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BULLETIN NO. 38 

A STt\FF INFORMATION BULLETIN 

PUBLISHED FOR EMPLOYEES OF THE 
SOUTH CAROLINA DEPARTMENT OF 
YOUTI1 SERVICES 

--------------
OCTOBER 18J 1973 

THE UNITED FUND TORCH DRIVE is approaching conclusion fo:r this year. We urge you!' 
participation in this most worth,,rhile cause. All contributions should be made by 
October 2S. 1973. Let r s unite to make this year 1 s campaign even more �s�u�c�c�~�~�s�s�f�~�l�l� 

than. last year's. 

NEWS FROM CMH'US POLICE • 

MAIL AND DISTHIBUTION PROCEDURES 

Listed below are proceduTes to be followl::d pertaining to mail and distribution within 
the Department of Youth Services: 

1. Appointment of mail and distribution personnel at each campus or branch 
office. 

2 . Appointment of an a1ternate mail and distribution personnel at each 
campus or branch office. 

3. Only those appointed as mail at1d distribution �p�e�r�s�o�n�n�1�~�l� will Te<:eipt for 
mail and distribution. 

4. No money for stamps or personal mail will �b�f�~� given to the Campus Police 
Officex on the mail and distribution.run. 

5. Campus Pol ice Officers on mail and distribution run  "�~�·�i�l�l� not deliveT 
individual mail but will del:iveT all mail and distribution in bulk to one 
locati<m at �t�h�t�~� campus or branch offices. 

6. �A�p�p�o�i�n�t�~�:�x�l�.� or a1ternate mail and distribution personnel at each campus or 
branch office will assort mail and distribution and place in identifying 
folders o.r �e�n�v�e�l�o�p�1�~�s� that should �b�f�.�~� identified to one of the areas as 
shown in the flo·;.; chart and not just by his or her name only, i.e. 
�~�~�~�h�·�.� John Doe, Campus �#�1�~� Social Service Building." Not ".John Doe, Depart
ment of Youth Services.n 

7. No mail or distribution should be carried or transported by students. 

8. Emergency mail or distribution rnay be made by calling the Campus Police 
Desk at 758-2923. 

9. Eme!'gencies such as l"llnaways, �t�~�s�c�a�p�1�;�;�e�s�,� etc. , take precedt:mt over the 
mail and distribution run. 
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1. Pick up mail fund for postage 
due from Campus Police and mail 
to be taken to the Post Office. 

2. Depart on mail run at approximately 
8:45a.m. and 2:30p.m. daily, 
Monday through Friday. 

3. Pick up mail at U.S. Post Office -
Box 1188 Duke Avenue off Monticello 
Road. Pay postage due out of mail 
fund; obtain receipts if mail fund 
is utilized. 

4. Proceed to Central Office, pick 
up assorted mail going to other 
areas and place in identifying 
folders. Also, pick up mail at 
4:30 p.m. (Monday through Friday) 
and mail at box in front of Big 
Star Sto1·e. 

5. Distribute mail and distribution 
to Hodification Program Building 
located to the rear of Campus 
Pol ice Headquarters. Asso1·t 
mail and place in identifying 
folders. 

6. Distribute mail and distribution 
to Campus #1 Administrative Office. 
Assort mail and place in identi
fying folders. 

7. Distribute mail and distribution 
to Campus #2 Administrative Office. 
Assort mail and place in identifying 
folders. 

8. Distribute mail and distribution 
to ICU Building on Campus #2. 

9. Distribute mail and distribution 
to Campus #3 Administrative Office. 
Assort mail and place in identi
fying folders. 

10. Return to Campus Police Desk. Tul'n 
in mail fund with �r�e�c�e�~�p�t�s�.� if any, 
and sort distribution for Annex I 
Sections. 
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SUGGESTION BOXES 

Suggestion Boxes have been placed on all campuses and in major sections for the 
use of all employees and students. 

Locations: 

CAMPUS # 1, JOHN G, RICHARDS SCHOOL FOR BOYS, is located in the cafeteria adjacent 
to the entrance of the staff dining hall. 

CAMPUS #2, WILLOW LANE SCHOOL, is located inside cafete1·ia on 1 eft side of 
entrance. 

CAMPUS #3, WILLIAI\I J. GOLDSMITH RECEPTION AND EVALUATION CENTER, located in the 
major dining area of the cafeteria. 

CAMPUS #4, SOUTH CAROLINA SCHOOL FOR BOYS, FLORENCE, located in the major dining 
hall of the cafeteria. 

CENTRAL OFFICE, 1720 Shivt,rs Road, .located adjacent t.o mail and distribution 
boxes. 

CAMPUS POLICE, 1925 Shivers Road, located adjacent to mail boxes. 

BEHAVIORAL MODIFICATION SECTION, located in foyer by canteen. 

Suggestion boxes are for comments, c:ritic:isms, and suggestions by the employee 
and student. Criticism should be �c�o�n�s�t�r�u�c�t�i�v�e�~� suggestions should be worthy for 
use, and comments should be matu1·e and beneficial. 

All suggestion boxes will b(' sei-v'iced once per month. All suggestions will be 
consolidated and attached to one report, whic-h r.dll be for\.;arded to the State Director 
to review. It is requested that suggestions, comments and-criticisms be identified 
by name for, in some instances,the State Director may take personal interest in the 
suggestion and reply by letter. 

Utilization of suggestion boxes 'iidth the Department of Youth Services can be 
put to many uses (not as a trash bin). Within the Depar·tment and its youth, there 
lies new ideas and concepts. There are many ideas that may be useful to our goal. 
We .learn from youth, the new concept of change, or we stay with the old. 

If you have the foresight and dedication to put forth your ideas, suggestions, 
etc., then do not hesitate. These boxes belong to all. 

If you, the employee 01· student, want to utilize the suggestion boxes but have 
a .handicap in submitting- you idt:;as, )'OU may contact Mr. Rutkm,rski at 1925 Shivers 
Road, or call 758-6543. 

Submitted by -
Andrew C. Rutkowski 
Supervisor of Security 

***.***** 

NEWS FRCM THE SOUTH CAROLINA STATE EMPLOYEES ASSOCIATION . 

Effective October 1, 1973, State Employees are guided by more detailed and specific 
trave 1 regulations. Developed, approvtld, and imp1 emented by the Budget and Control 
Board, the regulations prescribe the amounts fo1· travf;;l reimbursement and the conditions 
to qualify for reimbur-sement. 

These regulations apply to all employees of the State or any agencies thereof, 
not otherwise specifically covered by law,. Travel and transportation on State expense 
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will be authorized only when officially justified and by those means which meet 
State government requirements consistent with good management practices. 

The guidelines state: "A traveler on official business should exercise the 
same care in incurring expenses and accomplishing an assignment that a prudent person 
would exercise jf. traveling on personal business. Excess costs, circuitous routes, 
delays or luxury accommodations unnecessary or unjustified in the performance of an 
assignment shall not be considered acceptable as exercising prudence. Travel by 
commercial airlines will be accomplished in coach or tourist class, except where 
extenuating circumstances or emergencies requi re othendse. It is the duty and 
r esponsibility of the respective department heads to i nsure compliance 1d.th these 
regulations. 

General Rules for Subsistence Reimbursement: 

Employees will be allowed reimbursement for actual subsistence expenses incurred 
and paid, not to exceed $16.50 per day while traveling in the State, $21.00 per day 
while traveling outside the State, and $25.00 for travel to urban areas of 250 �~�0�0�0� 
population or more. These are the maximum rates for overnight travel. 

The six-hour rule applies for travel which exceeds twenty-four hours with the 
calendar day (midnight to midnight) as the unit. However, no overnight acconunodations 
wil l be permitted within 40 miles of the traveler's residence. Reimbursement is 
allowable at the rate of one-qual'ter the daily rate for each of the following 6 hours 
or fractions thereof: midnight to 6:00a.m.; 6:01a.m. to noon; 12:01 p.m. to 6:00p.m.; 
6:01p.m. to midnight. Such periods of 6 hours must be consecutive with the first 
6 hour period beginning at the time of the traveler's departure. 

Peri ods of travel of less than 24 hours with no overnight lodging required removes 
application of the 6 houx rule. Travel reimbursement with no overnight lodging will 
be l imi ted to meal expenses with these rates applicable: $1.75 for breakfast (when 
traveler l eaves residence prior to 6:30a.m.); $2.50 for lunch; and $4.00 for supper 
(when traveler arrives home after 8:30p.m.). No reimbursement will be pennitted for 
meal allowances \d thin 10 miles from traveler's residence or headquarters. 

Twelve cents per mile will be allowed the employee when using his personal 
automobile in the conduction of official business. 

Travel outside the United States requires p1·ior approval of the State Budget 
and Control Board. 

'******** 

The Department of Youth Services expresses deepest sympathy to the family of 
Mr. Barry Meetze. Mr. Meetze passed away on Friday, October �1�2�~� 1973. 

* * * * * * * * 

NEWS FROM THE WILLIAf.'l J. GOLDSMITH RECEPTION AND EVALUATION CENTER 

Welcome New Comers: Susan Quick - Psychometrist 
Mary Jo Davidson - Nurse 

* * * 

Tracy Lee Jenkinson was born Wednesday, September 26 at 8:21 p.m. to 
1-'lr. and �~�h�·�s�.� Charles L. Jenkinson. r.h·. Jenkinson is a Youth Counselor in dorm three. 

* * * 

On Wednesday, September 26, R & E had its first Miss Extr avaganza Pxogram. The 
pxogr am involved the girl s from dorm f ive . The gi rls participated and were judged 
on t alent and fashion. The judges f or the program we1·e : �~�1 �r�.� J. Green , Director of 
Cottage Life ; !>Irs. f.L King. Coordinator of Cot t age Life ; Mr. Rick Galion, Shift 
Suoerv isor· Miss Linda Mansell. St aff Assi.st:ant; �~�1 �r �.� Ronald Tee:r, Yout h Counselor; 

-l. I . " ' 

and Miss Housburg:;.:;> employee and model for Berry's on Main. 
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The Mistress of CeTemony was Miss Jennifer Williams, �~�l�o�d�e�!� and Coordinator of 
Fashions for Berryt s on Main. 

At the conclusion of the program, the following girls were mvarded trophies and 
�~�U�s�s� Extravaganza flowers for their titles. 

Miss Congeniality �~�!�i�s�s� Bobbi Day 
Second Runner-Up to Miss Extravaganza Miss Edith McNeal 
First Runner-Up to �~�1�i�s�s� Extravaganza Miss Patty Reeves 
MISS EXTRAVAGANZA Miss Kathy Anderson 

Many thanks to Miss Sims, dorm five Youth Counselor, for an excellent program. 

* * * 

Mrs. Brenda Eichelburger wishes to shru.-e her new motto with co-workers: 

"Think what you are doing. 
11See \vhat others have done 

* * * 

II 

Best Wishes to l'<tiss Jacquelyn Sandra Hailey and Samuel Louis Ritter. Jr. who 
were married October 6, 1973. Mrs. Ritter is the daughter of Mrs. Hailey, Campus 
Police Officer. 

* * * * * * * * 

NEWS FROM THE WILLOW LANE SCHOOL . • . 

Welcome New Comers: Mrs. Dorothy Pearson -Housekeeping Section 
Mr. William E. Sharpe, JL , - Maintenance Sect ion 
Mrs. Carolyn Holly - Teacher's Aid 
Mrs. Dorothy Zechiel - Teacher's Aid 

* * * 

Willow Lane Staff 'l'l'elcomes back �~�1�r�s�.� Glenda Jones> Vocational Rehabilitation 
Section, and Mrs. Betty King. Physical Education Instl'Uctor. Both have r·ecently 
returned to work after being on maternity leave. 

On Friday, September 28, the girls in Beta II Cottage went to Florence for a 
dance. The gixls spent the night on .the Florence Campus and returned to Coltunbia 
Saturday morning. A good time �\�~�·�a�s� enjoyed by all • 

* * * 

Willow Lane Students entertaine-d their Sunday School teac.hers by giving them 
a picnic on the Willow Lane campus Sunday, October 14. The teachers are from the 
Columbia Bible College. 


