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I. APPLICATION 
 

The provisions stated herein shall apply to all employees of Blue Water Developmental 
Housing, Inc. (BWDH). 

 
II. POLICY 
 

It shall be the policy of the Blue Water Developmental Housing to consider and if 
warranted allow individual exceptions to personnel or program policies and procedures 
for extraordinary circumstances. 

 
III. NOTIFICATION/PROCEDURE 
 

WHO DOES WHAT 
 

Employee 1. Shall inform their supervisor, in writing, of the 
request and rationale for an adjustment(s) in the 
personnel or program policies. 

Program Supervisor 
 

2. Attaches written recommendation within 7 
working days of employee request and forwards 
to appropriate division director. 

Division Director 3. Shall provide a written determination within 7 
days to the executive director. 

Executive Director 4. Reviews request and written determination from 
division director and responds within 7 days. 
 

5. Forwards decision to division director and human 
resources manager 

Human Resource 
Manager/Designee 

6. Meets with employee, program supervisor, and 
division director for review of exception to the 
policy. 
 

7. Obtains all required signatures (i.e., employee, 
program supervisor, division director) 
 

8. Places exception to the policy in personnel file. 
 


