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STATEMENT OF PURPOSE: All DMHAS employees are expected to report to work in a
regular and dependable fashion and to report any absences timely in order to provide essential
services to the clients.

POLICY: Employees must report to work when scheduled, minimize absences and report any
absences as required.

PROCEDURE: AC 230, D 23 revised August 20, 2018

The success of the Department of Mental Health and Addiction Services in carrying out its
mission depends to a large degree upon the dependability of its employees. Absenteeism can
have a severe impact upon the ability of our Department to provide essential services to our
clients. For this reason, regular attendance is essential and is to be expected of all
employees. While there may be situations beyond an employee's control which cause
absence from work, to the extent possible, employees are expected to minimize the absence
in unanticipated emergencies. Therefore, it is the policy of the Department of Mental Health
and Addiction Services that all employees shall:

1. manage their personal affairs inamanner whichwill enable them to report to work as
scheduled in a regular and dependable fashion;

2. limitabsenteeismtolegitimatereasons,asprescribedbycollective bargaining agreements
and State regulations;

3. reportforworkontimeand remainat theirrespective assigned duty stations, as
scheduled; and

4. report absences as prescribed by Department policy and work rules.

Continued absences from work or excessive absenteeism may each, in and of itself,
constitute an abuse of sick leave. Where attendance issues arise or where attendance
problems persist, they shall be handled in accordance with the Department of Mental Health
and Addiction Services Employee Attendance Review Procedure AC 230 D 23.



