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INSTRUCTIONS FOR FILING MANUAL MATERIAL

OAC is the acronym for Oklahoma Administrative Code. If OAC appears before a number
on an Appendix or before a Section in text, it means the Appendix or text contains rules or
administrative law. Lengthy internal policies and procedures have the same Chapter number
as the OAC Chapter to which they pertain following an "OKDHS" number, such as
personnel policy at OKDHS:2-1 and personnel rules at OAC 340:2-1. The "340" is the Title
number that designates OKDHS as the rulemaking agency; the "2" specifies the Chapter
number; and the "1" specifies the Subchapter number.

The chronological order for filing manual material is: (1) OAC 340 by designated Chapter
and Subchapter number; (2) if applicable, OKDHS numbered text for the designated
Chapter and Subchapter; and (3) all OAC Appendices with the designated Chapter number.
For example, the order for filing personnel policy is OAC 340:2-1, OKDHS:2-1, and OAC
340:2 Appendices behind all Chapter 2 manual material. Any questions or assistance with

filing manual material will be addressed by contacting Policy Management Unit staff at
405-521-4326.

REMOVE INSERT

OKDHS:2, Table of Contents OKDHS:2, Table of Contents, pages 1-15,
revised 12-15-09

----- OKDHS:2-42, Table of Contents, 1 page only,
issued 12-15-09

----- OKDHS:2-42-1, 1 page only, issued 12-15-09
----- OKDHS:2-42-2, 1 page only, issued 12-15-09
----- OKDHS:2-42-3, 1 page only, issued 12-15-09
————— OKDHS:2-42-4, 1 page only, issued 12-15-09
----- OKDHS:2-42-5, pages 1-2, issued 12-15-09

----- OKDHS:2-42-6, 1 page only, issued 12-15-09



ADMINISTRATIVE COMPONENTS

OKDHS:2 (p1)

OKDHS SUBCHAPTER 1. HUMAN RESOURCES MANAGEMENT DIVISION

OKDHS:2-1-1.
OKDHS:2-1-2.
OKDHS:2-1-3.
OKDHS:2-1-4.
OKDHS:2-1-5.
OKDHS:2-1-6.
OKDHS:2-1-6.1.
OKDHS:2-1-7.
OKDHS:2-1-8.
OKDHS:2-1-9.
OKDHS:2-1-10.
OKDHS:2-1-11.
OKDHS:2-1-12.
OKDHS:2-1-13.
OKDHS:2-1-14.
OKDHS:2-1-15.

OKDHS:2-1-15.1.

OKDHS:2-1-16.

OKDHS:2-1-17.

OKDHS:2-1-18.
OKDHS:2-1-19.
OKDHS:2-1-20.
OKDHS:2-1-21.
OKDHS:2-1-22.
OKDHS:2-1-23.
OKDHS:2-1-24.
OKDHS:2-1-25.
OKDHS:2-1-26.

OKDHS:2-1-26.1.

OKDHS:2-1-27.

OKDHS:2-1-28.
OKDHS:2-1-29.

PART 1. INTERNAL HUMAN RESOURCES

Intraagency transfer

Detail to special duty

Employee recognition

Separation, classified or unclassified service

Resignation - classified or unclassified service

Interagency transfer

Personnel reviews

Discipline

Oral reprimand

Written reprimand

Suspension without pay and involuntary demotion

Discharge and pretermination hearing

Probationary and unclassified employees

Delegation of authority

Delegation of authority [REVOKED)]

Procedure for formal disciplinary action (suspension without pay,
involuntary demotion, or discharge) probationary employees in
classified service) [REVOKED]

Corrective discipline (unclassified) [REVOKED]

Retirement (classified/unclassified/exempt service) [AMENDED
AND RENUMBERED TO OKDHS:2-11-102]

Employee performance management process (PMP), classified and
unclassified

General staff responsibilities

Accountabilities with relative importance

Time frames for opening Form OPM-111

Procedures for opening Form OPM-111

Mid-year review for Form OPM-111

Time frames for closing Form OPM-111

Procedures for closing Form OPM-111

Rebuttal to performance evaluation

Compensable time for Fair Labor Standards Act (FLSA) non-
exempt employees [AMENDED AND RENUMBERED TO
OKDHS:2-1-31.1]

Fair Labor Standards Act (FLSA) compliance

Procedures for overtime work by Fair Labor Standards Act (FLSA)
non-exempt employees

Workweeks and work periods

Workweek adjustments

ADMINISTRATIVE COMPONENTS

REVISED 12-15-09



OKDHS:2 (p2)

ADMINISTRATIVE COMPONENTS

OKDHS:2-1-30.
OKDHS:2-1-31.

OKDHS:2-1-31.1.

OKDHS:2-1-32.

OKDHS:2-1-33.
OKDHS:2-1-34.
OKDHS:2-1-35.
OKDHS:2-1-36.

OKDHS:2-2-36.1.

OKDHS:2-1-37.
OKDHS:2-1-38.
OKDHS:2-1-39.
OKDHS:2-1-40.
OKDHS:2-1-41.
OKDHS:2-1-42.
OKDHS:2-1-43.
OKDHS:2-1-44.

OKDHS:2-1-45.
OKDHS:2-1-46.
OKDHS:2-1-47.
OKDHS:2-1-48.
OKDHS:2-1-49.
OKDHS:2-1-61.
OKDHS:2-1-62.
OKDHS:2-1-63.
OKDHS:2-1-64.

OKDHS:2-1-65.
OKDHS:2-1-66.
OKDHS:2-1-67.
OKDHS:2-1-68.
OKDHS:2-1-69.
OKDHS:2-1-70.
OKDHS:2-1-71.
OKDHS:2-1-72.
OKDHS:2-1-73.
OKDHS:2-1-74.

Overtime compensation and record keeping

Fair Labor Standards Act (FLSA) compliance [AMENDED AND
RENUMBERED TO OKDHS:2-1-26.1]

Compensable time for Fair Labor Standards Act (FLSA) non-
exempt employees

Attendance and leave - classified, unclassified and temporary
employees

Administrative leave

Holidays [AMENDED AND RENUMBERED TO OKDHS:2-11-96]
Annual leave

Sick leave

Organ donor leave

Enforced leave

Leave without pay - approved and unapproved - dereliction of duty
Involuntary leave without pay (furlough)

Leave for teachers employed less than 12 months per year
Military leave

Educational leave

Organizational leave

Planning activities associated with professional meetings,
Department sponsored training, and conference and seminars
Department sponsored training

Attendance in conference and seminars

Family and medical leave

Shared leave

Employee time to vote

Moving of household goods (classified/unclassified/exempt service)
Legal defense of Department employees
Replacement/reimbursement for eyeglasses or contact lens
Registration, certification and licensure payments for Department
employees

PART 2. EMPLOYEE BENEFITS

Benefits and enrollment

Option Period and allowable benefit election changes
Insurance coordinator

Appeals

Confidentiality of insurance records

Employees access to insurance records

Eligibility for insurance

Leave of absence

Survivors

Continued participation in health and dental coverage

REVISED 12-15-09
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ADMINISTRATIVE COMPONENTS

OKDHS:2 (p3)

OKDHS:2-1-75.
OKDHS:2-1-76.
OKDHS:2-1-77.
OKDHS:2-1-78.
OKDHS:2-1-79.
OKDHS:2-1-80.
OKDHS:2-1-81.
OKDHS:2-1-82.
OKDHS:2-1-83.
OKDHS:2-1-84.
OKDHS:2-1-85.
OKDHS:2-1-86.
OKDHS:2-1-87.
OKDHS:2-1-88.
OKDHS:2-1-89.
OKDHS:2-1-90.

Retirement, regular

Disability retirees

Termination of coverage

Consolidated Omnibus Budget Reconciliation Act (COBRA)
Insurance benefits available [REVOKED)]

Provider network [REVOKED]

Health Maintenance Organizations (HMO) [REVOKED]
Cost containment for group insurance plan [REVOKED]
Enroliment and change procedures [REVOKED)]
Waiver of participation [REVOKED)]

I.D. card [REVOKED]

Evidence of insurability [REVOKED]

How to prepare a change card [REVOKED]

How to file a claim [REVOKED]

Employee Assistance Program (EAP)

Wellness Program

PART 3. RECRUITMENT, PLACEMENT, AND PROMOTION POLICY

OKDHS:2-1-95.

OKDHS:2-1-96.
OKDHS:2-1-97.
OKDHS:2-1-98.

OKDHS:2-1-150.
OKDHS:2-1-151.
OKDHS:2-1-152.
OKDHS:2-1-153.
OKDHS:2-1-154.
OKDHS:2-1-155.
OKDHS:2-1-156.
OKDHS:2-1-157.
OKDHS:2-1-158.
OKDHS:2-1-159.
OKDHS:2-1-160.
OKDHS:2-1-161.
OKDHS:2-1-162.
OKDHS:2-1-163.
OKDHS:2-1-163.1.

Appointments and changes in employee job family descriptor (JFD)
and level or position that are not subject to the vacancy notice
posting provisions

Vacancy posting decision

Promotional testing, classified service

Office of Personnel Management (OPM) Certificate of Eligibles
certificate action codes

PART 4. GRIEVANCE AND MEDIATION PROGRAMS

General provisions and scope of grievance procedure
Definitions

Grievance procedure steps

Grievance time frames

Delivery of written communications [REVOKED]
Grievance management responsibilities
Grievance records

Employee representation

Grievance preparation and processing

Leave and travel

Group grievances

Grievance provisions

Discrimination grievances [REVOKED]

Filing an appeal after a formal grievance

End of grievance procedure [REVOKED)]

ADMINISTRATIVE COMPONENTS
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ADMINISTRATIVE COMPONENTS

OKDHS:2-1-164.

OKDHS:2-1-165.

OKDHS:2-1-166.
OKDHS:2-1-168.
OKDHS:2-1-169.

OKDHS:2-1-201.
OKDHS:2-1-202.
OKDHS:2-1-203.
OKDHS:2-1-204.
OKDHS:2-1-205.
OKDHS:2-1-206.
OKDHS:2-1-207.
OKDHS:2-1-208.
OKDHS:2-1-2009.
OKDHS:2-1-210.
OKDHS:2-1-211.
OKDHS:2-1-212.
OKDHS:2-1-213.
OKDHS:2-1-214.
OKDHS:2-1-215.
OKDHS:2-1-216.
OKDHS:2-1-217.
OKDHS:2-1-218.
OKDHS:2-1-219.
OKDHS:2-1-220.
OKDHS:2-1-221.

OKDHS:2-1-222.
OKDHS:2-1-223.

Grievances alleging discrimination - Statement of policy
[REVOKED]

Grievances alleging discrimination or sexual harassment
[REVOKED]

General provisions [REVOKED]

DHS Dispute Mediation Program (DMP)

Procedure for mediation

PART 5. [RESERVED]

PART 6. [RESERVED]

PART 7. REDUCTION-IN-FORCE

Purpose

Definitions [REVOKED)]

Reduction-in-force applicability [REVOKED]

Agency — provided plans [REVOKED]

Displacement limits [REVOKED]

Basic plan [REVOKED]

Abolishing positions and retaining positions [REVOKED)]
Order of employee removal [REVOKED]

Calculation of retention points [REVOKED]

Displacement opportunities [REVOKED]

Transfer or voluntary demotion to avoid separation [REVOKED]
Order of offers for displacement opportunities [REVOKED]
Official notice of reduction-in-force [REVOKED]

Written notice to employees [REVOKED]

Required freeze on personnel transactions [REVOKED)]
Exercise of displacement rights [REVOKED]

Employee separations [REVOKED]

Recall rights [REVOKED)]

Priority consideration for reemployment [REVOKED)]
Equal Employment Opportunity (EEO) [REVOKED]
Continuation of insurance upon separation by reduction-in-force
[REVOKED]

Appeal of reduction-in-force [REVOKED)]

Severance option [REVOKED]

PART 8. REDUCTION-IN-FORCE PLAN FOR UNCLASSIFIED EMPLOYEES OFHISSOM

OKDHS:2-1-240.

MEMORIAL CENTER [REVOKED]
General Provisions [REVOKED]

REVISED 12-15-09
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ADMINISTRATIVE COMPONENTS

OKDHS:2 (p5)

OKDHS:2-1-241.
OKDHS:2-1-242.
OKDHS:2-1-243.
OKDHS:2-1-244.
OKDHS:2-1-245.
OKDHS:2-1-246.
OKDHS:2-1-247.
OKDHS:2-1-248.
OKDHS:2-1-249.

Definitions [REVOKED]

Basic reduction-in-force plan [REVOKED]

Abolishing positions and retaining positions [REVOKED)]
Displacement opportunities [REVOKED)]

Official notice of reduction-in-force [REVOKED)]

Written notice to employees [REVOKED]

Order of Separation [REVOKED]

Priority consideration for re-employment [REVOKED)]
Appeal of reduction-in-force [REVOKED)]

PART 9. TELECOMMUTING AND ALTERNATE WORK LOCATION

OKDHS:2-1-301.

OKDHS:2-1-320.

Telecommuting
PART 11. EMPLOYEE BACKGROUND CHECKS
National criminal history records check

OKDHS SUBCHAPTER 3. OFFICE OF CLIENT ADVOCACY

OKDHS:2-3-1.
OKDHS:2-3-2.

OKDHS:2-11-1.

OKDHS:2-11-1.1.

OKDHS:2-11-20.
OKDHS:2-11-21.
OKDHS:2-11-22.

OKDHS:2-11-30.
OKDHS:2-11-31.
OKDHS:2-11-32.
OKDHS:2-11-33.
OKDHS:2-11-34.
OKDHS:2-11-35.
OKDHS:2-11-36.
OKDHS:2-11-37.
OKDHS:2-11-38.
OKDHS:2-11-39.

Definitions
Administrative investigation

OKDHS SUBCHAPTER 11. FINANCE

PART 1. SCOPE

Finance Information Systems Security Plan [AMENDED AND
RENUMBERED TO OKDHS:2-11-110]
Scope

PART 3. BUDGET

Appropriations
OKDHS budget
Budget management

PART 5. CLAIMS

Claim payments

Purchase card program

Definitions

Personal responsibility

Issuance of purchase card

Controls and limits for purchase card

Transaction flow for purchases, account reconciliation, and payment
Use of purchase card

Returned purchases, credits, backorders, and vendor disputes
Excluded purchase card charges

ADMINISTRATIVE COMPONENTS

REVISED 12-15-09
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ADMINISTRATIVE COMPONENTS

OKDHS:2-11-40.
OKDHS:2-11-41.
OKDHS:2-11-42.
OKDHS:2-11-43.
OKDHS:2-11-44.
OKDHS:2-11-45.
OKDHS:2-11-46.
OKDHS:2-11-47.
OKDHS:2-11-48.
OKDHS:2-11-49.

Conference or training fees and membership dues
Documentation

Electronic purchase card reports and statements
Record retention

Payment

Lost or stolen purchase card

Purchase card cancellation

Misuse of purchase card

Purchase card renewal and replacement

Program audits

PART 7. COST ACCOUNTING AND REVENUE ENHANCEMENT

OKDHS:2-11-60.
OKDHS:2-11-61.

OKDHS:2-11-70.

OKDHS:2-11-80.
OKDHS:2-11-81.

OKDHS:2-11-90.
OKDHS:2-11-91.
OKDHS:2-11-92.
OKDHS:2-11-93.
OKDHS:2-11-94.
OKDHS:2-11-95.
OKDHS:2-11-96.
OKDHS:2-11-97.
OKDHS:2-11-98.
OKDHS:2-11-99.

OKDHS:2-11-100.
OKDHS:2-11-101.
OKDHS:2-11-102.

OKDHS:2-11-110.

Cost allocation
Random moment time study

PART 9. ELECTRONIC BENEFIT SERVICES

Electronic benefit services

PART 11. OPERATIONS
Warrant control
Settlement agreements

PART 13. PAYROLL

Scope

Voluntary deductions

Changes in withholding tax

Payroll warrant distribution

Annual leave accrual rates and limits
Sick leave accrual rates and limits
Holidays

Leave charges

Employee name or address change
Wage and tax statement distribution
Longevity

Wage attachments

Retirement - classified/unclassified/exempt service

PART 15. SYSTEMS

Finance Information Systems Unit security plan

REVISED 12-15-09
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ADMINISTRATIVE COMPONENTS

OKDHS:2 (p7)

OKDHS:2-15-1.

OKDHS:2-15-1.1.
OKDHS:2-15-1.2.

OKDHS:2-15-2.
OKDHS:2-15-3.
OKDHS:2-15-4.
OKDHS:2-15-5.
OKDHS:2-15-6.

OKDHS:2-15-6.1.

OKDHS:2-15-7.

OKDHS:2-15-7.1.
OKDHS:2-15-7.2.
OKDHS:2-15-7.3.

OKDHS:2-15-20.
OKDHS:2-15-21.
OKDHS:2-15-22.
OKDHS:2-15-23.
OKDHS:2-15-24.
OKDHS:2-15-25.

PART 5.

OKDHS:2-15-30.
OKDHS:2-15-31.
OKDHS:2-15-32.
OKDHS:2-15-33.
OKDHS:2-15-34.

OKDHS:2-15-40.
OKDHS:2-15-41.
OKDHS:2-15-42.
OKDHS:2-15-43.
OKDHS:2-15-44.
OKDHS:2-15-45.
OKDHS:2-15-46.

OKDHS SUBCHAPTER 15. RISK MANAGEMENT UNIT

PART 1. WORKERS' COMPENSATION

Workers' Compensation and accommodations for injured or disabled
workers

Responding to work-related illnesses and accidents with injuries
Workers' Compensation benefits

Local administrator or county director responsibilities

Notice and instruction to employers and employees [REVOKED]
Accident reporting - employee's responsibilities [REVOKED]
Accident reporting - supervisor's responsibilities [REVOKED]
Reporting requirements [REVOKED)]

Risk and Safety Management Unit responsibilities

Employee leave options

Return to work options

Failure to return to work

Recordkeeping and posting safety notices

PART 3. WELLNESS PROGRAM [REVOKED]

Wellness program - general [REVOKED]
Administration of the Wellness program [REVOKED)]
Employee participation [REVOKED)]
Employee-instructors [REVOKED]

Policy on Workers' Compensation [REVOKED]

Use of facilities [REVOKED]

BLOODBORNE PATHOGENS EXPOSURE CONTROL

Purpose

Definitions

Exposure Control Plan

Management of exposures to blood or other body fluids [REVOKED]
Recordkeeping [REVOKED]

PART 7. SAFETY MANAGEMENT

Purpose

Definitions

Mitigation

Preparedness

Response [REVOKED]

Emergency operating plans [REVOKED]

Emergency operating plans general requirements [REVOKED)]

ADMINISTRATIVE COMPONENTS
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ADMINISTRATIVE COMPONENTS

OKDHS:2-15-47.
OKDHS:2-15-48.
OKDHS:2-15-49.
OKDHS:2-15-50.
OKDHS:2-15-51.
OKDHS:2-15-52.

Outside evacuation procedures [REVOKED]
Inside shelter procedures [REVOKED]

Bomb threat - outside evacuation [REVOKED)]
Functional annexes [REVOKED]

Recovery [REVOKED]

Workplace Violence

OKDHS SUBCHAPTER 17. EMPLOYEE DEVELOPMENT AND TRAINING

PART 1. IN-SERVICE TRAINING WITHIN THE DEPARTMENT

OKDHS:2-17-1.

OKDHS:2-17-2.
OKDHS:2-17-3.
OKDHS:2-17-4.
OKDHS:2-17-5.
OKDHS:2-17-6.

OKDHS:2-17-15.
OKDHS:2-17-16.
OKDHS:2-17-17.
OKDHS:2-17-18.
OKDHS:2-17-19.
OKDHS:2-17-20.
OKDHS:2-17-21.
OKDHS:2-17-22.
OKDHS:2-17-23.

OKDHS:2-17-35.
OKDHS:2-17-36.
OKDHS:2-17-37.
OKDHS:2-17-38.

Employee Relations and Development Unit (ERDU) - training within
DHS

Mandatory supervisory training

DHS open enrollment training

DHS employee interchange program

Employee interchange request procedures

State mentor program

PART 2. EDUCATION ASSISTANCE PROGRAM

Education Assistance Program

Education assistance

Application procedures

Selection criteria

Application period

Education Assistance Program Committee
Other office or division assistance programs
Ineligible employees

Education incentive awards [REVOKED)]

PART 3. EMPLOYEES' LIBRARY [REVOKED]

Scope [REVOKED]

Services [REVOKED]

Library collection [REVOKED]
Access [REVOKED]

PART 4. EMPLOYEE INTERCHANGE PROGRAM [REVOKED]

OKDHS:2-17-50.
OKDHS:2-17-51.
OKDHS:2-17-52.
OKDHS:2-17-53.
OKDHS:2-17-54.
OKDHS:2-17-55.

Purpose and objectives [REVOKED]

Policy [REVOKED]

Types of interchanges [REVOKED)]

Request procedures [REVOKED]

Expenses, attendance and leave [REVOKED]
Evaluation [REVOKED)]

REVISED 12-15-09 ADMINISTRATIVE COMPONENTS



ADMINISTRATIVE COMPONENTS OKDHS:2 (p9)

PART 5. CERTIFIED PUBLIC MANAGER PROGRAM

OKDHS:2-17-60. Purpose
OKDHS:2-17-61. Administration
OKDHS:2-17-62. Application
OKDHS:2-17-63. Candidates
OKDHS:2-17-64. Graduates

OKDHS:2-17-65.

OKDHS utilization of Certified Public Manager Program graduates

OKDHS SUBCHAPTER 19. OFFICE OF FINANCE [REVOKED]

OKDHS:2-19-1.

PART 1. PLANNING AND RESEARCH UNIT [REVOKED]

Business Plan [REVOKED]

OKDHS SUBCHAPTER 21. DEPARTMENTAL SERVICES UNIT

PART 1. DEPARTMENTAL SERVICES

OKDHS:2-21-1. General policy

PART 2. SUPPLY WAREHOUSE
OKDHS:2-21-2. Warehousing and distribution
OKDHS:2-21-3. Ordering and shipping supplies [REVOKED]
OKDHS:2-21-4. How to order, types of orders and order forms [REVOKED]
OKDHS:2-21-5. Disposal of waste paper [REVOKED]
OKDHS:2-21-6. Office and/or furniture moves [REVOKED)]

OKDHS:2-21-20.
OKDHS:2-21-21.
OKDHS:2-21-22.
OKDHS:2-21-23.
OKDHS:2-21-24.

OKDHS:2-21-40.
OKDHS:2-21-41.
OKDHS:2-21-42.
OKDHS:2-21-43.

OKDHS:2-21-50.
OKDHS:2-21-51.
OKDHS:2-21-52.

PART 3. ASSET MANAGEMENT

Asset management

Equipment identification numbers [REVOKED)]
Equipment inventory [REVOKED)]

Repairs for field office equipment [REVOKED]
Disposal of assets

PART 4. PRINTED MATERIAL [REVOKED

General provisions for printed materials [REVOKED
Manual production and maintenance [REVOKED]
Other printing services [REVOKED]

Copy Center and copyrights [REVOKED

PART 5. RECORDS MANAGEMENT
Records Management Program scope
Legal authority
Definitions

ADMINISTRATIVE COMPONENTS
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OKDHS:2-21-53.
OKDHS:2-21-54.
OKDHS:2-21-55.
OKDHS:2-21-56.
OKDHS:2-21-57.
OKDHS:2-21-58.
OKDHS:2-21-59.
OKDHS:2-21-60.
OKDHS:2-21-61.
OKDHS:2-21-62.
OKDHS:2-21-63.
OKDHS:2-21-64.
OKDHS:2-21-65.
OKDHS:2-21-66.

OKDHS:2-21-80.
OKDHS:2-21-81.
OKDHS:2-21-82.
OKDHS:2-21-83.
OKDHS:2-21-84.
OKDHS:2-21-85.

Oklahoma Department of Human Services records
Records management coordinator and records custodian
Records disposition schedules

Records inventory

Deletion and destruction of records

Records disasters

Confidentiality of records

Central Records

Records storage

Optical imaging system

Microfilming services [REVOKED]

E-mail records

Computer-generated records

Other records management services

PART 6. MAIL SERVICES
Mail services
Distribution of agency mail [REVOKED]
Specialized mail services
Bulk mailing
Available equipment/services [REVOKED]
Other mail services inquiries [REVOKED]

PART 7. OTHER SERVICES PROVIDED TO THE OKLAHOMA DEPARTMENT OF HUMAN

OKDHS:2-21-100.
OKDHS:2-21-101.
OKDHS:2-21-102.
OKDHS:2-21-103.
OKDHS:2-21-104.
OKDHS:2-21-105.
OKDHS:2-21-106.
OKDHS:2-21-107.
OKDHS:2-21-108.
OKDHS:2-21-109.
OKDHS:2-21-110.
OKDHS:2-21-111.
OKDHS:2-21-112.
OKDHS:2-21-113.

OKDHS:2-21-130.

SERVICES
Vehicle inventory, control, and management
Vehicles management control [REVOKED]
Requests for motor pool vehicles on daily basis [REVOKED)]
Cancellation of motor pool vehicles [REVOKED]
Permanent vehicle requests [REVOKED]
Motor pool vehicle not available [REVOKED]
Permanent vehicle maintenance [REVOKED]
Charges for state motor pool vehicles [REVOKED]
PIKEPASS tags
Out-of-state travel coordination
Sequoyah Memorial Office Building
Signs [REVOKED]
Notary commissions [REVOKED)]
Identification badges

PART 8. OKDHS RESOURCE CENTER [REVOKED]

Scope [REVOKED]
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OKDHS:2-21-131.
OKDHS:2-21-132.
OKDHS:2-21-133.
OKDHS:2-21-134.

OKDHS:2-21-150.
OKDHS:2-21-151.
OKDHS:2-21-152.
OKDHS:2-21-153.
OKDHS:2-21-154.
OKDHS:2-21-155.
OKDHS:2-21-156.
OKDHS:2-21-157.

Services [REVOKED]

Resource Center collection [REVOKED]
Access [REVOKED]

Acquisition of resource materials [REVOKED)]

PART 9. DESIGN CENTER
Design Services purpose and scope
Definitions
Design Services
Publication services [REVOKED]
Publications special products [REVOKED]
Publications distribution [REVOKED)]
Payment for design services
Printing services

OKDHS SUBCHAPTER 25. OFFICE OF GENERAL COUNSEL

OKDHS:2-25-1.
OKDHS:2-25-2.
OKDHS:2-25-3.
OKDHS:2-25-4.
OKDHS:2-25-5.
OKDHS:2-25-6.
OKDHS:2-25-7.
OKDHS:2-25-8.

OKDHS:2-25-9.
OKDHS:2-25-10.
OKDHS:2-25-11.

Purpose

Definitions

Legal opinions

Review and drafting of contracts
Review of legislation

Review and drafting of policy

Initiation of litigation

Representation of agency and employees in legal and administrative
proceedings

Privileged/confidential communications
Subpoenas and records requests
Miscellaneous provisions

OKDHS SUBCHAPTER 31. LEGISLATIVE RELATIONS AND POLICY

PART 1. FEDERAL/STATE COORDINATION UNIT [REVOKED]

OKDHS:2-31-1.
OKDHS:2-31-2.
OKDHS:2-31-3.
OKDHS:2-31-4.
OKDHS:2-31-5.
OKDHS:2-31-6.
OKDHS:2-31-7.

Purpose and scope of responsibilities [REVOKED]

Specific responsibilities [REVOKED]

Federal regulations [REVOKED]

State legislation [REVOKED]

DHS-proposed legislation [REVOKED]

Role of the FSCU during the legislative session [REVOKED]
Action following final disposition of a bill [REVOKED]
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OKDHS:2-31-10.

OKDHS:2-31-15.

OKDHS:2-31-25.
OKDHS:2-31-26.
OKDHS:2-31-27.

OKDHS:2-31-27.1.

OKDHS:2-31-28.
OKDHS:2-31-29.
OKDHS:2-31-30.

OKDHS:2-31-35.

PART 2. PURPOSE AND SCOPE
Responsibilities of OLRP

PART 4. BUSINESS PLAN [REVOKED]
Business Plan [REVOKED]

PART 5. POLICY MANAGEMENT
Purpose and authority
Definitions
Policymaking
Processing policy
Policy central clearinghouse
Policy studies [REVOKED]
Policy availability

PART 6. STATISTICS AND RESEARCH [REVOKED]

Statistics and research [REVOKED)]

PART 7. PLANNING AND SYSTEMS DEVELOPMENT UNIT [REVOKED]

OKDHS:2-31-46.
OKDHS:2-31-47.
OKDHS:2-31-48.
OKDHS:2-31-49.
OKDHS:2-31-50.
OKDHS:2-31-51.
OKDHS:2-31-52.
OKDHS:2-31-53.

OKDHS:2-31-70.
OKDHS:2-31-71.
OKDHS:2-31-72.
OKDHS:2-31-73.
OKDHS:2-31-74.
OKDHS:2-31-75.
OKDHS:2-31-76.

OKDHS:2-37-1.
OKDHS:2-37-2.

Purpose [REVOKED]

Authority [REVOKED)]

Management analysis [REVOKED]

Strategic planning system [REVOKED)]

Federal plans [REVOKED)]

Grants [REVOKED]

Interagency coordination [REVOKED)]

DHS/Tribal Child Welfare agreements [REVOKED)]

PART 9. PUBLICATIONS UNIT [REVOKED]

Purpose, Scope and Authority [REVOKED]

Definitions [REVOKED]

Publications Unit [REVOKED]

Accessing Publications Unit Services [REVOKED]
Publications Unit Special Products [REVOKED)]

Publications Unit Policy and Procedure Support [REVOKED)]
Payment for Publications Unit services [REVOKED]

OKDHS SUBCHAPTER 37. COMMUNICATIONS

Media relations
Media training
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OKDHS:2-37-3.
OKDHS:2-37-4.
OKDHS:2-37-5.
OKDHS:2-37-6.
OKDHS:2-37-7.
OKDHS:2-37-8.
OKDHS:2-37-9.

Commission communications
OKDHS Director

Office of Communication
Communications in emergencies
Communication in state emergencies
OKDHS Quality Awards

Style guides

OKDHS SUBCHAPTER 39. PLANNING, RESEARCH, AND STATISTICS

OKDHS:2-39-1.
OKDHS:2-39-2.

OKDHS:2-40-21.
OKDHS:2-40-22.
OKDHS:2-40-23.

OKDHS:2-40-30.
OKDHS:2-40-31.
OKDHS:2-40-32.
OKDHS:2-40-33.
OKDHS:2-40-34.
OKDHS:2-40-35.
OKDHS:2-40-36.

OKDHS:2-41-1.
OKDHS:2-41-2.
OKDHS:2-41-3.
OKDHS:2-41-4.
OKDHS:2-41-5.
OKDHS:2-41-6.
OKDHS:2-41-7.
OKDHS:2-41-8.
OKDHS:2-41-9.

OKDHS:2-41-10.

Planning, research, and statistics
OKDHS forms and appendices

OKDHS SUBCHAPTER 40. EXECUTIVE

PART 2. AUDIT OVERSIGHT
The Audit Oversight Committee
Division responsibilities
Audit Oversight Committee responsibilities

PART 3. GRANT MANAGEMENT PLAN
Purpose and scope of grants
Scope [REVOKED]
Approval of grants
Proposal cycle [REVOKED]
Management reviews/approvals [REVOKED]
Grant management responsibilities [REVOKED]
Marketing [REVOKED]

OKDHS SUBCHAPTER 41. DATA SERVICES DIVISION

Data services

Legal base and authority [REVOKED]

Mission and goals [REVOKED]

Definitions

Desired performance standards [REVOKED]

Data Services Division Units

Systems Design and Development Unit [REVOKED]
Data Center Services Unit [REVOKED]

Data Base Administration [REVOKED)]

Customer Support Services Unit (CSSU) [REVOKED]
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OKDHS:2-41-11.

OKDHS:2-41-12.
OKDHS:2-41-13.

OKDHS:2-41-14.
OKDHS:2-41-15.
OKDHS:2-41-16.

Network and Local Area Network (LAN) Management (NLM) Unit
[REVOKED]

Data processing planning

Data processing application systems maintenance and development
process

Acquisition of data processing equipment, software, and supplies
Data security

Software copyright policy

OKDHS SUBCHAPTER 42. ENTERPRISE PROGRAM MANAGEMENT

PART 1. SCOPE

OKDHS:2-42-1. Purpose and authority
OKDHS:2-42-2. Definitions

OKDHS:2-42-3. Enterprise program management
OKDHS:2-42-4. Enterprise architecture
OKDHS:2-42-5. Business Decision-Making Task Force
OKDHS:2-42-6. Enterprise Architecture Review Board

OKDHS SUBCHAPTER 43. OFFICE FOR CIVIL RIGHTS

OKDHS:2-43-1.

OKDHS:2-43-2.

Purpose and scope of the procedure for complaints alleging
discrimination
Sexual harassment defined

OKDHS SUBCHAPTER 45. INFORMATION SECURITY

PART 1. INFORMATION SECURITY OFFICE OPERATIONS

OKDHS:2-45-1.
OKDHS:2-45-2.
OKDHS:2-45-3.
OKDHS:2-45-4.
OKDHS:2-45-5.
OKDHS:2-45-6.

Information Security Office purpose and authority
Definitions [REVOKED]

ISO requirements [REVOKED]

Emergency operating plan [REVOKED]
Business recovery and resumption [REVOKED]
Information Security Office functions

PART 2. OKDHS INFORMATION SECURITY REGULATIONS

OKDHS:2-45-10.
OKDHS:2-45-11.

Information security regulations
Continuity of operations regulations
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OKDHS:2-45-12. Information security terms for contracts
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OKDHS SUBCHAPTER 42. ENTERPRISE PROGRAM MANAGEMENT

PART 1. SCOPE

Section

OKDHS:2-42-1. Purpose and authority
OKDHS:2-42-2. Definitions

OKDHS:2-42-3. Enterprise program management
OKDHS:2-42-4. Enterprise architecture
OKDHS:2-42-5. Business Decision-Making Task Force
OKDHS:2-42-6. Enterprise Architecture Review Board

ENTERPRISE PROGRAM MANAGEMENT ISSUED 12-15-09






ADMINISTRATIVE COMPONENTS OKDHS:2-42-1

OKDHS:2-42-1. Purpose and authority

Issued 12-15-09

(a) Purpose. The Enterprise Program Management Office (EPMO) is charged with
integrating and aligning Oklahoma Department of Human Services (OKDHS) business
processes, information technology, staff, operations, and projects to establish,
implement, and manage the agencywide strategy to effectively define and achieve
current and future OKDHS enterprise architecture objectives.

(b) Authority. Authority is granted by OKDHS executive management and officers to
establish enterprise program management processes to fulfill the requirements to:

(1) continuously improve the quality and efficiency of operations and delivery of
services;

(2) promote the transparency of operations; and

(3) maintain accountability for learning and growth objectives.
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OKDHS:2-42-2. Definitions

Issued 12-15-09

The following words and terms, when used in this Subchapter, shall have the
following meaning, unless the context clearly indicates otherwise:

(1) "Enterprise" means the totality of people, places, and things that make up the
Oklahoma Department of Human Services (OKDHS).

(2) "Enterprise architecture (EA)" means the comprehensive framework used to
manage and align OKDHS business processes, information technology software and
hardware, local and wide area networks, staff, operations, and projects with the
overall strateqgy of the agency.

(3) "Enterprise system (ES)" means the enterprise human services application,
supporting infrastructure, hardware, and software; and the development of
applications to support the core business functions and processes of OKDHS.
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OKDHS:2-42-3. Enterprise program management

Issued 12-15-09

The Enterprise Program Management Office (EPMO) identifies _and manages
Oklahoma Department of Human Services (OKDHS) business initiatives and provides
an__enterprise _architecture to effect information technology (IT) solutions for
re-engineering_services to integrate and consolidate business processes within _and
across divisions. EPMO responsibilities include:

(1) streamline services to meet the needs of clients and maintain the commitment to
quality and accountability to the funding sources;

(2) maximize alignment of OKDHS staff and financial and support resources to
continuously improve the delivery of services to Oklahomans:

(3) adopt a comprehensive enterprise architecture framework to build an IT
infrastructure and business support system that integrates the entire OKDHS

enterprise;

(4) describe, document, and define current and desired OKDHS business and
management structures and their interface with IT;

(5) perform cross-divisional analyses to identify strengths, redundancies,
inconsistencies, and gaps, and enhance opportunities for collaboration within
divisions and across the OKDHS enterprise;

(6) provide business process engineering training and support;

(7) incorporate security and privacy standards into enterprise business practices and
technical systems to minimize improper use of OKDHS data and client information;

(8) work with the Business Decision-Making Task Force and Enterprise Architecture
Review Board to enable business strategies and requirements to drive IT initiatives;
and

(9) annually evaluate the OKDHS strateqgic plan to determine and define OKDHS
business projects.
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OKDHS:2-42-4. Enterprise architecture

Issued 12-15-09

(a) Purpose. Enterprise Architecture (EA) is the management practice adopted by
Oklahoma Department of Human Services (OKDHS) and implemented by Enterprise
Program Management Office (EPMO) to identify common or shared assets, including
strateqgies, business processes, investments, data, systems, and technologies.

(b) Function. EPMO uses EA to develop a framework of quiding principles to identify
industry best practices that improve and maximize individual staff performance,
program performance, and overall agency performance to achieve and maintain
OKDHS goals and obijectives.
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OKDHS:2-42-5.Business Decision-Making Task Force

Issued 12-15-09

(a) Focus. As established by and subject to charter, the primary activities of the
Business Decision-Making Task Force (BDMTF) include:

(1) prioritize and monitor strategic enterprise business initiatives:

(2) review and approve the Oklahoma Department of Human Services (OKDHS)
enterprise business process changes; and

(3) review and approve enterprise architecture artifacts.

(b) Membership. The 16 appointed BDMTF members include:

(1) chair, selected by OKDHS Director;

(2) two members selected by Chief Information Officer (CIO) - one to represent Data
Services Division (DSD) and one to represent Office of Planning, Research, and
Statistics (OPRS);

(3) one member selected by Chief Financial Officer (CFO) to represent Finance
Division;

(4) three members selected by Chief Operating Officer (COQO) - one to represent
Children and Family Services Division (CESD), one to represent Family Support
Services Division (FSSD), and one to represent Field Operations Division (FOD);

(5) four members selected by Chief Coordinating Officer (CCO) - one to represent
Aging Services Division (ASD), one to represent Developmental Disabilities Services
Division (DDSD), one to represent Oklahoma Child Care Services (OCCS), and one
to represent Oklahoma Child Support Services (OCSS);

(6) four members selected by Chief Administrative Officer (CAQO) - one to represent
Human Resources Management Division (HRMD), one to represent Office of
Inspector_General, one to represent Support Services Division (SSD), and one to
represent Office of Client Advocacy (OCA), Office for Civil Rights (OCR), Office of
Communications, Office of Information and Referral (I&R), Office of Volunteerism,
Office of Legislative Relations and Policy (OLRP), and Developmental Disabilities
Council; and
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(7) one member selected by General Counsel (GC) to represent Office of General
Counsel.

(c) Meetings. BDMTF meets every other month.
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OKDHS:2-42-6. Enterprise Architecture Review Board

Issued 12-15-09

(a) Focus. As established by and subject to charter, the primary activities of the
Enterprise Architecture Review Board (EARB) include review of:

(1) enterprise architecture (EA) As-Is harvest;

(2) EA To-Be methodology;

(3) EA practices and standards; and

(4) EA blueprints.

(b) Membership. The seven appointed EARB members include:

(1) chief technical architect;

(2) chief business architect;

(3) lead security architect;

(4) lead data architect;

(5) lead application architect;

(6) lead infrastructure architect; and

(7) lead integration architect.

(c) Meetings. EARB meets monthly.
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