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INTRODUCTION

Effective July 1st, 1999, The State of Georgia has selected Sheakley Uniservice to administer its unemployment compensation claims management program for all state agencies.  The program is designed to minimize unemployment insurance expenses and make it easier to handle unemployment claims.

In order for the program to be effective and for you to realize the full benefits of the services, it will require full cooperation of all agencies and personnel providing information to Sheakley in a thorough and timely manner.  Please take time to read the following handbook.

Sheakley is the addressee of record for unemployment compensation claims processing.  Many claims will be handled without your interface.  However, if a Sheakley representative should contact you for wage and/or separation information regarding ex-employees, please respond accordingly.

The handbook includes a “Quick Reference” guide and instructions for reporting separations that should be utilized in the event that an employee is terminated and when an unemployment claim is filed.  If you should have any questions regarding a specific program procedure,  please contact Mr. Kim Miller, Client Services Manager, or Mr. Doug Smith, Operations Manager, at 1-800-241-5341.

PROCEDURES

THE STATE OF GEORGIA
UNEMPLOYMENT COMPENSATION CLAIM PROCEDURES
EMPLOYEE SEPARATIONS
If an employee terminates, Sheakley Uniservice must be notified using the Telephone Separation Entry System.  Call Sheakley at 1-800-662-3049.  Please be prepared to provide your access code (10007284), your state code (11), employee social security number, last day worked, and separation code (Please see the Appendix for detailed instructions).  If Sheakley is not notified using the above system, a copy of the completed DOL-800 (Please see Appendix) must be faxed to 770-850-9306. All separations must be reported to Sheakley without delay.
UNEMPLOYMENT CLAIMS
If an unemployment claim or benefit determination is received at your agency, please forward it immediately to Sheakley.  Failure to respond timely can result in monetary penalties, loss of appeal rights and unwarranted benefit charges.  You may receive a request from Sheakley for additional wage or separation information; please respond promptly.

APPEAL HEARINGS
If an appeal hearing notice is received at your agency, call Sheakley at 1-800-241-5341 immediately, then fax a copy of the notice to Sheakley.  Sheakley's Hearing Department will counsel you on material needed for the hearing, presentation and attendance requirements.  If representation is desired, this needs to be discussed with Sheaklsy.  For each unemployment hearing, a witness with first-hand knowledge must provide testimony.  A representative from your agency may be required to attend the hearing to testify.  Sheakley will discuss this with you.

Sheakley Uniservice, Inc.

P. O. Box 724086

Atlanta, GA   31139-1086

800-241-5341

770-850-9306 (fax)

QUESTIONS
Any service-related questions can be referred to Mr. Kim Miller, Regional Manager in Harrington's Atlanta office, at 800-241-5341. 

COST CONTROL SUGGESTIONS

SHEAKLEY UNISERVICE, INC.


UNEMPLOYMENT COMPENSATION


COST CONTROL SUGGESTIONS

GENERAL

1.
Conduct an exit interview and annotate the details of a worker's voluntary resignation or discharge for misconduct.  A statement of facts serves as a permanent record whether or not the worker agrees to sign it.  Undocumented facts are too easily overlooked or forgotten if an unemployment compensation claim is filed.

2. 
Absenteeism is a common reason for discharge.  If company rules are clearly established and the employee violated such rules, a good reason for discharge exists.  However, if any absences were due to circumstances beyond the control of the employee such as sickness or an accident, the discharge may not be considered disqualifying.


As an example, if transportation or serious family problems were the source of the absence which caused the discharge, the absence would be considered to be beyond control of the employee.


Inform each worker that he/she must call one of two "supervisors" if he/she will be tardy or absent from work.  Instruct each worker to give the message to your telephone operator if neither supervisor" is available to accept their call.  Always keep a record of telephone messages; this will preclude a potential dispute about whether a worker did in fact call.

3. 
A leave of absence, under most circumstances, should not qualify a former employee to receive unemployment benefits.  The request for the leave must be voluntary at the employee's option or control and in writing, with the specific dates the leave of absence will begin and end.  Should the employee return to the job before the leave expires, work need not be offered at that time.  However, similar work under similar conditions must be provided at the end of the leave or the state will construe the separation as "lack of work".


If the employee does not return when he or she originally indicated, this should be considered a voluntary quit.  The leave of absence may be extended, if agreed to by the employer and the employee, but this extension should be in writing with a specific date that the employee intends to return.  If a specific ending date is not agreed to, a job must be available for the employee whenever he or she returns or benefits will be paid due to a lack of work.

Establish and print concise guidelines for the worker to review at the time he/she applies for a leave of absence.  The guidelines should specify: (a) the length of leave; (b) if the worker should periodically report to the company and if so, who he/she should contact and with what frequency; (c) medical reports required; (d) what action is necessary to terminate the leave.  Give the worker a copy of the leave of absence agreement.  If the worker fails to report as requested or does not return to work when his/her leave expires, attempt to discern the reason before he/she is formally terminated (which should be due to a voluntary resignation).

4. 
When a worker offers his/her resignation notice, do not invite him/her to leave immediately.  What began as a voluntary quit will be interpreted as a discharge without cause in almost all states.  A worker who submits his/her resignation and is told to leave would not be disqualified from receiving unemployment compensation.  Allow the worker to serve out his/her notice unless a compelling reason to expedite his/her departure overshadows potential benefit charges to your account.

5. 
If a worker on temporary layoff refuses a recall to work, inform Sheakley or the State Unemployment Commission immediately, whether or not the work offered is identical to that performed previously.

6. 
If an employee violates a company rule and is subsequently discharged, the employer may need to establish that the employee had knowledge of the rule.  Former employees frequently deny that they were informed of the rule when they apply for unemployment compensation benefits.  Unless the employer notifies all workers of its rules by an established procedure, this is difficult to disprove.


Consider furnishing each new employee with a printed list of rules or an orientation booklet which describes normal procedures and expectations.  Have the employee sign some form which acknowledges receipt and retain it in his/her personnel files.  An employee's denial that he/she had no knowledge of a specific rule could be refuted by producing the receipt.  Posting rules and procedures on a bulletin board to which all employees have access is an alternative.

7. 
Always substantiate a reprimand for violation of company rules or improper conduct with a written warning and ask the worker to acknowledge it with his/her signature.  If the worker is later terminated for a related infraction, this documentation may help disqualify him/her from receiving unemployment compensation benefits.  Unless he/she commits a serious offense, warn the worker at least once and preferably twice.  Verify in writing that repeating the act will result in his/her discharge.

8.
Documentation is the only reliable method of proof. Supervisors who remember the separation may change, or the circumstances which led to the separation may be forgotten. If you document the separation, you will have a permanent record of your organization's position for future reference.

DISCHARGE FOR MISCONDUCT
Misconduct is the deliberate disregard of behavior standards which the employer may reasonably expect of his/her employees. Carelessness and/or negligence in connection with work which shows deliberate disregard of the employer's interests is also considered misconduct.  Isolated instances of inefficiency, carelessness or "good faith" judgment errors are not considered misconduct in connection with the employment.

Misconduct may be defined as:


a. 
Violation of a reasonable company rule of which the worker is aware.


b. 
Failure to follow the employer's instructions.


c. 
Malingering on the job.


d. 
Absenteeism (if established policy is not observed).


e. 
Tardiness (if established policy is not observed).


f.
Altercations with fellow employees.



g. 
Insubordination.


h. 
Appearing on the job under the influence of intoxicants or drugs.


i. 
Habitual carelessness or negligence.


j. 
Off-duty misconduct that materially affects job performance.

An employer may discharge a worker for a minor offense which was the "last straw" incident in a series of offenses.  For example, an employee did not report to work on Monday because of a weekend accident where he/she had broken his/her arm. As a result of his/her history of attendance problems, this employee was discharged.  Most state agencies would interpret the weekend injury as a compelling reason to miss work, even though the worker could have been discharged for just cause after a previous infraction.  The final act of the worker should be serious enough to be considered willful disregard of the employer's interests.

A discharge which is postponed until a replacement is hired or for the employer's convenience may result in the worker's eligibility for unemployment compensation benefits.  If sufficient warnings and documentation merit a discharge when a "final incident" occurs, the employer's chance of substantiating a discharge for misconduct are increased if the worker is separated at that time.  Delaying the discharge for the employer's convenience diminishes the opportunity for a disqualification.

Gather all the facts before an employee is discharged.  Firsthand knowledge is essential to win a disqualification should an unemployment compensation claim be appealed to the hearing level.  Anything less is considered as"hearsay" evidence which is not considered very credible.

To avoid inaccuracies or confusion, only the persons with firsthand knowledge of the circumstances surrounding a termination should respond to questions from a state agency.

A termination record of an employee who has been discharged must include:


(1)
The actual last day the employee worked;


(2)
The date of the occurrence that provoked the discharge;


(3)
The date(s) and nature of prior action (warning, suspensions, etc.): and 


(4)
Full details concerning the reason for dismissal.

Specific points to consider when recording the circumstances surrounding a particular discharge are:


A.
Disciplinary Suspension


What was reason for the suspension?



Period covered by the suspension (from           to         .


Did the employee return to work after suspension?



Did the employee give a reason for not returning?


B. 
Insubordination



(1) 
Refuses to Perform Particular Duty




Give the nature of duty refused.




Was this duty customary and reasonable?




What was the reason for and the date of refusal?



(2) 
Argument or Altercation with Supervisor



What caused the argument or altercation?




Who provoked the incident?



(3)
Refuses Work Assignment




What was the assignment that the employee refused?




What was the reason for refusal?




Was the work assignment customary and reasonable?


(4) 
Refuses to Work Overtime




Give the reason for the refusal.




Is overtime customary in the occupation?




How much notice did you give the worker prior to overtime?


C. 
Performance Work



(1) 
Accident While Performing Work



Define nature of the accident.




Was carelessness, negligence, or disobedience involved?




What was the cause of the accident?




Was a violation of employer rules or safety regulations involved?



(2) 
Damage to Material Equipment




Give the nature and extent of the damage.




What caused the damage?

Did the damage result from the employee's carelessness, negligence, disregard or violation of instructions and/or safety rules?



(3) 
Incompetence



How was the employee incompetent?




Was the employee's work ever satisfactory since employment?




Was the incompetence due to the employee's inability to learn




or perform the job?




Were prior warnings ever issued?



(4) 
Neglect of Duty




Did the Employee:




Leave work before closing time?




Leave work area without permission?




Fail to perform the assigned duties?


D.
Union Relations



(1) 
Failure to Pay Union Dues




Did the Union request dismissal?




Did the Union contract require dismissal?



(2) 
Failure to Join Union



What were the requirements for Union membership?




Why did the employee fail to join?




Was the employee aware of the requirement on the date of hire?



(3) 
Violation of Union Rule




What specific Union rule was violated?




What was the employee's reason for the violation?



(4) 
Participation In Unauthorized Labor Dispute (Wildcat Strike)



What Union is involved?




Was the employee a member of the Union?




What was the reason for the dispute?


E.
Mutual Agreement


Give the reason for mutual agreement.



Give the conditions of the agreement.



Did the employee give notice of resignation prior to the agreement?

Had the company decided to discharge the employee prior to the agreement?


F.
Absences or Tardiness



Was the absence or tardiness properly reported?



What were the reasons the employee gave for the absences?



Were the reasons medically supported?


G.
Other Violations of Company Rules



Give the Company rule that was violated.



Give the nature and extent of violation.



Was the employee warned for violations of this or other Company rules?


VOLUNTARY SEPARATIONS

The Termination Record of Any Employee Who Has Voluntarily Resigned Must Include:


(1) 
The actual last day the employee worked:


(2) 
The length of notice the employee has given prior to the end of employment; and


(3) 
Full details of the reason the employee gave for resignation (if employee gave no reason and/or notice, this fact should be recorded in the termination record).

NOTE:
Obtain a written resignation from the employee when possible.

The various types of resignations should be recorded in the termination report.


A.
To Take Other Employment


Did the employee give reason for taking a job with another company 



(more money, better hours, closer to home, etc.)?



Give the name and address of other employer.


B. 
Illness or Injury



Give the nature of illness or injury.



Did the employee request a leave of absence prior to quitting?

Did the employee request a transfer to other type of work due to illness or injury?


C.
Marital, Domestic, or Pregnancy Condition


(1) 
Quit to Marry

Was the marriage the employees's sole reason for quitting or were there other reasons such as moving out of the area, etc.?



(2) 
Marital Obligation



Did the employee quit to care for spouse?




Did the employee quit to move residence with spouse?

Did the employee quit to move spouse to different climate due to health?



(3) 
Domestic Obligation




Who was the person requiring care?




What is their relationship to the employee? 



(4) 
Pregnancy




Give the expected date of birth.




Give the Company policy on pregnancy.




Did the employee request a leave of absence


D.
Moving From Locality



Where is the employee moving?



Why is the employee moving?



Did the employee request a transfer? (If available)

E.
Personal Reasons


What was the nature of the personal reason?


Did the employee refuse to disclose the reason?


Are personal reasons in any way connected with the work?


WORK OFFER PROCEDURE

Offering work to former employees is a legitimate method of reducing charges for unemployment compensation benefits paid to these individuals.  Offering work to a claimant removes him/her from the unemployment roster and converts unemployment benefits into wages for services rendered.

If the claimant rejects the offer of work, the employer may avoid charges for subsequent benefits if the state agency recognizes the work offer as "suitable".

Most state agencies define a "suitable' work offer as a position which conforms to the previous hours, rate of pay, general nature of the job performed and prior work experience or training.  The claimant need not be offered the identical job which he or she performed prior to the separation.  If a claimant rejects such a work offer, the agency generally concludes that he/she is unavailable for work and therefore ineligible for benefits.


PROCEDURE FOR MAKING A SUITABLE WORK OFFER

The appropriate personnel should make an offer of work by observing these guidelines:


A.
Former employees who currently receive benefits should be offered positions before other applicants are considered.


B. 
A suitable offer of work must include: location of employment, 




wage rate, working hours, and date of availability.  A work offer 



cannot be made to either the employee's spouse or relative, but must be 


made directly to the employee.


C. 
In lieu of personal contact, the work offer should be made in a certified or 


registered letter for which a return receipt is requested.


Should the work offer be refused, telephone or write the State Agency or


Sheakley immediately.

HEARINGS

UNEMPLOYMENT COMPENSATION


THE HEARING:  HOW TO PREPARE AND PRESENT YOUR CASE

PREPARATION:

1.
Review the claimant's personnel records.

2.
Determine who will attend the hearing, bearing in mind firsthand knowledge brings credibility to your case. 

3.
Prepare copies of all relevant documentation.

PRESENTATION:

1.
Don't depend on information previously submitted with your protest or statements given to the state office before the hearing.  All such evidence must be resubmitted at the hearing.

2.
Don't expect the hearing officer to give much weight to written statements in lieu of appearance.  This is not the same as taking the witness with you to the hearing.  

3.
Don't allow personalities to cloud clear testimony of the facts.  Your strong feelings about the claimant or the hearing officer will not help your case for disqualification.  Don't lose your case because you lost your temper.

AT THE HEARING:
1.
You may examine the Unemployment State Agency records of the claim.

2.
You should have an outline (brief) of the testimony and a list of the documents you intend 
to offer.

3.
You may submit copies of the documents to the referee.

4.
Prepare copies of your submissions for the referee, claimant and yourself.

5.
You will be asked to introduce your witness.

6.
Your answers to questions should be brief.  Answer yes and no whenever possible.

7.
If in the course of the hearing it becomes evident that some necessary document or witness has been overlooked in your preparation, you should ask for an adjournment of the hearing in order to obtain the needed facts.

8.
You may sum up your case at the end of the hearing with a brief argument to show why the claimant should be disqualified.

A GUIDE TO GOOD CONDUCT:

 1.
If possible, arrive at the place of hearing at least 15 minutes before the scheduled hearing time.  Report to the receptionist.

 2.
When entering the hearing room, take seats where instructed by the referee.

 3.
Have your records arranged so you can testify from them with a minimum of searching.

 4.
When the referee requests those who are going to testify to stand, please do so if you will be testifying.

 5.
Speak slowly, distinctly and louder than normal.

 6.
Be accurate with your choice of words.

 7.
Always wait until the questioner has finished before beginning your answer.

 8.
Be sure you understand the question before you answer -- if not, ask for clarification.

 9.
Don't guess in your answer -- either be sure of your facts or admit you don't know.

10.
When testifying from a written record, be prepared to explain all entries on the record.

11.
When you use the name of an individual not present at the hearing, be prepared to spell the individual's name and state their relevance to the issue.

12.
Avoid using corporate language or symbols.

13.
Don't be a volunteer -- answer only the questions asked.

14.
If an objection is made, stop talking immediately.

15.
Always answer the referee's questions, even though you are repeating testimony you have 
already given.

16.
Never argue while testifying.

17.
Don't lose your temper.

18.
Never dispute anyone's statements when you are not actually testifying.

19.
Listen carefully to the claimant and other witnesses so you can aid your representative to better conduct cross examination and in presenting rebuttal testimony
APPENDIX


SHEAKLEY UNISERVICE, INC.

INTERACTIVE EMPLOYEE SEPARATION ENTRY SYSTEM
The Sheakley Interactive Employee Separation Telephone Entry System has been designed to provide you with an efficient method of promptly reporting employee separation data directly to Sheakley's data base.  When reporting separations, please be prepared to provide the following information:

*
Your  Access Code.  Your Access Code Is:  10007284 
*
State Code. Your State Code is:   11
*
Employee Social Security Number

*
Last Day On Which The Employee Actually Worked

*
Separation Code (see attached list)

*
Occurrence Dates (if applicable)

*
Return To Work Date (if applicable)

*
Additional Pay (if applicable)

*
Pension Information (if applicable)

To report all separations, use a touchtone telephone and dial 1-800-662-3049, Monday through Saturday.  The system will prompt you through the following items.  To exit the system at any time, press the "*" key.

1.
 Access Code
"Please enter your Company Access Code followed by the "#" key, now."

2.
State Code
"Please enter the two digit state code, now."

3.
Social Security Number
"Please enter the employee's nine digit social security number, now."

4.
Last Day Worked
"Please enter the last day worked by the employee as a two digit month, two digit day, and two digit year, now."

5.
Separation Code
"Please enter the four digit separation code, now."

6a.
Single Occurrence Date  (Only for certain separations. You will be prompted, if applicable) 

"Please enter the occurrence date as two digit month, two digit day, and two digit year, and then press #; or just press "#" if this information is not available."

 b.
Multiple Occurrence Dates  (Only for certain separations. You will be prompted, if applicable) 

"Please enter the most recent occurrence date as two digit month, two digit day, and two digit year and then press #; or just press "#" if this information is not available."

7.
Return Date (Only for certain separations. You will be prompted if applicable) 

"Please enter return date as two digit month, two digit day, and two digit year and then press #; or just press "#" if this information is not available."

8a.
Amount Of Pay Received  (Only for certain separations.  You will be prompted, if applicable)

"Please enter the amount of holiday or vacation pay to be paid, in whole dollars, and then press "#"; or just press "#" if this information is not available."

a1.
Beginning Date Of Pay (Only for certain separations.  You will be prompted, if applicable)  Please enter the beginning date of holiday or vacation pay as two digit month, two digit day, and two digit year and then press #; or just press "#" if this information is not available."

a2.
Ending Date Of Pay (Only for certain separations.  You will be prompted, if applicable)

"Please enter the ending date of holiday or vacation pay as two digit month, two digit day, and two digit year and then press #; or just press "#" if this information is not available."

8b.
Pension Received (Only for certain separations. You will be prompted, if applicable) 

"Please enter the amount of monthly pension to be paid, in whole dollars, and then press "#"; or just press "#" if this information is not available."

b1.
Beginning Date Of Pension (Only for certain separations. You will be prompted, if applicable) "Please enter the beginning date of pension payments as two digit month, two digit day, and two digit year and then press #; or just press "#" if this information is not available."

9.
Confirm / Cancel
"To confirm separation, press "1" , now."

"To cancel separation, press"2", now."

Confirmed
"Separation accepted."

Cancelled
"Separation canceled."

10.
Continue / Exit
"To enter another separation, press "1", now."

"To Exit, press 2, now."

If Continued
The system will return to the State Code prompt for entry of another separation.

If Exited
"Thank you for calling the Harrington Interactive Employee Separation Entry System".

SPECIAL INSTRUCTIONS:
1.
The first time that there is an invalid entry or no entry for a category, the system will advise that the entry cannot be identified and ask that it be re-entered.

2.
The second time that there is an invalid entry or no entry for a category, the system will disconnect the line.

3.
There will be a 10 second pause from the end of each prompt.  If no entry is made during this period, the system deletes any partial entry and reissues the prompt.

4.
In the event the calling party hangs up prior to confirmation, the system will delete the partial record that had been created.

5.
In the event the calling party hangs up at any time after confirmation, the system will retain the record that had been created.

6.
If it is necessary to correct an entry, pressing the "2" key will result in the system returning to the previous level.  The system will delete the entry made at that level and reissue the prompt.  Sub-levels will be passed and entries at those levels will also be deleted.  The system will not permit callers to use this function to enter a different access code. 


SHEAKLEY UNISERVICE, INC.


INTERACTIVE EMPLOYEE SEPARATION ENTRY SYSTEM
When entering certain separation codes into the Harrington Interactive Employee Separation Telephone Entry System, the System will prompt for additional information not normally required for the majority of separation reasons.  The following are the specific reasons for separation that will require this additional information.

 Reason Code 
Reason For Separation



Additional Information Required
¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦
   0109

Casual Employment




Return to Work Date


   0116

Temporary Lay Off




                   

   0303

Did Not Return From Leave



                   

   0304

Did Not Return From  Lay Off



                   

   0700

Leave of Absence - No Other Information


                   

   0701

Leave of Absence - Illness




                   

   0702

Leave of Absence - Maternity



                   

   0705

Leave of Absence - Injury - Work Connected


                   

   0706

Leave of Absence - Injury - Not Work Connected

                   

   0710

Leave of Absence - Military



                   

   0711

Leave of Absence - Family Obligation


                   

   0712

Leave of Absence - Personal



                   

   0713

Leave of Absence - School




                   

   0714

Leave of Absence - Other




                   

¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦
   0425

Absenteeism - Unreported




Occurrence Date(s)

   0426

Absenteeism - Excessive/Unauthorized


                 

   0428

Tardiness - Frequent




                 

¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦
   0501

Scheduled Vacation With  Pay



Amount of and Beginning and    

   0503

Shutdown For Vacation - Eligible For


Ending Dates of Vacation Pay

Vacation Pay

   0504

Shutdown For Vacation - Eligible For




Partial Vacation Pay

¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦¦
   0801

Voluntary - With Pension (Contributory)


Amount of Monthly Pension and

   0802

Voluntary - With Pension (Non-Contributory) 

Beginning Date

   0806

Contractual - With Pension (Contributory)

   0807

Contractual - With Pension (Non-Contributory)

   0811

Involuntary - With Pension (Contributory)

   0812

Involuntary - With Pension (Non-Contributory)

SHEAKLEY UNISERVICE, INC.

EMPLOYEE SEPARATION CODES

LACK OF WORK
0100 - No Other Information





0109 - Casual Employment

0101 - Reduction In Force






0111 - Partially Unemployed - 

0102 - Job Eliminated



      

Reduced Hours       

0103 - Reorganization






0113 - On Call

0106 - End Of Temporary Employment




0116 - Temporary

0107 - End Of Seasonal Employment




0120 - Plant Closed

0108 - Project Completed


QUIT
0300 - Reason Unknown






0315 - Accept Another Job                 

0301 - Abandoned Job






0316 - Go Into Business

0302 - Walked Off Job






0320 - Illness

0303 - Did Not Return From Leave





0321 - Maternity

0304 - Did Not Return From Lay Off




0326 - Enter Military

0305 - Personal - Not Job Related





0330 - Dissatisfaction - Work Hours

0306 - School







0331 - Dissatisfaction - Salary

0307 - Marriage







0332 - Dissatisfaction - Working Conditions

0308 - Relocate







0333 - Dissatisfaction - Performance Review

0309 - Family Obligations






0334 - Dissatisfaction - Supervisor

0310 - Unable To Obtain Babysitter





0335 - Dissatisfaction - Company Policies

0311 - Transportation


DISCHARGE
0400 - No Other Information





0425 - Absenteeism - Unreported   

0401 - Insubordination






0426 - Absenteeism - Excessive/Unauthorized

0402 - Violation Of Company Rules





0428 - Tardiness - Frequent    

0403 - Violation Of Safety Rules





0431 - Failed To Maintain Union Status 

0404 - Reported Under Influence Of Alcohol




0432 - Excessive Garnishments


0405 - Reported Under Influence of Drugs




0436 - Quality Of Work     

0410 - Destruction of Co. Property - Willful




0437 - Quantity Of Work                 

0411 - Destruction of Co. Property - Carelessness



0438 - Poor Performance      

0412 - Fighting on Company Property




0439 - Probationary - Not Qualified

0413 - Leaving Work Station





0440 - Poor Judgment - No Misconduct

0415 - Falsification Of Employment Application



0441 - Lack Of Technical Knowledge

0416 - Dishonesty - Falsified Company Records



0451 - Inability To Work - Illness  

0417 - Dishonesty - Unauthorized Removal Of



0452 - Failure To Pass Physical

Company Property

0418 - Dishonesty - Monetary Theft

0419 - Dishonesty - Other


R. E. HARRINGTON INC.

EMPLOYEE SEPARATION CODES

Page Two


VACATION
0500 - No Other Information




0503 - Shutdown For Vacation: Eligible For

0501 - Scheduled Vacation With Pay



Vacation Pay        

0502 - Shutdown For Vacation





0504 - Shutdown For Vacation: Eligible For

Partial Vacation Pay


LABOR DISPUTE
0600 - No Other Information





0603 - Strike - Other Union

0601 - Member Of Striking Union





0604 - Company Lockout

0602 - Refused To Cross Picket Line




0605 - Unsanctioned Strike


LEAVE OF ABSENCE
0700 - No Other Information





0710 - Military

0701 - Illness







0711 - Family Obligations

0702 - Maternity







0712 - Personal

0705 - Injury - Work Connected





0713 - School

0706 - Injury - Not Work Connected





0714 - Other


RETIREMENT
0800 - No Other Information





0811 - Involuntary - With Pension (Contributory)

0801 - Voluntary - With Pension (Contributory)



0812 - Involuntary - With Pension                   

0802 - Voluntary - With Pension (Non-Contributory)

(Non-Contributory)                              

0803 - Voluntary - Without Pension





0813 - Involuntary - Without Pension

0806 - Contractual - With Pension (Contributory)



0816 - Disability - Job Related

0807 - Contractual - With Pension (Non-Contributory)


0817 - Disability - Not Job Related

0808 - Contractual - Without Pension


MISCELLANEOUS
9000 - No Information Whatsoever





9003 - Transfer To New Location

9001 - Refusal To Work






9099 - Death

9002 - Change Of Status
