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Health SeIVices Healthcare Employees Recruitment and Retention Program

I. Problem Statement:

Over the past decade, South Carolina State agencies employing healthcare workers have

experienced ongoing challenges in recruiting and retaining employees in critical healthcare professions

such as nurses, social workers, nutritionists, psychiatrists, and physicians. State agencies have

experienced intense competition with private sector institutions in recruiting these professionals.

Additionally, agencies have lost experienced employees in these professions who have resigned from

state employment to obtain employment in the private sector, which offers higher salaries and other

attractive benefits. There are significant workforce supply and demand gaps currently existing across

the country for healthcare workers and South Carolina State agencies are no exception to this problem.

Because of this, both public and private organizations are putting forth creative strategies to attract and

retain needed healthcare professionals.

In 2004, upon approval ofthe General Assembly, the Budget and Control Board implemented

guidelines for a Healthcare Employees Recruitment and Retention Pilot to assist agencies in

recruitment and retention efforts. The Healthcare Employees Recruitment and Retention Guidelines

are in Appendix A. The following seven state agencies received approval to participate in the Pilot:

Department of Corrections, Department of Disabilities and Special Needs, Department of Health and

Human Services, Department of Juvenile Justice, Department of Mental Health, Department of

Vocational Rehabilitation, and Department of Health and Environmental Control (DHEC).

The 3-year Pilot applied to new recruits or employees in full-time equivalent positions in

critical needs, healthcare classifications. The critical needs, healthcare classifications identified by the

Budget and Control Board are in Appendix A. The Pilot authorized specific compensation and

education incentives (such as 100% tuition assistance) for agencies to use to aid in recruitment and

retention of healthcare workers. The Pilot also required employees to commit to a service
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Health Services Healthcare Employees Recruitment and Retention Program

commitment. If an employee failed to complete the service commitment, the employee was required to

repay the agency. Specific incentives allowed under the Pilot were:

Compensation Incentives:

• Sign-on Bonus
Agencies could offer bonuses of up to $3,000 to healthcare recruits at the beginning of their
employment with the agency as a recruitment incentive.

• Referral Bonus
Agencies could give a referral bonus of up to $2,000 to current employees for referring a
successful candidate for a critical needs or hard-to-fill position.

• Retention Bonus
Agencies could give a retention bonus of up to $5,000 to a current employee in a critical needs
or hard-to-fill healthcare position as an incentive to retain the employee.

Education Incentives

• Leave for Class
Agencies could provide paid educational leave for employees to attend class while enrolled in a
healthcare degree program that related to the agency's mission.

• Paid Practicum
State agencies could allow employees to be paid while working on a practicum or required
clinical experience towards completion of a healthcare degree.

• Loan Repayment
As a recruitment incentive, state agencies could enter into an agreement with a Psychiatrist or
Nurse to repay them for their outstanding student loans associated with completion of a
healthcare degree.

• Tuition Assistance
As both a recruitment and retention incentive, Tuition Assistance Guidelines previously
approved by the Budget and Control Board were expanded to: 1.) Increase tuition
reimbursement from a maximum of six credit hours to ten credit hours per semester, 2.) Allow
100% tuition reimbursement instead of a percentage, 3.) Provide tuition pre-payment instead of
tuition reimbursement, and 4.) Allow probationary employees to participate in tuition
assistance.

In September 2005, the Health Services area ofDHEC accepted the Pilot as a recruitment and

retention tool and deemed the nursing, social work, and nutrition classifications to be critical needs

classifications. The Deputy Commissioner for Health Services, Dr. Lisa Waddell, approved

[2]
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implementation of these incentives and funded them from existing budget as allowed by Budget and

Control Board Guidelines. Health Services' guidelines for employees' participation in the Pilot are in

Appendix B.

In June 2007, the Budget and Control Board extended the Pilot to a full program for use at the

discretion of the agency heads. Subsequently, Health Services continued to fund the incentives beyond

the Pilot period, thereafter referring to it as the Healthcare Program. In September 2008, because of

budget cuts, Health Services placed the Program on hold, with the exception of Leave for Class. The

Leave for Class incentive was exempt from this decision because it did not require expenditure of

direct funds.

Through this project, I will evaluate the results of the Healthcare Program to determine its

effectiveness in recruiting and retaining employees in critical needs classifications. From the Pilot's

implementation in 2005, until incentives were placed on hold in 2008, a total of 35 employees have

participated in the program.

Creating such programs that are geared toward recruitment and retention is an important

strategy in today's workforce. It is equally important to track and monitor the success of such

programs. According to a 2008 study by the Institute for Corporate Productivity (i4cp), 81 % of

organizations provide tuition assistance programs for employees with a bent for bettering themselves.

However, only 5% of organizations actually track program effectiveness... "A lot of companies seem

to feel that tuition assistance programs are a staple of employee benefits, one that is likely to influence

future productivity, engagement and retention," says Jay Jamrog, 14cp SVP of Research, "which is

what makes the total lack of measuring the return on these programs such a shock. While companies

look at layoffs and other cost-cutting measures, they better focus their attention on measuring the

effectiveness ofprograms where large sums of money are dedicated, like tuition reimbursement."

In evaluating the results of the Healthcare Program, I will assess three main areas as follows:

[3]
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A. I will identify the amount of funds expended for compensation and education incentives

and measure staff's time and resources in developing, managing and overseeing the

Program.

B. I will measure the Program's costs against the recruitment and retention results relative to

Program participation to determine if the Program accomplished what it was designed to

accomplish.

C. Based on the results of this study, I will recommend if the agency should continue the

Program when economic and budgetary conditions improve.

II. Data Collection:

In order to evaluate the performance of the Healthcare Program I collected data from various

sources to determine the direct and indirect cost of implementing the program. This cost was

compared to the result or the program's performance during the 3-year period of implementation

(September 2005 - September 2008). I collected data from various stakeholders such as employees

who participated in the Program and state directors responsible for the nursing, social work and

nutrition professions at DHEC. Specific information regarding the collection of data is as follows:

1.) I gathered data from DHEC's financial system, which provided the dollar amount of

healthcare incentives granted to employees. I also gathered data from the Human

Resources (HR) Office of Health Service to outline the approval process in order to

evaluate the time and resources involved in processing and managing the Healthcare

Program. This was done to review both direct and indirect costs involved in

implementing the Program.

2.) I compiled information from an HR database that identifies participants by name, title,

incentives received, cost of the incentives, and current employment status of the

participants. However, the names ofthe participants are not presented in the project. I

[4]
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used this information to graphically compare the various incentives used, show which

incentive had the highest use and cost, and provide a breakdown of the incentives.

3.) I surveyed participants who are key stakeholders for the Program. Surveys were

distributed to participants who are currently employed with the agency to determine the

incentives' value and effectiveness. Surveys were also be conducted with employees

who have separated from the agency in order to obtain feedback regarding the

incentives offered and participants' reasons for separating from the agency.

4.) I conducted interviews with other key stakeholders: The Deputy Commissioner of

Health Services, State Director of Nursing, State Director of Social Work, and State

Director of Nutrition. The Deputy Commissioner of Health Services and the three state

directors have held these positions since inception of the Program, and they continue to

have statewide oversight for the three critical classifications. I conducted interviews

with these staff members to obtain constructive feedback regarding implementation of

the Program, their 3-year observations of the Program, and their thoughts regarding

further continuation of the Program.

5.) I performed a cursory review of the agency's regular Tuition Assistance Program to

observe any trend in that program to retention or separation trends in the Healthcare

Program. The agency implemented the regular Tuition Assistance Program prior to the

Healthcare Program. However, tuition assistance benefits under the Healthcare

Program were expanded to include more benefits and resulted in increased costs. A

comparison of that program's trend with trends of the Healthcare Program could be

beneficial to this project and its conclusion or recommendation.

[5]
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III. Data Analysis:

The data gathered during this study were used to identify resources spent and compared that to

recruitment and retention data of those who participated in the Program. The data identified the

status of those participants in terms of continued employment or increased value to the agency, as

well as issues associated in implementing the Program for the three-year period.

Program Participation

Participation in the Program was overwhelming with the employees in the Nurse classification

compared to employees in the two other classifications. The chart below shows how the three

classifications used these programs.

Social Work
I (3%) (3%)

Nurses' participation in the Program was 94%, although this classification represents only 23%

of Health Services workforce. Social Workers are 2% of Health Service workforce, while

Nutritionists represent 5%. Obviously, use of the Program by these classifications is not

proportionate to the workforce. Possible reasons for this can be extrapolated from interviews with

the State Directors. See Appendix C, Questions Number 2 and 3.

[6]
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Thirty-five employees who participated in the program received 45 different incentives. This is

because some participants received more than one incentive (i.e. Tuition Assistance and Leave for

Class). Following is a breakdown of incentives and their use by the three classifications.

Incentives Awarded by Classification
Classification Sign- Referral Retention Leave Paid Loan Tuition Total

on Bonus Bonus for Practicum Repayment Assistance
Bonus Class

Nursing 12 1 2 2 9 0 17 43

Social Work 0 0 0 0 0 0 1 1

Nutrition 1 0 0 0 0 0 0 1

Total 13 1 2 2 9 0 18 45

I also examined the participants' use ofProgram incentives based on their location in Health

Services. The deputy area consists ofCentral Office employees who are located in Columbia, South

Carolina and employees in eight Public Health Regions throughout the state. A map showing the

Public Health Regions is in Appendix D. The chart below displays regional program participation.

Region 8
II

31%

Region 7
2

6%

Region 6
7

20%

[7]
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Program Cost

Health Services spent a total of $170,798 toward Healthcare incentives over a 3-year period.

The only healthcare incentives not used or requested is Student Loan Repayment. Tuition Assistance

had the highest use and, consequently, the highest cost. Specific data showing incentives awarded and

cost of incentives are in Appendix E. A breakdown of the incentives awarded and cost of each

follows:

Sign-On Bonus $ 13,000
Referral Bonus 500
Retention Bonus 4,000
Leave for Class 0*
Paid Practicum 8,813
Loan Repayment 0
Tuition Assistance 144,485
Total $170,798

*Two employees participated in Leave for Oass, which is
included below as an indirect cost.

In analyzing both direct and indirect cost, I also studied staffs time in implementing Program

incentives, which is relevant in determining cost. Appendix F outlines key steps in the approval

process for various Program incentives and provides an estimation of staffs time involved, using

average salaries to calculate the approval and processing costs. Salary information is redacted where

one person was involved in the process to avoid indentifying the salary of the person. Based on this

assessement, Health Services spent $44,005 toward implementing the Program. This figure does not

include cost of consumable supplies commonly used in administering such programs. This figure also

does not include time and resources expended when participants separate from the agency prior to

completion of their service agreement. During the initial three-year period, five employees separated

prior to completion of their service agreement, which required calculation, verification, notification

and processing of repayment amounts. Because this administrative activity and consumable supplies

[8]
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were not documented or could be fairly estimated, it is not included. I have determined by this study

the estimated cost of implementing the Program to be at least $245,211, which is broken down as

follows:

Estimated Cost of Implementing the Program
Direct cost of incentives: $ 170,798
Indirect cost of Staffs Time $ 44,005
Indirect cost of leave for class (lost man hours) $ 30,408
Total Cost: $ 245,211

Program Retention

I reviewed the number of participants who remain employed with the agency to determine if

the agency's aim to recruit and retain employees was met by this Program. Twenty-six of the 35

employees who participated in the Program remain with the agency, which represents 74% retention.

The Agency's overall retention rate for nurses was 85% in 2008 and 83% in 2009. Specific

information relative to participation and retention follows:

Classification No. of Participants No. Employed No. Separated

Nurse "'l"'l 25 8,),)

Social Work 1 0 1

Nutrition 1 1 0

Totals 35 26 (74%) 9 (26%)

In reviewing the data relative to employee retention and separation, I note the following points:

• Eight of the 33 urses who participated in the Program have separated from the agency,

representing 24% separation, compared to the Program's overall 26% separation rate.

• Twelve employees in the Nursing classification received a $1,000 Sign-on Bonus, an incentive

geared specifically toward recruitment. Four ofthem have separated from the agency,

[9]
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representing a 33% separation rate for this incentive, compared to a 26% separation rate for the

entire Program.

• Only one Social Worker participated in the Program. However, this employee separated from

the agency and did so prior to completion of a service commitment. ,

• Eighteen employees received tuition assistance under the Healthcare Program. Four of the 18

separated from the agency, and did so prior to completion of their service commitment. This

equates to a 22% separation rate among those receiving tuition assistance. This is significant

because tuition assistance is the most costly incentive of those offered. Funds spent for it were

more than two-thirds of the overall investment of $170,798.

• Two employees received Leave for Class, which means they received their salary while they

attended classes that could not be scheduled outside of the normal working hours. One

employee remains employed, the other separated prior to completion of a service commitment

and repaid to the agency the amount of leave received to attend class.

On the positive side:

• The only Nutritionist who participated in the Program received a $1,000 Sign-on Bonus and

remains with the agency.

• Two employees received Retention Bonuses of $2,000 each in 2006. Both employees have

continued their employment with the agency.

• One employee referred a successful candidate to the agency and received a referral bonus of

$500. Both the referring employee and the referred candidate remain employed with the

agency.

• Although educational incentives (such as tuition assistance) were placed on hold in 2008, a

total of 11 employees received a degree as a result of receiving tuition assistance under the

Program. All of these employees were in the Nursing classification. I obtained this

[10]
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information from a survey conducted among current employees who participated in the

Program. (See Appendix G for the survey tool and results.)

Regular Tuition Assistance Comparison

The agency's regular Tuition Assistance Program is similar to the Healthcare Program in that it

provides educational incentives to employees who pursue academic degrees. I reviewed the

agency's regular Tuition Assistance Program to compare any separation trends to that of the

Healthcare Program. Instead of reimbursement of 100%, as allowed in the Healthcare Program,

reimbursement is based on the employee's salary band at the time of a signed agreement. (See

Tuition Reimbursement Policy in Appendix H.) Tuition reimbursement under the agency's regular

Tuition Assistance Policy follows:

Salary Band Amount of Reimbursement

Bands 1-5 Up to 75% of cost of course

Band 6 Up to 65% of cost of course

Band 7 Up to 55% of cost of course

Bands 8 - 10 None

The Agency implemented the regular Tuition Assistance Program prior to the

Healthcare Program. However, I collected and reviewed employees' participation in that

program during the same period (2005 - 2008) for both Health Services and the agency overall.

Cost for both programs is in Appendix 1. I found through this review that Health Services

committed $116,976 for 31 employees to receive tuition assistance under the regular Tuition

Assistance Program. Four of them separated from the agency, providing a separation rate of

13%. In studying participation for the entire agency, 59 employees received tuition
[11 ]
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reimbursement under the regular program, costing the agency $271,078. Nine have separated,

providing a separation rate of 15%. The following provides a comparison of the Healthcare

Program and the Regular Tuition Assistance Program:

Program Cost Separation Rate

Health Services Healthcare Program $170,798

Tuition Reimbursement Separation Rate 24%

Overall Separation Rate 26%

Health Services Regular Tuition Assistance Program

Separation Rate

$116,976

13%

DHEC Regular Tuition Assistance Program

Agency's Overall Separation Rate

Survey Results

$271,078

15%

I mailed surveys to current and former employees. Questions to current employees were

designed to verify their participation, gather information relative to their academic achievement,

and determine if any educational incentives resulted in promotion or higher-level job

responsibilities. (See survey in Appendix G.) I designed questions to former employees to verify

their participation in the Program and to gather their reasons for leaving the agency. (See survey in

Appendix 1.) I sent surveys to the addresses of six of the nine former employees. However, none

of the former employees returned the surveys. Therefore, I am unable to study feedback from

former employees who participated in the Program.

[12]
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From the 26 surveys sent to current employees, I received 22, which represents an 85% return

rate. From this survey I found that: 1.) Eleven employees received degrees as a result oftheir

participation in the Program; 2.) Five employees received Bachelor of Science in Nursing

Degrees; six received Master's of Science in Nursing Degrees. 3.) Three of those earning degrees

indicated they have received promotion or have received higher-level job responsibilities. 4.)

From the 22 surveys returned, 14 participants provided feedback or comments regarding the

Program. Those comments are in Appendix G.

Interview Results

I gathered thoughts and opinions from three state directors and the Deputy Commissioner of

Health Services. All four individuals interviewed shared similar responses to questions about their

expectation of the Program when it was implemented and presented thoughts about continuing the

Program. These managers' comments are in Appendix C. They are identified as Manager A, B, C,

and D. All of them expected the Program to aid in recruiting and retaining employees in the three

classifications identified. However, the expectation of all four went beyond that of recruiting and

retaining employees as outlined in Budget and Control Board Guidelines. They also expected the

Program to be an opportunity for the three classifications of employees to obtain advanced degrees

thereby building the skills and competencies needed to perform public health responsibilities.

They further expected the Program to be a vehicle that would develop the agency's healthcare

workforce to prepare for future challenges in public health.

All interviewed expressed their desire to see the Program continued. The Social Work and

Nutrition Directors both acknowledged that employees in these two professions did not frequently

request Program incentives. The Social Work Director explained that the role of social workers

had begun to change in the agency in 2005, mainly due to changes in Medicaid laws. Because of

this, employees in this classification are uncertain about advancement opportunity in the social

[13]
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work profession within DHEC. The State Director ofNutrition suggested that the low use among

Nutritionist is likely due to limited promotion of the Program within this classification. However,

she would like to see the Program continued and better promoted.

IV. Summary and Recommendations:

Two main factors I found from this study are the resources expended over the initial three-year

period of the Program's implementation and the retention/separation rate of the Program. The cost

of implementing the Program for 3 years was at least $245,211 for 35 participants. The Program

has a retention rate of 74%, which is lower than the retention rate for the agency's Regular Tuition

Assistance Program. The regular Tuition Assistance Program's retention rate is higher (78%)

despite the fact that the regular program offers less tuition reimbursement than the Healthcare

Program.

In determining the effectiveness of the Healthcare Program, I revisit the initial goals of the

Program. Budget and Control Board Guidelines provide that the Healthcare Employees

Recruitment and Retention Pilot Program is to assist State agencies in recruiting and retaining

healthcare workers. According to the Deputy Commissioner of Health Services, there were no

measurable goals determined when the Program was implemented in Health Services, but she

expected this Program to be a tool for recruitment and retention, as well as for advanced training

and development of the workforce. In the absence of pre-established, measurable goals, I conclude

that the Program has served its purpose relative to recruitment and retention. It has done in Health

Services what it was originally designed to do, which was to assist in recruiting and retaining

employees and to provide an opportunity for critical staff to obtain advanced training and

development.

A 74% retention rate may not be ideal. However, as a result of the Program, sign-on bonuses

were used in recruiting 13 employees and eight of those still remain with the agency. The retention

[14]
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bonus was used as a recruitment tool three years ago to retain two employees in critical healthcare

positions, and both employees remain with the agency. Eighteen have received tuition assistance

which resulted in five receiving Bachelor of Science Degrees in Nursing (BSN) and six receiving

Master's of Science Degrees in Nursing (MSN). The aforementioned statistics are examples of

specific accomplishments resulting from the Program where employees have increased their

competencies and value to the agency. This is particularly important because since 1996, the

agency has required a minimum educational standard of BSN for nurses. Employees who were

initially hired with an Associate's Degree ofNursing, as the minimum education level, were

grandfathered by this standard. Due to this Program, these five employees have met current

education standards while increasing their competencies and adding depth to the nursing profession

within DHEC.

According to an article in Ragan's Management Resources Newsletter, one way to retain top

talent is to constantly bombard employees with training opportunities. This article further suggests

that one powerful way to keep employees motivated and enthusiastic is to provide opportunities for

education and training. If you give employees the chance to develop their skills within the

organization, they'll be less likely to leave in search of other opportunities. Another article in the

same newsletter provides that managers must never stop recruiting the people who work for them.

The best managers realize that they are in the recruiting business--even if they have nothing to do

with hiring employees. That's because they know that if they want to retain employees, they have

to constantly recruit them.

Investing in the Healthcare Program as a training and development tool is an effective way of

recruiting from within. Surveys of current participants indicate that providing such incentives

offers foreseeable career advancement and increases loyalty to the agency. Therefore, I

[15]
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recommend the agency reinstate the Program with the following recommendations when funds are

available.

v. Implementation Plan

1. In order to offset the increasing cost of tuition assistance, I suggest a tuition reimbursement rate

equal to the agency's regular Tuition Assistance Program. A review of the agency's regular

Tuition Assistance Program suggests that paying less than 100% reimbursement does not have an

impact on participation or retention. Reducing the high cost of tuition assistance should allow

increased participation in the Program and additional funds for other incentives such as Retention

Bonuses and Loan Repayment.

2. Evaluate if the Social Work classification remains a critical healthcare classification in Health

Services. Based on limited use by this classification and the State Social Work Director's

observations, external forces have altered the agency's needs and use of Social Workers. If the

Social Work classification is no longer a critical classification, remove it from the list of approved

classifications for participation and communicate this adjustment to the workforce.

3. Determine if the Nutrition classification of workers remains a critical classification. If so,

initiate effort to promote Program incentives among this classification of employees. If the

classification is no longer critical, remove it from the list of approved classifications for

participation and communicate this adjustment to the workforce.

4. In addition to using this Program as a tool for recruitment and retention, use it as a tool for

training and development and establish measurable goals for the incentives involved.

5. Streamline the approval process. Survey responses and a general review indicate that it is

lengthy. Streamlining the process should make it user-friendly as well as reduce the time and

resources necessary to manage requests.

[16]
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6. Continue to track and measure the effectiveness of the Program and make necessary

adjustments, ensuring that the Program serves recruitment and retention purposes and meets

training and development goals. Goal 5 ofDHEC's 2005 - 2010 Strategic Plan provides that "A

first-rate team of professionals is essential. We must have a workforce with the knowledge and

skills to address both the persistent health problems and the new challenges we face. Workforce

development is critical to fulfilling our mission." This Program is in alignment with the agency's

Strategic Plan.

[17]
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Healthcare Employees Recruitment and Retention Pilot Program

Healthcare Pilot Reporting

To assist State agencies in recruiting and retaining healthcare
workers, seven
agencies are participating in a pilot program to encourage the
recruitment and
retention of healthcare employees. These agencies are: Department
of Corrections, Department of Disabilities and Special Needs,
Department of Health and Environmental Control, Department
of Health and Human Services, Department of Juvenile Justice,
Department of Mental Health, and Department of Vocational
Rehabilitation.

The agencies will receive no special funding for this pilot; instead,
agencies deciding to use the flexibilities of the pilot program must
use funds from their existing budgets. The pilot program applies to
employees in FTE positions in the critical needs healthcare
classification titles listed in Appendix A.

The agency head may request the inclusion of additional healthcare
classifications from the Office of Human Resources (OHR). The
pilot program consists of compensation and education initiatives for
agencies to use to aid in recruiting and retaining healthcare workers.
Agencies are required to report annually on their use of the
initiatives.

Compensation Initiatives

Bonus Guideline Extension
Agencies may offer bonuses of up to $5,000 and increase the
frequency to more
than once per year for specified critical needs healthcare jobs.
Agencies must
be using these bonuses to aid in recruiting and retaining healthcare
workers.
Employees may not receive an accumulation ofmore than $10,000 in
bonuses per year. Critical needs jobs could include jobs located in
rural areas, areas with
high turnover, or areas where the agency has experienced recruiting
difficulties. The specific ways in which bonuses may be awarded are
as follows:

o Sign-on Bonus
Agencies may give sign-on bonuses up to $3,000 to healthcare
recruits at the
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Columbia, SC 29201 beginning of their employment with the agency. These recruits
cannot include employees moving from other agencies by transfer,

Everyone Working Together promotion, or demotion. Sign-on bonuses are limited to one per year.
to Make Government Better At the agency's discretion, a sign-on bonus may be divided to pay

new employees a portion after one month of employment in the
position and the remainder of the bonus after one year of
successful employment in the position.
o Referral Bonus
Agencies may give a referral bonus of up to $2,000 to current
employees for
referring a successful candidate for a critical needs or hard-to-fill
healthcare position after a minimum of one month of employment in
the position. Referred candidates cannot include employees moving
from other agencies by transfer, promotion, or demotion. In addition,
referred candidates cannot be current employees of the hiring agency
in any capacity, to include temporary, temporary grant, research
grant, and time-limited project or contract employees.
o Retention Bonus
Agencies may give a retention bonus of up to $5,000 to a current
employee in a critical needs or hard-to-fill healthcare position as an
incentive to retain the employee. The employee must be in receipt of
a bona fide job offer from another employer, either within or outside
of State government. Employees are limited to one retention bonus
per year, which may be paid in a lump-sum or in separate
installments. An employee with a bona fide job offer who receives a
base salary increase for retention is not eligible to receive a retention
bonus. An employee may not receive a retention bonus while in
probationary or
trial status.

Education Initiatives

Leave for Class
Agencies may provide paid educational leave for any employees in
FTE positions to attend class while enrolled in healthcare degree
programs that are related to the agency's mission. A list ofhealthcare
degree programs that may be included in this initiative is attached in
Appendix C. All such leave is at the agency head's discretion to
determine if the healthcare degree program is related to the agency's
mission. The agency head may request the approval for inclusion of
additional healthcare degree programs from OHR. Employees
receiving leave for class are limited to such leave associated with no
more than ten credit hours per semester. This leave may be used
when a class cannot be scheduled after work hours and the agency
cannot rearrange the employee's work schedule. A service
commitment will be required between the employee and the agency.
The service commitment will require the participant to work two
years with the agency for everyone full academic year in which
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leave for class is received. If the employee separates before the
completion of the service agreement, the employee would be
expected to repay the agency on a pro-rata basis.

Paid Practicum
State agencies may allow employees to be paid while working on a
practicum or required clinical experience towards completion of a
healthcare degree. A list of healthcare degree programs that may be
included in this initiative is attached in Appendix C. The agency
head may request the approval for inclusion of additional healthcare
degree programs from OHR. State agencies may permit field
placements at other state agencies to be considered work time for
participating employees.

Loan Repayment
State agencies may enter into an agreement with Psychiatrists and
Nurses newly employed in those positions to repay them for their
outstanding student loans associated with completion of a healthcare
degree. The employee must be employed in a critical needs area,
which would be identified at the agency head's discretion. Critical
needs areas could include rural areas, areas with high turnover, or
where the agency has experienced recruiting difficulties.
Agencies may pay these employees up to 20% or $7,500, whichever
is less, of their outstanding student loan each year over a five-year
period. Payments will be made directly to the employee at the end of
each year of employment. The agency will be responsible for
verifying the principle balance of the employee's student loan prior
to issuing payments.

Tuition Assistance
The Tuition Assistance Guidelines, previously approved by the
Budget and Control Board, are expanded to:

1. Increase tuition reimbursement from a maximum of six credit
hours to 10 credit hours per semester;

2. Allow probationary employees to participate in tuition programs
(waive the six-month waiting period); and

3. Provide tuition pre-payment instead of tuition reimbursement for
employees willing to pursue a degree in a healthcare program. An
agency may pay up to 50% of an employee's tuition through tuition
pre-payment. The remaining tuition could be reimbursed to the
employee after successful completion of the class.

All other requirements in the Tuition Assistance Guidelines will
apply. This assistance will be at the agency head's discretion. A list
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of healthcare related degree programs that may be included in this
initiative is attached in Appendix C. The agency head may request
the inclusion of additional healthcare degree programs from OHR.
An agreement will be required between the employee and the
agency. If the employee fails to successfully complete the class, the
employee will be required to repay the agency.

r
Healthcare Employees Recruitment and Retention Pilot
Program

Appendix A - Healthcare Classifications
EA10 Licensed Practical Nurse
EA20 Registered Nurse I
EA30 Registered Nurse II
EA40 Nurse Practitioner I
EA50 Nurse Practitioner II
EA60 Nurse Practitioner III
EA65 Nurse Acute Care Nurse Practitioner
EA70 Nurse Administrator/Manager I
EA80 Nurse Administrator/Manager II
EA90 Nurse Administrator/Manager III
EB10 Occupational Therapist I
EB12 Occupational Therapist II
EB15 Physical Therapist
EB20 Physical Therapy Chief
EB25 Pharmacist
EB35 Physician'S Assistant
EB40 Physician I
EB50 Physician II
EB52 Dentist
EB60 Speech and Hearing Therapist I
EB65 Speech and Hearing Therapist II
EB70 Respiratory Therapist I
EB75 Respiratory Therapist II
EB95 Health Educator I
EB96 Health Educator II
EB97 Health Educator III
GB60 Social Worker II
GB65 Social Worker III
GB70 Social Worker Director
KB35 Nutritionist I
KB40 Nutritionist II
KB45 Nutritionist III
KB50 Nutritionist IV
UB26 Psychiatrist
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PROMOTE PROTECT PROSPER

South Carolina Deparunent of Health
and Environmental Control

Healthcare Recruitment and Retention Pilot Program
Health Services Guidelines and Procedures

Introduction: The Budget and Control Board has approved the Healthcare Employee
Recruitment and Retention Pilot Program to address the recruiting and retention difficulties
facing the State's healthcare agencies. DHEC is a part of this pilot program. Below are the
guidelines and procedures established by Health Services. While there are some differences
between the Budget and Control Board Guidelines and the Health Services Guidelines, Health
Services will operate under the following guidelines that affect only certain health care
classifications. As a reminder, the Agency's General Tuition Assistance Policy is still in effect
for classifications not covered under this new pilot program; and approval/funding for those
requests will continue to be supported by the respective Region/Office area.

Tuition Assistance

Eligibility: Employees in FTE positions who are pursumg a degree in a healthcare degree
program as listed in Appendix B.

1. Employees interested in tuition assistance should request assistance by completing the
Healthcare Tuition Assistance Agreement (DHEC 0335) and checklist and forward to their
immediate supervisor to start the approval process. The request should follow the normal
chain of command to the Region Health Director or Assistant Deputy Commissioner.

2. Upon approval, the completed Healthcare Tuition Assistance Agreement (DHEC 0335) or
the Tuition Assistance Pre-payment Agreement (DHEC 0334) will be forwarded to the
Health Services Human Resources Manager (HRM) in Health Services Central Office. The
agreement should be completed before the employee starts the course(s).

3. The HRM will review the Agreement for completeness and availability of funding and
forward to the Deputy Commissioner, or designee, for approval.

4. Once approved, the HRM will send a copy of the signed agreement to the employee, Region
Health Director or Assistant Deputy Commissioner.

5. For tuition prepayment, the employee must provide proof of enrollment in course(s) and
tuition bill for reimbursement to HRM for review. Once reviewed, the HRM will forward
the bill to Health Services Administration (HSA) for processing.

6. For tuition reimbursement and the remaining amount of tuition prepayment, the employee
must provide proof of successful completion of course with required grade and tuition bill for
reimbursement to HRM for review. Successful completion is defined as passing the course(s)

Healthcare Recruitment and Retention Pilot Program
Health Services Guidelines and Procedures - 09/05
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taken with at least a "B" for undergraduate and graduate courses. Once reviewed, the HRM
will forward the bill to HSA for processing.

7. Funds for tuition assistance will be paid from the Health Services Deputy Commissioner's
Office.

8. The area/regional personnel coordinator will be responsible for verifying that the service
repayment time has been met when the employee leaves the agency.

Sign-on Bonus

Eligibility: Healthcare recruits for FTE positions as identified in Appendix A (Healthcare
Classifications).

1. Healthcare recruits for FTE positions, as identified in Appendix A (Healthcare
Classifications), may receive a $1,000 sign-on bonus. The Region Health Director or
Assistant Deputy Commissioner will be responsible for determining which positions are
eligible for the bonus.

2. The initial payment of $500 will be paid after one month of service with the remainder paid
at the end of one year of successful employment in the position.

3. Job vacancy postings must clearly state that the position is eligible for the sign-on bonus and
the amount of the sign-on bonus. Recommended language: This position is eligible for a
$1,000 signing bonus.

4. The personnel coordinator for the area hiring the new recruit must complete the Bonus
Award Form for Healthcare Pilot Program with approved signatures and send copies to
Personnel in Health Services Administration (HSA) and to the Office of Personnel Services.

5. Personnel in HSA will process the PAIS action for payment and will forward a copy of the
action to the hiring area.

6. If the area continues to experience recruitment problems for specific positions, the Region
Director may request the sign-on bonus to be increased up to $3,000 with approval from the
Deputy Commissioner or designee.

7. Funds for the sign-on bonus will be paid from the Health Services Deputy Commissioner's
Office.

Referral Bonus

Eligibility: All current DHEC employees

1. A referral bonus of $500 may be given to current DHEC employees for referring a successful
applicant to a healthcare position as identified in Appendix A (Healthcare Classifications). If
the referring employee has job responsibilities that include recruiting, they may not be

Healthcare Recruitment and Retention Pilot Program
Health Services Guidelines and Procedures - 09/05
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eligible for the referral bonus. The Region Health Director or Assistant Deputy
Commissioner will make this decision.

2. Job vacancy postings must clearly state that the position is eligible for the referral bonus and
the amount of the referral bonus. Recommended language: This position is eligible for a
$500 referral bonus.

3. The bonus will be paid to the referring employee after the recruit has been employed for
three months. In order to be considered for the bonus, the referring employee must forward
the application and the Bonus Award Form for the prospective employee to the hiring
authority during the position posting period.

4. The hiring authority will complete the interview process and forward the Bonus Award
Form, if the referred candidate is hired, to the area personnel coordinator along with the new
hire paperwork.

5. The personnel coordinator for the area hiring the new employee must complete the Bonus
Award Form for Healthcare Pilot Program with approved signatures and send copies to
Personnel in Health Services Administration (HSA) and to the Office of Personnel Services.

6. Personnel in HSA will process the PAIS action for payment and will forward a copy of the
action to the hiring area.

7. If the area continues to experience recruitment problems for specific positions, the Region
Director may request the referral bonus to be increased up to $2,000 with approval from the
Deputy Commissioner or designee.

8. Funds for the referral bonus will be paid from the Health Services Deputy Commissioner's
Office.

Retention Bonus

Eligibility: Current FTE employee, employed at least one year, in a critical healthcare position
as identified in Appendix A (Healthcare Classifications).

1. A retention bonus of $2,000 may be given to a current employee in a healthcare position as
identified in Appendix A (Healthcare Classifications) as an incentive to retain the employee
after the employee has received a bona fide job offer from another employer. The employee
will receive 50% of the bonus immediately and 50% in six months.

2. The area should follow the same internal approval process as a salary increase request.

3. The personnel coordinator for the area giving the Retention Bonus must complete the Bonus
Award Form for Healthcare Pilot Program with approved signatures and send copies to
Personnel in Health Services Administration (HSA) and to the Office of Personnel Services.

4. Personnel in HSA will process the PAIS action for payment and will forward a copy of the
action to the hirjng area.

Healthcare Recruitment and Retention Pilot Program
Health Services Guidelines and Procedures - 09/05
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5. If the area continues to experience turnover problems for specific positions, the Region
Director may request the retention bonus to be increased up to $5,000 with approval from the
Deputy Commissioner or designee.

6. Funds for the retention bonus will be paid from the Health Services Deputy Commissioner's
Office.

Leave for Class

Eligibility: Employees in FTE positions enrolled in healthcare degree programs as identified in
Appendix B (List of Healthcare Degree Programs).

1. Employees interested in leave for class should request assistance from their immediate
supervisor who will contact the region discipline director or bureau director for approvals.
Workflow should be considered when granting leave for class and may not be approved if it
presents a hardship for the area.

2. Employee will receive notice of approval from the Region Health Director or Assistant
Deputy Commissioner.

3. Each area should establish internal approval processes that include the Region Health
Director or Assistant Deputy Commissioner.

4. Upon approval, the employee will sign the Leave for Class Agreement (DHEC 0336).
Copies will be maintained in the supervisor's file, area personnel file, and the Office of
Personnel Services.

5. Supervisors will be responsible for ensuring compliance with agreed upon work schedule.

6. The area/regional personnel coordinator will be responsible for verifying that the service
repayment time has been met when the employee leaves the agency.

Paid Practicum

Eligibility: Employees in FTE positions enrolled in healthcare degree programs as identified in
Appendix B (List of Healthcare Classifications).

1. Employees interested in a paid practicum should request assistance from their immediate
supervisor who will contact the region discipline director or bureau director for approvals.
Workflow should be considered when granting paid practicum and may not be approved if it
presents a hardship for the area.

2. Employee will receive notice of approval from the Region Health Director or Assistant
Deputy Commissioner.

3. Each area should establish internal approval processes that include the Region Health
Director or Assistant Deputy Commissioner.

Healthcare Recruitment and Retention Pilot Program
Health Services Guidelines and Procedures - 09/05
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4. Upon approval, the employee will sign the Paid Practicum Agreement (DHEC 0337). Copies
will be maintained in the supervisor's file, area personnel file, and the Office of Personnel
Services.

5. Supervisors will be responsible for ensuring compliance with agreed upon work schedule.

6. The area/regional personnel coordinator will be responsible for verifying that the service
repayment time has been met when the employee leaves the agency.

Loan Repayment

Eligibility: Newly employed nurses in FTE positions

1. As a recruitment incentive, upon employment the area may pay nurses up to 20% or $7,500,
whichever is less, oftheir outstanding student loan each year over a five-year period.

2. Job vacancy postings must clearly state that the position is eligible for loan repayment. Each
area should establish internal approval processes that include the Region Health Director or
Assistant Deputy Commissioner. Recommended language: This position is eligible for
student loan repayment.

3. The region or Central Office personnel coordinator should verify the amount of the
outstanding balance of the loan on or after the start date of employment. The amount to be
paid over the five-year period is determined at that time.

4. Upon approval, the Student Loan Repayment Service Agreement (DHEC 0338) will be
forwarded to the employee and the Health Services Human Resources Manager (HRM) in
Health Services Central Office.

5. Payments will be made directly to the employee at the end of each year of employment after
the region or Central Office personnel coordinator verifies the employee is still employed.
After verification, a copy of the approved agreement will be forwarded to HSA for payment.

6. Funds for the loan repayment will be paid from the Health Services Deputy Commissioner's
Office.

7. The employee will be responsible for repaying the student loan to the lender. If the
employee defaults on a student loan, the employee must either make new repayment
arrangements with the lender or be terminated from employment.

Healthcare Recruitment and Retention Pilot Program
Health Services Guidelines and Procedures - 09/05
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Healthcare Recruitment and Retention Pilot Program
Health Services Guidelines and Procedures

Appendix A

Healthcare Classifications

EA20 Registered Nurse I
EA30 Registered Nurse II
EA40 Nurse Practitioner I
EA50 Nurse Practitioner II
EA60 Nurse Practitioner III
EA65 Nurse Acute Care Nurse Practitioner
EA70 Nurse Administrator/Manager I
EA80 Nurse Administrator/Manager II
EA90 Nurse Administrator/Manager III
GB60 Social Worker II
GB65 Social Worker III
GB70 Social Worker Director
KB40 Nutritionist II
KB45 Nutritionist III
KB50 Nutritionist IV

Healthcare Recruitment and Retention Pilot Program
Health Services Guidelines and Procedures - 09/05
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Healthcare Recruitment and Retention Pilot Program
Health Services Guidelines and Procedures

Appendix B

List of Healthcare Degree Programs

Associate Nursing Degree
Bachelors of Science in Nursing
Bachelors of Science in Nutrition
Master of Science in Nursing
Masters of Science in Nutrition
Masters of Science in Social Work
Registered Nurse/ Bachelors of Science in Nursing

Healthcare Recruitment and Retention Pilot Program
Health Services Guidelines and Procedures - 09/05
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HEALTH SERVICES MANAGERS A, B, AND C
RESPONSES

Interview Questions Manager A Manager B Manager C

1. What was your expectation of the My expectation of Program was assist Initial expectations were to assist in Expectations were to use this
Healthcare Recruitment and Retention in meeting Nursing workforce capacity recruiting and retaining staff in the Program as a tool for staff to obtain
Program when it was implemented in goals, provide for well-educated and social work classification. However, advanced degrees and be able to
2005? skilled nurses in public health and to the the role of social workers in the develop themselves, thereby

agency to use such incentives to grow agency changed due to changes in increasing their career growth.
our own, particularly in the Registered Medicaid Laws and this brought into
Nurse II classification, allowing them to question the use of staff in this
advance further with an advanced classification.
dearee.

2. The Healthcare Program has been in The Program allowed statewide It was understood by staff in the One observation is that very few
placed since September 2005. What have participation for nurses, social workers social work classification that other Nutritionists took advantage of the
you observed during this Program's 3 years and nutritionists and in many cases this positions in the agency were more incentives offered by the Program.
of implementation? was the only opportunity for staff in critical. This understanding evolved Another observation is that the time

some public health regions to obtain from the agency having to realign its away from work to attend classes
educational assistance. Several nurses use of social workers due to changes was a problem, particularly If their job
were able to obtain degrees which in Medicaid and family support was in the public health clinics. The
prepared them for higher level services. nature of the job often did not allow
responsibilities such as management for adjustment in work schedule to
positions. This type of investment from attend classes.
the agency was a motivation for most
emolovees to remain with the acencv.

3. Do you think the Program served its The Program has served its purpose in It probably has not served its purpose Overall, for the 3 classifications, the
purpose relative to recruiting and retaining the nursing classification. Specific with the staff in the social work Program probably met its objectives.
employees in the 3 classifications? examples are 1.) A Central Office Nurse classification due to changes However, managers in the Nutrition

who received assistance in obtaining an previously mentioned. profession could have done a better
advanced degree and is now job at promoting the Program and the
performing work as a Nurse Consultant. incentives It offered.
2.) A nurse from Region 4 is now
serving in a higher level position as the
TB Program Manager, 3.) A Nurse from
Region 5 has been assigned to serve
as Health Department Site Supervisor
and Nurse Manager for Pharmacy.
What the agency may have lost by the
separation of 1 or 2 nurses, it has
recovered tremendously with these and
other examples.
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--
Yes. There should be more4. If the budget situation improves, do you Absolutely Yes. The Program can be an effective

think the Program should be continued? recruitment opportunities when recruitment tool if promoted and used
further realignments are made with appropriately.
the social work staff and when the
budget improves there should be
better opportunities for recruitment.

5. In your opinion, what adjustments (if any) Place more emphasis on allowir;g non- Look at specific needs of the 3 critical Provide information to the State
should be made if the program is nurses to participate in the Program, classifications and develop the Directors when requests are made in
reinstated? The current workforce is Bachelor of program based on individual needs their respective classification for

Science in Nursing (BSN) oriented, rather than a general approach to all participation in the Program. This
More emphasis may also need to be on three. applies especially to the Regions
the Master's Program. where communication channels may

not function to central office. This line
of communication would be helpful.

6. Are there other incentives outside of the Yes. Offer retention bonuses without Yes. Payment for licensure No, cannot think of other incentives
Program you think should be considered for requiring an offer letter; Provide pay necessary course work would be a that are needed at this time.
staff in the critical Healthcare professions? increases based on tenure, which is a great incentive. This assists staff in

value to the agency; and instead of meeting licensure requirements and
putting forth more resources to recruit Increases their development.
from the outside, put forth just as much
or more to recruit from the inside of the
agency.

7. What other thoughts would you like to It was great sadness to the Nursing If the program is continued, an overall No further thoughts, other than to

share about the Program? profession when Program incentives message should be provided to place more resources toward the
were placed on hold, As the leader of managers to be more supportive incentives offered in the Program.
that profession, I am constantly when employees attend classes to
questioned about its continuation, This pursue their education. They should
was a great opportunity for staff. It sets try to make adjustments in work
the stage for employees to participate in schedules when classes are not
their development, which made them offered outside the normal work
proud to be a part of the agen.9.Y..:.__ hours.

-
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HEALTH SERVICES MANAGER D
INTERVIEW RESPONSE

Interview Questions Response

1. What was your expectation of the To provide an opportunity for our public health workforce to receive advanced training to in order to build the skills
Healthcare Recruitment and Retention and competencies necessary to perform public health responsibilities; Provide tools that would help recruit and
Program when it was implemented in retain a public health workforce; and develop our workforce for future challenges in public health.
2005?

2. The Healthcare Program has been in My general impression is that the program has been successful. Health Services has been able to train a number
placed since September 2005. It was of professions to some degree. The Program did assist with recruitment and retention. The only concern may be
place on hold in 2008. Do you have any the cost effectiveness of the Program.
thoughts or concerns about the Program
during the 3-year period it was
implemented?

3. Preliminary data shows that No specific goals were set initially when the Program was implemented. Since there were no measurable
Approximately $171,000 was spent on the expectations, it may be necessary to look at similar programs or industry standards to determine if these numbers
program. Thirty-five employees are good. With any program there will be some degree of turnover due to natural changes such as retirement.
participated, 33 of them were nurses, 9 of This percentage is not ideal. I would have preferred more retention. However, without knowing the seasons for
which have separated. In your opinion, has leaving, it is difficult to determine if this percentage is acceptable.
the Program served is purpose relative to
recruiting and retention?

4. If the budget situation improves, do you I would like to continue all workforce development programs such as tuition assistance, healthcare recruitment and
think the Program should be continued? retention and public health certification. In continuing these programs, it may be necessary to make some

modifications to ensure fair implementation.

5. In your opinion, what adjustments (if Make sure we optimize the use of group classes, online courses and limit some of the institutions, particularly the
any) should be made if the Program is expensive ones. We should probably place a limit on what we pay for tuition assistance and require employees to
reinstated? invest in some of the cost.

6. Do you have other thoughts you would Other thoughts are that we should look at the benefit of supporting employees who already have an advanced
like to share about the Program? degree. We should focus on supporting our middle layer professionals. Another thought is to invest funds into

programs that are geared specifically toward finance and management such as the model that the state of
Alabama has implemented. Such programs concentrates on real life case studies specifically designed to develop
and strengthen managerial skills.
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Title

Healthcare Pilot Cost Detail
FY06 FY07 FY08 FY09 06 - 09

He Pilot
301101 Health Care Sign On Bonus

NURSE ADMINISTRATOR/MANAGER II
NURSE ADMINISTRATOR/MANAGER II
NURSE ADMINISTRATOR/MANAGER II
NURSE ADMINISTRATOR/MANAGER II

NURSE ADMINISTRATOR/MANAGER II

11,628 87,760 52,844 18,567 170,798
o 6,500 6,500 0 13,000

o 500 500 0 1,000
o 500 500 0 1,000
o 500 500 0 1,000
o 500 500 0 1,000
o 500 500 0 1,000
o 500 500 0 1,000
o 500 500 0 1,000
o 500 500 0 1,000

NURSE ADMINISTRATOR/MANAGER II 0 500 500 0 1,000
NURSE ADMINISTRATOR/MANAGER II 0 500 500 0 1,000
REGISTERED NURSE II 0 500 500 0 1,000
REGISTERED NURSE II 0 500 500 0 1,000
HUMAN SERVICES COORDINATOR I 0 500 500 0 1,000

301102 Health Care Referral Bonus 0 500 0 0 500

REGISTERED NURSE II 0 500 0 0 500
301103 Health Care Retention Bonus 3,000 1,000 0 0 4,000

REGISTERED NURSE II 1,000 1,000 0 0 2,000
REGISTERED NURSE II 2,000 0 0 0 2,000

301105 Health Care Tuition Assistance 8,628 79,760 46,344 18,567 153,298

o 15,259 0 0 15,259
REGISTERED NURSE II
NURSE ADMINISTRATOR/MANAGER II
REGISTERED NURSE II
REGISTERED NURSE II

REGISTERED NURSE I
NURSE ADMINISTRATOR/MANAGER II
REGISTERED NURSE II

REGISTERED NURSE II
NURSE ADMINISTRATOR/MANAGER II
REGISTERED NURSE II
REGISTERED NURSE II
REGISTERED NURSE II

REGISTERED NURSE II

Monday, February 01, 2010 JHT C:\LotuslApproach\Work\POSPENT.Apr

2,900 3,102 0 0 6,002
o 2,466 1,233 0 3,699
o 3,717 0 0 3,717
o 3,395 5,093 2,728 11,215

3,403 0 0 0 3,403
o 720 4,515 1,530 6,765
o 11,500 0 0 11,500
o 1,820 3,519 2,284 7,623
o 3,384 0 0 3,384
o 4,850 14,065 0 18,915

2,325 0 0 0 2,325
o 4,932 2,640 4,640 12,212
o 5,590 3,870 4,870 14,330
o 7,997 2,392 0 10,389
o 744 0 0 744
o 7,219 2,392 0 9,611

Page 1
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Title

REGISTERED NURSE I

Healthcare Pilot Cost Detail
FY06

o
FY07

3,065

FY08

6,625

FY09

2,515

06·09

12,205

Monday, February 01, 2010 JHT C:\LotuslApproach\Work\POSPENT.Apr

11,628 87,760 52,844 18,567 170,798

Page 2
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Note: 18 participants received tuition assistance, nine of which participated in a paid practicum.

9.24
5.90

5.33

8.74

17.69
20.51

13.55

14.01

11.79

13.80

11.79

20.22

.75

52,565 .50 13.48

46,000 .50 11.79

46,000 .25 5.90

43,127 .25 5.53
33,078 .25 4.24

6.25 $349.93
X 115=

$40,241.95

46,000Receives the approved agreement, records the approval, e-mails
notices of the approval to the employee, supervisor and RHD;
sends hard copy ofthe approved agreement to the requestor.

Reviews the bills and passing grade, verifies passing grade and
accuracy of participant submission. Forwards to Operations.

Processes reimbursement and submits request for payment.

Employee gathers & sends course documents and passing grade
(of at least a B), and tuition.

Approves/Disapproves request.

Total

Receives payroll request; records and appends for payment to the
particioant.

Prepares request for final approval.

Enters required information in database

Prepares packet for submission through HR channels.

Recommends approval/disapproval.

Verifies funding.

Notifies the participant and persOlmel coordinator of the
anticipated time of payment.

Reviews and recommends approval/disapproval.

Verifies applicant meets requirements.

Reviews and recommends approval/disapproval.
Reviews and recommends approval/disapproval.

Completes Healthcare Agreement & Checklist.

HRManager

HRManager

HRManager
HR Director

Participant

HSO Accounting Clerk
Payroll Clerk

HRManager

HRManager

HRManager

Deputy Commissioner

HSO Accountant

Discipline Director
Regional Health Director
Administrative Support

Supervisor
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Regional Health Director
Asst Deouty Commissioner
Personnel Coordinator
HRManager
HR Director
HRManager
HSO Accountant
HRManager
Deputy Commissioner
HRManager

HRManager

HSO Accountant
Payroll Clerk

Requests permission to post position eligible for $1000 bonus.
Approves/disapproves
Completes Bonus after hiring
Verifies bonus completion and approval
Reviews completed packet
Enters required information in database
Verifies funding.
Prepares request for final approval.
Approves/Disapproves reauest.
Records the approval, e-mails notices of the approval of the bonus
to employee, supervisor and RHD
Notifies the participant and personnel coordinator ofthe
anticipated time of payment.
Processes reimbursement and submits request for payment.
Receives payroll request; records and appends for payment to the
participant.

Total

14.01--
15.35
--
10.26--
11.79--
8.70--

11.79
-
9.24
-
5.90
--

20.51
46,000 .75 17.69

46,000 .25 5.90

43,127 .25 5.53
33,078 .25 4.24

Xl--
4.501 140.95

X13

$1832.35
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14.01
-
15.35--
10.26
--
11.79--
8.70
-

11.79
-
9.24
-
5.90--

20.51
46,000f .751 17.69

-
46,000 .25 5.90

43,127 .25 5.53
33,078 .25 4.24

Xl
-

4.501 140.95
X2

$281.90

Processes reimbursement and submits request for payment.

Total

Records the approval, e-mails notices of the approval of the bonus
to emoloyee, suoervisor and RHD

Preoares request for final aooroval.

Reviews completed oacket
Enters required infonnation in database
Verifies funding.

Approves/Disapproves request.

Verifies bonus comoletion and aooroval
Completes Bonus after hirin

Requests permission to oost

Receives payroll request; records and appends for payment to the
participant.

Notifies the participant and personnel coordinator ofthe
anticipated time of payment.

Aoorovesldisaooroves

HRManaQer

Payroll Clerk

Deoutv Commissioner

HRManager

HRManaQer

HRManager

HSO Accountant

HSO Accountant

HR Director

Asst Deoutv Commissioner

HRManaQer

ReQional Health Director

Personnel Coordinator
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Regional Health Director
Asst Deputy Commissioner
Personnel Coordinator
HRManager
HR Director
HRManager
HSO Accountant
HRManager
Deputy Commissioner
HRManager

HRManager

HSO Accounting Clerk
Payroll Clerk

Requests permission to post position eligible for $1000 bonus.
Approves/disapproves
Completes Bonus after hiring
Verifies bonus completion and approval
Reviews completed packet
Enters reauired information in database
Verifies funding.
PreDares request for final approval.
Approves/Disapproves request.
Records the approval, e-mails notices of the approval ofthe bonus
to employee, supervisor and RHD
Notifies the participant and personnel coordinator of the
anticipated time of payment.
Processes reimbursement and submits request for payment.
Receives payroll request; records and appends for payment to the
participant.

Total

14.01
-
15.35
--
10.26--
11.79--
8.70--

11.79
-
9.24
-
5.90
--

20.51
46,000 .75 17.69

46,000 .25 5.90

43,127 .25 5.53
33,078 .25 4.24

Xl
-

4.501 140.95
Xl

140.95
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Regional Health Director
Asst Deputy Commissioner
Personnel Coordinator
HRManager
HR Director
HRManager
HRManager
Deputy Commissioner
HRManager

Approves/disapproves.
Approves/disapproves
Completes Bonus after hiring
Reviews work schedules and school schedules
Reviews completed packet
Enters required infOlmation in database
Prepares request for final approval.
ApproveslDisapproves request.
Records the approval, e-mails notices ofthe approval to employee,
supervisor and RHD

14.01
15.35
10.26
11.79
8.70

11.79
5.90

20.51
17.69

3.501 116.00
X13

$1508.00
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HEALTHCARE EMPLOYEES RECRUITMENT AND
RETENTION PROGRAM

CURRENT EMPLOYEESIPARTICIPANTS SURVEY

1. Name

2. Please check all of the incentive(s) you received as a participant in the Healthcare
Employees Recruitment and Retention program.

D Sign-on Bonus D Leave for Class D Tuition Assistance
D Referral Bonus D Paid Practicum
D Retention Bonus D Loan Repayment

3. Ifyou received Tuition Assistance, Leave for Class or payment for a Practicum, did you
receive a degree or certification as a result of your participation?

YesD NoD

4. If the answer to Number 3 is yes, what degree did you receive? (i.e. Master's of Social
Work)

5. Are you currently fulfilling a service commitment agreement under the program?

YesD NoD

6. If the answer to Number 5 is yes, approximately how much time remains under this
commitment?

7. Did you receive another position within DHEC as a result of your participation in the
program (Through promotion, reassignment, or transfer)? Yes D No D

Ifyes, please explain.

8. Are your long-term (5 years) career plans to stay with DHEC? Yes D No D

If no, state the reason(s) why.

9. Do you plan to request additional incentives under the Program if it is reinstated?

YesD

If no, state the reason(s) why.

NoD

10. What other comments or suggestions do you wish to provide regarding the Program?

Thank you for your prompt response. Please complete and return electronically
or via fax at (803) 898-0931 by January 18, 2010.
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HEALHCARE EMPLOYEES RECRUITMENT AND
RETENTION PROGRAM

CURRENT EMPLOYEES/PARTICIPANTS SURVEY RESULTS

1. 26 Surveys mailed; 22 returned (85% return rate)

2. Please check all of the incentive(s) you received as a participant in the Healthcare
Employees Recruitment and Retention program.

Sign-on Bonus = 7 Leave for Class = 1 Tuition Assistance = 12
Referral Bonus = 1 Paid Practicum
Retention Bonus = 2 Loan Repayment

3. Ifyou received Tuition Assistance, Leave for Class or payment for a Practicum, did
you receive a degree or certification as a result of your participation?

Yes = 11 0 = 1

4. If the answer to Number 3 is yes, what degree did you receive? (i.e. Master's of
Social Work) 5 BS s; 6 MS s

5. Are you currently fulfilling a service commitment agreement under the program?
Yes = 8 No = 4

6. If the answer to Number 6 is yes, how much time remains under this commitment?
3 = Not sure
5 = 1-3 years

7. Did you receive another position within DHEC as a result of your participation in
the program (through promotion, reassignment or transfer)?

Yes=3 No=17 No Answer given = 2

8. Are your long-term (5 years) career plans to stay with DHEC?
12 Tuition Assistance Participants: 8 are under service agreement

4 are not
Of the 8 under agreement,S will remain; 2 will not due to lack of advancement
opportunities and limited salary; 1 did not answer the question.
Of the 4 not under agreement, all indicated they plan to remain with DHEC.

If no, state the reason(s) why.

9. Do you plan to request additional incentives under the Program if it is reinstated?
Yes = 14 No = 8
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If no, state the reason(s) why.
Most responded no, because they have completed their degree requirements.
A few others indicated they would not due to the increase in the service time
to the agency. In other cases, no explanations were given.

10. What other comments or suggestions do you wish to provide regarding the
Program? See the attached list of comments.

Thank you for your prompt response. Please return in the enclosed,
self-addressed envelope by January 18, 2010.
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Comments or Suggestions from Current Participants

1. The recruitment and retention program is a worthwhile initiative and I hope to see funding
restored quickly.

2. Make it more open to those that are utilizing it, such as the tuition assistance program for full-time
staff enrolled at least part-time.

3. Had no problems with the program. The tuition assistance was a great incentive for me!

4. If the Program is reinstated then funding should be available for the employee who is approved
for the Program until degree completion. In my case, funding stopped when I was about halfway
through the course work.

5. If it had been viable for educational assistance, it would have been wonderful!

6. It was a great help at the time but I still had to have assistance from student loans. Increasing the
service time payback from one month to two mid stream was unexpected and also losing the
assistance wasn't anticipated. Tuition also went up twice during my schooling.

7. While I realize the agency has to protect itself to ensure people abide by the agreement, I believe
the process and the paperwork is cumbersome. In addition, the time it takes to receive the funds
makes it difficult to impossible to use the funds in a timely fashion towards one's tuition for the
semester.

8. This program was a great incentive for me to stay in an under served county that has problems
retaining nursing staff. I would also like to use the tuition assistance if it comes available again
for a Master's in Nursing.

9. Was an excellent opportunity. Very thankful to DHEC for the tuition assistance. Hope that one
day soon I might possibly receive another position within DHEC as a result of my participation in
the program and completion of a higher level degree.

10. I am grateful this program was available to me for 6 courses. I will not seek assistance or other
incentives related to this degree in the future. I think the one month per credit hour was definitely
an incentive for me to do the tuition assistance. When the one month was increased to two
months per credit hour, it was less of an incentive for me to continue to utilize the tuition
assistance. Although my plans are to remain at DHEC, I felt like the two months per credit hour
was locking me in to more times with the agency than what the agency had actually reimbursed
me.

11. After I received my BSN I was inspired to go on for my masters. Unfortunately, the program was
no longer operating. As a committed lifelong learner I decided to financially attempt my MSN. As
a dedicated and committed DHEC Public Health Nurse, I would love nothing more than for the
program to be available to provide student loan tuition repayment although I only have seven
weeks left in my program. I would gladly sign a service contract and then some, in order to repay
my gratitude. I have had nurse colleagues who have said I should go to work at a hospital to get
tuition assistance. That is not my calling as is public health.

12. This program allowed me to further my education and to better serve the people of SC. This
program is crucial to retention and recruitment of current staff.

13. Retention of employees is very important, wish it was back.

14. It was a great help to me and if not available, I may not have been able to go back to school to
get the degree.
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Subject:

DHEC ADMINISTRATIVE POLICY MANUAL
COMMISSIONER'S OFFICE

Tuition Assistance

Laws/Regulations: Laws:
Regulations:

None
State Budget and Control Board, Office of Human Resources
Regulation 19-716.04
State Budget and Control Board Guidelines

Policy Statement: The purpose of this policy is to establish guidelines for tuition assistance within the
Department.

Rules:

1 Only employees in FTE positions who work thirty (30) or more hours per week and have been
employed with the Agency for at least one year are eligible for tuition assistance.

2. Tuition assistance may be provided for no more than six (6) credit hours per academic term per
employee and no more than 18 credit hours per calendar year.

3. Tuition assistance will only be provided to employees who attend accredited institutions of
higher learning offering courses within South Carolina and are accepted for admission to those
institutions. Institutions of higher learning must be recognized by the Council for Higher
Education Accreditation (CHEA). Appendix A provides the listing of regional accrediting
bodies for colleges and universities in the United States that are recognized by the CHEA.

4. Courses must be taken for academic credit and toward high priority and/or shortage areas
related to the mission of the Agency as determined by the Deputy Commissioners or Chief of
Staff.

5. Participation in the Tuition Assistance Program is at the discretion of DHEC and is not a
grievable action. Selection will be non-discriminatory.

6. Approval for tuition reimbursement must be obtained before taking classes. Reimbursement
will be given after successful completion of the course(s). Participants must pass the course(s)
taken with at least a IC' for undergraduate courses or a IB' for graduate courses to have tuition
costs reimbursed. The Tuition Assistance Agreement (DHEC form #0333), a signed Tuition
Assistance Checklist and cost of the courses must be submitted when a request for tuition
assistance is made.

7. Only tuition fees will be reimbursed. Books, application costs, laboratory and other fees will
not be reimbursed unless the agency is requiring the employee to attend the course.

8. Employees who participate in the program are required to work the normal number of hours in
their regular workweek and maintain acceptable performance. Supervisors should work with
employees to let them make up work time, adjust work schedules, and/or allow them to use
annual leave to accommodate class schedules when doing so does not interfere with the work
of the program.

Rev 10/2008 A.540 Page 1 of 4
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DHEC ADMINISTRATIVE POLICY MANUAL
COMMISSIONER'S OFFICE

9. If an employee is receiving other assistance that does not require repayment (scholarships,
grants, etc.) the Agency will reimburse the employee for eligible costs incurred while
participating in the program as long as the reimbursement and other funds received does not
exceed the total cost of the course(s) taken. If the employee is receiving other assistance that
must be repaid (i.e. student loans), the agency will allow an employee to receive tuition
assistance up to the maximum allowable within the salary band reimbursement chart below.
Employee will be required to disclose any scholarships received.

10. Employees who participate in the program must sign a contract agreeing to remain employed
with the agency one month for each credit hour reimbursed. If an employee is taking one
course, the service agreement would begin the first day an employee reports to work following
the successful completion of the course specified in (5) above. If an employee is pursuing a
degree or is taking a series of courses, the service agreement would begin the first day an
employee reports to work following the successful completion of the courses or degree
specified in (5) above. An employee cannot pay back time on a course while attending courses
on tuition assistance. In the event an employee fails to fulfill a service commitment agreement,
the employee shall repay the tuition reimbursement plus interest at the prevailing rate.

11. Tuition and eligible fees will be reimbursed at the following rates based on the employee's
salary band at the time of agreement:

Salary Band
Bands 1 to 5
Band 6
Band 7
Bands 8 - 10

Amount Reimbursed
Up to 75% ofcost of course
Up to 65% ofcost of course
Up to 55% ofcost of course
None

12. Funding for tuition assistance must come from existing budgets.

13. Tuition reimbursement requests must be submitted within two months of completion of courses
or degree unless there is an exception from the Deputy Commissioners or Chiefof Staff.

14. Employees are responsible for any tax consequences incurred as a result of tuition
reimbursement.

Rev 10/2008 A.540 Page 20f4
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DHEC ADMINISTRATIVE POLICY MANUAL
COMMISSIONER'S OFFICE

Responsibility: Action:
Deputy Commissioners/ Determine high priority/shortage area
Chief of Staff
Employee Apply for tuition assistance according to above guidelines by

completing the required documents in section 6 of the policy and
submitting the information to supervisor for approval.

Supervisor Sign forms and submit completed information through the chain of
command.

Region Health Director/ Approve tuition assistance and sign Tuition Reimbursement and
Area Director Service Commitment Contract.

Deputy Commissioner/ Approve tuition assistance and sign Tuition Reimbursement and
Chief of Staff Service Commitment Contract.

Employee After the completion of the course(s), provide passing grade(s) for
payment ofapproved tuition reimbursement costs.

Rev 10/2008 A,540 Page 3 of4
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DHEC ADMINISTRATIVE POLICY MANUAL
COMMISSIONER'S OFFICE

Appendix A

The Council for Higher Education Accreditation (CHEA) recognizes the following
Regional Accrediting bodies for colleges and universities in the United States. Tuition
reimbursement will be provided for schools that meet accreditation by these bodies.

Regional Accreditation:

• Middle States Association of Colleges and Schools:
(Delaware, District of Columbia, Maryland, New Jersey, New York, Pennsylvania, Puerto Rico, U. S.
Virgin Islands, Central America, Europe, and the Middle East)

• New England Association of Schools and Colleges:
(Connecticut, Maine, Massachusetts, New Hampshire, Rhode Island, Vermont, Europe, Africa, Asia,
and the Middle East)

• North Central Association of Colleges and Schools:
(Arizona, Arkansas, Colorado, Illinois, Indiana, Iowa, Kansas, Michigan, Minnesota, Missouri, Navajo
Nation, Nebraska, New Mexico, North Dakota, Ohio, Oklahoma, south Dakota, West Virginia,
Wisconsin, Wyoming, and International locations)

• Northwest Association of Schools and Colleges:
(Alaska, Idaho, Montana, Nevada, Oregon, Utah, and Washington)

• Southern Association of Colleges and Schools:
(Alabama, Florida, Georgia, Kentucky, Louisiana, Mississippi, North Carolina, South Carolina,
Tennessee, Texas, Virginia, and Latin America)

• Western Association of Schools and Colleges:
(California, Hawaii, Guam, American Samoa, Palau, Micronesia, Northern Marianas, Marshall Islands,
and other Australasian locations.

Rev 10/2008 A.540 Page 4 of4
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Regular Tuition Assistance Cost Detail All Agency

Title FY05 FY06 FY07 FY08 FY09 05·09

RegularTA 31,644 71,261 70,566 61,547 36,060 271,078
NURSE ADMINISTRATOR/MANAGER II 4,759 3,461 12,200 0 0 20,420

REGISTERED NURSE II 0 0 0 5,801 2,096 7,896

PROGRAM ASSISTANT 0 0 0 5,074 2,588 7,661

ADMINISTRATIVE ASSISTANT 1,114 6,953 8,449 0 0 16,515

ADMINISTRATIVE MANAGER I 0 0 0 1,905 718 2,623

DATA COORDINATOR I 0 2,783 0 0 0 2,783

PROGRAM COORD II 0 3,865 0 0 0 3,865

NUTRITIONIST II 0 0 0 0 1,628 1,628
0 0 330 0 0 330

ADMINISTRATIVE SPECIALIST II 0 282 882 0 0 1,164
5,552 3,713 0 0 0 9,265

PROGRAM COORD II 0 662 0 0 0 662
0 155 0 0 0 155

ADMINISTRATIVE ASSISTANT 0 0 0 1,674 0 1,674

REGISTERED NURSE II 932 0 0 0 0 932

REGISTERED NURSE II 667 0 0 0 0 667

ENVIRONMENTAL/HEALTH MGR I 0 0 0 0 2,102 2,102

ENVIRONMENTAL/HEALTH MGR III 0 748 0 0 0 748

HUMAN RESOURCE MANAGER I 0 3,429 2,057 0 0 5,486

FISCAL TECHNICIAN II 0 0 6,008 4,601 0 10,609

REGISTERED NURSE I 0 0 0 1,178 725 1,902
1,016 0 0 0 0 1,016
2,346 3,580 3,687 0 0 9,613

ADMINISTRATIVE ASSISTANT 0 0 0 8,269 4,838 13,106

REGISTERED NURSE I 562 0 0 0 0 562

PROGRAM MANAGER I 1,267 0 0 0 0 1,267

ENVIRONMENTAL/HEALTH MGR III 0 2,974 4,163 0 0 7,137

PROGRAM MANAGER I 731 3,773 3,670 1,976 0 10,150
2,730 0 0 0 0 2,730

ENVIRONMENTAL/HEALTH MGR II 0 7,547 2,399 0 0 9,945

PROGRAM COORD II 0 0 0 0 2,350 2,350

REGISTERED NURSE II 0 0 0 1,178 2,633 3,810

ADMINISTRATIVE ASSISTANT 0 1,433 1,125 1,254 608 4,419

NURSE ADMINISTRATOR/MANAGER II 2,398 1,554 0 0 0 3,952

ADMINISTRATIVE COORDINATOR I 0 0 1,904 4,024 1,523 7,450

PROGRAM COORD II 0 0 2,730 5,694 0 8,424

ADMINISTRATIVE COORDINATOR II 0 1,564 0 0 0 1,564
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Regular Tuition Assistance Cost Detail All Agency

Title FY05 FY06 FY07 FY08 FY09 05 - 09

ADMINISTRATIVE ASSISTANT 0 0 0 281 0 281

ADMINISTRATIVE ASSISTANT 0 0 3,276 0 0 3,276

FISCAL TECHNICIAN II 0 0 0 0 2,000 2,000

ADMINISTRATIVE COORDINATOR I 3,051 3,645 0 0 0 6,696

SENIOR CONSULTANT 0 0 587 1,069 0 1,656

SOCIAL WORKER III 554 0 0 0 0 554

HUMAN SERVICES COORDINATOR I 0 0 0 0 1,778 1,778

PROCUREMENT MANAGER I 0 0 0 0 887 887

ENG/ASSOC ENG II 0 0 0 0 911 911

ENVIRONMENTAL/HEALTH MGR II 0 3,226 3,699 3,432 0 10,357

REGISTERED NURSE II 0 0 0 3,153 1,670 4,822

DATA COORDINATOR I 0 0 0 2,010 518 2,528

LABORATORY TECHNOLOGIST II 0 0 0 0 5,976 5,976

ENVIRONMENTAL/HEALTH MGR II 0 1,338 5,513 5,384 0 12,235
0 0 3,354 839 0 4,193

REGISTERED NURSE II 3,965 4,550 910 0 0 9,425

REGISTERED NURSE II 0 7,178 0 0 0 7,178

PROGRAM COORDINATOR I 0 1,378 2,021 0 0 3,399

ENVIRONMENTAL/HEALTH MGR II 0 1,474 0 0 0 1,474
0 0 0 2,754 0 2,754
0 0 1,603 0 0 1,603

ADMINISTRATIVE SPECIALIST II 0 0 0 0 518 518

31,644 71,261 70,566 61,547 36,060 271,078
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Regular Tuition Assistance Cost Detail - Health Services
Title FY05 FY06 FY07 FY08 FY09 05 - 09

Regular TA 2,381 32,384 25,232 31,896 25,083 116,976
L..- -

REGISTERED NURSE II 0 0 0 5,801 2,096 7,896
-

PROGRAM ASSISTANT 0 0 0 5,074 2,588 7,661

ADMINISTRATIVE ASSISTANT 1,114 6,953 8,449 0 0 16,515

DATA COORDINATOR I 0 2,783 0 0 0 2,783

NUTRITIONIST II 0 0 0 0 1,628 1,628
0 0 330 0 0 330

PROGRAM COORD II 0 662 0 0 0 662
0 155 0 0 0 155

ADMINISTRATIVE ASSISTANT 0 0 0 1,674 0 1,674

ENVIRONMENTAL/HEALTH MGR III 0 748 0 0 0 748

HUMAN RESOURCE MANAGER I 0 3,429 2,057 0 0 5,486

FISCAL TECHNICIAN II 0 0 6,008 4,601 0 10,609

REGISTERED NURSE I 0 0 0 1,178 725 1,902

PROGRAM MANAGER I 1,267 0 0 0 0 1,267

PROGRAM COORD II 0 0 0 0 2,350 2,350

REGISTERED NURSE II 0 0 0 1,178 2,633 3,810

ADMINISTRATIVE ASSISTANT 0 1,433 1,125 1,254 608 4,419

NURSE ADMINISTRATOR/MANAGER II 0 1,554 0 0 0 1,554

PROGRAM COORD II 0 0 2,730 5,694 0 8,424

ADMINISTRATIVE COORDINATOR II 0 1,564 0 0 0 1,564

ADMINISTRATIVE ASSISTANT 0 0 0 281 0 281

FISCAL TECHNICIAN II 0 0 0 0 2,000 2,000

HUMAN SERVICES COORDINATOR I 0 0 0 0 1,778 1,778

REGISTERED NURSE II 0 0 0 3,153 1,670 4,822

DATA COORDINATOR I 0 0 0 2,010 518 2,528

LABORATORY TECHNOLOGIST II 0 0 0 0 5,976 5,976

REGISTERED NURSE II 0 4,550 910 0 0 5,460

REGISTERED NURSE II 0 7,178 0 0 0 7,178

PROGRAM COORDINATOR I 0 1,378 2,021 0 0 3,399
0 0 1,603 0 0 1,603

ADMINISTRATIVE SPECIALIST II 0 0 0 0 518 518

2,381 32,384 25,232 31,896 25,083 116,976
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HEALTHCARE EMPLOYEES RECRUITMENT AND
RETENTION PROGRAM

FORMER EMPLOYEESIPARTICIPANTS SURVEY

1. Name _

Tuition AssistanceLeave for Class
Paid Practicum

__Loan Repayment

2. Please check all of the incentives you received as a participant in the Healthcare Employees
Recruitment and Retention Program.

__Sign-on Bonus
Referral Bonus
Retention Bonus

3. Ifyou received Tuition Assistance, Leave for Class or Paid Practicum under the Program, did
you receive a degree as a result of your participation?

Yes No

4. If the answer to Number 3 is yes, what degree did you receive? (i.e. Master's of Social Work)

5. Since records show that you separated from the agency, did you leave prior to or after
completion of your service commitment? Prior to After completion __

Medical/Health Reasons
Retirement

6. Check all of the reason(s) you separated from the agency.
__Higher Paying Job
__Outside Promotional Opportunity
__Other (please explain.) ----'--

7. What value (If any) has the Healthcare incentives added to your career goals?

8. What other comments or suggestions do you wish to provide regarding the Program's
incentives? (Use additional page if necessary.)

Thank you for your prompt response. Please return in the enclosed,
self-addressed envelope by January 26,2010.
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