnel). If an
employee is uncertain about the propriety of a relationship or
invitation that could cause the work of the employee or the
Department to be called into question or discounted, that employee
shall inform his/her supervisor who may consult with others up the
chain of command, as appropriate.

2, Employees shall not use their position/official capacity to solicit
donations of money, goods, or services from any person or entity
seeking official action from, doing business with, or conducting
activities regulated by the Department. This includes solicitations
for Departmental events. (See also Financial Policy 2.5/Accepting
Gifts, Donations and Bequests on Behalf of the Department)

Exception:  If the Department determines that solicitation of
donations of money, goods, or services benefits the
Department and its mission, the Department may
decide to direct employees to solicit donations.
Such direction will be communicated to the
employee in writing. For example, in the event of a
disaster affecting the state or persons coming into
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the state, the Department may direct employees to
solicit donations of money, goods, or services from
regulated agencies to assist those in need.

Jh Employees shall not accept unsolicited gifts from persons or
agencies except as noted below:

a) At the discretion of his/her supervisor, an employee may
accept unsolicited gifts having an aggregate market value
of (twenty-five dollars) $25 or less per source per occasion,
provided that the aggregate market value of individual gifts
received from any one person under the authority of this
paragraph does not exceed fifty dollars ($50) in a calendar
year. This exception does not apply to gifts of cash or of
investment interests. Thus, for example, an employee may
accept a token “gift” for presenting at a conference, but
may not accept a cash payment of any amount.

b) Employees shall not have business dealings with clients
and shall not sell to nor buy items from clients. This
includes things such as household items, jewelry, vehicles,
etc. It is not intended to preclude small things of minimal
value such as eggs and fresh produce.

c) When an employee is assigned to participate as a speaker or
panel participant or otherwise to present information on
behalf of the Department at a conference or other event, the
acceptance of free attendance at the event is permissible
when provided by the sponsor of the event. The participant
may also accept a meal, if the meal is a part of the event
and, as such, available to those paying to attend the
conference or event. Other activities, such as golf, tennis,
use of special facilities, etc., may not be accepted.
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d) At the discretion of his/her supervisor and in lieu of
Department reimbursement, acceptance of travel expenses
from the organization, association or governmental agency
requesting the employee’s attendance for a job-related
activity is allowed.

4. Prior to doing business with the Department, employees who have
a substantial financial or ownership interest in that business, shall
request and receive a determination by the Department that there is
no conflict of interest.

5; Employees procuring goods and services on behalf of the
department must understand a conflict of interest or the appearance
of a conflict of interest would arise if the employee, any member
of the employee’s immediate family, partner, or an organization
that employs or is about to employ any such parties, has a financial
or other interest in the firm selected for a purchase or award.

6. Unless Department policies are more stringent, all employees who
perform regulatory functions (e.g., surveys, inspections, licensing
functions), must adhere to any and all relevant federal
requirements related to conflict of interest (e.g., 42 CFR 488.314
dealing with surveyors of certified skilled nursing facilities).

7 Employees performing regulatory functions are disqualified from
regulating specific facilities or entities in any of the following
circumstances:

a) The regulator currently works, or, within the last two (2)
years, has worked as an employee, as employment agency
staff at the entity, or as an officer, consultant or agent for
the specific entity to be regulated. (In extraordinary
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circumstances, such as a hotline investigation of a report
alleging life threatening circumstances, a supervisor, on a
case-by-case basis, may allow an employee to begin an
investigation if there are insufficient staff to initiate that
investigation.)

b) The regulator has any financial interest or any ownership
interest in the entity regulated.

c) The regulator has an immediate family member who has a
relationship with a regulated entity described by 7.a) or 7.b)
above.

d) Surveyors, when surveying long term care facilities,

hospitals, ambulatory surgery centers, or other department
regulated facilities, may not survey a facility in which
he/she has an immediate family member who is a
resident/patient in the facility at the time of the survey.

e) Surveyors, when surveying child care facilities, may not
survey a child care facility in which he/she, or any member
of his/her immediate family, has a child who is attending
the facility at the time of the survey.

8. In addition to the above potential conflicts of interest, employees
performing regulatory functions (e.g., surveys, ingpections,
licensing functions) must consider all relevant circumstances that
may contribute to an apparent or perceived conflict of interest.
Situations that may reasonably be considered a conflict of interest
such that it could influence an employee’s judgment must be
reported to the employee’s supervisor. The employee has the
responsibility to identify and report these situations. Examples
include:
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a) An employee who may not currently have a child in a child
care facility or member of his/her immediate family in a
long term care facility but may have recently had one
residing in a regulated entity who the regulating employee
considers to have received poor or inadequate care.

b) Participation by the employee in ownership of a regulated
entity within the State.

c) Any other situation where one’s judgment could be
reasonably called into question as a result of some previous
relationship to the facility being regulated, particular staff
of a facility being regulated, or to the industry as a whole or
in part.

C. Examples of Allowable Activities That Do Not Constitute a Conflict of
Interest

L Acceptance of outside employment as provided under Policy
11.7/Outside Employment/Activities when approved through the
supervisory chain.

2. Acceptance of an honorarium for services which are not a part of,
or could not reasonably be expected to be part of, the employee’s
official Department duties, provided the employee is on approved
annual leave, compensatory time or leave without pay and
provided there is no conflict of interest as determined by the
Department Director or designee. Examples of acceptable activities
for an honorarium are guest lecturing, serving on national
committees or reviewing grant proposals when such activities are
not a part of the official duties. A request to accept an honorarium
shall be submitted through administrative channels to the
Department Director.
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D.

3. Acceptance of items of little or no monetary value which are
provided or available for general distribution by individuals or
firms for informational or promotional purposes; e.g., exhibitors at
conventions (see Policy 11.12/Solicitation, limiting solicitation and
distribution in Department facilities).

4, Discounts or similar benefits, which are made available to all
employees of the Department. For example, this would include
discounts for admission to sports events at the University of
Missouri which are available to all employees as payroll notices.

5. Awards of non-cash value, by an outside organization, association
or by a governmental agency or this department in recognition of
job-related achievements.

Employee Actions

ll, Employees shall immediately report any potential conflict of
interest or any situation which is questionable to their supervisor.
If the employee is unsure as to whether or not a particular situation
may constitute a potential conflict of interest, he/she should discuss
the situation with his/her supervisor. Supervisors of employees
procuring goods and services on behalf of the department must
also inform the Procurement Manager in the Division of
Administration, Bureau of Financial Services if the employee
discovers they may have a conflict of interest or the appearance of
a conflict of interest with any procurement transaction.

2 All employees will complete a Statement of No Conflict of Interest
form (Attachment 11.11A) upon employment by the Department
and update that form at least annually at the time of the employee’s
performance evaluation, or more often, as necessary. The initial




ADMINISTRATIVE MANUAL

P
W) senoR®

SUBJECT:  RULES OF PERSONAL CONDUCT AND
RESPONSIBILITY Chapter: 11

Conflict of Interest
Section: 11.11

REFERENCES: Office of Administration SP-13 Statewide Policy
for Employee Code of Conduct Page: 10 of 10

Issued: 1-11-10

signed copy is sent to the Office of Human Resources for the
official personnel file, and subsequent copies are maintained in the
unit files. If the employee marked he/she has a potential conflict of
interest, please forward a copy through the chain of command for
review and decision.

3. Supervisors will, through the chain of command, resolve questions

involving possible or potential conflicts of interest and will not
assign persons they supervise to situations deemed inappropriate.

Prepared by: Approved by:

Chief, Office of Human Resources Deputy Department Director
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Attachment A

DEPARTMENT OF HEALTH AND SENIOR SERVICES
STATEMENT OF NO CONFLICT OF INTEREST

I have read the Department of Health and Senior Services Conflict of Interest policy (11.11) and have had the
opportunity to ask questions concerning the meaning, intent, and application of this policy.

[ agree to abide by this policy and to inform my supervisor whenever there is a questionable situation that
might constitute the perception of a possible or actual conflict of interest.

Check one of the following:
O As of the date of my signature, there are possible or actual conflicts of interest between myself or

any immediate family member, and customers or providers of the department as specified in this
policy, except as described below.

O As of the date of my signature, there are no possible or actual conflicts of interest between myself
or any immediate family member, and customers or providers of the department as specified in
this policy, except as described below.

If there are any possible or actual conflicts of interest, explain in the space provided below (additional pages
may be added).

With my signature, 1 hereby certify that the information supplied on this document is true, correct and
complete to the best of my knowledge and belief.

Employee Signature _ Embloyee’s Printed Name Date

Employee’s Position/Title Employee’s Work Unit

If the employee marked a potential conflict, the form must be forwarded through the chain of command
for review and decision.

Immediate Supervisor Initials and Action to be Taken: _

Successive Supervisor Initials and Comments:

Successive Supervisor Initials and Comments:

Division Director’s Initials and Comments:

Distribution: The initial signed copy is sent to the Office of Human Resources for the official personnel file, and
subsequent copies are maintained in the unit files.

www.health.mo.gov
Healthy Missourians for life.

The Missouri Department of Health and Senior Services will be the leader in promoting, protecting and partnering for Health,
AN EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER: Services provided on a nondiscriminatory basis.
Revised 03.20.2012
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MISSOURI DEPARTMENT OF HEALTH AND SENIOR SERVICES (DHSS)
STATEMENT OF AGREEMENT TO MAINTAIN CONFIDENTIALITY OF RECORDS AND
INFORMATION IN ACCORDANCE WITH DHSS POLICIES

Code of Conduct

All DHSS employees, interns, contractors, and volunteers, whether paid or unpaid, shall follow the DHSS policies
for sharing confidential information. Interns, contractors, and volunteers shall be held to the same standards as
employees with respect to the DHSS confidentiality policies.

All information that identifies or can be used to readily identify individuals shall be considered confidential.
Information specifically covered by HIPAA, the HIPAA Privacy Rule, the HIPAA Security Rule, and the Breach
Notification Rule, or other applicable federal or Missouri confidentiality laws, including but not limited to the
Missouri Breach Notification Law, shall be determined and individuals with responsibilities requiring access to
the information shall be identified. All employees, interns, contractors and volunteers shall attend training and
comply with DHSS policies relating to these laws.

Employees
As a DHSS employee, I agree to be knowledgeable of and comply with DHSS confidentiality policies.
Specifically, I agree to:
v’ .Assure the confidentiality and security of all information by limiting access to those having an official
need in order to perform their duties;
v Restrict disclosure of confidential information to other agencies or individuals outside DHSS.
Disclosures shall be made in accordance with DHSS policies governing disclosures;
v' Refrain from disclosing confidential personal information to any individual or entity without a business-
related reason and proper authority to receive such information;
v’ Participate in training, as needed, on federal and state privacy laws;
v Make appropriate staff aware of potential DHSS confidentiality policy violations; and
v' Sign an annual statement affirming agreement to comply with DHSS confidentiality policies.

Contractors

As a DHSS contractor, I agree to maintain strict confidentiality of all information that identifies or can be readily
used to identify individuals that I have been provided access to by DHSS or obtained as a result of contract
activities. I understand that there are potential legal penalties for breaches of confidentiality or unauthorized
destruction or disclosure of confidential information or records.

Volunteers

As a volunteer, paid or unpaid, I agree to comply with the DHSS confidentiality policies. I understand that I am
liable for all breaches or violations of confidentiality and may be subject to possible legal actions.

Effective date:3/3/16
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MAINTAINING CONFIDENTIALITY OF INFORMATION IN THE WORK ENVIRONMENT:
I agree to the following:

Work Areas

To remove information of a confidential nature from public view (e.g., place it in a desk or file) when away from my work
station and another authorized employee is not available to assure security of the information.

To place information of a confidential nature in locked files or other secure places when my office or work unit is closed or
left unattended.

To shred or otherwise destroy information to be discarded that identifies an individual, such as poor quality copies or purged
file materials.

Information Exchange

To not release confidential personal information obtained in the performance of duties to individuals or entities who do not
have a business-related reason and proper authority to receive such information.

To destroy informal records of telephone conversations containing information of a confidential nature unless the records are
placed in official files.

To hold conferences and conversations in a manner to avoid confidential information being overheard by others.

To seal all documents containing information of a confidential nature inside an envelope addressed to a specific office or
individual and marked “CONFIDENTIAL” when using conventional mail to send to other individuals, programs or agencies
having an official need for the information.

To use a cover page containing a confidentiality statement approved by the DHSS Privacy Officer for all documents ofa
confidential nature transmitted by FAX machine to agencies and individuals with an official need to know.

To alert the receiver when the information is being transmitted via FAX and request immediate retrieval.
To include the DHSS approved statement of confidentiality on all electronic mail messages.

To not send confidential individually identifiable health information or other confidential information outside of the state
domain using electronic mail, unless technology such as encryption or other technology approved by the department is
employed.

Computers

To comply with policies and procedures relating to maintaining security and confidentiality of computer data.
To position my computer workstation screen to limit viewing by other employees or visitors.

To protect my sign-on and passwords to prevent others from using them.

To log out of the network when away from my work area for an extended period. For short periods of inactivity, I will
activate a password-protected screen saver.
Penalties

I have been informed and understand that a violation of confidentiality, including improper access, use, or disclosure; an
information security incident; a breach as defined by Policy 19.7; or unauthorized destruction of confidential records, shall
be cause for disciplinary action, up to and including dismissal, depending on the severity of the offense, and possible legal
action.

CERTIFICATION:

This is to certify that I have read and agree to comply with the provisions of the Department’s policies.

Date: Signature:

Please print name:
NOTE: A copy of the initial signed statement shall be filed in the employee’s official personnel file.
Subsequent signed statements shall be filed in the employee’s unit personnel file.

Effective date:3/3/16



Department of Health and Senior Services Reset Form
Office of Human Resources

Employee Information Update Emall'Form

Please complete all information below, which will be used in case of an emergency, for COOP planning, and

for Human Resources.

Employees are responsible for keeping their supervisor informed of changes to their contact information. A
copy should be sent to Office of Human Resources and the original kept in the unit file.

In addition to this form, other places needing updated information are the Department Skills Assessment and

OA Division of Personnel EASe application.

LAST NAME

FIRST NAME

UNIT

HOME ADDRESS (STREET OR P.O. BOX)

CITY STATE ZIP CODE

HOME TELEPHONE CELL PHONE ABLE TO SEND/RECEIVE TEXT
( ) § ( ) . MESSAGES? []YES [] NO

EMERGENCY CONTACT #1
NAME RELATION TO EMPLOYEE

"HOME TELEPHONE
WORK TELEPHONE CELL PHONE

( ) - ( ) :

EMERGENCY CONTACT #2
NAME RELATION TO EMPLOYEE

HOME TELEPHONE
() - |
WORK TELEPHONE CELL PHONE

() - ( ) -

'SIGNATURE DATE

REVISED 03/25/13



Missouri Department of Health and Senior Services
P.0. Box 570, Jefferson City, MO 65102-0570 Phone: 573-751-6059 FAX: 573-526-5521
RELAY MISSOURI for Hearing and Speech Impaired 1-800-735-2966 VOICE 1-800-735-2466

LAST NAME FIRST NAME Ml

e BIRTHDATE (MM/DD/YYYY):

o MARITAL STATUS: ( ) MARRIED ( ) SINGLE

e RACE/ETHNICITY: (Due to the limitations of the payroll data system, you may only choose one.)
( YWHITE ( ) BLACK ( )HISPANIC ( )ASIAN/PACIFIC ISLANDER ( ) NATIVE AMERICAN

o GENDER: ( )MALE ( )FEMALE

e COUNTY YOULIVEIN

e DO YOU WANT YOUR HOME ADDRESS USED FOR PUBLIC RELEASE? ( ) YES ( )NO
To receive credit for previous state tenure, please complete Section A, Section B, or both if applicable:

A) List previous State Agencies (Department name and complete dates of service in mm/ddlyy):

B) List if you have worked at any of the following Missouri Courts, Colleges, Universities, or other
agencies with leave reciprocity listed below (include dates of service in mm/ddlyy):

House of Representatives Office of the Attorney General
Joint Committee on Legislative Research Office of the Senate Administrator
Lincoln University Office of the State Auditor

Linn State Technical College Office of the State Treasurer
Missouri Consolidated Health Care Plan Secretary of State

Missouri State Court System State Court Administration
Missouri State Employees Retirement System State Juvenile Courts

Northwest Missouri State University

“Employee Signature Date

www.health.mo.qov

Healthy Missourians for life.
The Missouri Department of Health and Senior Services will be the leader in promoting, protecting and partnering for health.

AN EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER: Services provided on a nondiscriminatory basis.

Revised 11/21/14 Office of Human Resources



Form W-4 (2016)

Purpose. Complete Form W-4 so that your employer
can withhold the correct federal income tax from your
pay. Consider completing a new Form W-4 each year

and when your personal or financial situation changes.

Exemplion frem withholding. If you are exempt,
complete only lines 1, 2, 3, 4, and 7 and sign the form
1o walidate it, Your exemption for 2016 expires
February 15, 2017, See Pub. 505, Tax Withhaolding
and Estimated Tax.

Note: If anotler person can claim you as a dependent
on his oy her tax return, you cannot claim exemption
from withhelding if your income exceeds $1,050 and
includes mora than $350 of ungamed income (for
example, interest and dividends).

Exceptions. An employee may be able to claim
exemption from withholding even if the employee is a
depandant, If the employee:

« Is age 65 or older,
o |5 blind, or

« Will claim adjustments to income; tax credits; or
itemized deductions, on his or her tax return,

The exceptions do not apply to supplemental wages
greater than $1,000,000.

Basic instructions. If you are not exempt, complete
the Personal Allowances Worksheet below. The
worksheets on page 2 further adjust your
withholding allowances based on itemized
deductions, cerlain credits, adjustments to income,
or two-earners/multiple jobs situations.

Complete all worksheets that apply. However, you
may claim fewer (or zero) allowances. For regular
wages, withhelding must be based on allowances
you claimed and may not be a flat amount or
percentage ol wages.

Head of househald. Generally, you can claim head
ol househald filing status on your tax return only if
you are unmarried and pay more than 50% of the
costs of keeping up @ home for yourself and your
dependent(s) or other qualifying individuals, See
Pub, 501, Exemptions, Standard Deduction, and
Filing Information, for information.

Tax credits. You can lake projected tax eredits inlo account
in figuring your allowable number of withhalding allowances.
Gredils for child or dependent care expenses and the child
tax credit may be claimed using the Personal Allowances
Worksheet below. See Pub. 505 lor information on
converting your other credits into withholding allowances.

Monwage income, If you have a large amount of
nonwage income, such as interest or dividends,
consider making estimatad tax payments using Form
1040-E5, Estimated Tax for Individuals. Otherwise, you
may owe additional tax. If you have pension or annuity
income, see Pub. 505 to find out if you should adjust
your withholding on Form W-4 or W-4P.

Two earners or multiple jobs. If you have a
working spouse or more than one job, figure the
total number of allowances you are entitled to claim
on all jobs using worksheets from only one Form
W-4., Your withholding usually will be most accurate
when all allowances are claimed on the Form W-4
for the highest paying job and zero allowances are
claimed on the others. See Pub. 505 for details.

Nonresident alien. If you are a nonresident alien,
see Notice 1392, Supplemental Form W-4
Instructions for Nonresident Aliens, before
completing this form.

Check your withholding. After your Form W-4 takes
effect, use Pub. 505 to see how the amount you are
having withheld compares o your projected total tax
for 2016. See Pub. 505, especially if your earnings
exceed $140,000 (Single) or $180,000 (Married).
Future developments. Information about any future

developments affecting Form W-4 (such as leglslation
enacted after we release i) will be posted at www.lrs.goviwd,

Personal Allowances Worksheet (Keep for your records.)

A Enter “1" for yourself if no one else can claim you as a dependent .
« You are single and have only one job; or

B Enter “1" if:

« You are married, have only one job, and your spouse does not work; or

A

* Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less.
C Enter “1” for your spouse. But, you may choose to enter “-0-" if you are married and have either a working spouse or more
than one job. (Entering “-0-" may help you avoid having too little tax withheld.)

D  Enter number of dependents (other than your spouse or yourself) you will claim on your tax return . R
E Enter “1" if you will file as head of household on your tax return (see conditions under Head of household above)
F Enter “1" if you have at least $2,000 of child or dependent care expenses for which you plan to claim a credit

Mmoo

(Note: Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.)
G  Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more information.
« |f your total income will be less than $70,000 ($100,000 if married), enter “2" for each eligible child; then less “1" if you
have two to four eligible children or less “2" if you have five or more eligible children.
* If your total income will be between $70,000 and $84,000 ($100,000 and $119,000 if married), enter “1” for each eligible child . . G
H Add lines A through G and enter total here. (Note: This may be different from the number of exemptions you claim on your tax return.) » H
* [f you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions

For accuracy,

earnings from all jobs exceed $50,000 ($20,000 if married)

and Adjustments Worksheet on page 2.

ore than one job or are married and you and your spouse both work and the combined
, see the Two-Earners/Multiple Jobs Worksheet on page 2

complete all * If you are single and have m
worksheets
that apply. to avoid having too little tax withheld.

« I neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.

Form W'4

Depariment of the Treasury
Internal Revenue Service

-._-. Separate here and give Form W-4 to your employer. Keep the top part for your records, —---------r=smsoremeomemreea e

Employee's Withholding Allowance Certificate

P Whether you are entitled to claim a certain number of allowances or exemption from withholding is
subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS.

OMB No. 1545-0074

2016

1 Your first name and middie (nitial l.ast name 2 Your social security number
Home address (number and street or rural route) 3 [ single [ Married [ Married, but withhoid at higher Single rate.
B Note: Il married, but legally separated, or spilise is a nonresident alien, check the "Single" box.
City or town, state, and ZIP code 4 If your last name differs from that shown on your social security card,
check here. You must call 1-800-772-1213 for a replacement card. P [_]
5 Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) 5 -
6  Additional amount, if any, you want withheld from each paycheck . . . . . . e e ooy 6 |% -
7 I claim exemption from withholding for 2016, and | certify that | meet both of the following conditions for exemption.
« Last year | had a right to a refund of all federal income tax withheld because | had no tax liability, and
« This year | expect a refund of all federal income tax withheld because | expect to have no tax liabllity.

If you meet both conditions, write "Exempl” here . . . . z s

. »[7]

Under penalties of perjury, | declare that | have examined this certificate

Employee’s sighature
{This form is not valid unless you sign it.) »

and, to the best of my knowledge and belief, it is true, correct, and complete.

Date »

8 Employer's name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.)

9 Office code {optional) | 10 Employer identification number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 2.

Cat. No. 10220Q

Form W-4 (2016)



Form W-4 (2016)

Page 2

Deductions and Adjustments Worksheet

1

[ I N

C W m~NO

Note: Use this worksheet only if you plan to itemize deductions or claim certain credits or adjustments to income.

Enter an estimate of your 2016 itemized deductions. These include qualifying home mortgage interest, charitable contributions, slate
and local taxes, medical expenses In excess of 10% (7.5% if either you or your spouse was bomn belore January 2, 1952} of your
income, and miscellaneous deduclions. For 2016, you may have 1o reduce your itemized deductions if your income is over $311,300
and you are married filing jointly or are a qualifying widow(er); $285,850 if you are head of household; $259,400 if you are single and
not head of household or 2 qualifying widow(er); or $155,650 if you are married filing separately. See Pub. 505 for details .

$12,600 if married filing jointly or qualifying widow(er)
Enter: $9,300 if head of household

$6,300 if single or married filing separately
Subtract line 2 from line 1. If zero or less, enter “-0-" . . . . . . . . o . o o ...
Enter an estimate of your 2016 adjustments to income and any additional standard deduction (see Pub. 505)
Add lines 3 and 4 and enter the total. (include any amount for credits from the Converting Credits to
Withholding Allowances for 2016 Form W-4 worksheet in Pub. 505.) . .
Enter an estimate of your 2016 nonwage income (such as dividends or interest)
Subtract line 6 from line 5. If zero or less, enter “-0-" . . . . . . . . .
Divide the amount on line 7 by $4,050 and enter the result here. Drop any fraction
Enter the number from the Personal Allowances Worksheet, line H, page 1 Lo e e
Add lines 8 and 9 and enter the total here. If you plan to use the Two-Earners/Multiple Jobs Worksheet,
also enter this total on line 1 below. Otherwise, stop here and enter this total on Form W-4, line 5, page 1

1 $
2 $
3 $
4 9
5 $
6 9
7 $
8

9

10

Two-Earners/Multiple Jobs Worksheet (See Two earners or multiple jobs on page 1.)

Note: Use this worksheet only if the instructions under line H on page 1 direct you here.

1 Enter the number from line H, page 1 (or from line 10 above if you used the Deductions and Adjustments Worksheet) 1
2 Find the number in Table 1 below that applies to the LOWEST paying job and enter it here. However, if
you are married filing jointly and wages from the highest paying job are $65,000 or less, do not enter more
than “3" . . . . e e e e e e e e e ; 2
3 If line 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (if zero, enter
“.0-") and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . . . . . . . . . 3
Note: If line 1 is less than line 2, enter “-0-" on Form W-4, line 5, page 1. Complete lines 4 through 9 below to
figure the additional withholding amount necessary to avoid a year-end tax bill.
4  Enter the number from line 2 of this worksheet . . . . . . . . . . 4
5  Enter the number from line 1 of this worksheet . . . . . . . . . . 5
6 Subtractline5fromlined . . . . . . . . L oo e e e e 6 )
7 Find the amount in Table 2 below that applies to the HIGHEST paying job and enter it here 7 $
8  Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding needed 8 $
9  Divide line 8 by the number of pay periods remaining in 2016. For example, divide by 25 if you are paid every two
weeks and you complete this form on a date in January when there are 25 pay petiods remaining in 2016. Enter
the result here and on Form W-4, line 6, page 1. This is the additional amount to be withheld from each paycheck 9 $
Table 1 Table 2
Married Filing Jointly All Others Married Filing Jointly All Others
If wages from LOWEST | Enter on If wages from LOWEST | Enter on If wages from HIGHEST | Enter on If wages from HIGHEST | Enter on
paying job are— line 2 above | paying job are— line 2 above | paying job are— line 7 above | paying job are— line 7 above
$0 - $6,000 0 $0 - $9,000 0 $0 - $75,000 $610 $0 - $38,000 $610
6,001 - 14,000 1 9,001 - 17,000 1 75,001 - 135,000 1,010 38,001 - 85,000 1,010
14,001 - 25,000 2 17,001 - 26,000 2 135,001 - 205,000 1,130 85,001 - 185,000 1,130
25,001 - 27,000 3 26,001 - 34,000 3 205,001 - 360,000 1,340 185,001 - 400,000 1,340
27,001 - 35,000 4 34,001 - 44,000 4 360,001 - 405,000 1,420 400,001 and over 1,600
35,001 - 44,000 5 44,001 - 75,000 5 405,001 and over 1,600
44,001 - 55,000 6 75,001 - 85,000 6
55,001 - 65,000 7 85,001 - 110,000 7
65,001 - 75,000 8 110,001 - 125,000 8
75,001 - 80,000 9 125,001 - 140,000 9
80,001 - 100,000 10 140,001 and over 10
100,001 - 115,000 11
115,001 - 130,000 12
130,001 - 140,000 13
140,001 - 150,000 14
150,001 and over 15

Privacy Act and Paperwork Reduction Act Notice. We ask for th infarmation on this
foum to carry oul the Internal Revenua laws of the United States. Intamal Reverue Code

sections 3402(0(2) and 5108 and their requiations require you to provide this Information; your

amployer uses il Lo determine your tederal income tax withholding. Failure 1o provide a
piopaily completed form will result in your being treated as.a single person who claims no

withholding allowances; providing Iraudulent information may subject you to penallies, Bouting

uses ol this information include glving it to the Department of Justice for civil and criminal

litigation; ta cilies, states, the District of Columbia, and LLS. commao

Iths and f

for use in administering their lax laws; and to the Dapariment of Health and Human Services

for use in the National Directory of New Hires. We may also disclose this information to other

countries under a tax treaty, to federal and state agencies lo enforce federal nontax criminal
Jaws, or to federal law enforcement and intelligence agencies lo combat terrorism.

WS

You are not required to provide the information requested on a form that is subjoct to the
Paperwork Reduclion Act unless the form displays a vali OMB control number. Books or
records relating 1o a form or its instructions must bie retained as long as their conlents may
become material in the administration of ahy Internal Revenua law. Generally, tax retumns and
return information are confidential, as required by Code section 6103

The average time and expenses required (o complete and file this form will vary depending
on individual circumstances. For estimated averages, see the instructions for your income tax

return.

[f you have suggestions for making this form simpler, we would be happy to hear from you.
See the instructions for your income tax return.



Missouri Department of Revenue

Employee's Withholding Allowance Certificate

This certificate is for income tax withholding and child support enforcement purposes only. Type or print.

Full Name Social Security Number Filing Status
| I | | ! | | l Single D Married D Head of Household D
Home Address (Number and Street or Rural Route) City or Town State Zip Code
_ Allowance For Yourself: Enter 1 for yourself if your filing status is single, married, or head of household......................... 1

. Allowance For Your Spouse: Does your spouse work? (J Yes (JNo Ifyes, enter 0. If no, enter 1 for your spouse .... | 2
. Allowance For Dependents: Enter the number of dependents you will claim on your tax return. Do not claim yourself

or your spouse or dependents that your spouse has already claimed on his or her Form MO W4, ..o | 3
_ Additional Allowances: You may claim additional allowances if you itemize your deductions or have other state tax

deductions or credits that lower your tax. Enter the number of additional allowances you would like to claim. ...........c..... A
_ Total Number Of Allowances You Are Claiming: Add Lines 1 through 4 and enter total NEre. ..o 5

. Additional Withholding: If you expect to have a balance due (as a result of interest income, dividends, income from a
part-time job, etc.) on your tax return, you may request your employer to withhold an additional amount of tax from
each pay period. To calculate the amount needed, divide the amount of the expected balance due by the number of
pay periods in a year. Enter the additional amount to be withheld each pay period here.... ... 6| %

. Exempt Status: If you had a right to a refund of all of your Missouri income tax withheld last year because you had no
tax liability and this year you expect a refund of all Missouri income tax withheld because you expect to have no tax

liability, write "Exempt” on Line 7. See information L= (o TR PO PSR PR STPRPRPRRSPRSSRPF PP R ] 7
. If you meet the conditions set forth under the Servicemember Civil Relief Act, as amended by the Military Spouses
Residency Relief Act and have no Missouri tax liability, write "Exempt” on line 8. See information below. ................ 8

Under penalties of perjury, | certify that | am entitled to the number of withholding allowances claimed on this certificate, or | am entitled 1o claim exempt status.

Employee's Signature (Form is not valid unless you sign it)

Date (MM/DD/YYYY)
/ /

Employer's Name

Employer's Address

City State

Zip Code

Date Services for Pay First Performed by Employee (MM/DD/YYYY)
/ /

[e.] ~J o O, E-N w N =

Missouri Tax Identification Number
| Y AN R A S B

Federal Employer |.D. Number
[ [N S | ) S

Notice To Employer: Within 20 days of hiring a new empioyee, send a copy of Form MO W-4 to the Missouri Department of Revenue, P.O. Box 3340,

Jefferson City, MO 65105-3340 or fax to (573) 526-8079.

Employee Information — You Do Not Pay Missouri Income Tax on all of the Income You Earn!
Visit http://www.dort.mo.govltax/calculators/withhold! to try our online withholding calculator.

Form MO W-4 is completed so you can have as much "take-home pay" as possible without an income tax liability due to the state of Missouri
when you file your return. Deductions and exemptions reduce the amount of your taxable income. If your income is less than the total of your personal
exemption plus your standard deduction, you should mark "Exempt” on Line 7 above. The following amounts of your annual Missouri adjusted gross
income will not be taxed by the state of Missouri when you file your individual income tax return,

Single
$2,100 — personal exemption
$6.300 — standard deduction
$8,400 — Total

+ $1,200 for each dependent
+ up to $5,000 for federal tax

Married Filing Combined

$ 4,200 — personal exemption
$12,600 — standard deduction
$16,800 — Combined Total (For both spouses)

+ $1,200 for each dependent
+ up to $10,000 for federal tax

Head of Household

$ 3,500 — personal exemption
$ 9,300 — standard deduction
$12,800 — Total

+ $1,200 for each dependent
+ up to $5,000 for federal tax

ltems to Remember:

If your filing status is married filing combined and your spouse works, do
not claim an exemption on Form MO W-4 for your spouse.

If you and your spouse have dependents, please be sure only one
of you claim the dependents on your Form MO W-4. If both spouses
claim the dependents as an allowance on Form MO W-4, it may cause
you to owe additional Missouri income tax when you file your return.

If you have more than one employer, you should claim a smaller number
or no allowances on each Form MO W-4 filed with employers other than
your principal employer so the amount withheld will be closer to your
amount of total tax.

« If you itemize your deductions, instead of using the standard deduction,
the amount not taxed by Missouri may be a greater or lesser amount.

If you are claiming an “Exempt” status due to the Military Spouses
Residency Relief Act you must provide one of the following to your
employer: Leave and Earnings Statement of the non-resident military
servicemember, Form W-2 issued to the nonresident military
servicemember, a military identification card, or specific military orders
received by the servicemember. You must also provide verification of
residency such as a copy of your state income tax return filed in your
state of residence, a property tax receipt from the state of residence, a
current drivers license, vehicle registration or voter 1D card.

Mail to: Taxation Division
P.O. Box 3340
Jefferson City, MO 65105-3340

Fax: (573) 526-8079

Phone: (573) 751-8750

Form MO W-4 (Revised 12-2015)
Visit
http://dss.mo.gov/child-support/employers/new-hire-reporting.htm
for additional information regarding new hire reporting.




Local City Taxes

Under Section 32 of the Kansas City Code and Chapter 145 of the Revised Code of the City of
Saint Louis employees that live or work in the City of Kansas City or in Saint Louis City are
required to pay city earnings tax in the amount of one percent of gross wages earned within a

calendar year.

Name:

Address:

Because of my home address | am subject to the city tax withholding as follows. Check one box

below.
00 Kansas City O St. Louis City O Not Applicable

Because of my work address | am subject to the city tax withholding as follows. Check one box

below.
00 1410 Genesse, Kansas City MO 64102 O 4411 Newstead, St. Louis MO 63115
0 815 Olive Street, St. Louis MO 63101 0 220 South Jefferson, St. Louis MO 63103

O Not Applicable

Current employees who are no longer required to pay a local city tax will need to submit a
revised form to the Office of Human Resources.

O Change of Status

Reason for change of Status:

Failure to the have the appropriate taxes withheld does not relieve you of your tax liability.
| understand that | am responsible for assuring applicable local city taxes are withheld from my

wages.

Name Date

Missouri Department of Health and Senior Services
PO Box 570, Jefferson City, MO 65103-0570 Phone: 573-751-6059 Fax: 573-526-5521
RELAY MISSOURI for Hearing & Speech Impaired 1-800-735-2966 Voice 1-800-735-2466

www.health.mo.gov



Employment Eligibility Verification USCIS

Department of Homeland Security Eorm I-9

OMB No. 1615-0047

U.S. Citizenship and Immigration Services Expires 08/31/2019

» START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue to employ
an individual because the documentation presented has a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 nio later
thanithe first day of employment, but not before accepling a job offer.)

Last Name (Family Name)

First Name (Given Name)

Middle Initial Other Last Names Used (if any)

Address (Street Number and Name)

Apt. Number | City or Town

State ZIP Code

Date of Birth (mm/dd/yyyy) U.S. Social Security Number

INSRENEENN

Employee's E-mail Address Employee's Telephone Number

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
connection with the completion of this form.

| attest, under penalty of perjury, that | am (check one of the following boxes):

[] 1. Acitizen of the United States

[] 3. A lawful permanent resident

[:] 2. A noncitizen national of the United States (See instructions)

(Alien Registration Number/USCIS Number):

OR

2. Form [-94 Admission Number:
OR

3. Foreign Passport Number:

|:] 4. An alien authorized to work  until {(expiration d;te, if applicable, mm/dd/yyyy):
Some aliens may write "N/A" in the expiration date field. (See instructions)

Aliens authorized to work must provide only one of the following document numbers to complete Form I-9: L
An Alien Registration Number/USCIS Number OR Form 1-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number:

Country of Issuance:

Do Not Wrile In This Space

Signature of Employee

Today's Date (mm/dd/yyyy)

Preparer and/or Translator Certification (check one):
D | did not use a preparer or translator. D A preparer(s) and/or translator(s) assisted the employee in completing Section 1,

(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.)

| attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my
knowledge the information is true and correct.

Signature of Preparer or Translator

Today's Date (mm/dd/yyyy)

Last Name (Family Name)

First Name (Given Name)

Address (Street Number and Name)

City or Town

State ZIP Code

@] Employer Completes Next Page @l

Form 1-9 [1/14/2016 N

Page | of 3



Employment Eligibility Verification USCIS

Department of Homeland Security OMgan]];;?OOM

U.S. Citizenship and Immigration Services Expires 08/31/2019

Section 2. Employer or Authorized Representative Review and Verification

(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You
must physically examine one document from List A OR a combination of one dacument from List 8 and one document from List C as listed on the 'Lists
of Acceptable Documents.") '

Employee Info from Section 1 Last Name (Family Name) First Name (Given Name) M.I. | Citizenship/Immigration Status
List A OR List B AND List C
Identity and Employment Authorization Identity Employment Authorization
Document Title Document Title Document Title
Issuing Authority Issuing Authority Issuing Authority
Document Number Document Number Document Number
Expiration Date (if any)(mm/dd/yyyy) Expiration Date (if any)(mm/dd/yyyy) Expiration Date (if any)(mm/dd/yyyy)

Document Title

. . —= : R Code - Sections 2 & 3
Issuing Authority Additional [nformation i e

Document Number

Expiration Date (if any)(mm/dad/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employee,
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the
employee is authorized to work in the United States.

The employee's first day of employment (mm/dd/yyyy): (See instructions for exemptions)

Signature of Employer or Authorized Representative Today's Date(mm/dd/yyyy) Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative | First Name of Employer or Authorized Representative Employer's Business or Organization Name

Employer's Business or Organization Address (Street Number and Name) | City or Town State ZIP Code

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)
A. New Name (if applicable) B. Date of Rehire (if applicable)
Last Name (Family Name) First Name (Given Name) Middle Initial Date (mm/dd/yyyy)

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes
continuing employment authorization in the space provided below.

Document Title Document Number Expiration Date (if any) (mm/ddAyyy)

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the employee presented document(s), the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative | Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative

Form I[-9 11/14/2016 N Page 2 of 3



—

LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A
or a combination of one selection from List B and one selection from List C.

LIST A LIST B LISTC
Documents that Establish Documents that Establish Documents that Establish
Both Identity and Identity Employment Authorization

Employment Authorization AND
U.S. Passport or U.S. Passport Card 1, Driver's license or ID card issued by a . A Social Security Account Number
Permanent Resident Card or Alien Stgte or outlying possession of_the card, unlgss the c;ard m.cludes one of

. b ; United States provided it contains a the following restrictions:
Registration Receipt Card (Form 1-551) X .

photograph or information such as (1) NOT VALID FOR EMPLOYMENT

] : name, date of birth, gender, height, eye
Foreign passport that contains a color. and address (2) VALID FOR WORK ONLY WITH
temporary 1-551 stamp or temporary : INS AUTHORIZATION
Ir;35a£5d1agIrlenitricrin Tort::tt)\rlwl Soan a machine- 2. 1D card issued by federal, state or local (3) VALID FOR WORK ONLY WITH

9 govgrnmgnt agencies or entities, DHS AUTHORIZATION
. provided it contains a photograph or
Employment Authorization Document information such as name, date of birth, Certification of Birth Abroad issued
that contains a photograph (Form gender, height, eye color, and address by the Department of State (Form
1-766) FS-545)
3. School ID card with a photograph — X
For a nonimmigrant alien authorized P P - Certification of Report of Birth
to work for a specific employer 4. Voter's registration card issued by the Department of State
because of his or her status: = (Form DS-1350)
) 5. U.S. Military card or draft record — = =

a. Foreign passport; and Original or certified copy of birth
b. Form 1-04 or Form |-94A that has 6. Military dependent's D card zizt:it;atri;?;zg|bayu?h§:;;e'or

the following: 7. U.S. Coast Guard Merchant Mariner ferritory of the United States

(1) The same name as the passport; Card bearing an official seal
and

8. Native American tribal document ; ; :

(2) An endorsement of the alien’s . ‘ : : Native American tribal document
nonimmigrant status as long as 9. Driver's license issued by a Canadian U.S. Citizen ID Card (Form 1-197)
that period of endorsement has government authority
not yet expired and the Identification Card for Use of
proposed employment is not in For persons under age 18 who are Resident Citizen in the United
conflict with any restrictions or unable to present a document States (Form [-179)
limitations identified on the form. listed above:

Passport from the Federated States of EnplQymentiatinorzation
0 N

- ; ; 10. School record or report card document issued by the
Micronesia (FSM) or the Repubhc of Department of Homeland Security
the Marshall Islands (RMI) with Form 11. Clinic, doctor, or hospital record
1-94 or Form |-94A indicating
nonimmigrant admission under the 12. Day-care or nursery school record
Compact of Free Association Between
the United States and the FSM or RMI

Examples of many of these documents appear in Part 8 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

Form 1-9 11/14/2016 N Page 3 of 3



STATE OF MISSOURI

OFFICE OF ADMINISTRATION

DIVISION OF ACCOUNTING

PAYROLL & EMPLOYEE REIMBURSEMENT DIRECT DEPOSIT APPLICATION

Sections A, B, and C are to be completed by the employee.
Section D is to be compleled by the agency after reviewing the application and supporting documentation.

SECTION A — TYPE OF ACTION AND EMPLOYEE NAME. Form must be printed using a ball point pen, typed or completed online.
Provide all requested information. See reverse side for instructions.

ESTABLISH NEW CHANGE EXISTING CANCEL BANKING EFT EMPLOYEE TRANSFER IN
DIRECT DEPOSIT DIRECT DEPOSIT (PAY CARD CAN'T BE CANCELLED) CONTINUE EXISTING DIR DEP
SOCIAL SECURITY NUMBER LAST NAME FIRST NAME MIDDLE IN

SECTION B - EMPLOYEE CHOICE FOR DIRECT DEPOSIT

OPTION ONE: PROVIDE BANKING INFORMATION

SELECT ONE: [ Jerecking account [ Jsavines account

THE FOLLOWING 4 FIELDS MUST BE COMPLETED FOR OPTION 1

ROUTING NUMBER {MUST BE 9 DIGITS) ACCOUNT NUMBER (AS FINANCIAL INSTITUTION REQUIRES FOR ACH)
FINANCIAL INSTITUTION NAME FINANCIAL INSTITUTION TELEPHONE NUMBER

( )

ATTACH A VOIDED CHECK OR SIGNED BANK LETTER VERFICATION FOR NEW OR CHANGED ACCOUNTS.

OPTION TWO: PROVIDE PAY CARD INFORMATION

The pay card merchant will verify the information provided to identify the employee. The rules and applicable fees are
in the terms and conditions of the pay card merchant. Central Bank and UMB terms and conditions can be found at
http://oa.mo.gov/acct/directdeposit.htm. The pay card is for direct deposit of payroll funds and other deposits may be
refused by the bank. By signing here, you —the employee — agree to abide by the cardholder terms and conditions.

Signature of employee choosing pay card option:

SELECT ONE: DUMB PAY CARD DCENTRAL BANK PAY CARD
THE FOLLOWING 4 FIELDS MUST BE COMPLETED FOR OPTION 2

ATTACH HERE.

EMPLOYEE ADDRESS (NUMBER, STREET NAME, APT #) NO PO BOXES

aTy STATE ZIP EMPLOYEE TELEPHONE NUMBER DATE OF BIRTH (m/d/yyyy)

( )

IF PROVIDING A COPY OF A VOIDED CHECK,

SECTION C - EMPLOYEE CERTIFICATION AND SIGNATURE

| hereby authorize the Office of Administration to initiate credit entries (deposits) and to initiate, if necessary, debit entries
(withdrawals) or adjustments for any credit entries made in error to my account designated above.

| understand that the Office of Administration may terminate my enrollment in the program if the State is legally obligated to
withhold part of my wages for any reason or | no longer meet the eligibility requirements.

{ understand as a condition of employment | am to maintain an active account for direct deposits (1 CSR 10-8.010)

| declare the forgoing to be true and complete to the best of my knowledge. Any misrepresentations or omission of fact may be
cause for cancellation or termination of employment for violation of 1 CSR 10-8.010.

SIGNATURE OF EMPLOYEE DATE (m/d/yyyy)

SECTION D - TO BE COMPLETED BY AGENCY AFTER REVIEWING APPLICATION AND SUPPORTING DOCUMENTATION

AGENCY NAME, NUMBER AND ORG CODE ESMT/HIRE DATE FOR NEW OR
TRANSFER
SIGNATURE OF AUTHORIZED AGENCY REPRESENTATIVE AGENCY TELEPHONE NUMBER DATE

ACCOUNTING (08-09)



INSTRUCTIONS FOR COMPLETING PAYROLL AND EMPLOYEE REIMBURSEMENT DIRECT DEPOSIT APPLICATION

"SECTION A — PURPOSE OF FORM AND EMPLOYEE IDENTIFYING INFORMATION

Select the purpose of the form:

ESTABLISH NEW — This is a new application; you do not currently have direct deposit.

CHANGE EXISTING — You currently have direct deposit but are changing where your pay and reimbursements will be deposited.
CANCEL BANKING EFT — You currently have direct deposit established with a financial institution but are cancelling that direct
deposit. You cannot cancel your state-offered Pay Card without changing to a financial institution.

EMPLOYEE TRANSFER IN — You have transferred to a different agency and will continue your existing direct deposit.

SOCIAL SECURITY NUMBER: Enter your 9-digit social security number

NAME: Enter your full name

SECTION B — EMPLOYEE CHOICE FOR DIRECT DEPOSIT

You must provide information for OPTION 1 — BANK AccoUNT OR OPTION 2 — PAY CARD

NOTE: Non-state-offered pay cards are only accepted if they provide the state with legal recourse to recover payments made in
error and provide contact information. This determination is made on a case-by-case basis. Enter the routing number and
account number in Option 1,

OPTION 1: BANK, CREDIT UNION, SAVINGS AND LOAN
Select whether the account is a CHECKING or SAVINGS account.
ROUTING NUMBER: Enter the first 9-digit number printed on the bottom left-hand portion of personal check.
ACCOUNT NUMBER: Enter the series of numbers (excluding the check number) following the routing number. The
check number may be printed before or after the account number. NOTE: The check number is not included in the
account number. SEE EXAMPLES BELOW FOR IDENTIFYING YOUR ROUTING AND ACCOUNT NUMBER.
NOTE ABOUT CREDIT UNIONS: Credit Unions and Savings and Loan Associations may differ from the examples below
regarding routing and account numbers. Please verify your depositor account number and electronic routing number
with your financial institution ~ obtain the format they require for processing an ACH transaction.
FINANCIAL INSTITUTION NAME: Enter the name of your Financial Institution.
TELEPHONE NUMBER: Enter the telephone number of your Financial Institution.
REQUIRED ATTACHMENTS: Attach a voided personal check or signed bank verification to the application form. Your
name must be pre-printed on the check; starter or counter checks are not acceptable. A bank verification must be
signed by the bank and include your name as well as complete electronic routing and depositor account numbers.
Deposit slips are not acceptable; they may include internal routing numbers and not the Federal Reserve routing
number required for a direct deposit.

CHECK ROUTING AND ACCOUNT NUMBER EXAMPLES:

| YOUR NAME PRE-PRINTED CHECK NO. 4444 | YOUR NAME PRE-PRINTED CHECK NO. 4444
HOMETOWN USA HOMETOWN USA
PAY TO THE ORDER OF: PAY TO THE ORDER OF:
121456789 8765432109812 4444 121456789 4444 8765432109812
Routing No. Account No. Ck. Na Routing No  Ck. No. Account No.

OPTION 2: PAY CARD
SIGNATURE OF EMPLOYEE CHOOSING PAY CARD OPTION: By signing, you agree to abide by the terms and conditions
of the pay card provider and understand that the pay card provider must be able to verify the identifying information
you provide. Terms and conditions can be found at http://oa.mo.gov/acct/directdeposit.htm.
Select UMB PAY CARD or CENTRAL BANK PAY CARD: You should review the terms and conditions of the cards, be
aware of the fee structures and also be aware of locations where the card will be honored to provide the easiest access
to your pay.
EMPLOYEE ADDRESS: Enter the street address where the pay card is to be delivered. PO Boxes are not acceptable.
CITY, STATE, ZIP: Enter the City, State, and Zip Code for the street address.
TELEPHONE NUMBER: Enter a telephone number where you can be reached.
DATE OF BIRTH: Enter your date of birth.

SECTION C— EMPLOYEE CERTIFICATION AND SIGNATURE
You must review the statements provided and sign the application. The statements may not be altered in any way.

SECTION D - TO BE COMPLETED BY AGENCY

The Agency must review the documentation provided by the employee to ensure all required information is being provided with the
application. By signing, the Agency is indicating they have reviewed the application and it is ready for final processing by

| OA/Accounting. Applications must be signed by the Agency.




MISSOURI DEPARTMENT OF HEALTH AND SENIOR SERVICES Administrative Policy 11.7
OFFICE OF HUMAN RESOURCES Attachment A

OUTSIDE EMPLOYMENT/VOLUNTEER ACTIVITY REQUEST

INSTRUCTIONS: Employees must complete this form to request approval for outside employment or to report changes in
conditions of outside employment/volunteer activity and submit it to their immediate supervisors. Information provided will be
used to determine whether the approval will create an actual or potential conflict of interest.

EMPLOYEE NAME DATE

DIVISION AND LOCATION WORKING TITLE OF CURRENT DHSS POSITION

OUTSIDE EMPLOYER/ACTIVITY NAME AND ADDRESS -
NAME AND TITLE OF INDIVIDUAL FROM OUTSIDE EMPLOYER/ACTIVITY DHSS MAY CONTACT PHONE NUMBER

TITLE OF POSITION REQUESTED OUTSIDE WORK SCHEDULE NO. OF HOURS/WEEK

IS EMPLOYER CONTRACTED, LICENSED, REGULATED OR AUDITED BY DHSS? OYes [ONO
IF YES, EXPLAIN:

| DUTIES OF POSITION

CLIENTS SERVED

By signing this form, | acknowledge, understand and agree to the provisions of DHSS Administrative Policy 11.7/0utside
Employment.
| EMPLOYEE SIGNATURE DATE

>

CHANGES IN OUTSIDE EMPLOYMENT
EMPLOYEES SHOULD COMPLETE THIS SECTION AND SUBMIT TO IMMEDIATE SUPERVISORS WHEN CHANGES OCCUR IN OUTSIDE EMPLOYMENT.

0 Outside employment/activity ended on (date).

O Major changes in outside employer's type of business, client or services
Explain:

SUPERVISOR COMPLETES AND FORWARDS THROUGH DIVISION CHANNELS

IMMEDIATE SUPERVISOR SIGNATURE DATE RECOMMENDATION

> [ Conflict [ NO Conflict

COMMENTS

SUCCESSIVE SUPERVISOR SIGNATURE DATE RECOMMENDATION

> O Conflict [ NO Conflict
“COMMENTS
" SUCCESSIVE SUPERVISOR SIGNATURE DATE RECOMMENDATION

> 0 Conflict O NO Confiict

COMMENTS -

DIVISION DIRECTOR / DESIGNEE SIGNATURE - | paTE RECOMMENDATION

> O Confiict [ NO Confict
COMMENTS

Revised 2.28.13 Return completed form to Chief, Office of Human Resources, 912 Wildwood, P.0. Box 570, Jefferson City MO 65102-0570



