








I. GENERAL
Assisting our employees with personnel problems and concerns is the responsibility of all supervision.  At times, it is necessary for the supervisor or employee to contact the Department of Human Resources for additional information.  Reasonable requests for time away from job assignments will be granted with pay for the purpose of contacting Human Resources.  In extreme cases, the employee may need to contact Human Resources directly without first contacting the supervisor, manager, assistant/associate director, or director; however, these occurrences should not interfere with the normal job assignment of the employee.  Abandoning the workplace and/or assignment without permission is a serious matter.
II. PROCEDURE
A.
Normally, employees should discuss their problem or concern with their immediate supervisor who may seek other assistance if appropriate.  The employee is also encouraged to talk to their manager, assistant/associate director, or director, as appropriate.

B.
If the employee or supervisor is not satisfied with the results of the discussion(s), either may request, through their department, a meeting with the Human Resources.  Every effort will be made to schedule a meeting in a timely manner.

C.
Should the employee, because of the nature of his/her concern, consider it necessary to contact Human Resources directly, the employee may do so.  However, employees are cautioned that abandoning the workplace and/or work assignment without permission is a serious matter.  The employee should ensure that the urgency of the situation warrants their action.  Except in extreme cases, Human Resources is responsible for arranging a mutually acceptable appointment time with the employee’s department through the supervisor, manager, assistant/associate director, or director so the employee may be relieved from duties.

D.
The Department of Human Resources phone number is 328-6352 and is located at 210 East 1st Street.
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