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Supervisor Contact Information
Kenny Franklin (Waiver)

Candace Nelson (Hartley)

Director of Comm. Support Services

Hartley Director

(304) 425-9541 Ext 1225 (Office)

(304) 487-2267 (Office)

Sandy Averill (Waiver)

Tasha Mitchell (Hartley)

Hartley Home Supervisor

Hartley Home Supervisor

(304) 487-2267 (Office)

(304) 487-2267 (Office)

Melissa Shinault

Crystal Breeden

Chief Residential & Compliance Officer

Director of Nursing

(304) 425-9541 Ext 1301

(304) 425-9541 Ext 1273 (Office)

Nicole Edwards (CRU)

Mallory Ramsey (CSU)

Crisis Response Unit Director

Crisis Stabilization Unit

(304) 425-9541 Ext 1398 (Office)

(304) 425-9541 Ext 1289 (Office)

Matthew Huffman (Legends/Waves)

Brigette Allen (Legends/ Waves)

Director of Substance Use Services

Assist. Director of Res. Sub. Use Services

(304) 425-9541 Ext 1279 (Office)

(304) 425-9541 Ext 1343 (Office)

Sarah Maynard (Hartley)

Amy Adkins (Waiver)

ACT RN

Waiver RN

(304) 425-9541 Ext 1311 (Office)

(304) 425-9541 Ext 1346 (Office)

(CCSS)

Jared Harless (CCSS)

CCSS Coordinator Pineville

CCSS Coordinator Pineville

(304) 732-2004 (Office)

(304) 294-0341 (Office)

Marissa Green (CCSS)

Melissa Birchfield (DAP)

CCSS Coordinator Mullens

DAP Coordinator (Wyoming/ McDowell)

(304) 294- 5353 Ext 3305 (Office)

(304) 294- 5353 Ext 3319 (Office)
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Waiver Residential Sites
Crisis Response Unit

South Ave (Waiver)

329 Mercer Street

1414 South Ave. Apt 1

Princeton WV 24740

Princeton WV 24740

(681) 282-5605

(304) 913-4111

Kee Street Apt. (Waiver)

Wickham Apt. (Waiver)

213 Kee Street

203 N. Wickham Ave.

Princeton, WV 24740

Princeton, WV 24740

(304) 487-2645

(304) 487-0806

Kee Street 2 (Waiver)

Trent House (Waiver)

215 Kee Street

306 Trent Street

Princeton, WV 24740

Princeton, WV 24740

(304) 913-4332

(304) 431-3837

Mid- Town Apt. (Waiver)

West Main 2 (Waiver)

151 Ruth Street, Apt 202

1908 ½ West Main Street

Princeton, WV 24740

Princeton, WV 24740

(304) 913-4135

(304) 487-9420

Park Avenue (Waiver)

Bee Street (Waiver)

906 Park Avenue

410 Bee Street

Princeton, WV 24740

Princeton, WV 24740

(304)487-1534

(304)425-7948

Adult Day Services
Mullens CCSS

Pineville CCSS

102 Howard Ave

57 Main Street

Mullens WV 25882

Pineville WV 24874

(304) 294-5353

(304) 732- 2004

Glen Rogers CCSS

Princeton ADS Waiver

993 Poplar Gap Road

200 12th Street Ext

Ravencliff WV 25913

Princeton WV 24740

(304) 294-0341

(304) 425-9541
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Hartley Residential Sites
Hartley Group Home

Heuser (Hartley)

137 Faze Court

107 Heuser Street

Princeton WV 24740

Princeton, WV 24740

(304) 487-2260, 2267

(304) 913-5095

Henry 1 (Hartley)

Henry 2 (Hartley)

1019 Henry Street

1010 Henry Street

Princeton WV 24740

Princeton WV 24740

(304) 487-5536

(304) 425-1124

Borage (Hartley)

Woodland (Hartley)

337 Borage Ave

605 Woodland Drive

Princeton WV 24739

Princeton, WV 24740

(304) 431-6640

(304) 487-6161

Olive (Hartley)

South (Hartley)

109 Olive Street

1414 South St. #7

Princeton, WV 24740

Princeton WV 24740

(304) 913-5094

(681) 282-5200

Residential Substance Use Sites
LEGENDS (Men)

WAVES (Women)

325 Mercer Street

611 Shenandoah Ave

Princeton, WV 24740

Bluefield WV 24701

(304) 425-9489

(304) 800-4874

Crisis Stabilization Unit (Coed)
200 12th Street Ext.
Princeton, WV 24740
(304) 487-6285
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WELCOME TO THE TEAM
So, you’ve been hired as a direct care support staff.
Congratulations on the new job and welcome to the Southern
Highlands team! As you begin your work, we’ll need to take some
time to talk about the dos and don’ts of the job, but before we get
to that, we want to take a moment to say thank you.
Thank you for choosing to change lives!
Many people have jobs, very few people have careers that make
as much of a difference in our community as yours. You have
been hired to help people achieve their greatest potential, and we
think you are capable of doing just that. In your job, you’ll work
beside individuals with developmental disabilities and/or severe
and persistent mental illness allowing them to participate in
community activities, learn daily living skills, and receive
positive social support to thrive within their community. You
may also work with individuals who have a substance use
diagnosis. You will become familiar with their needs and
advocate for their well-being. In short, your work matters! It
makes a difference every single day that you show up and
prioritize our consumers. So, to kick things off: Thank you for
choosing to change lives. We appreciate your dedication to
inspire and nurture people in our community to reach their
potential. We’re excited to have you on our team.
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HOW TO BE GREAT AT YOUR JOB
At Southern Highlands Community Mental Health Center our mission is to
inspire and nurture human potential in our community through service, advocacy,
and education. Our work is, “So Much More Than Behavioral Health” and we
believe that the world is a better place because we exist. However, we can’t
accomplish this objective without people like you playing your part. You have
been brought onto a team, and you have a role to play. So, let’s take a minute to
talk about how you can be successful in your position.
As you work at Southern Highlands, you’ll discover that we make a big
deal about our core beliefs. Seven core beliefs guide our actions as an
organization and influence our decisions. In your role, there is a “Core Four” that
will make you great at your job. Here are your essential “Core Four”:
•

ACCOUNTABILITY: We believe we must be good stewards of the
efficient and effective use of all human, fiscal, and material resources. We
are committed to continuous evaluation and improvement. In other words,
we want to spend time and money wisely.

•

PEOPLE: We believe that a passion and regard for people, all people, lie
at the heart of what we do. We honor the worth of people and will treat
them with courtesy and kindness because they are worthy of both. If you
struggle to picture what this would look like, just remember the Golden
Rule: Treat others the way you would want to be treated, or the way you
would want your mom or your child to be treated.

•

INTEGRITY: We believe that integrity is essential in our line of work. In all
that we do, we will seek to be ethical, trustworthy, and transparent. We are
responsible for implementing services based on principles in legislation,
safeguards, and professional codes of conduct. For example, if it doesn’t
seem like the right thing to do or “it doesn’t feel right in your gut,” it’s
probably not. Talk to your supervisor whenever you get those “gut”
feelings!
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•

EXCELLENCE: We believe that our work is important and consequently
demands the best service. We seek to follow best practices and are
guided by clinical research. Hey, if something is worth doing, it’s worth
doing right. If you are unsure of something or don’t know something, just
ask your supervisor. There are no silly questions!

We guarantee if you prioritize these four things that you’ll continually get
better at your job and we’ll rarely need to talk to you about poor performance,
only the good things! If you do these things, it’s as simple as eating a piece “A
PIE”  Accountability, People, Integrity, Excellence.
Don’t believe us? Here are several examples that we’ve had to address and a
teachable takeaway from the sample.
Not So Cool” Example: A consumer was scheduled to go visit his mother’s grave and
take flowers. The staff member scheduled to work that hour called in twenty minutes
before her shift to report that she couldn't come in that day. This left the consumer
unable to go triggering an acting out behavior.
“Cool” Example: After approval from a consumer’s treatment team, staff came in on his
day off and took a consumer to a WVU game. It was Southern Highlands version of
“Make A Wish.” It was a day the consumer the will never forget!!!
“Not So Cool” Example: While consumers were at a local restaurant for weekly eat
out, staff sat at the bar and drank alcoholic beverages while consumers sat at a different
area.
“Cool” Example: Staff goes with consumers to activities and role model appropriate fun
behavior!!!! The staff will only participate in the events, but they also dressed for the
activity.

TEACHABLE TAKEAWAY – WHEN YOU BELIEVE THAT YOUR WORK IS
IMPORTANT THEN YOU WILL PRIORITIZE BEING DEPENDABLE: The
consumer is counting on you to be at work and ON TIME. When direct care
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workers do not show up or show up late, our consumers go without and in our
world that’s just not cool! You wouldn’t appreciate if you scheduled an
appointment with a professional, scheduled your day around this appointment
and then they were late or didn’t show up. You would probably be insulted and
feel disrespected. In our line of work, with our beliefs, it’s not acceptable. If you
cannot work as scheduled, notify your supervisor promptly (that’s more than two
hours before your shift), so your supervisor can locate a substitute worker. We
get that things come up, but when you believe that people matter, you don’t leave
them hanging. Think about how you feel when someone leaves you hanging or
bails on you. Don’t just send a text to your supervisor. You have to call to make
sure they are fully aware that you won’t be there. They need time to find your
replacement.
“Not So Cool” Example: A former staff left three consumers with mental disabilities in a
running car while they went into a gas station to conduct personal business. This
situation placed the consumers in a potentially dangerous situation.
“Not So Cool” Example: A former staff in a substance use program appeared
aggravated and rolled her eyes at consumers when they asked her for a glass of water.
A consumer reported that this made her feel like “scum beneath her feet.”
“Cool” Example: A supervisor came into the home to find two staff using YouTube.
When the supervisor started to redirect the staff, she was informed that YouTube was
being utilized to help the male staff fix the female consumers hair and makeup.

TEACHABLE TAKEAWAY – WHEN YOU ARE ENGAGED AT WORK YOU
DEMONSTRATE THAT THE PEOPLE YOU SERVE MATTER: Have you ever
tried to talk with someone who is there physically, but somewhere else mentally.
Maybe they are on their phone playing Angry Birds, Candy Crush, Fortnite, or
texting with someone that they know. Perhaps, it has nothing to do with their
phone; it’s just you get the impression that you’re bothering them. Whatever the
case may be, if you are on the receiving end of this behavior one thing is clearly
communicated: You are not as important as the other thing that has their
attention. This is a problem. If our consumers don’t feel heard or feel important
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from you, then they will not stick around for us to serve them or act out for your
attention. For many of our consumers the staff is the only support they have, and
if staff are ignoring them, then they have no one. In some cases, they may leave
the premises or engage in a behavior that makes their day and your day more
difficult. Put away your phone. Engage in your work. There is plenty of time to
level up on your favorite game when you’re not on the job. Right now, there are
people to serve. 
At this point you can probably see how sharing these beliefs will save you
from many uncomfortable conversations with your boss and who wouldn’t want to
avoid those conversations. We will train and equip you on the details of your job,
but if the Core Four is your foundation, we’re confident that you will succeed in
the role!

HABILITATION AND SUPPORT STAFF AGREEMENT
As we wrap up this document, and you begin your direct care work at Southern
Highlands, there are some program regulations that we need to cover. DO NOT TAKE
THIS PORTION LIGHTLY. We cannot stress this enough. These are the things that will
lead to your dismissal from employment. Yes, we said dismissal, as in you lose your job.
So, pay close attention. We would hate to see you go. For any questions on any
Southern Highlands CMHC Policy or Procedure you may access our Policy and
Procedure Manual on SHCMHC Intranet. See your supervisor to receive access.
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Southern Highlands Community Mental Health Center
Habilitation/Support Staff Agreement
(Please initial each section upon review)
1. Staff may not conduct personal business/appointments/errands of any nature
while on the clock or when driving a SHCMHC or personal vehicle, either with
or without consumers present, unless approved in writing by your immediate
supervisor.
______ 2. Staff are required to work their shifts as scheduled. Staff must arrive for their
shift at the scheduled time and be prepared to work. Staff cannot leave their
shift early unless approved by a supervisor. Patterns of staff coming in late
or leaving their shifts early will result in disciplinary action. Any staff that
switch shifts must have approval by the supervisor.
______ 3. Staff are required to speak with a supervisor (do not send a text message)
when calling in for a shift. To help supervisors ensure that shifts are covered
staff must provide at least a two hour notice when calling in for a shift unless
it’s an emergency.
______ 4. Per Policy 270 Employee Benefits, Staff with full time benefits must work their
entire scheduled shift the day before and the day after a holiday in order to
be paid for the holiday. Staff that call in the day before or after a holiday will
not receive the holiday pay. Staff that arrive for their shift late or leave their
shift early without prior approval will not receive the holiday pay. PTO for the
day before or after a holiday must be scheduled and approved by a
supervisor at least two weeks in advance. Doctor excuses may be requested
at the discretion of a supervisor for any call- ins on a holiday or the day
before/ after a holiday.
5. Consumers are NEVER to be left in vehicles unattended at any time, for any
reason. There must be a staff person on the vehicle anytime consumers are
present.
6. Consumers are NEVER left unattended in stores, parks, or at any outing.
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7. Consumers are not to be taken to personal residences belonging to staff, or
anyone other than the consumer’s family when part of an approved/planned
family visit. Consumers are not to be signed out of the home by anyone other
than those who have been approved by the guardian and/or treatment team.
Ample time should be given for planning these visits.
8. Except in the case of Residential-wide and/or ADS-wide planned activities,
consumers receiving any combination of support or habilitation services will
not be taken outside of their local community for support services, outings or
habilitation services. Consumers living in Princeton will be served in
Princeton, those in Bluefield, in Bluefield, etc. Activities in the community will
occur at a frequency determined by the employee’s immediate supervisor in
conjunction with the consumer’s needs and Treatment Plan. All activities
must be documented in accordance with service guidelines. In residential
services, community activities/outings must be approved by the Supervisor,
documented in a progress note.
9. Smoking, smokeless tobacco or “dipping”, e-cigarettes and vaping devices
are strictly prohibited in all Southern Highland’s vehicles. Eating and drinking
is prohibited on all SHCMHC vehicles.
10.

Staff will understand that consumers are on scheduled smoke breaks for
health and safety reasons and therefore staff will abide by the consumers set
smoke break schedule. Staff will take smoke breaks at the consumers
scheduled smoke break times and not take excessive smoke breaks. Smoke
breaks should be taken in designated smoke areas.

11. West Virginia State Law prohibits the use of cell phones unless its handsfree– both calls and texting. Use of a cell phone in personal vehicles while
consumers are present is prohibited.

Cell phones are to be used for

emergencies only. If you receive or need to make an emergency call while
driving, you need to find a safe area and pull over to complete the call.
12. Weapons of any type (including concealed weapons) are not permitted at
any Southern Highlands site or in any vehicle used for the transportation of
consumers.
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13. Staff should refrain from excessive use of cell phones or electronic devices.
Staff should always be interacting with consumers and providing protective
oversight as needed. Staff will refrain from being on their phone/ devices
watching videos, playing games, texting, or being social media while
providing protective oversight with consumers. IPADs, Laptops, or other
electronic devices are prohibited unless written approval from a supervisor is
received. Remember to use your powers for good not evil.
14. Staff will ensure that they are reporting any suspected or witnessed abuse or
neglect of any consumer to a supervisor immediately. We want to protect the
consumers and ensure that they are not put in harm's way.
______ 15. Staff will remain drug-free and not work shifts intoxicated or under the
influence of drugs or alcohol. Staff understands that any suspected drug use
will be a reason for a random drug screen. Staff will also be required to
submit a drug screen anytime a vehicle accident occurs while on shift.
______ 16. Staff should set a good example for consumers and appearance can have a
huge impact on consumers. Staff will be professional in appearance at all
times to include cleanliness and appropriate dress. This will include but not
limited to:
a) Hair will be clean, neatly groomed, and styled. This includes facial hair
(beards/mustaches). No vibrant hair color such as pink, purple, green,
or any other color that would prove a distraction for consumers.
b) Hands/ skin should be clean with neatly trimmed nails.
c) Body odor should be absent. Use of antiperspirant is encouraged
unless contraindicated for health reason.

Any personal fragrance

should be minimal and not create discomfort for consumers or coworkers.
d) Clothing should be neat, clean, in good condition, and free from odor.
Jeans are must be clean, in a good state of repair and fit properly.
Loose fitting shorts no more than three inches above the knee may be
worn in the Greenhouse and Residential programs only. This includes,
but is not limited to:
a. No cut off shorts
b. No beach attire
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c. No halter tops or tube tops
d. No tops that expose the midriff
e. No dresses or skirts that are excessively short (no more than
three inches above the knee)
f. No shirts that expose cleavage
g. No sheer or revealing clothing or any clothing that is provocative
or distracting to our consumers.
h. No Items of clothing that expose undergarments.
i.

No Tee shirts/sweatshirts with logos/pictures that are lewd,
bizarre, promote drugs, alcohol or musicians. No shirts with
demons, ghosts, or scary images as it may scare or trigger the
consumer.

j.

No muscle shirts or tank-tops

e) Footwear must have non-skid soles and low heels. Footwear should
be clean and in good condition. No thong flip flops permitted to prevent
injuries to staff.
f)

Jewelry: Due to the potential risk of accidental injury to consumers
and staff, rings with sharp pointed contours, hoop earrings, dangling
earrings or necklaces should not be worn. No lewd or drug
paraphernalia jewelry allowed. Facial piercings are discouraged due to
the likelihood of injury.

Policy violations listed below are cause for involuntary termination (dismissal from your
job) and are ordered by the Chief Executive Officer upon his/her initiative or upon the
recommendation of his/her staff:
Involuntary Terminations:
Any employee may be terminated without warning for the following.
1. Failure to abide by written Board policy or activity in opposition to the
stated aims or goals of the Center. (This differs from suspension in that
there is no question this occurred.)
2. If an employee has received three warnings on the same violation and
has a fourth violation, the fourth violation will result in termination.
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3. Inappropriate behavior including but not limited to the following will result
in immediate termination without warning:
a) Use of alcoholic beverages or illicit substances on the premises of
the Center or residential facilities.
b) Appearing for work under the influence of alcoholic beverage
and/or illicit substances. An employee must be given the
opportunity for treatment before termination procedures are affected.
c) Fighting or attempting to injure others. (This includes fighting with
co- workers and/ or consumers).
d) Proven theft.
e) Violation of the Confidentiality Policy and Procedures.
f) Falsification of the employment application, billing and/or medical
records documents, expense report, or other official Center records.
g) Insubordination – The defiance of authority. The unwillingness to
follow directives from a supervisor. Insubordinate acts may include:
the intentional failure or refusal to carry out or comply with directives
from supervisors; or the intentional undermining of the goals of the
organization or deliberate acts of misrepresentation of supervisory
directives to other staff or individuals involved with the Center.
h) Violation of any applicable ethical principles.
i) Conviction of a felony or any crime the Chief Executive Officer
determines to be in opposition of the goals of the Center (even if the
conviction is not final).
j) Sleeping on the job. When caught sleeping on the job, employees
will be told to leave the facility and report to the Chief Executive
Officer’s office immediately on the next business day if the incident
occurs after regular business hours.
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k) If an employee has a record of abuse, neglect, or inappropriate
sexual behavior that is discovered after employment, even if it
occurred prior to employment, the employee will be immediately
terminated.
l) Any other action that any reasonable person would have known
not to do and will result in harm to either the Center, other
employees, or consumers if it is allowed to occur again therefore
preventing progressive discipline from being an option.
m) Loss of driver’s license or loss of a satisfactory driving record as
defined in our policy (Section 185 II.A.7) when transporting
consumers is part of your job responsibilities. Any issues with
licenses need to be reported to supervisor.
n) Failure to cooperate in a critical incident internal investigation or
providing false information to investigators. This includes discussing
information about the investigation with anyone other than
investigators.

My signature below acknowledges that I have read and understand Southern Highlands
CMHC’s Direct Care Guide and the Support/ Habilitation Staff Agreement. I understand
that any violation of the Support/ Habilitation Staff Agreement could lead to disciplinary
action up to termination. I acknowledge that I will provide the best Care, Well-being,
Safety, and Assurance to all consumers.

________________________________________
(Staff Signature)

________________________________________
(Witness Signature)

_______________
(Date)

_______________
(Date)
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