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Center Policies          Effective Date
Abuse and Neglect . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3/31/04 
Accessibility.........................................................................................................................................  1/9/02 
Accidents (minor or major), Reporting of ......................................See Reporting Major and Urgent Events 
Admission Procedures for New Patients............................................................................................  9/29/03 
Advance Directives .............................................................................................................................5/25/98 
Adverse Incidents ..................................................................     See Reporting of Major and Urgent Events 
After-Hours Use of Center Facilities ................................................................................................11/25/97 
Aggressive Behavior, Management of................................................................................................2/24/05 
Assessments ........................................................................................................................................1/31/97 
Behavioral Emergency Stabilization Training (BEST) Policy ...........................................................9/03/03 
Blood-borne Pathogens, Infection Control and Exposure Control for................................................9/17/03 
Candidate Selection Process ...............................................................................................................2/22/05 
Case Closure  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9/19/03 
Case Management/Service Coordination Policy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
.9/22/03 
Center Endorsements ................................................................................................. See Public Information 
Chemical Hazard Communication ..................................................................................................... .2/22/05 
Code Blue ............................................................................................................. See Emergency Response  
Compensatory Time............................................................................................................................2/22/05 
Complaints by Consumers/Citizens ...................................................................................................  9/16/03 
Consumer-based Input ........................................................................................................................9/09/03 
Consumer Orientation .........................................................................................................................9/09/03 
Consumer Outreach ............................................................................................................................9/09/03 
Corporate Compliance. .......................................................................................................................3/14/05 
Credentialing.....................................................................................................................................10/13/05 
Criminal Sexual Assault......................................................................................................................2/10/05 
Critical Incident ..................................................................................................................................2/22/05 
Critical Incident Protocol, Assessment/Mobile Crisis ..........................................................................9/9/03 
Discharge Policy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .    9/22/03 
Drugs; Procurement, Storage, Dispensation, Administration and Record-keeping of......................10/07/03 
Emergency Response Plan .................................................................................................................9/22/03 
Employee Alcohol and Drug Testing..................................................................................................9/19/03 
Employee Relations with Center Clients ............................................................................................1/19/96 
Employees Requesting Psychiatric Services at This Mental Health Center ......................................3/09/05 
Employment Process ..................................................................................See Candidate Selection Process 
Ethical Standards and Standards of Conduct .....................................................................................9/09/03 
Evacuation Policy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  9/24/03 
Exploitation of Clients - Gifts to Staff ................................................................................................3/11/97 



External Referrals ...............................................................................................................................9/09/03 
Gifts to Staff .........................................................................................................See Exploitation of Clients 
Hazardous Weather .............................................................................................................................3/23/97 
Health and Safety......................................................................................................... See Safety and Health 
Hiring ..........................................................................................................See Candidate Selection Process 
Human Resource Management and Diversity.....................................................................................9/09/03 
Individual Treatment Plan...................................................................................................................2/22/05 
Infection Control for Blood borne Pathogens ....See Blood borne Pathogens, Infection and Exposure Control for 
Infection Control for Tuberculosis....................................................See Tuberculosis, Infection Control for 
Internal Applicant Process . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11/05/04 
Internal Transfer/Referral of Consumers ............................................................................................2/22/05 
Licit and Illicit Drugs or Substances and other Objects or Materials on Center Premises ................  9/17/03 
Line of Duty Death (LODD) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11/22/02 
Media ......................................................................................................................... See Public Information 
Medical Records .................................................................................................................................9/18/03 
Medication Administration in Housing Units . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
.06/07/04 
Neuroleptic Induced Movement Disorder...........................................................................................3/22/99 
Outcomes Management & Program Evaluation System . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   2/22/05 
Physician-Provision of Medication Prescriptions for Non-Center Patients .......................................2/24/00 
Priority Populations to be Served  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9/23/03 
Private Practice ..................................................................................................................................  9/09/03 
Probate Court Procedures ...................................................................................................................7/25/98 
Productivity & Service Time for Billable Services  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
4/28/04 
Productivity & Use of Payor Code “07” for Non-Billable Services . . . . . . . . . . . . . . . . . . . . . . . . . . 
4/28/04 
Professional Licensure ........................................................................................................... See Credentials 
Public Information --Media -- Center Endorsements.......................................................................    9/09/03 
Quality Improvement Policy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
2/22/05 
Quality of Care Review Boards (QCRB)............................................................................................3/17/97 
Reporting Major and Urgent Events; Accidents, minor or major .....................................................  1/14/05 

Notification Schedule................................................................................................................ 01/05 
Person in Charge....................................................................................................................... 11/04 

Research Activities .............................................................................................................................9/14/98 
Residential Care Facilities (RCFs)......................................................................................................7/14/95 
Rights of Persons Receiving Services.................................................................................................9/09/03 
Risk Management ...............................................................................................................................9/22/99 
Safety and Health . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   
9/22/03 
Sick Leave Usage during Notice of Resignation . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10/1/03 
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Smoking ..............................................................................................................................................8/14/97 
Software  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
6/08/04 
State Vehicles (Use of). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11/05/04 
Supervision .......................................................................................................................................10/19/00 
Support Letters........................................................................................................... See Public Information 
Transportation of Consumers (Vehicle Accidents, Use, Log, Required Safety Equipment) ........................9/09/03 
Tuberculosis, Infection Control for..................................................................................................  10/01/03 
Vehicle Accidents ..............................................................................................................................  5/23/97 
Work Hours.......................................................................................................................................10/01/03 
 
Selected SCDMH Directives are filed in the back of this manual.  Also included in the “Directives” section are some 
pertinent SCDMH Policies and Memorandums. 
 
SCDMH Policies Effective Date 
1. Division of Financial Services Policy and Procedure No. 7.18 

Recovery of Overpaid Salary and Wages .............................................................................  
2. Ethical Principles for South Carolina State Government Service......................................................  
3. Affirmative Action Policy Statement.....................................................................................8/29/88 
4. Holidays Observed - Calendar Year ................................................................................. 2005/2006 
 
SCDMH (filed in order of Directive No.) 
Directive No. Effective Date 
853-05  Tuition Assistance Program . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 09/09/05 
852-05  Do Not Resuscitate Orders . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   05/05/05 
851-05  Meal Periods and Work Breaks . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  03/07/05 
850-05 Advance Directives . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 03/02/05 
849-05  Psychiatric Advance Directives . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
03/02/05 
848-05  Centralized Credentialing Service . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. 01/24/05 
847-04  Admissions to all SCDMH Acute Care Facilities   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  10/22/04 
846-04  SCDMH Internet Web Site and Intranet Web Site . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . 8/05/04 
845-04  Insurance Coverage . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6/11/04 
844-04  Medication Control and Accountability in Community Mental Health Centers . . . . . . . . . 
05/03/04 
843-04  SCDMH Outstanding Employee Program . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
.04/14/04 
842-03  Harassment – Free Workplace . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11/7/03 
841-03   Designated Examiners for Probate Court Commitment Procedures . . . . . . . . . . . . . . . . . .  
11/7/03 
840-03 SCDMH Consumer Advisory Board . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .9/23/03 
839-03  Culturally and Linguistically Appropriate Services to Consumers with LEP . . . . . . . . . . . . 
6/13/03 
838-03 Citizens’Advisory Board . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4/9/03 
837-03  Privacy Practices . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
3/10/03 



 
 4 

836-03  Reduction in Force . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1/6/03 
835-02 Employee Work Break Periods . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11/27/02 
834-02 Leave Policies . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11/18/02 
833-02 Consumer Rights Review Procedure  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10/11/02 
832-02 Consumer Rights Committee . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . 9/05/02 
831-02 Reporting Adverse Incidents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 07/29/02 
830-02 Continuity of Care Policy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3/26/02 
829-02 Quality of Care Review Boards . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .3/18/02 
828-02 Emergency Preparedness and Response Management . . . . . . . . . . . . . . . . . . . . . . . . . . . .   3/11/02 
827-02 Veteran’s Rights . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3/8/02 
826-01 Personal Appearance of Employees . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  9/05/01 
825-01 Dual Employment Within State Government . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 09/05/01 
824-01 Bloodborne Pathogens: Prevention, Treatment and Control . . . . . . . . . . . . . . . . . . . . . . . .  6/13/01 
823-01 Corporate Compliance . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  6/06/01 
821-00 Training Council . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  6/26/00 
819-99 Employee Disciplinary Standards . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10/12/99 
817-99 Equal Employment Opportunity/Affirmative Action . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
7/06/99 
816-99 Harassment-Free Workplace . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  6/15/99 
815-99 Outstanding Employee Program, SCDMH . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4/05/99 
814-99 Overtime/Compensatory Time . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .3/22/99 
809-98 Behavioral Emergency Stabilization Training Program . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
9/25/98 
808-98 Private Off-duty Employment (“Moonlighting”) and the SC Ethics Reform Act....................9/8/98 
807-98 Tuition Assistance Program . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
5/11/98 
805-98 Continuity of Care ..................................................................................................................1/29/98 
803-96 Employee Grievance and Appeal Policy & Procedures.......................................................11/14/96 
801-96 Employee Performance Management System .......................................................................10/2/96 
800-96  Guidelines for Granting Continuing Education Units (CEUS) . . . . . . . . . . . . . . . . . . . . . .  
.10/2/96 
792-94  Insurance Coverage . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  12/5/94 
791-94  “Code Blue” Emergency Signal for Facilities and Centers . . . . . . . . . . . . . . . . . . . . . . . . . . 
9/13/94 
788-94 Probationary Period .................................................................................................................6/8/94 
786-94 Off-Duty Misconduct.............................................................................................................5/23/94 
781-94 Leave Policies ........................................................................................................................2/27/94 
780-94 Prohibited Abusive, Neglectful and Exploitative Conduct Toward Patients and Clients......1/27/94 
779-94 Promotion Policy ...................................................................................................................1/21/94 
775-93 Searches for Contraband/Stolen Property ............................................................................10/15/93 
770-92 Nepotism................................................................................................................................11/9/92 
734-89 Use of State Telephone Systems............................................................................................10/3/89 
730-89  Drug-Free Workplace ............................................................................................................5/30/89 
728-89 Employee Leave Transfer Program ......................................................................................  7/28/89 
727-89 Employee Assistance Program...............................................................................................1/30/89 
722-88 Personnel Records/Freedom of Information Act ...................................................................8/24/88 
721-88 Verification of Time Away from Duty ..................................................................................7/21/88 
685-86 Departmental Transfer Policy ................................................................................................2/13/86 
661-85 On-Call Pay............................................................................................................................1/17/85 
597-82 Laboratory Testing for Alcohol and/or Drug Content of Employees ....................................12/7/82 
579-82 Separation from Employment ................................................................................................4/12/82 
552-81 Employee Identification System............................................................................................1/13/81 
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505-79 Call-back Pay.........................................................................................................................6/15/79 
367-75 Protection of Patient’s Right to Privacy.................................................................................9/12/75 
361-75 Political Activity ....................................................................................................................6/18/75 
SCDMH Memorandums Effective Date 
05-05     Minority Business Utilization Plan 05/06 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  07/22/05 
04-05     Appointment of Executive Director, Anderson-Oconee-Pickens MHC . . . . . . . . . . . . . . 06/08/05 
03-05     Appointment of Interim Executive Director, Anderson-Oconne-Pickens MHC . . . . . . . . 
04/11/05 
02-05     Suspensions of Employees Pending Investigation . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 03/07/05 
01-05      Appointment of Executive Director, Santee-Wateree CMHC . . . . . . . . . . . . . . . . . . . . . 02/09/05 
13-04     Appointment of Deputy Director, Division of Community Care Systems . . . . . . . . . . . .  
12/15/04 
12-04     Minority Business Utilization Plan 04/05 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  08/10/04 
11-04     Appointment of Executive Director – Charleston/Dorchester Community MHC . . . . . .  09/09/04 
10-04      Supervision of the Division of Community Care Systems . . . . . . . . . . . . . . . . . . . . . . . . 
08/18/04 
09-04      Appointment of Medical Director . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .08/04/04 
08-04     Supervision of the Division of Community Care Systems . . . . . . . . . . . . . . . . . . . . . . . . 
.06/15/04 
07-04     Appointment of Executive Director – Pee Dee MHC . . . . . . . . . . . . . . . . . . . . . . . . . . . . 06/09/04  
06-04     Appointment of Interim Executive Director – Charleston/Dorchester CMHC . . . . . . . . . 06/08/04 
05-04     Appointment of Grievance Review Panel Members . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 05/12/04 
02-04     Appointment of Director of the Office of Quality Management, State Directors Office     
03/08/04 
01-04     Appointment of DMH Privacy Officer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
02/04/04 
12-03     Appointment of Interim Medical Director . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . .  
10/3/03 
11-03     Appointment of Interim Director of the Office of Quality Management . . . . . . . . . . . . . .  
.10/1/03  
09-03    Bonus Award Policy – FY 03-04 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9/09/03 
07-03 Minority Business Utilization Plan 03/04. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
.7/18/03 
06-03  Appointment of Grievance Review Panel Members . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
6/13/03 
04-03 Appointment of Interim DMH Privacy Officer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   
4/14/03 
08-02    Minority Business Utilization Plan 02/03 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   
7/26/02 
03-02 Department of MH Central Office Ingress and Egress Policy . . . . . . . . . . . . . . . . . . . . . . .  

1/29/02 
08-00 Minority Business Utilization Plan 00/01 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

10/01/00 
11-93 Notice of Your Rights under the Family and Medical Leave Act .........................................8/31/93 
07-93 Policy Update.........................................................................................................................7/30/93 
15-91 Increased Number of Days of Sick Leave That May Be Used 

to Care for Ill Family Members ................................................................................10/7/91 
19-87 Personnel Policies ..................................................................................................................9/30/87 
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