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EMPLOYMENT PRACTICE 

Section 1. PURPOSE 
 

The purpose of this policy is to explain the terms of employment for the Bedford Regional Water 
Authority (“Authority”). 
 

Section 2. POLICY 
 

A. Employment at the Authority is at-will; this means that both the employee and the Authority may 
terminate employment at any time with or without reason.  More information on termination can 
be found in the Employment Termination policy. 
 

B. All new and transfer employees go through a probationary period of six (6) months when they are 
first hired or transferred.  This probationary period is intended to be a time in which the employee 
is being trained and is continuing to be assimilated into the Authority through formal or informal 
means.  Probationary periods may be extended if deemed necessary by the Manager or the 
Executive Director.  No employee with less than six (6) months service will be eligible for any 
increase in salary unless their position is changed or there is an increase in the starting wage or 
salary for their position.  The end of the probationary period is not intended to create, nor shall be 
construed as creating an expressed or implied contract of employment, or guarantee employment 
for a definite or indefinite term. 
 

C. Employees that are not under disciplinary probation and/or corrective action are considered “in 
good standing”. 

 
Section 3. EQUAL EMPLOYMENT OPPORTUNITY 
 

The Authority is an equal opportunity employer.  Discrimination is not tolerated against any applicant 
on the basis of race, color, religion, sex, national origin, age, disability, genetic testing, or any other 
category prohibited by law. Interview questions which pertain to race, sex, religion or marital status 
or other inquiries which tend to directly or indirectly disclose such information are prohibited. Any 
questions that would indirectly divulge an applicant's age, national origin, or other discriminatory 
factor shall be made in accordance with law. 
 

Section 4. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on January 24, 
2013, effective July 1, 2013. 
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STANDARDS OF CONDUCT 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) intends to provide a professional, courteous, 
and safe work environment for the employees of the Authority, as well as to ensure professional 
service to the public; in order to do so, this policy is to document what the Authority expects from its 
employees. 
 

Section 2. REQUIREMENTS 
 

A. The Authority requires that all employees follow these standards of conduct in order to carry out 
the purpose of this policy.  Unless stated otherwise, this policy applies to all employees while on 
duty regardless of the location of the employee. 
1. Conduct themselves at all times in a manner that supports the Authority’s Governing 

Principles, including the Core Value, and the performance of their duties. 
2. Report to work as scheduled and seek approval from their supervisors in advance for any 

changes to the established work schedule, including the use of leave and late or early 
arrivals and departures. 

3. Perform assigned duties and responsibilities with the highest degree of service. 
4. Devote full effort to job responsibilities during work hours. 
5. Maintain the qualifications, certification, licensure, and/or training requirements 

identified for their positions. 
6. Demonstrate respect for the Authority and toward agency coworkers, supervisors, 

managers, subordinates, clients, vendors, and customers. 
7. Use Authority equipment, time, and resources judiciously and as authorized. 
8. Support efforts that ensure a safe and healthy work environment. 
9. Resolve work-related issues and disputes in a professional manner and through 

established business processes. 
10. Meet or exceed established job performance expectations. 
11. Make work-related decisions and/or take actions that are in the best interest of the 

agency. 
12. Report circumstances or concerns that may affect satisfactory work performance to 

management, including any inappropriate (fraudulent, illegal, unethical) activities of other 
employees. 

13. Work cooperatively to achieve work unit and Authority goals and objectives. 
 

B. Employees’ conduct reflects on the Authority; for that reason all employees are encouraged to 
observe the highest standards of professionalism at all times.  The items documented here are 
expected to be the baseline of standards; every effort should be made by all employees to exceed 
these requirements. 

 
C. It is the responsibility of the employee to perform their duties to the best of their ability and to the 

standards as set forth in their job description or as otherwise established. 
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STANDARDS OF CONDUCT 

Section 3. INFRACTIONS 
 

A. The following are examples of infractions of rules of conduct that may skip corrective action 
steps, up to and including termination of employment without prior warning at the sole discretion 
of the Authority: 
1. Theft or inappropriate removal or possession of Authority or co-worker owned property. 
2. Falsification of records, including but not limited to, employment and attendance records. 
3. Possession, distribution, sales, transfer, use of, or under the influence of alcohol or illegal 

drugs in the workplace or while operating company-owned vehicles or equipment; this 
applies to all employees regardless of whether they are on or off duty. 

4. Employee violence, regardless of the location, while on duty. 
5. Violation of safety policies. 
6. Possession of dangerous or unauthorized materials, such as explosives or firearms, in the 

workplace or in or on company-owned vehicles or equipment; this applies to all employees 
regardless of whether they are on or off duty. 

7. Verbal intimidation or threatening violence in the workplace. 
8. Negligence or improper conduct leading to the damage of property. 
9. Insubordination. 
10. Any form of harassment. 
11. Unauthorized disclosure of confidential information. 
12. Violation of any Authority policies. 
13. Unsatisfactory performance or conduct. 
14. Offensive gestures or actions. 
15. Offensive language or profanity of any kind. 
16. Sleeping during work hours. 
17. Disrespectful conduct or other inappropriate behavior. 
18. Offensive materials being shown, kept, or posted on any Authority property; this may include 

photographs, pictures, artwork, images, calendars, objects, or any other material that is 
offensive in nature. 

19. Employees have the right to conduct their work without disorderly or undue interference from 
other employees.  The Authority prohibits employees from violating this right of their co-
workers. 

 
Section 4. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on January 22, 
2013, effective July 1, 2013. 
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EVALUATION 

Section 1. PURPOSE 
 

The purpose of this policy is to document how the employees of the Bedford Regional Water 
Authority (“Authority”) will be evaluated by their Supervisors and Managers. 
 

Section 2. POLICY 
 

A. Initial: New hires and transfer employees will receive an initial probationary evaluation within six 
(6) months of the date they began working for the Authority.  This initial review is intended to 
identify strengths and weaknesses that can be appropriately developed based on the initial period 
of employment.  This review will include: 
1. A performance evaluation, to assess the quality of the work and the effectiveness of the 

employee; and, 
2. A salary-related review to determine if a salary adjustment is warranted.  A salary adjustment 

may be implemented immediately following the evaluation or it may be implemented at the 
beginning of the fiscal year; this determination will be made by the Manager and the 
Executive Director based on the budget and the time frame in the fiscal year in which the 
evaluation was conducted. 
 

B. Annually: Employees will receive a periodic evaluation, on at least an annual basis.  The 
evaluations are generally prepared by the individual directly supervising the employee and/or by 
a manager; appraisals of employees reporting directly to the Board of Directors shall be handled 
by the Board of Directors.  This annual evaluation is generally conducted in the first three (3) 
months of the calendar year; if the initial evaluation is conducted in the same time frame as the 
Authority is conducting the annual evaluations, the initial evaluation will serve as the annual 
evaluation.  The annual review will include: 
1. A performance evaluation, to assess the quality of the work and the effectiveness of the 

employee; and, 
2. A salary-related review to determine if a salary adjustment is warranted.  Any approved 

salary adjustment will be implemented at the beginning of the next fiscal year. 
 

C. Ongoing: Managers may provide ongoing evaluations of employee performance at any time 
during the year.  Unusual accomplishments should be recognized immediately and any 
deficiencies should be addressed and corrected at the first appropriate opportunity. 

 
Section 3. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on January 22, 
2013, effective July 1, 2013. 
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WORK HOURS AND COMPENSATION 

Section 1. PURPOSE 
 
This policy documents the working hours in which the employees of the Bedford Regional Water Authority 
(“Authority”) are expected to be on duty.  In addition, it also provides information on how employees are 
compensated for the hours that they work. 
 
Section 2. GENERAL 
 
In no case does the Authority expect employees to work without pay. The Authority is committed to 
complying with the wage and deduction requirements of the Fair Labor Standards Act (FLSA). 
 
Section 3. CLASSIFICATION AND REGULAR COMPENSATION 
 

A. Probationary Employee: 
1. A full-time or part-time employee who has worked for the Authority for less than six months. 
2. An employee who has been put onto probation due to disciplinary action. 
3. Can be exempt or non-exempt. 
 

B. Temporary/Seasonal Non-Exempt: An employee hired on a term basis, e.g. day, week, period of 
months, or on a project basis for special assignments that are to last no longer than one hundred 
and eighty days. 
1. Compensated at regular pay rate for all time worked less than and equal to forty (40) hours 

per week. 
 

C. Part-time Non-Exempt:  An employee working no more than sixty-four (64) hours on average in 
a pay period. 
1. Part-time employees must work a minimum of forty (40) hours per pay period to participate 

in the Authority’s benefit plans. 
2. Compensated at regular pay rate for all time worked less than and equal to forty (40) hours 

per week. 
 

D. Full-time Non-Exempt: An employee who receives hourly wages and is subject to wage and hour 
laws, including overtime pay provisions of the Fair Labor Standards Act. 
1. A standard workday is nine (9) hours in length, with the standard workday including a one (1) 

hour unpaid lunch break period, unless otherwise noted in the job description. 
2. Alternate schedules may be approved in accordance with the Flex-Time policy.  Staffing 

needs and operational demands may necessitate variations in start and end times, as well as 
variations in the total hours that may be scheduled each day and week.  Management will 
advise employees of their work schedules as needed. 

3. Compensated at regular pay rate for forty (40) hours per week. 
 

E. Full-time Exempt: 
1. An exempt employee occupies a position that is not eligible from the overtime provisions of 

the Fair Labor Standards Act due to executive, administrative, or professional exemptions. 
2. Expected to work, on average, a minimum of forty (40) hours per week. 
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WORK HOURS AND COMPENSATION 

3. Compensated at salaried pay rate per pay period. 
 
Section 4. OVERTIME 
 

A. Employees are not ordinarily called upon to work beyond their regularly scheduled hours. It is 
preferable to adjust workloads or make other arrangements rather than to require overtime. 

B. Non-exempt employees will be properly compensated for any overtime work undertaken on 
behalf of the Authority.  They will be compensated at a rate of one and one-half (1 ½) times the 
regular pay rate for time worked over forty (40) hours in any work week.  Holiday Leave and 
Paid Time Off (“PTO”), as defined in the Leave policy, will be included in the calculation of time 
worked in the forty (40) hour work week. 
1. Non-Mandatory: If an employee believes that overtime is necessary to complete assigned 

tasks, the employee should check with their Manager before undertaking any work outside 
normally scheduled hours.  If the Manager cannot be reached, then a Director must approve 
the overtime.  If an employee has not obtained prior approval, said employee may be subject 
to corrective action for such unauthorized activity. 

2. Mandatory: Periodically work must be done outside normal working hours or may need to be 
done when the Authority offices are closed; when such circumstances occur, employees may 
be required to work overtime.  Efforts will be made to try to keep such overtime work to a 
minimum and employees will be properly compensated for any overtime work performed. 
When overtime is required by management, refusal to work overtime without a valid reason 
will result in poor performance evaluations and may result in corrective action. 
 

Section 5. COMPENSATORY TIME / BANKED TIME 
 

A. Compensatory time is defined as paid time off that the employee chooses in lieu of overtime pay. 
 

B. Non-Exempt: If a non-exempt employee requests compensatory time, rather than overtime pay, 
the compensatory time will accrue at the overtime rate of one and one-half (1 ½) hours of 
compensatory time for each hour worked; if their Manager deems that the compensatory time is 
unnecessary or cannot accommodate the time off, the employee may be asked to cease the accrual 
of compensatory time. 
1. An employee cannot earn compensatory time if they have not worked a minimum of 40 

hours. 
2. If an employee chooses to accrue compensatory time, a maximum balance of forty (40) hours 

may be kept. 
3. After accruing the time, an employee must get prior approval from their Manager about when 

the compensatory time can be taken as noted in the Leave policy.   
4. Compensatory time may only be used to subsidize the hours worked in a week to equate to a 

total compensation of forty (40) hours per work week. 
5. Any compensatory time that is held by an employee at the end of the fiscal year will be paid 

out at the regular pay rate and the balance will be taken to zero hours. 
 

C. Exempt: If an exempt employee works over forty (40) hours in a week, they will not accrue 
compensatory time. 
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WORK HOURS AND COMPENSATION 

 
D. Payout of Compensatory Time: Upon termination, any accrued compensatory time will be paid 

out at the current hourly rate of pay according to the Employment Termination policy. 
 

Section 6. SHIFT STIPEND PAY  
 

A. Shift stipend pay is additional compensation paid to non-exempt employees who work a 
scheduled shift of at least four hours between the hours of 6pm and 6am. 
1. The stipend pay is a defined amount per shift for each shift an employee works.  This amount 

is the same regardless of the length of the shift. 
2. If an employee works two different shifts consecutively, the shift stipend will only be paid 

once. 
B. Shift stipend pay is not a legal requirement; it is an incentive benefit offered by the Authority.  

 
Section 7. HOLIDAY PAY 
 

A. Holiday Leave is defined in the Leave policy. 
 

B. Employees do not have to be scheduled to work on the holiday to receive holiday pay; this 
includes full-time and part-time employees. 
 

C. Non-worked time: 
1. All full-time employees will be compensated at the rate of one (1) hour of pay for every hour 

that they do not work on a holiday. 
2. All part-time employees will be compensated at the rate of one-half (½) hour of pay for every 

hour that they do not work on a holiday. 
3. The maximum number of holiday hours that will be paid will be equal to the number of hours 

that the employee is regularly paid for a normal day of work. 
 

D. Worked time: 
1. Paid time: If an employee’s duties require them to work on any of the days designated as paid 

holidays, they will receive compensation for the time worked on the holiday at the rate of two 
and one-half (2 ½) times their regular pay rate.  This pay includes one (1) times their regular 
pay to compensate for the holiday and one and one-half (1 ½) times their regular pay for 
every hour worked as overtime pay for having to work on the holiday.  

2. Compensatory time: If an employee chooses to take compensatory time for the time worked 
on a holiday, they will be compensated at two and one-half (2 ½) hours compensatory time 
for every one (1) hour worked on the holiday.  
a. Managers may require employees to work paid time holidays, rather than accrue 

compensatory time, if work schedules and workloads prevent the Authority from being 
able to grant the employee the use of compensatory time off. 
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WORK HOURS AND COMPENSATION 

 
Section 8. INCLEMENT WEATHER AND EMERGENCY CLOSINGS 
 
When the Authority is closed due to inclement weather or emergencies, the employee will receive 
compensation as if it were a holiday per the Holiday Pay section of this policy. More information about 
inclement weather can be found in Policy 20.15. 

 
Section 9. PAYROLL ERRORS AND/OR CONCERNS 
 
If an employee believes that there is an error or improper deduction in their paycheck, it should be 
reported to the Finance Department or the Human Resources Department.  The question will be promptly 
investigated and corrected as necessary. 
 
Section 10. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on January 22, 
2013, effective July 1, 2013. 

 
B. This policy was modified as follows: 

1. Approved March 18, 2014, effective March 19, 2014: 
a. Section 6 was modified to clarify inclement weather procedures. 

 
C. This policy was modified as follows: 

1. Approved April 21, 2015, effective April 22, 2015: 
a. The purpose was modified to include a no work without pay clause. 
b. Section 4 was modified to clarify the use of compensatory time. 
c. Section 6 was modified to clarify the inclement weather pay. 
d. Section 7 was included to comply with the Patient Protection and Affordable Care Act. 

 
D. This policy was modified as follows: 

1. Approved May 19, 2015, effective June 1, 2015: 
a. Section 6 was modified to return to the previous version. 

 
E. This policy was modified as follows: 

1. Approved February 15, 2022, effective February 28, 2022: 
a. Section 2 was added. 
b. Section 3. was modified to clarify hours for each category of employee. 
c. Section 4. was modified to clarify overtime eligibility and the approval process. 
d. Section 6 was added for Shift Stipends 
e. The Section related to breastfeeding and lactation was moved to a different policy, as it 

contains more information than is related to just work hours and compensation. 
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LEAVE 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) believes that its employees are the key to what 
allows the Authority to achieve its Governing Principles.  While work makes up a large portion of an 
employee's life, a balance between work and personal time off is essential in maintaining quality 
performance and a positive work atmosphere.  This policy documents how leave is accumulated and 
how leave can be used; this policy applies for all full-time and part-time employees, but this benefit is 
not provided for temporary employees. 

 
Section 2. PAID LEAVE 
 

A. Paid Leave includes Paid Time Off (“PTO”) and compensatory time. 
 

B. Explanations and Limitations of PTO: 
1. Employees taking leave when PTO is not available, except where otherwise specified in this 

policy, may be subject to discipline, up to and including termination. 
2. PTO provides full-time or part-time employees with the privilege of time off from work with 

pay. 
3. PTO days may be used for vacation, illness, off job injury, doctor’s appointments, personal 

business, dependent care, emergencies, bereavement, or any other pre-approved absence. 
4. PTO does not include scheduled holidays; please see the Holiday Leave section of this policy 

for more information on holidays. 
5. PTO can only be used to supplement up to the number of hours needed to cover the 

employee’s regularly scheduled hours.  PTO will not be paid for any hours over forty (40) 
hours per week unless approved by the Manager or due to mandatory overtime requirements. 

6. Part-time employees must use PTO to supplement the number of hours needed to get a twenty 
(20) hour week if they have elected to participate in health insurance. 

7. PTO must be scheduled in advance and approved by the employee’s Manager, except in cases 
of illness or emergency. 

8. In no event will PTO that is not earned be used so as to have a negative PTO balance. 
9. Exempt employees under the Fair Labor Standards Act (“FLSA”):  

a. Exempt employees should plan their schedule such that they take leave in half day or full 
day increments. 

b. Exempt employees who request and are granted time off on a partial day holiday will 
need to use PTO to cover the work hours being missed when the office is open.  If the 
office is open for 4 hours on the partial day holiday, but the exempt employee does not 
work during that time, then 4 hours of PTO must be used. 

c. Deductions from pay may be made to the first or last week of employment, FMLA leave, 
leave due to disciplinary action, to offset jury or witness fees, and for military pay. 

10. Questions about PTO earned and used should be referred to Management or Human 
Resources. 
 

C. Earning PTO: 
1. PTO begins accruing at hire.  PTO may be utilized as soon as it is accrued; there is no waiting 

period. 
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LEAVE 

2. PTO is accrued biweekly and is based on the employee’s years of service and original hire 
date. 

3. If a full-time employee, as defined in the Work Hours and Compensation policy, is hired as 
part-time, the employee will retain their leave balance and their length of service towards 
part-time accrual rates. 

4. A part-time employee, as defined in the Work Hours and Compensation policy, accrues paid 
leave at half (½) of an active full-time employee.  If the part-time employee is hired as full-
time, the employee will retain their leave balance and their length of service towards full-time 
accrual rates. 

5. Full-time employees earn PTO at a rate based on the following schedule: 

Years of Service PTO Hours 
Earned / Year 

* Equivalent 
PTO Days 

Earned / Year 
0-2 192 24 
2-5 216 27 
5-10 240 30 

10-15 264 33 
15-20 276 34.5 
20-25 288 36 
25-30 300 37.5 
30+ 312 39 

 
6. Part-time employees earn PTO at a rate based on the following schedule: 

Years of Service PTO Hours 
Earned / Year 

* Equivalent 
PTO Days 

Earned / Year 
0-2 96 12 
2-5 108 13.5 
5-10 120 15 

10-15 132 16.5 
15-20 138 17.25 
20-25 144 18 
25-30 150 18.75 
30+ 156 19.5 

 
* Calculation based on eight (8) hour work days.  Actual number of days depends on work 

schedule. 
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D. Compensatory time is defined in the Work Hours and Compensation policy. 
 

E. Scheduled Use of Paid Leave: 
1. Scheduled use of leave must be pre-approved by the employee’s Manager for any event that 

can be reasonably scheduled in advance of taking the leave.  Examples of this time include 
vacation time, planned medical appointments, funerals, planned care of dependents, etc. 

2. Scheduled leave requires the employee to give notice to their Manager or Supervisor via 
calendar request located in Microsoft Outlook, or other method approved by their Manager or 
Supervisor, as follows: 
a. For up to, and including, one (1) full day off, the request must be made during the 

standard employee workday, as defined in the Work Hours and Compensation policy, at 
least four (4) working hours in advance of the leave. 

b. For more than one (1) full day off and up to five (5) days off, the request must be made at 
least two (2) full working days in advance of the leave. 

c. For at least six (6) days off and up to ten (10) days off, the request must be made at least 
two (2) weeks in advance of the leave. 

d. For leave equal to eleven (11) days or more, the request must be made at least one (1) 
month in advance of the leave. 

3. Scheduled paid leave may be taken only at such times as the appropriate Manager may 
approve and the final decision for approval will be based on the staffing required to meet the 
work schedules of that facility or department. 
a. Scheduled paid leave is subject to cancellation due to unforeseen emergencies, natural 

disasters, or the lack of staff to maintain proper operation of an Authority facility or 
department. 

b. If scheduled paid leave is cancelled, the employee should reschedule their leave with the 
appropriate Manager as soon as possible. 

c. The employee is encouraged to schedule pre-approved leave as far in advance as possible 
with their Manager to avoid scheduling conflicts during and at the end of the fiscal year. 
 

F. Unscheduled Use of Paid Leave: 
1. The employee is required to make every possible attempt to schedule events or appointments 

in accordance with the Scheduled Use of Paid Leave section of this policy. 
2. Unscheduled paid leave that could not be reasonably foreseen will not be denied.  Except 

with established patterns of absences, the employee will not receive corrective action, for any 
of the following uses of unscheduled paid leave: 
a. Personal illness. 

i. An employee absent in excess of five (5) working days due to a medical condition 
will need to provide the Authority with a note from a doctor. 

b. Care of others and family illness. 
c. Emergencies; documentation required. 
d. Legal situations; documentation required. 
e. Bereavement. 
f. Severe weather, school closings and delays. 

3. Notification: If unable to report to work for any reason, an employee shall personally 
communicate this fact to their Supervisor or Manager prior to the scheduled shift; if the 
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immediate Supervisor or Manager is not available or can otherwise not be reached, the 
employee must contact the Executive Director. 
a. Notifying other employees or Managers of other departments is not acceptable, unless 

pre-arranged with their Manager or Supervisor. 
b. Leaving messages or claims of leaving messages is not acceptable, unless pre-arranged 

with their Manager or Supervisor. 
c. If the employee is medically unable to notify the Authority, every reasonable effort 

should be made by the employee to have someone else contact the Authority to inform 
them of the situation. 

4. If the employee is placed on leave under the Family Medical Leave Act, they will follow the 
requirements of the Family Medical Leave Act policy. 

5. Management reserves the right to require the employee to make up the work missed due to 
the unscheduled use of PTO. 

6. Failure to call in or to report to work for two (2) consecutive workdays will be considered a 
voluntary resignation or abandonment of the employee’s job. 

 
G. Unused PTO: 

1. The maximum amount of paid leave (pre-approved and unscheduled) that can be carried over 
as of the last pay period of each fiscal year are: 
a. 640 hours Full-time employees that are Plan 1 or Plan 2 Virginia Retirement System 

(“VRS”) participants.   
b. 352 hours for Full-time employees that are Hybrid Plan VRS Participants. 
c. 352 hours for Part-time employees.  

2. Please see the Termination policy for information about the payout of unused PTO. 
 
Section 3. LEAVE OF ABSENCE 
 

A. At the discretion of the Executive Director, short term unpaid leaves of absence may be granted 
where warranted by extenuating circumstances that do not impose an undue burden on the 
Authority. 
 

B. The employee must exhaust their existing accumulated PTO prior to beginning a leave of 
absence; additional PTO will not be accrued and accrual will not resume until the employee 
returns to work. 
 

C. By default, all benefits will be frozen or terminated while the employee is out on the leave of 
absence.  If the employee would like to continue the benefits, completely at their expense, they 
should contact Human Resources to see what arrangements can be made. 
 

D. Upon return from the approved leave of absence, the Authority will make an effort to reinstate the 
employee to the same position they previously occupied, or to a similar position. 
1. The Authority cannot guarantee that the same position, or a similar position, will be 

immediately available when the employee desires to return. 
2. In such instances, the leave may be extended by the Authority until such time as a suitable 

position is available. 
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Section 4. HOLIDAY LEAVE 
 

The Authority follows the state holiday schedule as published each year by the “Virginia Department 
of Human Resource Management” on www.dhrm.state.va.us. 

 
 

Section 5. CIVIL AND MILITARY LEAVE 
 

Legally required leave, such as Jury Duty, will be approved and the employee will be fully 
compensated by the Authority for this time off as required by law. 

 
Section 6. EXCEPTIONS 
 

Any exceptions to this policy must be approved by the Executive Director.  The Executive Director 
may consult with the Personnel Committee of the Board of Directors as needed. 
 

Section 7. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Board of Directors on January 22, 
2013, effective July 1, 2013. 

 
B. This policy was modified as follows: 

1. Approved March 18, 2014, effective March 19, 2014: 
a. Section 2.G clarified Unused PTO in regards to VRS. 

 
C. This policy was modified as follows: 

1. Approved April 21, 2015 effective April 22, 2015: 
a. Section 2.B. 6 clarified when a part-time employee is required to use PTO. 
b. Section 2.B. 9 added another exception to the use of a full-day of PTO by an exempt 

employee. 
c. Section 2.E. shortened the amount of time necessary to schedule PTO. 
d. Section 2.C. 3 clarified the accrual of PTO from a full-time employee transitioning to a 

part-time employee. 
e. Section 2.C. 4 clarified the accrual of PTO from a part-time employee transitioning to a 

full-time employee. 
f. Section 2.G. 1 clarified the roll-over of PTO for a part-time employee. 

 
D. This policy was modified as follows: 

1. Approved May 17, 2016 effective May 18, 2016: 
a. Section 2.B. 9 clarified how long an exempt employee is to plan on working before leaving. 

 
E. This policy was modified as follows: 

1. Approved February 21, 2017 effective March 6, 2017: 
b. Section 2.B. 9 modified to allow exempt employees the ability to take partial day leave 

using the PTO bank. 
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ATTENDANCE 

Section 1. PURPOSE 
 

This policy will apply to all non-exempt Bedford Regional Water Authority (“Authority”) employees; 
exempt employees who incur excessive unscheduled absences will be addressed on a case by case 
basis.  Regular attendance is an essential part of the Authority’s efficient operation and is a necessary 
condition of employment. Unscheduled absences place an additional burden on co-workers as well as 
the Authority, and for these reasons, excessive unscheduled absences will not be tolerated. 

 
Section 2. ATTENDANCE 
 

A. Laws: 
1. Federal laws do not require the employer to tolerate excessive unscheduled absences.  

Excessive absenteeism or unscheduled absences can disrupt the workflow and cause a 
department to have unscheduled and non-budgeted overtime.   
 

B. Unscheduled Absences: 
1. Unscheduled time off is defined as arriving later than the scheduled beginning of an 

employee’s shift or taking Paid Time Off (“PTO”) without prior approval. 
2. Employees are expected to arrive and be ready to work at the beginning of their scheduled 

shift. 
3. Late arrivals and early departures are grounds for corrective action.  The definition of 

excessive unscheduled absences will be based on the staffing requirements to successfully 
meet all Federal and State regulations in operating water or wastewater facilities, scheduled 
work and deadlines, and/or the demands of our customers. 

4. Employees must make up the time missed from unscheduled absences, use compensatory 
time, or they must use their PTO; this decision will be at their Manager’s discretion 
depending on the situation.  Please refer to the Leave policy for more information on PTO. 

5. Employees are permitted to have up to twelve (12) unscheduled time off allowances per 
calendar year with no further corrective action taken, with the exception of habitual 
offenders, as listed below. 

6. The following corrective action steps will be taken upon accumulating the cumulative 
number of instances shown on the chart below: 

 
 

Corrective 
Action Step 

Number of Instances 
Unscheduled 

Time Off 
First Warning 13 

Second Warning 14 
Final Warning 15 

Termination 16 
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C. Attendance Records: 
1. Absence totals are for one (1) calendar year. 

a. Although the occurrence count will start over yearly, habitual offenders (those who have 
established a pattern of absences) may trigger discipline, even though year old infractions 
have fallen off, if the employee continues to excessively incur unscheduled leave. 

2. It is the responsibility of the employee’s immediate supervisor to monitor and maintain a 
record of the attendance of their staff. 

3. If an employee has an attendance problem, i.e. excessive occurrences (whether or not they 
have been docked), the problem should be discussed with the employee as soon as it is 
noticed. 

 
Section 3. EXCEPTIONS 
 

A. Exceptions to this policy are listed in the Leave policy. 
 
B. Any other exceptions to this policy must be approved by the Executive Director.  The Executive 

Director may consult with the Personnel Committee of the Board of Directors as needed. 
 

Section 4. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on January 22, 
2013, effective July 1, 2013. 
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ON CALL AND CALL OUT 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) provides critical service to the residents and 
businesses that are customers of the Authority; therefore, it is necessary to provide support to these 
customers twenty-four (24) hours a day, three hundred and sixty five (365) days a year.  This policy is 
to provide an understanding of what is necessary for those employees that are designated as being on 
call. 

 
Section 2. POLICY 
 

A. General: 
1. As indicated in the job description, certain positions are required to be on call for nights or 

weekends on a regularly scheduled basis.  When on call, the employee should have 
arrangements in place so that they can be reached by telephone and be ready to respond 
within one (1) hour of the first notice.   

2. While on call, they are expected to follow the same rules and regulations of behavior as stated 
in the operating policy manual. 
 

B. Availability: 
1. When on call, employees shall refrain from the use of any alcohol or illegal drugs as they 

may be called-in at any time.  In addition, employees on call shall not travel more than ten 
(10) miles outside the border of Bedford County so as to be readily available to respond to a 
call out, unless it has been preapproved by the immediate Manager or the Executive Director. 

 
Section 3. PROCEDURES 
 

A. Designated employees will be placed on call for a seven (7) straight day period in a rotating 
schedule.  In addition to eligibility for overtime pay or compensation, when incurred according to 
the Work Hours and Compensation policy, the employee on-call will also be paid a stipend for 
being on call that particular period. 

 
B. Any additional employee(s) that are not on-call and are called-in for an emergency will receive a 

stipend for the day that they report to the job site to assist after hours. They will also be eligible 
for overtime pay or compensation, when incurred according to the Work Hours and 
Compensation policy. 

 
C. When field work is required, compensation will be paid to any employee that is called in for work 

initiated during the employee’s non-working hours.  
 

D. The employee will be compensated for their time from the beginning of their response until they 
return home. 

 
E. If field work is required, every attempt should be made to solve the problem without involving 

other employees.  If additional help is needed, the on-call employee’s Leader should be called.  
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Any additional necessary personnel are to be approved by a Leader.  If the Leader cannot be 
reached, then the Department Manager should be called. 

 
F. An employee may work a maximum of 16 hours in a 24 hour period.  If an employee works 16 

hours a rest period of 8 hours must be taken before returning to work.  If the employee expects to 
work 16 hours the employee must notify the Leader so that arrangements can be made for the 
employee to be relieved.  If an extreme unforeseeable or unpreventable emergency occurs, the 
Executive Director may authorize extended hours of work beyond 16 hours.  If an employee is 
required to be on duty for over 24 hours, the Authority will follow procedures as outlined by the 
Department of Labor’s clause 29 CFR 785.22. 

 
G. Each employee is responsible for completing an On Call Data Record Sheet for any calls taken 

while on call for the week.  This is to be submitted along with the timesheet EACH pay period; 
failure to submit this record may jeopardize the payment of the overtime earned for the work. 

 
Section 4. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on January 22, 
2013, effective July 1, 2013. 

 
B. This policy was modified as follows: 

1. Approved March 18, 2014, effective March 19, 2014: 
a. Section 3.B clarified the three hour minimum compensation. 

 
C. This policy was modified as follows: 

1. Approved April 21, 2015, effective May 4, 2015: 
a. Section 2.A. 1 removed the use of a pager. 
b. Section 3. B was modified to remove a three hour minimum compensation for call-ins. 
c. Section 3. C was modified to match the timesheet system’s capabilities. 
d. Section 3. D clarified call-in procedures. 
e. Section 3. E set a maximum on hours worked.  

 
D. This policy was modified as follows: 

1. Approved May 27, 2015, effective June 1, 2015: 
a. Section 3. B was added to give benefit to additional workers that are called-in after hours. 
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FLEX-TIME 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) supports the principles of a flexible working 
schedule for its employees, in order to provide a more efficient use of the knowledge, skills, and 
abilities of employees and to improve employee working conditions.  This policy explains how a 
flexible schedule can be utilized by employees of the Authority. 
 

Section 2. EXPLANATION 
 

A. The standard working hours are documented in the Work Hours and Compensation policy. 
 

B. Flex-time is a fixed work schedule, that may be temporary or permanent, which allows employees 
to work hours that are non-standard, while maintaining a high level of service to employees and 
the public. 

 
Section 3. REQUIREMENTS 
 

A. All full-time employees of the Authority must work a minimum work week as defined in the 
Work Hours and Compensation policy. 

 
Section 4. APPLICATION 
 

A. To apply for flex-time, an employee must complete the application form, Flex-Time Application 
form, and submit it to their immediate Manager for approval. 
1. Managers must insure that services are maintained. 

 
Section 5. APPROVAL/DENIAL 
 

A. Approval: 
1. To approve an employee's request for flex-time, a Manager must check the “Approve” box on 

the employee's flex-time application and sign the application. 
2. Managers will be responsible for scheduling work hours and providing the appropriate 

documentation for timekeeping. 
3. The Executive Director must approve all flex-time requests. 

 
B. Denial: 

1. The immediate Manager may limit the privilege of flex-time based upon the operational 
needs of the department. 

2. Flex-time is a privilege and, if abused, can be ended at the discretion of the Manager or 
Executive Director. 

3. The Manager and/or Executive Director must provide adequate justification for disapproving 
or revoking a request. 
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C. Documentation: The Manager is required to give the employee a copy of the application, 
informing them of the approved or denied schedule, and send the original form to Human 
Resources to be filed in the employee’s personnel file. 

 
Section 6. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Directors on January 22, 
2013, effective July 1, 2013. 
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INCLEMENT WEATHER AND EMERGENCY CLOSINGS 

Section 1. PURPOSE 
 

Due to the essential services that are provided by the Bedford Regional Water Authority 
(“Authority”), it will strive to remain in operation to the extent possible during inclement weather 
conditions and during emergencies.  This policy is to explain how the Authority will operate in the 
event of extreme inclement weather and emergency situations which lead to an altered schedule. 

 
Section 2. POLICY 
 

A. When the Authority is in operation, any time not worked by an employee due to inclement 
weather must be covered in accordance with the Leave Policy 20.11. 
 

B. Should the Executive Director, or the Assistant Executive Director in the absence of the 
Executive Director, authorize an altered operating schedule due to adverse weather or emergency 
conditions, notice of the closing(s) will be given as follows: 
1. Internal: the notice will be made in the Emergency Communication Group (“ECG”) 

Microsoft Teams chat as soon as possible after the determination is made to alter the 
operating schedule.  Managers and Supervisors will be responsible for receiving the 
notification through the ECG and relaying it to their team members. 

2. External: notices will be placed on social media and on the outgoing greeting of the 
Authority’s phone system as soon as possible. 

 
C. Employees designated as essential may be required to work regardless of adverse weather 

conditions or emergency closings. 
1. Essential positions are designated as such in their job description.  Essential employees are 

required to report to work during their planned schedule unless they are on preapproved 
Leave. 
a. Depending on circumstances that may occur during an inclement weather event, certain 

personnel may be called in to work that are not specifically defined as essential in their 
job description. 

b. Essential employees may be required to work alternate schedules during the inclement 
weather conditions or emergency closings. 

2. For personnel deemed essential, Authority vehicles may be authorized for use in picking up 
employees who are not capable of getting to the workplace or jobsite by other means due to 
inclement weather or emergency. 
a. Affected essential employees must contact their appropriate supervisor at least one (1) 

hour prior to the start of their work shift to make arrangements to be picked up in an 
Authority vehicle. The appropriate management members will specify the employee who 
will operate the vehicle in these instances. 

b. Appropriate management members are authorized to allow essential employees to take 
home Authority vehicles if severe weather is pending or emergencies arise. 
 

D. Remote Work: When the Authority is in operation during inclement weather, employees who can 
work remotely are encouraged to do so rather than taking Leave. 
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E. All employees will be compensated according to the Work and Compensation Policy 20.10. 
 

Section 3. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on January 22, 
2013, effective July 1, 2013. 
 

B. This policy was modified as follows: 
1. Approved April 21, 2015 effective April 22, 2015: 

a. Policy was amended to include emergency closings. 
b. Section 2. Clarified employees designated as essential, their requirements and the tools 

available to them. 
2. Approved May 19, 2015, effective June 1, 2015: 

a. Section 2 was modified to clarify essential employees’ pay and the use of Authority 
vehicles. 

3. Approved February 1, 2022, effective February 14, 2022: 
a. The majority of the policy was revised, to provide clarification on the use of the policy. 
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PAY BANDS AND PAYROLL 

Section 1. PURPOSE 

 

This policy of the Bedford Regional Water Authority (“Authority”) will be used to summarize items 

related to employees and payroll. 

 

Section 2. PAY BANDS 

 

A. The Authority uses a pay band system which contains twelve (12) pay band levels.  Each band 

contains a minimum, midpoint, and maximum pay rate.  A copy of the pay band levels can be 

found in the appendices.  The most recent pay band levels can be found on the Authority’s 

intranet. 

1. The minimum pay rate is the typical rate for an employee who has just entered a particular 

band level.  The midpoint is a pay rate halfway between the minimum and the maximum of a 

particular band level. 

2. Cost of living adjustments are equal for all employees in a particular pay band.   

3. The maximum is the maximum pay rate for a given band. 

 

B. Pay bands are reviewed annually and may be adjusted based on documented cost of living 

analysis. 

1. Periodically, pay bands may also be adjusted based upon data collected from salary surveys 

conducted by the Authority. 

2. The assignment of a particular job to a specific band level has been based upon data received 

from salary surveys conducted by the Authority. 

3. The cost of living index to be used for adjustments is: http://www.opm.gov/oca 

 

C. It is the Authority’s intention to enable employees to move through a given pay band more 

quickly by the using the following:   

1. Merit increases may be given based upon an employee’s job performance and the employee’s 

salary at the time of their annual review. 

2. Pay increases may be given to employees for acquired skills and obtained certifications 

directly related to their job. 

3. Pay increases may be given based upon data received from salary surveys conducted by the 

Authority. 

4. Pay increases will be effective at the beginning of the fiscal year.  Mid-year adjustments will 

not normally be made. 

 

Section 3. PAYROLL 

 

A. Employees will be paid on a biweekly basis via direct deposit. 

1. The pay period begins on Monday at 12:01am and ends fourteen (14) calendar days later on 

the following Sunday at 12:00 midnight. 

2. Please check with the Finance Department for additional information on the actual pay dates. 

3. If a payday falls on a holiday recognized by the Authority, paychecks are issued on the last 

working day preceding or following the holiday. 

 

http://www.opm.gov/oca
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B. Timesheets: 

1. Employees must fill in their own timesheet fully and accurately; more information on these 

procedures can be found in the Timesheets policy. 

2. Employees must submit their timesheet by Monday morning of the pay week.  If the 

Authority is scheduled to be closed on the Monday that a timesheet is due, the submission 

should be made on the next day that the office is open (unless otherwise specified by the 

Finance Department). 

3. Finance can fill out timesheets for an employee when the employee is not able to do so, with 

assistance from the employee’s Manager  Human Resources can fill out timesheets for an 

employee while an employee is on leave for the Family Medical Leave Act or when an 

employee is terminated.  Falsifying information or filling out anyone else’s timesheet, except 

as stated herein, may result in termination. 

4. If an employee is not going to be on duty when the timesheet is due, it should be completed 

in advance. 

 

Section 4. DEDUCTIONS 

 

A. The law requires that the Authority makes certain deductions from all employees’ pay.  This 

includes: 

1. Federal, State, and Local income taxes; the amount of income tax withholding is computed 

based on earnings and the number of exemptions claimed on W-4 forms. 

2. Social Security taxes on each employee’s earnings. 

3. If the Authority receives a court order to garnish an employee’s wages, the employee will be 

notified. 

 

Section 5. ADVANCES 

 

The Authority does not make loans or provide for pay advances against earnings to employees.  As 

such, it is the employee’s responsibility to manage their own financial obligations. 

 

Section 6. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on January 22, 

2013, effective July 1, 2013. 

 

B. This policy was modified as follows: 

1. Approved March 18, 2014, effective March 19, 2014: 

a. Section 3.B.3 clarified who can fill out timesheets when an employee is not able to do so. 
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TIMESHEET PROCEDURE 

Section 1. PURPOSE 

 

The purpose of this policy is to explain the procedures to properly complete and submit a timesheet at 

the Bedford Regional Water Authority (“Authority”). 

 

Section 2. TIMEKEEPING POLICY 

 

Please refer to the other policies in the Operating Policy Manual, Employee Handbook chapter, for 

information about working hours, leave time, and other policies that effect how the timesheets are 

used to calculate payroll. 

 

Section 3. TIMESHEET PROCEDURE 

 

A. Each pay period: 

1. The timesheet is part of the Data Management System and can be accessed through the 

Authority’s intranet.    Each user shall use the same credentials as the email system. When 

entering time select the double arrow beside the correct pay period.   

2. For non-exempt employees, enter the hours worked in the appropriate field for each service 

area by clicking the edit button to the left of the date. Also enter any PTO used, compensatory 

time used, and holiday hours for each day of the pay period.  Any PTO or compensatory time 

used must be entered as a negative number. If overtime was worked that day and the 

employee wishes to receive compensatory time instead of overtime pay, the hours that the 

employee is wishing to comp should be entered in the comp time field, as a positive number. 

All working and leave times must be entered in hour and five minute increments, separated 

with a period.  For example, 8 hours and 15 minutes would be entered as 8.2 

3. For exempt employees, enter the PTO used for each day of the pay period by clicking the edit 

button to the left of the date.  

4. Holiday Leave time: 

a. The time entered for a holiday should be as follows: 

i. Full-Day Holidays: If an employee is regularly scheduled to work eight (8) hour 

days, then they should enter eight (8) hours of holiday under the non-working time 

section for any full-day holiday.  If an employee is regularly scheduled to work ten 

(10) hour days, then they should enter ten (10) hours of holiday under non-working 

time for any full-day holiday.  

ii. Half-Day Holidays: If an employee is regularly scheduled to work eight (8) hour 

days, then they should enter four (4) hours in the holiday column for any half-day 

holiday.  If an employee is regularly scheduled to work ten (10) hour days, then they 

should enter five (5) hours in the holiday column for any half-day holiday.  

iii. There should not be any numbers entered into the holiday column except 2, 4, 5, 8, or 

10 as explained above. 

b. If an employee works on a holiday, they should put the hours worked on that day in the 

appropriate service area. 

5. To submit the timesheet to their Manager, each employee must click the edit button to the 

right of the pay period, check the submit box, and click the save button.  The timesheet must 

then be reviewed and approved by their Manager; the timesheet will be automatically 

https://bcpsa.tenrox.net/
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submitted to Finance for processing, after approval from the Manager.   

 

 

Section 4. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on January 22, 

2013, effective July 1, 2013.  

 

B. This policy was modified as follows: 

1. Approved March 18, 2014, effective March 19, 2014: 

a. Policy revised to reflect the change from Tenrox timesheets to the Data Management 

System. 
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BENEFITS 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) recognizes the value of quality employees, and 
that providing quality benefits is part of the overall compensation package need to attract and 
maintain a professional workforce.  This policy is to document the benefits that are offered to the 
employees of the Authority; the benefits listed in this policy, unless otherwise noted, are available for 
all full-time, non-temporary employees of the Authority. 

 
Section 2. ENROLLMENT 
 

A. The Open Enrollment period for benefits is held before July 1st each year. 
 

B. For information on the dates of the enrollment periods for benefits, please contact Human 
Resources. 
 

C. To enroll in any of these programs, please contact Human Resources. 
 
Section 3. HEALTH INSURANCE 
 

A. The Local Choice, includes the following: 
1. Health Insurance 
2. Dental Insurance 
3. Vision Insurance 
4. Behavioral Health and Employee Assistance Program (“EAP”) 
5. Prescription Plan 
6. Wellness Benefits 

 
B. Eligibility: 

1. All Full-Time and Part-Time employees are eligible for participation.  
2. Spouses as recognized by the Commonwealth of Virginia. 
3. Dependents 

a. Natural children, adopted children, children placed for adoption, stepchildren as a result 
of a legal spouse (as defined by the Commonwealth of Virginia), incapacitated children, 
and other children in which the court has ordered the employee to assume sole permanent 
custody. 

b. Children are eligible to the end of the year in which they turn age 26 (age requirement is 
waived for adult incapacitated children). 

4. Retirees 
a. Employees who retire directly from the Authority (i.e., leave service and immediately 

begin to receive a retirement benefit from VRS) may continue to participate in the group 
health plan. 

b. The employee must have at least 15 years of full time service with the Authority. 
c. Only dependents who were part of the employee’s active plan at the time of retirement 

will be  eligible. 
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d. Medicare eligible retirees who have remained on the Authority’s retiree plan may choose 
additional coverage through the Authority.  

5. Coverage must be applied for within 30 days after beginning or ending employment; 
otherwise, coverage can only be obtained at the Open Enrollment period or 30 days after a 
qualifying mid-year event. 

 
C. The Authority contributes payment towards the health insurance premiums for employees.  The 

breakdown of these contributions is as follows: 
1. Full-time Employees 

Insurance Plan Authority Contribution Employee Contribution 
Employee Only 95% 5% 
Employee plus one 60% 40% 
Family 60% 40% 

2. Part-time Employees 
Insurance Plan Authority Contribution Employee Contribution 
Employee Only 47.5% 52.5% 
Employee plus one 30% 70% 
Family 30% 70% 

3. Retirees 
Insurance Plan Authority Contribution Employee Contribution 
Employee Only 0% 100% 
Employee plus one 0% 100% 
Family 0% 100% 

 
D. For premiums, please see the Benefits-at-a-Glance document, available from Human Resources. 

 
Section 4. RETIREMENT 
 

A. Virginia Retirement System (“VRS”) Retirement: 
1. Membership in VRS is a condition of employment for all full time employees. 
2. The Authority pays the state’s determined employer contribution amount into the plan. 
3. Employees pay the 5% employee’s contribution amount into the plan. 
4. This plan provides a lifetime monthly benefit based on your age, total years of service, and 

average final compensation. 
5. Please see your appropriate plan document for retirement eligibilities. 
6. This benefit is only available to full-time employees. 

 
B. Deferred Compensation through VRS: 

1. This benefit is obtained through employee contribution only; there is no Authority 
contribution or matching. 

2. This is a 457 Plan: Contributions made to this plan are pre-tax contributions. 
3. This is supplemental to VRS retirement. 
4. This benefit is only available to full-time employees. 
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BENEFITS 

Section 5. LIFE INSURANCE 
 

A. VRS Life Insurance: 
1. The Authority pays 100% of the premium for coverage equal to twice the annual salary for 

life insurance and four (4) times the annual salary for accidental death. 
2. Employees can obtain additional life insurance coverage for employee, spouse, and children 

at the employee’s cost. 
3. This is term insurance and coverage will cease upon termination of employment, other than 

death and retirement 
4. This benefit is only available to full-time employees. 

 
B. Additional information is available upon request. 

 
Section 6. ADDITIONAL BENEFITS 
 

A. American Family Life Assurance Company (“AFLAC”): 
1. This benefit is obtained through employee contribution only; there is no Authority    

contribution or matching. 
2. This benefit is available to full-time and part-time employees. 
3. Coverage may include: 

a. Accident. 
b. Cancer/Specified Disease. 
c. Dental. 
d. Hospital Advantage. 
e. Life. 
f. Long-Term Care. 
g. Short-Term Disability. 
h. Specified Health Event. 
i. Vision. 

4. Employees may apply for or cancel pre-tax benefits during the Open Enrollment period or 
during a qualifying event.  Employees may apply for or cancel post-tax benefits at any time. 
 

B. Total Administrative Services Corporation (“TASC”): 
1. The Authority pays 100% of the administrative fees for this benefit. 
2. The amount elected by the employee is obtained through employee contribution only; there is 

no Authority contribution or matching. 
3. This benefit is offered to full-time employees upon completion of their initial probationary 

period. 
4. A flexible spending account may be arranged for unreimbursed medical or daycare expenses. 
5. This is a pre-tax benefit that can only be enrolled in, changed, or cancelled during a qualified 

event. 
 
Section 7. REVISIONS 
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BENEFITS 

A. This policy was approved and adopted by the Authority’s Board of Directors on January 8, 2013, 
effective July 1, 2013. 

 
B. This policy was modified as follows: 

1. Approved March 18, 2014, effective June 1, 2014: 
a. Section 3.C to reflect the new percentages for contributions. 

2. Approved May 17, 2016, effective May 18, 2016: 
a. Section 3.B to reflect the election of Medicare Eligible Retiree coverage. 
b. Section 4.A to reflect changes in the VRS Plans. 
c. Section 6.A to reflect changes in the AFLAC Plan availablility. 
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TRAINING AND MEETINGS 

Section 1. PURPOSE 
 

It is the policy of the Bedford Regional Water Authority (“Authority”) to encourage employees to 
improve their knowledge and skills in areas that directly relate to the work of the Authority.  
Therefore, within budgetary limitations and appropriate approvals, the Authority will approve, 
request, or give the opportunity for the employee to attend workshops, seminars, meetings, and 
training sessions. 

 
Section 2. POLICY 
 

A. The Authority encourages managers and employees to request training that will help them to 
perform their duties to the highest degree of proficiency and efficiency possible. 
 

B. When approved by Human Resources, the Authority will cover the expenses necessary to 
maintain, keep, and update certifications and licenses, as required to perform the work as stated in 
the employee’s job description. 
 

C. All training will be subject to the Authority’s financial ability to support the training and the 
budget that was allocated for the training being requested. 
 

Section 3. REGISTRATION AND PAYMENT 
 

A. All registrations, including lodging, must go through Human Resources; no employee shall sign-
up for classes that take place during work hours without prior approval from Human Resources, 
regardless of expense. 

 
B. The Authority will pay for training and licenses through an Authority check and/or an Authority 

credit card or purchasing card. 
1. Payment for all training, materials, and licensing must be processed through Human 

Resources.  This will avoid out-of-pocket expenses for employees and reduce the risk of not 
having any expenses reimbursed. 

2. Any courses, materials, or licensing not approved prior to registration is not eligible for 
reimbursement. 

 
Section 4. EXPENSES 
 

A. Allowable expenses: 
1. The Authority will either directly pay for or have the employee use a purchasing card for the 

following items: 
a. When an overnight hotel stay is involved: 

i. A purchasing card or credit card may be used to cover meals, tips, and incidentals for 
official business relating to the Authority employee only, that are not provided to the 
employee by the hotel, the training event, a vendor, or by other means.  The amount 
for the meals and incidentals may not exceed the per diem rates as indicated on the 
United States General Services Administration’s (“GSA”) most currently published 
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TRAINING AND MEETINGS 

Domestic Per Diem Rates.  These rates can be found on the GSA’s website 
(www.gsa.gov).  Purchases within these guidelines will not be taxable to the 
employee. 

ii. Hotel accommodations will be provided in accordance with the travel provisions of 
this policy. These accommodations will also follow the GSA rate (as described 
above) and applicable taxes will be covered. 

b. When an overnight hotel stay is not involved, the Authority will pay for incidentals 
including parking, tolls, and other related expenses relating to official business and any 
meals included in the registration for the event will not be taxable to the employee. 

2. The Authority will not cover the expenses for extra charges that are not directly related to 
Authority business; this includes, but is not limited to, phone charges, internet access, 
movies, entertainment, etc. 

 
B. Travel: 

1. Employees must use an Authority vehicle whenever possible.  If not using a company 
vehicle, the employee must justify the use of their personal vehicle and obtain the approval of 
their Manager prior to traveling to receive mileage reimbursement. 

2. If multiple employees are travelling to the same training effort should be made to carpool 
when possible. 

3. When travelling, employees should use a resource vehicle with the highest fuel efficiency 
available whenever possible. 

4. No airline reservation can be made or purchased without Human Resources’ approval. 
5. Hotel stays before the event (if it starts before 9:00 a.m.) and after the event (if it ends after 

5:00 p.m.) is allowed if travel is more than two (2) hours away (according to Google Maps 
(http://maps.google.com) , with the starting point being the Authority office).  Otherwise, 
only hotel stays between the event days may be approved. 

 
C. Meetings: 

1. Purchasing cards or credit cards are the authorized payment method for formal business 
meetings and event-related expenses that were previously approved by Human Resources. 

2. Meeting meals and incidentals may not exceed the per diem rates as indicated on the GSA’s 
website as described above. 

3. Meeting meals that do not include an overnight stay will be taxable as wages except where 
described below: 
a. The meal is on the Authority’s premises, for the Authority’s convenience, and meets all 

applicable IRS guidelines. 
b. The meeting is for a Trade or Professional Association and the meal expenses directly 

related to and are necessary for attending business meetings or conventions of certain 
organizations. 

c. The meal is de minimus according to the IRS guidelines as an infrequent meal of minimal 
value. 

 
D. Receipts: 

1. Detailed, itemized receipts must be submitted. 
a. Detailed receipts must show what was purchased (not just the total amount charged). 

http://www.gsa.gov/
http://maps.google.com/
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b. If a credit card or purchasing card receipt is turned in without the itemized breakdown, 
the employee may be personally responsible for these charges. 

c. Applicable taxes will be withheld as legally required. 
 
Section 5. COMPLETION 
 

Proof of attendance, including copies of certificates, forms, and continuing education credits, must be 
sent to Human Resources.  In addition, summaries and/or surveys may be required upon completion. 

 
Section 6. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on January 22, 
2013, effective July 1, 2013. 

 
B. This policy was modified on March 8, 2013, including the following changes: 

1. The policy name was changed to include meetings, and the policy now includes provisions 
for meetings. 

2. Modifications were made to comply with IRS taxing requirements. 
 

C. This policy was modified as follows: 
1. Approved March 18, 2014, effective March 19, 2014: 

a. Section 4.A and C to clarify per diem. 
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CONTINUING EDUCATION 

Section 1. PURPOSE 
 

A. It is the policy of the Bedford Regional Water Authority (“Authority”) to encourage employees to 
improve their knowledge and skills in areas that directly relate to the work of the Authority.  
Therefore, within budgetary limitations and appropriate approvals, the Authority will reimburse 
all or some of the educational expenses for classes and courses that are preapproved. 

 
B. This policy is for classes and courses that are scored with a grade and are focused on seeking a 

degree or a certification. 
 
Section 2. ELIGIBILITY 
 

A. All regular full-time employees who have been employed by the Authority for twelve (12) 
months are eligible to be approved for Continuing Education reimbursement.  Course work taken 
during the first twelve (12) months of employment will not be eligible for reimbursement. 

 
B. Eligible classes and courses are those directly related to the employee's present position and/or 

other positions with the Authority; such eligibility will be at the discretion of the employee’s 
Manager and the Administrative Department. 

 
C. All requests will be subject to the financial ability of the Authority to pay for the course work. 

 
D. Any course work not approved prior to registration will not be eligible for reimbursement. 

 
E. Exceptions to this eligibility may be granted on a case by case basis. 

 
Section 3. REQUESTS 

 
A. Each request for reimbursement will be considered on its own merits, taking into account budget 

limitations and the need of the Authority for the subject matter included in the session. 
 

B. A Continuing Education Request Form must be submitted and approved prior to registering for 
the continuing education; in the event that such a request is not made prior to the education taking 
place, the session may not be eligible for reimbursement and such determination will be made by 
the Administrative Department.  The request should be included in the fiscal year’s budget and 
thus must be planned well in advance. 

 
C. All requests must be reviewed and approved by the employee’s Manager, as well as the 

Administrative Department. 
 
Section 4. REQUIREMENTS 
 

A. Classes will be attended on the employee’s own time. 
1. When an employee attends an approved work-related class that is not held during their 

normal working hours, they are making an investment in their own future. 
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2. The Authority will still expect the employee to work their normal work shift, and since 
undertaking the class is not mandatory, the time spent in class is not compensable by pay or 
compensatory time. 

 
B. Grades: 

1. For any course work that is graded with a range of “A” through “F,” the employee must 
receive a grade of “C” or higher in the course in order to be reimbursed. 

2. For any course work in which the student is presented with a “pass”/“fail” grading system, 
the employee must pass in order to receive reimbursement. 

3. In order to qualify for reimbursement, official transcripts from the school must be given 
directly to Human Resources. 

 
Section 5. REIMBURSEMENT 
 

A. Expenses defined as registration fees, tuition, and/or materials are eligible for reimbursement as 
explained in this section of the policy.  Materials may be reimbursed by the Authority if, upon 
completion, they are to be owned by the Authority and they may be used in a job-related way.  
Travel expenses for undergraduate or graduate work will not be reimbursed. 

 
B. Continuing Education Reimbursement from the Authority, when combined with the Virginia 

Tuition Assistance Grant Program (VTAG) and Free Application for Federal Student Aid 
(FAFSA), when applicable, shall not exceed the total tuition rate for the academic year. 
1. The Authority reserves the right to never allow the reimbursement to overpay the account. 

 
C. Reimbursement for class tuition fees can be made upon presentation to Human Resources via an 

invoice from the school and proof of payment. 
 

D. No more than twelve (12) credit hours will be reimbursed per fiscal year per employee. 
 

E. Cumulative reimbursements per employee will not exceed $20,000 throughout the term of 
employment with the Authority. 
1. The Authority will follow IRS Publication 15-B: 

a. An employer can exclude up to $5,250 of educational assistance that it provides to an 
employee from the employee’s wages each year. 

b. If an employer provides an employee with assistance exceeding $5,250, the value of 
these benefits can be excluded from wages if they are working condition benefits. 
i. This exclusion applies to property and services the Authority provides to an 

employee so that the employee can perform his or her job.  It applies to the extent the 
employee could deduct the cost of the property or services as a business expense or 
depreciation expense if he or she had paid for it.  The employee must meet any 
substantiation requirements that apply to the deduction. 

ii. This exclusion also applies to cash payment the Authority provides for an employee’s 
expenses for a specific or prearranged business activity for which a deduction is 
otherwise allowable to the employee.  The Authority must require the employee to 
verify that the payment is actually used for those expenses and to return any unused 
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part of the payment. 
 

F. Documentation of successful attendance and completion of courses will be placed in the 
employee's personnel file. 

 
Section 6. REPOSSESSION 
 

A. Any approved classes or courses that are elected by the employee, approved by Management, and 
paid for by the Authority will have a repayment provision to the Authority in the event the 
employee leaves the employment of the Authority for any reason within two (2) years of the date 
of payment for the course work. 
1. The repayment will be calculated at the rate of 1/24th of the total paid being forgiven, for 

each month the employee remains in the employment of the Authority, up to the full term of 
24 months from the payment date. 

2. In the event there is a residual balance owed to the Authority, the employee will have that 
amount deducted from their final pay.  If there are insufficient funds to fully repay the 
outstanding balance, then the employee will be billed for the balance. 

 
Section 7. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on January 22, 
2013, effective July 1, 2013. 
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FAMILY MEDICAL LEAVE ACT 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) complies with the Family and Medical Leave 
Act (“FMLA”). 

 
Section 2. GENERAL PROVISIONS 
 

A. Under this policy, the eligible employees may take up to: 
1. Twelve (12) weeks of leave during a twelve (12) month period.  The leave may be paid, 

unpaid, or a combination of paid and unpaid leave, depending on the circumstances of the 
leave and as specified herein this policy. 

2. Twenty-six (26) weeks of military caregiver leave to care for a covered service member with 
a serious injury or illness. 

 
Section 3. ELIGIBILITY 
 

A. To be eligible to take family or medical leave under this policy, the employee must meet all of the 
following conditions: 
1. The employee must have worked for the Authority for twelve (12) months.  The twelve (12) 

months need not have been consecutive as long as the break in service does not exceed seven 
(7) years. 

2. The employee must have worked at least 1,250 hours during the twelve (12) month period 
immediately before the date when the leave is requested to commence. 
 

B. Type of Leave Covered: 
1. Non-Military FMLA Qualifications: 

a. The birth of a child, and in order to care for that child; this may be taken for up to twelve 
(12) months after the birth. 

b. The placement of a child for adoption or foster care and to care for the newly placed 
child. 

c. To care for a spouse, child, or parent with a serious health condition, as described below. 
d. When an employee is unable to work because of a serious health condition, as described 

below. 
2. Serious Health Condition: 

a. Serious health condition means an illness, injury, impairment, physical, or mental 
condition, that involves either: 
i. Inpatient care or Incapacity: In a hospital, hospice, or residential medical care 

facility, including the inability to work, attend school, or perform other regular daily 
activities or subsequent treatment in connection with such inpatient care; or 

ii. Continuing treatment: 
A. A period of incapacity lasting more than three (3) consecutive full calendar days 

and any subsequent treatment or period of incapacity related to the same 
condition that also includes: 
1. Treatment two (2) or more times by or under the supervision of a health care 

provider (i.e. in-person visits); or, 
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2. One treatment by a health care provider with a continuing regimen of 
treatment (i.e. prescription medication or therapy). 

iii. Pregnancy or prenatal care; or, 
iv. Chronic serious health condition which continues over an extended period of time, 

requires periodic visits (at least twice a year) to a health care provider, and may 
involve occasional episodes of incapacity; or, 

v. Permanent or long-term incapacity due to a condition for which treatment may not be 
effective.  Only supervision by a health care provider is required, rather than active 
treatment; or, 

vi. Surgery: Any absences to receive multiple treatments for a condition that would 
likely result in a period of incapacity or more than three (3) days if not treated. 

3. Military Family Leave: 
a. Qualifying exigency leave for families of members of the National Guard and Reserves 

when the covered military member is on active duty or called to active duty in support of 
a contingency operation. 

b. An employee whose spouse, son, daughter, or parent has been notified of an impending 
call or order to active military duty or who is already on active duty may take up to 
twelve (12) weeks of leave for reasons related to or affected by the member’s call-up or 
service. 

c. The qualifying exigency must be one of the following: 1) short-notice deployment, 2) 
military events and activities, 3) child care and school activities, 4) financial and legal 
arrangements, 5) counseling, 6) rest and recuperation, 7) post-deployment activities, or 8) 
additional activities that arise out of active duty provided that the employee and employer 
agree. 

d. The leave may commence as soon as the individual receives the call-up notice. 
4. Military Caregiver Leave: 

a. Leave to care for an ill or injured service member. 
b. This leave may extend up to 26 weeks in a single twelve (12) month period for an 

employee to care for a spouse, son, daughter, parent, or next of kin covered service 
member with a serious illness or injury incurred in the line of active duty. 

c. Next of kin is defined as the closest blood relative of the injured or recovering service 
member. 
 

C. Waiver of Rights: Employees are prohibited by the FMLA from either prospectively or 
retroactively waiving their rights; this means that if the employee qualifies for FMLA leave, then 
the leave time will be designated as FMLA leave. 

 
Section 4. AMOUNT OF LEAVE 
 

A. An eligible employee can take up to twelve (12) weeks for non-military FMLA and Military 
Family Leave during any twelve (12) month period. 
1. The Authority will measure the twelve (12) month period as a rolling twelve (12) month 

period. 
2. The leave will be measured backward from the date an employee uses any leave under this 

policy. 
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B. An eligible employee can take up to 26 weeks for Military Caregiver Leave during a single 

twelve (12) month period. 
1. The Authority will measure the period as a rolling twelve (12) month period measured 

forward. 
2. FMLA leave already taken for other FMLA circumstances will be deducted from the total of 

the 26 weeks available. 
 

Section 5. EMPLOYEE STATUS AND BENEFITS DURING LEAVE 
 

A. While an employee is on leave, the Authority will continue the employee’s health benefits. 
 

B. If the employee contributes to a life insurance, retirement, or disability plan, the Authority will 
continue making payroll deductions or require payment of premiums while the employee is on 
leave.  Any applicable insurance forms will be provided by Human Resources; the employee has 
the responsibility of mailing them in correctly. 

 
Section 6. EMPLOYEE STATUS AFTER LEAVE 
 

A. An employee who takes leave under this policy due to personal, serious injury or illness must 
provide a Return to Work Authorization Form or a detailed doctor release prior to working. 
 

B. Generally, an employee who takes FMLA leave will be able to return to the same position or a 
position with equivalent status, pay, benefits, and other employment terms. 

 
Section 7. PAID AND UNPAID LEAVE 
 

A. Substitution of accrued paid leave runs concurrently with FMLA. 
1. Employees that have accumulated Paid Time Off (“PTO”) may retain up to forty (40) hours 

of their PTO while out on leave; the remainder of their PTO and their compensatory time, up 
to the length of time that they are out, must be fully exhausted during the period of leave. 

2. This leave shall count against the employee’s eligible leave to the extent allowable under 
FMLA and other applicable law. 

 
B. If the employee does not have sufficient PTO to cover the total leave requested, then the 

Authority shall apportion all but forty (40) hours of the accumulated PTO leave if the forty (40) 
hours are requested, plus any additional leave which may accrue during the leave, in equal 
amounts for each pay period which occurs during the leave event.  This apportioning shall be 
defined prior to the start of the leave and shall be coordinated with Human Resources. 
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Section 8. INTERMITTENT AND REDUCED SCHEDULE LEAVE 
 

A. Intermittent leave is taken in separate blocks of time due to a single qualifying reason. 
1. Intermittent leave must be medically necessary.  
2. Employees must make a reasonable effort to schedule medical treatment so as not to unduly 

disrupt business. 
 

B. Reduced leave is a leave schedule that reduces an employee’s usual number of working hours per 
work week or hours per work day.  It is a change in the employee’s schedule for a period of time. 
 

Section 9. CERTIFICATION 
 

A. The Authority will require medical certification for leave. 
1. The employee must respond to such a request within fifteen (15) days of the request. 
2. Failure to provide certification may result in a delay or denial of continuation of the leave. 
3. The Authority has the right to ask for a second opinion if it has reason to doubt the 

certification. 
4. Recertification is required each calendar year for ongoing intermittent and reduced leave.  

 
B. If the certification is unclear according to the Authority, the employee will have seven (7) 

calendar days to return the certification to the Authority.  The Authority’s authorized 
representative may directly contact the employee’s health care provider for verification or 
clarification purposes. 

 
C. Certification for Military Leave and Caregiver Leave: 

1. The Authority can request a copy of orders. 
2. Veteran’s Affairs health care provider. 
3. The Authority can contact the Department of Defense (“DoD”) for verification information. 

 
D. Recertification: 

1. The Authority may request recertification no more frequent than every thirty (30) days  or 
when circumstances have changed significantly, or the employee seeks an extension of his or 
her leave. 

2. If a discrepancy occurs, the Authority may provide the employee’s health care provider with 
the employee’s attendance records and ask whether the need for leave is consistent with the 
employee’s serious health condition. 
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Section 10. PROCEDURE FOR REQUESTING LEAVE 
 

A. Employees requesting leave under FMLA must contact Human Resources (“HR”) at least thirty 
(30) days in advance for foreseen events and by the next business day for unforeseen events.  If 
notification is less than thirty (30) days for a foreseen event, the Authority may require an 
explanation.  The employee must make a reasonable effort to schedule planned treatment so as 
not to disrupt operations. 
1. Notice Requirements: 

a. The notice shall designate if the employee or family member is under continuing care. 
b. The notice shall document the anticipated duration of the absence. 

2. All employees requesting leave must fill out the FMLA Request Form. FMLA absences must 
be submitted to Human Resources and the employee is required to fill out forms and provide 
information concerning the leave. 
a. Once the request is received from the employee, HR will respond within 5 days with the 

following:  
a. FMLA Checklist 
b. Certification of Health Care Provider. The employee is responsible for returning 

this form to HR within 15 calendar days. 
c. Notice of Eligibility and Rights and Responsibilities 

b. Use of FMLA requires that the employee be in regular contact with Human Resources.  
Employers are entitled to this courtesy under Section 825.309 of FMLA regulations. 
 

B. Notification must follow the unscheduled use of PTO located in the Leave policy.  
 

C. If an employee takes paid leave for a condition that progresses into a serious health condition and 
the employee requests unpaid leave as provided under this policy, the Authority may designate all 
or some portion of related leave taken as leave under this policy, to the extent that the earlier 
leave meets the necessary qualifications, no more than 5 days.  
 

D. When the Authority has enough information to determine that leave is being taken for an FMLA 
qualifying reason, the Authority must notify the employee that the leave is designated and will be 
counted as FMLA leave.  The Authority must designate leave that qualifies as both leave to care 
for a covered servicemember with a serious injury or illness and leave to care for a qualifying 
family member with a serious health condition as leave to care leave to care for a covered 
servicemember in the first instance. 

 
E. Employees who request FMLA leave are notified in writing within five (5) business days of the 

status of their request upon receipt of medical certification from their health care provider. 
1. If ineligible, reasons for ineligibility will be stated. 
2. Changes in notice will be provided within five (5) days of notice for leave after the change. 
3. The Authority may request at a later time if reason exists to question the appropriateness of 

leave or its duration. 
4. If ever the employee is out for leave five consecutive days, or the frequency of absence 

changes considerably, HR must be informed promptly.  
5. If eligible, HR will submit short term disability paperwork for the employee. 
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6. The employee is required to communicate with his/her manager any planned or unplanned 
FMLA leave. The employee is not required to provide any confidential medical details.  

7. The employee should submit his/her timesheet, notating in the comments section any FMLA 
time used along with any regular hours worked. If an employee cannot submit his/her 
timesheet, the employee must contact HR and his/her manager to complete the timesheet for 
them.   
 

Section 11. RETURN TO WORK 
 

A.  Employees taking leave due to personal, serious injury or illness must provide HR with a return 
to work authorization form or a detailed doctor release before reporting to work.  If the employee 
can return to work with restrictions, these must be notated in the work authorization form or 
doctor release, along with a date of when the restrictions are lifted.  
 

B. Employees who do not wish to return from leave are asked to notify the Authority in writing as 
soon as a decision has been made not to return.  Those not returning from FMLA leave must 
reimburse the Authority for the Authority’s portion of their health insurance premiums while on 
FMLA leave. 
 

Section 12. REVISIONS 
 

A. This policy was approved as part of the Leave policy by the Authority’s Executive Director on 
January 22, 2013, effective July 1, 2013. 

 
B. The policy was modified as follows: 

1. Approved May 13, 2021, effective June 1, 2021: 
i. Section 5.C was modified to prohibit employees on FMLA leave to work a second job. 
ii. Section 7.A.1 was clarified to include PTO and compensatory time. 
iii. Section 9.A.4 was added to explain when recertification is needed. 
iv. Section 10.A and 10.E were expanded to include more details about the procedures for 

FMLA. 
v. Section 11.A was added to explain the return to work process. 
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WORKERS’ COMPENSATION 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) provides workers' compensation insurance to 
cover qualified injuries and illnesses occurring during the course of employment while on duty.  This 
policy explains how the Authority carries out Workers Compensation. 
 

Section 2. SCOPE 
 

This policy applies to all paid Authority employees, as covered under the Virginia Workers’ 
Compensation Act. 
 

Section 3. PROCEDURES 
 

A. It is most important that all employees furnish their Manager with complete and immediate 
information about any accident that occurs while on duty in which they are involved.  The 
employee, or their Manager if the employee is not able, must take the following action: 
1. If there is a medical emergency call 911.  If the employee reports an injury that is not an 

emergency, the following steps should be taken: 
a. Call CompCare On-Call at 1-877-234-0898; they are available 24 hours per day, 7 days 

per week, 365 days per year. 
b. Provide the employee with a panel of physician form. The employee must sign and date 

the form; a copy of the signed form must be given to Human Resources. 
c. Follow CompCare On-Call procedures. If required, the employee must select a doctor on 

the approved panel of physicians list.  If  needed to attend a physician, paid leave does not 
need to be used for the time off work, up to and including the initial visit; this time off will 
be counted as hours worked. 

2. If the employee is prescribed medication related to the accident he/she should not use the 
Group Health Insurance card; instead, the employee should contact Human Resources for the 
first fill prescription form.  The first fill prescription form is completed with employee’s 
name and last four digits of his/her Social Security number.  This form is valid for one time 
use only.  The Virginia Risk Sharing Association (“VRSA”) is the insurance provider for the 
Authority and they must authorize any additional medication prescribed beyond the first fill 
prescription form; contact the VRSA claims representative at 1-800-963-6800 for 
authorization. 

 
B. Workers’ compensation law requires the employer to report to its insurance carrier (VRSA) all 

work-related illnesses of, or injuries to, its employees within three (3) days of the time in which 
the incident took place. 
 

C. Doctor’s bills should be given immediately to Human Resources in order to have them paid in a 
timely manner.   
 

D. Hybrid members with the Virginia Retirement System (VRS) must notify Human Resources to 
file an Anthem Short Term Disability claim on their behalf .   
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WORKERS’ COMPENSATION 

 
Section 4. COMPENSATION 
 

A. Company policies relating to the Family and Medical Leave Act (FMLA), the Americans with 
Disabilities Act (ADA), drug testing, and the like, apply to workers’ compensation claims. 

 
B. Waiting Period: 

1. Employees are not entitled to loss wage compensation for the first seven (7) days of 
incapacity resulting from a work-related injury.  Loss wage compensation begins on the 
eighth (8th) day of disability. 
a. Any employee on workers’ compensation for seven (7) days or less must use available 

paid leave to make up the compensation for that period; if paid leave is not available, 
unpaid leave may be approved. 

b. If disabled for more than 21 days (need not be consecutive), the employee will receive 
compensation for the seven (7) day waiting period.  

 
C. Wages: 

1. The average weekly wage is determined by totaling the employee’s actual earnings, including 
overtime, for the 52 weeks immediately preceding the injury and dividing by 52. 

2. The weekly compensation is 66 and 2/3 percent of the gross average weekly wage.   
3. If paid leave is available, it may be used to make up the difference in pay, up to the normal 

pay that would be earned for scheduled work hours in a pay period.  
4. If an employee has coverage through the Virginia Local Disability Program (VLDP), they 

may be approved for short-term disability compensation to make up for regularly scheduled 
working time. 
 

D. Reporting 
1. If a work related death occurs, Human Resources must report the fatality to OSHA within 

eight hours.  
2. If an employee, due to an at work injury, has an amputation, loss of an eye, or admitted to a 

hospital, Human Resources will report these incidents to OSHA within 24 hours of 
occurrence.  

3. If a work related injury causes the employee to have job restrictions or a job transfer, the 
beginning and ending dates must be submitted to the Human Resources. 

4. If a work related injury causes the employee to miss days away from work, the beginning 
date and ending dates must be reported to Human Resources.  

 
 

Section 5. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on January 22, 
2013, effective July 1, 2013. 
 

B. This policy was modified as follows: 
1. Approved April 21, 2015, effective April 22, 2015: 
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a. Section 3.A was modified to clarify covered injuries. 
b. Section 4.C. was modified to include additional benefits as they relate to Virginia 

Retirement System Hybrid employees. 
2. Approved May 13, 2021, effective June 1, 2021: 

a. Section 1 was updated to simplify the wording. 
b. Section 2 was updated to reflect the new provider. 
c. Section 3.A was amended to reflect the new vendor and clarify procedure. 
d. Section 4.C.2 was updated with how wages are calculated. 
e. Section 4.D created to callout the reporting procedures.  
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RESTRICTIVE WORK/LIGHT DUTY 

Section 1. PURPOSE 
 

To minimize the Authority’s losses and to bring a productive employee who had been injured back to 
work as soon as possible.  The Authority will benefit directly by decreasing time-loss compensation 
to out of work employees. 
 

Section 2. POLICY 
 

A. If an injured employee is to be out of work, steps should be taken to keep a positive bond between 
the employee and the Authority, and the Authority should make every effort to bring the 
employee back on light duty work, if possible. 
 

B. The employee shall not be permitted to perform any duties unless approved by the attending 
physician. 
 

C. Light duty may be a reduction in hours spent performing the duties typically associated with the 
employee’s regular position, or the employee may be assigned completely different duties with no 
adjustment in salary or benefits during this time. 

 
D. Light housekeeping, stock reorganization, inventory, dispersing mail, filing, paperwork, 

answering the telephone, typing, and other jobs of this sort can be accomplished by most light 
duty employees. 
 

E. The employee who returns to light duty will be monitored closely by a Manager. 
 

F. Employees on light duty assignment can return to their regular duties upon receipt of a Return to 
Work Authorization Form or a detailed doctor release.  The release must be submitted to Human 
Resources prior to resuming regular duties. 
 

G. Recertification: 
1. The Authority may request recertification no more frequent than every thirty (30) days and 

only when circumstances have changed significantly, the employer receives information 
casting doubt on the reason given for the absence, or the employee seeks an extension of his 
or her leave. 

2. The Authority may provide the employee’s health care provider with the employee’s 
attendance records and ask whether the need for leave is consistent with the employee’s 
serious health condition. 

 
Section 3. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on January 22, 
2013, effective July 1, 2013. 
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DRESS CODE 

Section 1. PURPOSE 
 

In order to promote an orderly and professional work environment, the Bedford Regional Water 
Authority (“Authority”) has established the following guidelines for employees for proper attire while 
at work, either in the field or in the office environment. 

 
Section 2. POLICY 
 

The Authority expects all members of each team to be clean and appropriately groomed, come to 
work ready and able to perform their duties, and be professional in attire.  Good appearance is the 
first impression that is made when dealing with co-workers, the public, and our customers; it is 
essential that a good impression is made for our continued successful operation. 

 
Section 3. ATTIRE 
 

A. All attire: 
1. Attire that has potentially offensive words, political or religious views, logos, print locations, 

pictures, cartoons, slogans, or advertisements for alcohol or tobacco are not considered 
appropriate work attire. 

2. Any attire provided by the Authority is considered to be appropriate work attire. 
 

B. Tops: 
1. Casual shirts, golf shirts, sweaters, tops, and turtlenecks, are deemed appropriate work attire. 
2. Employees that have direct public interaction must not wear t-shirts with logos, brands, or 

pictures visible unless they are Authority provided or the Authority logo. 
3. Tops must cover the chest, midriff, and back entirely. 
4. Tops may not be transparent where undergarments are visible. 
5. Tops with large arm holes such as tank tops, baseball jerseys, muscle shirts, mesh shirts, and 

athletic undershirts are not considered appropriate work attire. 
6. Tops that reveal undergarments or where the width of the strap is less than two inches, (this 

includes spaghetti strap tops, one strap tops, and strapless tops) are not considered appropriate 
work attire.  Tank tops may be permitted if covered by another blouse or sweater. 

 
C. Pants, Skirts, and Dresses: 

1. Pants that are acceptable include casual/dress pants, denim, wool, or corduroy pants.  Capri 
pants that are at least one (1) inch below the knee are acceptable for office employees, but not 
for field employees. 

2. Authority employees working in the field are to be dressed in Authority provided pants or full 
length pants similar to the pants issued by Authority. 

3. Pants must be free of holes, rips, and tears with no undergarments or lower torso visible. 
4. Athletic pants (including velour, cotton, lounge wear, exercise, spandex, and sweat pants) are 

not considered appropriate work attire. Leggings are acceptable if appropriately covered by a 
long top or dress. 

5. Shorts are not considered appropriate work attire for the office or the field. 
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6. Skirts and dresses must be no shorter than one (1) inch above the knee in length.  Mini-skirts 
are not permitted. 

7. Dresses are to cover the back and have a modest neckline.  Halter, spaghetti strap, and tube 
style dresses are not considered appropriate work attire. 

8. Skirts, dresses, and pants are to have a hem line (no frayed edges or cut-off skirts). 
 

D. Hats and Head Coverings: 
1. All hats and head covers shall be worn appropriately and shall have a professional appearance 

that is appropriate for the employee’s position and duties. 
 

E. Face Coverings 
1. Face coverings shall be worn appropriately and have a professional appearance. Only masks 

with a solid color or patterns are permitted.  No logos or verbiage are allowed unless provided 
by the Authority.    

 
F. Jewelry, Makeup, Perfume, Cologne, and Tattoos: 

1. These items should be in good taste and not offensive to co-workers or customers. 
2. Earrings are considered appropriate at work as long as it is tasteful and does not cause 

disruption within the workplace. Gauges must be filled in the ear. 
3. Facial piercing (eye, tongue, etc.), other than in the ears, is not considered appropriate at 

work. 
4. A single nose piercing that is a small stud of less than 2.5 mm is allowed. 
5. No facial body modification implants. 
6. Tattoos containing profanity, nudity, illegal acts, racial slurs, or ethnic slurs must not be 

visible.  Facial tattoos are not permitted, and neck or scalp tattoos must be covered when 
interacting with the public while on duty. 

 
G. Shoes and Footwear: 

1. Loafers, boots, flats, clogs, conservative athletic shoes, sneakers, dress heels, dress sandals, 
dress wedges, and leather deck shoes are acceptable. 

2. Rubber flip-flop beach style shoes are not acceptable. 
 

H. Uniforms: 
1. The Authority may provide uniforms and/or special clothing for employees in certain 

positions at its discretion. 
2. If the employee is provided clothing by the Authority, it will be taxed as legally required. 
3. Employees working in certain positions are required to wear ANSI certified steel toed boots; 

an allowance for these boots will be provided by the Authority on an annual basis. 
4. Employees issued workplace uniforms and/or special clothing will be required to wear the 

issued clothing while on duty. 
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Section 4. DISCLAIMER 
 

A. Nothing in this policy shall be construed to prevent the Authority from addressing the special 
medical needs, or religious practices of employees, nor shall any action be taken which violates 
the Americans with Disabilities Act and other legal requirements. 
 

B. The Executive Director shall retain the right to consider unique situations and may approve 
alternate employee attire for a variety of reasons including departmentally or organizationally 
sanctioned employee events or activities. 
 

C. Please see the Exercise policy for limited dress code exceptions. 
 
Section 5. ENFORCEMENT 
 

If clothing fails to meet these standards as determined by the employee’s Manager and Human 
Resources, the employee will be asked not to wear the inappropriate item to work again and the 
employee may be sent home to change clothes.  If the problem persists, the employee will receive 
corrective action.  All other policies about personal time will be applicable should the employee be 
sent home to change.  Additional corrective action will be taken for further dress code violations. 

 
Section 6. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 
2013, effective July 1, 2013. 
 

B. This policy was modified as follows: 
1. Approved September 2, 2020 effective September 14, 2020: 

a. Section 3.A added political and religious views.  
b. Section 3.B provided clarification for the types of tops allowed.  
c. Section 3.C added leggings as approved clothing under a long top or dress.  
d. Section 3.E “Face Coverings” was added. 
e. Section F added body modification, requirements for filled gauges, and specifications for 

tattoos. 
f. Section 5 was updated to clarify corrective action that can be taken when the policy is 

violated. 
2. Approved October 7, 2020 effective October 12, 2020: 

a. Section 3.F was revised to allow a single small nose piercing. 
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DRUG AND ALCOHOL 

Section 1. PURPOSE 
 

The goal of the Bedford Regional Water Authority (“Authority”) is to establish and maintain a safe 
and healthy workplace for its employees that is free from drug and alcohol abuse, and to protect the 
safety of its customers and partners by providing services in a safe and professional manner. 

 
Section 2. POLICY 
 

A. Employees are expected to report to work on time and in appropriate mental and physical 
condition for work.  In order to accomplish the Authority’s goals and maintain employee 
productivity, an employee must: 
1. Not have a detectable presence of illegal drugs in their system, not have an alcohol 

concentration of 0.02 or greater, not be under the influence of, nor have their ability to 
perform job duties impaired by alcohol or any other drugs, whether legal or illegal, while on 
duty or on call, while on Authority property, or while off Authority property in an official 
capacity, or at any time while operating Authority vehicles or equipment.  Any employee, 
who as a result of testing is found to have a detectable presence of illegal drugs or an alcohol 
concentration of 0.02 or greater in their system, regardless of when, where, or how the 
substance entered the employee’s system, will be in violation of this policy. 

2. Not use alcohol while on duty, on call, or report to work with the odor of alcohol on their 
breath or person.  This includes all time during working hours, including lunch. 

3. Not consume, use, possess, sell, buy, distribute, or offer to sell, to buy, or to distribute, or to 
manufacture any illegal drugs or alcohol or any substance that purports to be an illegal 
substance, any time during the scheduled work day, while on Authority property, or while off 
Authority property in an official capacity, while on-call, or at any time while operating an 
Authority vehicle. 

4. Submit to a drug or alcohol screening test when requested to do so by their Manager or the 
Executive Director by signing the Release Form. 

5. Provide within twenty-four (24) hours of request a current valid prescription, bottle for the 
prescription, and doctor’s note stating drivability or impairment for any controlled substance 
or drug found to be in the employee’s possession or identified in a positive drug screening 
analysis to the Medical Review Officer.  The medical review officer is appointed by a third 
party that is not an employee of the Authority. 

6. Inform their Manager of any potential violation, by themselves or their coworkers, of this 
policy; and to notify their manager of any current prescriptions that may cause impairment by 
an employee prior to the operation of any safety sensitive position including the operation of 
equipment and/or vehicles. 

 
B. Employees must, as a condition of employment, abide by the terms of this policy and report any 

arrest or conviction under a criminal drug statute for violations occurring on or off Authority 
premises.  Any arrest or conviction must be reported to their Manager or Human Resources 
within five (5) days after the arrest or conviction. 
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Section 3. APPLICANTS 
 

A. The Authority requires drug/alcohol screening for all applicants that are offered employment or 
internships.   
 

B. Any applicant with a current Commercial Drivers License (CDL) will be required to give the 
Authority written permission to run a full query in the Federal Motor Carrier Safety 
Administration (FMCSA) Clearinghouse. 

 
C. The applicant being offered a position will provide a specimen for screening by urinalysis for 

drugs and other appropriate tests for alcohol. 
1. Drug/alcohol screening will be performed under standard medical procedures. 
2. A positive test for drugs or alcohol shall be grounds for disqualification from employment 

consideration. 
 

D. Any applicant who tests positive for drugs and/or alcohol shall be disqualified for employment 
consideration for six months following the positive test. 

 
Section 4. EMPLOYEES 

 
A. Reasonable Cause Testing. 

1. The Authority may require a current employee to undergo a drug or alcohol screen if there is 
reasonable cause to believe that the employee is under the influence of drugs or alcohol 
during work hours. 

2. Circumstances which constitute a basis for reasonable cause may include, but are not limited 
to: 
a. A pattern of abnormal or erratic behavior (e.g., including but not limited to hyperactivity, 

unexplained mood or personality changes, paranoia, hallucinations). 
b. Information which is provided by an individual who, in the judgment of the Executive 

Director, is a reliable and credible source. 
c. Work-related accidents or personal injuries that may have been caused by human error. 
d. Vehicle accidents in which a fatality occurs, or a vehicle involved in the accident is 

towed from the scene, or a person involved in the accident receives medical attention due 
to the accident and the Authority driver is issued a citation by a law enforcement officer. 

e. Direct observation of drug or alcohol use. 
f. Presence of the physical symptoms of drug or alcohol use (e.g., including but not limited 

to glassy or bloodshot eyes, alcohol odor on breath, slurred speech, poor coordination 
and/or reflexes, onset of unusual perspiration or shakes, unusual drowsiness or 
sluggishness). 

g. Disregard or violations of established safety, security or other operating procedures. 
h. Excessive time away from the workplace, excessive absenteeism or tardiness pattern. 
i. Possession of alcohol or illegal drugs, or the presence of alcohol, alcohol containers, 

illegal drugs, or drug paraphernalia in an area subject to the employee’s control. 
j. Unexplained inability to think or reason at the employee’s normal levels. 
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k. Fighting or combative or assaultive behavior. 
l. Agreement between two (2) supervisors that there is reasonable cause for alcohol testing. 

 
B. Random Testing. 

1. All Authority employees must submit to random drug/alcohol testing due to the need for 
employees to safely operate Authority vehicles and/or equipment as requested. 

2. A scientifically valid random selection method will be used by a third party, who is not an 
employee of the Authority, to designate the employees to be tested.  Each employee in the 
work group will have an equal chance of selection at all times. 

3. An individual selected for random testing shall be notified on the same day when the test is to 
occur, preferably, within two (2) hours of the scheduled testing.  The Manager will explain to 
the employee that the employee is under no suspicion of taking drugs and that the employee’s 
name was selected randomly. 

 
C. Testing Necessary to Comply with the Department of Transportation (“DOT”) Regulations. 

1. In compliance with DOT regulations, all Authority employees whose job duties require them 
to possess a valid Commercial Driver License (“CDL”) must submit to random drug testing. 

2. DOT requires that at least 10% of the Authority employees who hold a CDL to be tested 
annually.   

3. The Authority will annually require a limited query from all employees that hold a CDL from 
the Federal Motor Carrier Safety Administration (FMCSA) Clearinghouse.  

 
Section 5. PROCEDURES 
 

A. At all times, the Manager will proceed with sensitivity so as to minimize embarrassment to the 
employee and to protect confidentiality and privacy.  The Manager will consult the Executive 
Director prior to requesting a drug or alcohol screen. 
 

B. The Manager will confidentially and privately explain to the employee the reason(s) for 
requesting a drug/alcohol screen.  If the reason(s) for requesting a screen are based in any part on 
information received from a third party, the name of that third party will not be disclosed to the 
employee, without the third party’s permission. 

 
C. The employee will be given an opportunity during the meeting with the Manager to respond to 

the Manager’s assertions concerning the reasons for requesting the drug/alcohol screen.  If the 
Manager still believes the screen necessary or if the screen is pursuant to the random testing 
program or any follow-up testing at random intervals, the Manager will continue to have the 
screen performed. 

 
D. The employee will provide a specimen or blood sample at the chosen medical facility for testing.  

The Manager shall have the authority to place the employee on Administrative Leave with pay or 
to reassign an employee tested for reasonable cause while awaiting the results of the test when 
such action is in the best interest of the Authority.  Such action is not to be considered corrective 
in nature, nor a presumption of guilt. 
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E. The results of the screen shall be reported to the employee, Human Resources, the Manager, and 

the Executive Director.  Any quantification information will be reported only to the Executive 
Director. 
 

Section 6. TEST RESULTS 
 

A. Adulteration detected in a specimen, substitution of a specimen, or otherwise tampering with a 
specimen by the employee to be tested or by another Authority employee may be grounds for 
dismissal.  In the event of adulteration, substitution or tampering, a new screen may be ordered if 
the tested employee is not dismissed. 

 
B. If the drug/alcohol screen is negative-dilute, the Manager will meet with the employee and have 

the employee submit a second specimen. 
 

C. If the drug/alcohol screen is positive, the Manager will meet with the employee prior to 
determination of an appropriate action/response.  The employee will be given an opportunity to 
respond to the result. 
1. An employee who tests positive may request, at their own expense, that the original specimen 

that was split be retested; this additional test must be requested within seventy-two hours of 
the notification of the positive test results. 

2. If the second drug test is negative or inconclusive, the Authority, at its expense, may request a 
third drug test for further analysis of the test specimen. 

3. If both the second and third tests are negative, the Authority will reimburse the employee’s 
share of the screening test costs to the employee, up to the normal cost that the Authority 
pays for its screening tests.  All test-related records will be purged. 

4. If two (2) of the three (3) drug test results are inconclusive, the employee shall be subject to 
follow up drug/alcohol testing at random intervals during the next twelve (12) months of 
employment.  At the department’s discretion, follow up testing may be continued up to five 
(5) years from the positive drug test. 

5. If the drug/alcohol screen is positive (and if any confirmation test is also positive), the 
Manager will determine an appropriate action/response according to the following: 
a. A positive drug/alcohol screen that confirms an employee has a detectable presence of 

illegal drugs in their system or has an alcohol concentration of 0.02 or greater, or has 
their ability to perform job duties impaired by alcohol or any other drug, whether legal or 
illegal, during work hours, including on-call time, may result in immediate suspension 
from duty, without pay, pending appropriate corrective action. 

b. Any employee who tests positive for drugs or alcohol shall be presumed to have been at 
work under the influence of drugs or alcohol. 

c. If the employee holds a CDL, they will be subject to six (6) mandatory follow up 
drug/alcohol screenings at random intervals during the next twelve (12) months of 
employment.  At the department’s discretion, follow up testing may be continued up to 
five (5) years from the positive drug test. 
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d. A positive test for drugs or alcohol is not necessarily the only method/means of 
determining that an employee has used drugs or alcohol in violation of Authority policies.  
Such a finding may be based on other observed facts and conditions. 

 
D. Any employee who tests positive for drugs and/or alcohol shall be dealt with in accordance with 

the discipline policy. 
 
Section 7. CORRECTIVE ACTION 
 

A. Any employee who violates this policy shall be subject to the full range of corrective action, 
including termination, pursuant to applicable disciplinary policies. 
1. The severity of the corrective action for violations of this policy shall be determined on a 

case-by-case basis. 
2. Mitigating circumstances that may be considered in determining the appropriate corrective 

action include whether the employee voluntarily admits to, and seeks assistance for, an 
alcohol or other drug problem. 

 
B. No employee shall receive corrective action for the appropriate use of non-prescription, over the 

counter or prescribed medication in the treatment of illness or injury.  However, if the employee 
knows or should know that use of a non-prescription or prescribed medication does or could 
impair their ability to operate an Authority vehicle or equipment, or otherwise interfere in any 
way with their job performance, the employee shall inform their immediate Manager prior to the 
operation of any vehicles or equipment and shall be prepared to provide a copy of the prescription 
or an indication of the medication upon request. 
 

C. The failure of an employee to submit to a drug or alcohol screening test shall be considered 
insubordination and shall subject the employee to immediate corrective action, up to and 
including possible termination from employment.  If the employee holds a CDL, according to the 
DOT, refusal is the same as a positive test and will be treated as such. An employee who refuses 
to take a drug or alcohol screening test shall be immediately placed on Administrative Leave 
without pay, pending corrective action.  The results of a drug or alcohol screening test shall not 
be used by the Authority for any purpose other than to determine adherence to policy, readiness 
for work, and appropriate corrective action. 

 
Section 8. EMPLOYEE ASSISTANCE PROGRAMS 
 

A. The Authority recognizes drug/alcohol dependency as an illness and a major health problem, as 
well as a potential health, safety and security problem.  Employees needing help in dealing with 
such problems are encouraged to use the Employee Assistance Program (“EAP”). 

 
B. The employee may be required or recommended to participate satisfactorily in a rehabilitation 

program if any part of this policy is violated.  If the employee refuses treatment, fails to complete 
the program, fails to be rehabilitated, they shall be subject to termination. 

 
C. Conscientious and voluntary efforts by an employee to seek help will not jeopardize their job. 
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Section 9. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 
2013, effective July 1, 2013.  

 
B. This policy was modified as follows: 

1. Approved July 29, 2021 effective August 1, 2021: 
a. Section 3.B and Section 4.C.3 added information about CDL Clearinghouse requirements.  
b. Section 6. B added a negative-dilute test result. 
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EXERCISE 

Section 1. PURPOSE 

 

This policy is intended to address any physical fitness exercise that is performed on Bedford Regional 

Water Authority’s (“Authority”) controlled property. 

 

Section 2. POLICY 
 

A. The employee must have their Manager’s approval before participation. 

 

B. The employee must sign a Release Form that will be placed in the employee’s personnel file. 

1. The Authority is not responsible for any expense or liability incurred as a result of the 

employee’s participation while exercising at work, including medical expenses due to any 

sickness or injury incurred as a result. 

 

C. Employees must exercise on their own time; this includes during lunch hours and/or before and 

after work. 

 

D. The employee will not be required to adhere to the Authority’s Dress Code policy during the 

above times; however, tasteful and appropriate clothing should be worn.  After exercising, every 

effort should be made to quickly change back into attire that conforms with the Dress Code 

policy; in no case should any employee meet with the public or represent the Authority in person 

while wearing the exercise attire. 

 

Section 3. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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HARASSMENT 

Section 1. PURPOSE 

 

Discrimination and harassment have no place in the business environment and the Bedford Regional 

Water Authority (“Authority”) will not tolerate discrimination or harassment in any form.  The law 

and this Authority policy prohibit discrimination or harassment based on sex, gender, pregnancy, 

disability, race, religion, nationality, age, or any other category prohibited by law.  In this policy, 

these categories will sometimes be referred to as “protected categories.” 

 

Section 2. POLICY 

 

All Authority employees and applicants have the right to work in an environment free from illegal 

discrimination and harassment.  The Authority will investigate and deal appropriately with all 

complaints of illegal discrimination and harassment whether the offender is an employee or a person 

not employed by the Authority. 

 

Section 3. RECOGNIZING HARASSMENT 

 

A. Harassment is a form of discrimination. 

1. Harassment prohibited by this policy includes any conduct that has the purpose or effect of 

unreasonably interfering with the victim’s work by creating an intimidating, hostile, or 

offensive working environment based on sex, gender, pregnancy, disability, race, religion, 

nationality, or any other protected category. 

 

B. Harassment may occur between co-workers, between a Manager and an employee, or between 

members of the public and employees.  Harassment does not have to be directed at someone to be 

offensive to them.  Examples of misconduct prohibited under this policy may include, but are not 

limited to, the following: 

1. Unwelcome or demeaning comments, ridicule, offensive language, gestures, or other actions 

of a similar nature based on sex, gender, disability, race, religion, nationality, age, or any 

other protected category. 

2. Signed or anonymous notes or drawings of an insulting nature based on any protected 

category and placed in desks, on bulletin boards, or otherwise transmitted. 

3. Deliberately singling out and trying to embarrass any employee in one of these protected 

categories in front of other employees. 

 

C. Sexual harassment is the most common basis for complaints.  It includes not only unwelcome 

sexual advances, requests for sexual favors, other verbal or physical conduct of an unwelcome or 

hostile sexual nature, but also hostile or demeaning comments or conduct or display of 

inappropriate items based on gender.  Examples of sexual harassment in the workplace include: 

1. Unwanted touching and sexual advances. 

2. Dirty jokes or innuendoes of a sexual nature. 

3. Sexually explicit objects, books, magazines, photographs, or other materials left where other 

employees can find them or otherwise be visible to employees. 

4. Unwanted and unsolicited off-duty telephone calls, electronic mail, and other 

communications of a sexual nature. 
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5. Demanding or expecting sexual favors in exchange for continued employment. 

6. Using an employee’s decision to reject or accept sexual advances as the basis for a later 

employment decision, such as promotion, raises, or assignments. 

 

D. Actions prohibited by this policy will not be tolerated and employees taking part in such conduct 

will be subject to formal investigation and appropriate corrective action. 

 

Section 4. RESPONSIBILITIES 

 

A. Every employee is responsible for assisting in the prevention of discrimination and harassment 

through the following means: 

1. Employee’s Responsibilities: 

a. Refraining from participation in or encouragement of actions that could reasonably be 

perceived as harassment or discrimination. 

b. Promptly reporting acts of harassment or discrimination to a Manager. 

c. Encouraging other employees to report any harassment or discrimination to a Manager. 

2. Manager’s Responsibilities: 

a. Monitoring the work environment for harassment or discrimination. 

b. Counseling all employees on what is prohibited behavior and on the procedures for 

reporting and resolving complaints. 

c. Stopping any observed acts that may be considered harassment or discrimination. 

d. Managers must intervene appropriately, whether or not the involved employees are 

within their line of supervision. 

e. Taking immediate action to limit contact between two (2) employees where there has 

been a complaint of harassment that remains under investigation. 

f. Assisting any person who comes to them with a complaint of harassment or 

discrimination. 

3. Executive Director’s Responsibilities: 

a. Review the investigative report and any statements submitted by the complainant or 

respondent, discuss results of the investigation with Human Resources and other 

Management staff as necessary, decide what action, if any, will be taken and report the 

decision to the appropriate parties. 

b. If an employee disagrees with the decision of the Executive Director, they may dispute 

the determination by following the Dispute Resolution Form. 

 

B. Failure to take action to stop known harassment or discrimination is grounds for corrective action. 

 

Section 5. REPORTING PROCEDURES 

 

A. Any employee who believes he or she has been the victim of harassment or discrimination in the 

workplace is required to report the harassment or discrimination to any Manager, the Executive 

Director, Human Resources, or the Chairman of the Board of Directors whose name and 

telephone number are posted in the Authority offices, the Authority intranet, and the Authority’s 

internet website. 
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B. Investigation and Response: 

1. The Authority will promptly direct and assist in the investigation of all complaints of 

violations of this policy.  The Authority will take remedial action to prevent any further 

violations.  Remedial actions may take the form of transfer, dismissal, or other corrective 

action against any employee found to have violated this policy.  The Authority will also take 

prompt and appropriate action in instances when an employee has been subjected to 

harassment by a non-employee. 

 

C. Failure by an employee to cooperate with an investigation will constitute a violation of this policy 

and subject him or her to corrective action.  Additionally, Managers may also be subjected to 

corrective action for failing to inform the Executive Director about observed or reported 

violations. 

 

D. The Authority will not tolerate any form of retaliation against any employee who either 

complains of violations or who supplies information to the Authority regarding another 

employee’s complaint. 

 

Section 6. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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NEPOTISM 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) has developed this policy to protect employees 
and the Authority from potential problems related to the employment of Relatives and Public 
Officials. 
 

Section 2. DEFINITIONS 
 

A. “Relative” is defined in this policy as a spouse, parent, parent-in-law, son, daughter, brother, 
sister; it also includes the spouse of a parent, parent-in-law, son, daughter, brother, or sister.  
Individuals involved in a romantic relationship are also considered Relatives under this policy. 

 
B. “Public Official” means a person appointed or elected to any of the following governing bodies:  

the Bedford Regional Water Authority Board of Directors, the Bedford County Board of 
Supervisors, the Bedford Town Council, and the Western Virginia Water Authority Board of 
Directors.  

 
Section 3. POLICY 
 

A. Applicants are expected to disclose any Relatives and Public Official statuses on their 
application; failure to disclose such information may result in termination of the applicant 
employee upon discovery of the relationship. 
 

B. Relatives of employees of the Authority shall not be employed by the Authority in any capacity. 
 

C. Public Officials and their Relatives shall not be employed by the Authority in any capacity. 
 

D. If two (2) current employees become Relatives, the relationship must immediately be disclosed 
by each of the employees to their Manager and to Human Resources; Human Resources must 
notify the Executive Director. 
 

E. If a current employee becomes a Relative of a Public Official, the employee must disclose this 
immediately to their Manager and to Human Resources; Human Resources must notify the 
Executive Director. 
 

F. If an employee is elected or appointed as a Public Official, the employee must resign their 
position or they shall be terminated from the Authority no later than the date on which the Public 
Official takes office. 
 

G. Exceptions to this policy must be approved by the Executive Director and the Board of Directors. 
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Section 4. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 
2013, effective July 1, 2013. 

B. This policy was modified as follows: 
1. Approved January 23, 2014, effective January 24, 2014: Policy revised to clarify the role of 

public officials. 
2. Approved December 17, 2019, effective December 18, 2019: Definition of relatives and 

public officials revised.  
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AMERICANS WITH DISABILITIES ACT – REASONABLE ACCOMMODATION 

Section 1. PURPOSE 
 

The purpose of this policy is for the Bedford Regional Water Authority (“Authority”) to commit to 

the fair and equal employment of individuals with disabilities. 

 

Section 2. POLICY 

 

It is the Authority’s policy to reasonably accommodate qualified individuals with disabilities unless 

the accommodation would impose an undue hardship on the Authority.  In accordance with the 

Americans with Disabilities Act (“ADA”), as amended, reasonable accommodations will be provided 

to qualified individuals with disabilities when such accommodations are necessary to enable them to 

perform the essential functions of their jobs or to enjoy the equal benefits and privileges of 

employment.  This policy applies to all applicants for employment and to all current employees. 

 

Section 3. REQUESTING A REASONABLE ACCOMMODATION 

 

A. An employee with a disability is responsible for requesting an accommodation from the Human 

Resources Department, or his or her Manager, using the “Request for Reasonable 

Accommodation” form.  The employee is also responsible for providing medical documentation 

regarding the disability, when requested, using the “Request for Information from Medical 

Provider” form. 

1. Once medical documentation is received, the Human Resources Department will work with 

the employee to identify possible reasonable accommodations and to assess the effectiveness 

of each in allowing the employee to perform the essential functions of the job. 

2. Based on this interactive process, a reasonable accommodation will be selected that is most 

appropriate for both the Authority and the individual employee. 

 

B. While an individual’s preference will be considered, the Authority is free to choose between 

equally effective accommodations with consideration toward expense and impact on the rest of 

the Authority. 

1. A request for reasonable accommodations may be denied if it would create an undue hardship 

for the Authority. 

2. Factors to be considered when determining whether an undue hardship exists include the cost 

of the accommodation, the Authority’s overall financial resources, the financial resources of 

the particular facility at which the accommodation is to be made, the number of employees at 

the facility, the total number of employees of the Authority, and the type of operation. 

 

Section 4. SAFETY 

 

A. All employees are expected to comply with all safety procedures.  The Authority will not place 

qualified individuals with disabilities in positions in which they will pose a direct threat to the 

health or safety of others or themselves. 

 

B. A direct threat means a significant risk to the health or safety of one’s self or others that cannot be 

eliminated by reasonable accommodation. 
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1. The determination that an individual with a disability poses a direct threat will be made by 

the Human Resources Department and Administration and will be based on factual, objective 

evidence. 

2. A written copy of the determination will be given to the employee so that he or she may 

submit additional information and/or challenge the determination that he or she poses a direct 

threat. 

 

Section 5. CONFIDENTIALITY 

 

A. All information obtained concerning the medical condition or history of an applicant will be 

treated as confidential information, maintained in separate medical files, and disclosed only as 

permitted by law. 

 

B. It is the policy of the Authority to prohibit any harassment of, or discriminatory treatment of, 

employees on the basis of a disability or because an employee has requested a reasonable 

accommodation. 

1. If an employee feels he or she has been subjected to such treatment, or has witnessed such 

treatment, the situation should be reported by following the Harassment policy. 

2. Any employee found to have engaged in retaliation against an employee for making a request 

for reasonable accommodation under this policy, registering a complaint under this 

procedure, or for assisting in the investigation of any registered complaint will be subject to 

immediate corrective action. 

 

Section 6. DEFINITIONS 
 

A. Disability: 

1. “Disability” refers to a physical or mental impairment that substantially limits one (1) or 

more of the major life activities of an individual. 

2. A “qualified person with a disability” means an individual with a disability who, with or 

without reasonable accommodation, can perform the essential functions of the job. 

 

B. Reasonable Accommodation: 

1. A “reasonable accommodation” is any change or adjustment to the job application process, 

work environment, or work processes that would make it possible for the individual with a 

disability to perform the essential functions of the job. 

a. There are three (3) types of reasonable accommodations that may be considered: 

i. Changes to the job application process so that a qualified applicant with a disability 

will receive equal consideration for the job opportunity; 

ii. Modifications to the work environment so that the qualified individual with a 

disability can perform the essential functions of the job; or 

iii. Adjustments that will allow a qualified individual with a disability to enjoy the same 

benefits and privileges of employment as other similarly situated employees without 

disabilities. 

2. The Authority will seek to provide reasonable accommodations for a known disability or at 

the request of an individual with a disability. 
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3. Many individuals with disabilities can apply for and perform the essential functions of their 

jobs without any reasonable accommodations.  However, there are situations where a 

workplace barrier may interfere. 

 

C. Essential Job Functions: 

1. For each position, the job description typically will identify essential job functions. 

2. If there are any questions about the job requirements, they should be directed to their 

immediate Manager, Executive Director, or Human Resources Department. 

 

Section 7. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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CRIMINAL RECORD 

Section 1. PURPOSE 

 

The purpose of this policy is to address the criminal records of applicants and employees of the 

Bedford Regional Water Authority (“Authority”) in order to maintain high standards of work 

performance and professional conduct. 

 

Section 2. APPLICANTS 
 

A. As a condition of employment, criminal background checks will be made on all applicants being 

seriously considered for positions with the Authority, with sufficient personal descriptive 

information to be forwarded to the appropriate registry for the purpose of obtaining criminal 

history information regarding such applicant.  Applicants shall provide such consent as may be 

required by the registry. 

 

B. Applicants may be disqualified for consideration for employment when they have demonstrated 

an unsatisfactory personal record as evidenced by the results of a background check. 

 

C. The Authority shall evaluate the offenses which are reported to the Authority as a result of 

criminal background checks against the requirements of the position and shall consider, among 

other things, the following aspects of the offence(s) and the position.  The Authority shall use 

appropriate factors, in consultation with the Authority’s Executive Director, and will make the 

final decision on whether to hire an applicant on the basis of a criminal background check.  The 

Authority shall be responsible for documenting the basis for the decision.  In the event of an 

adverse determination, the applicant shall be given the results of the background check and be 

given three (3) working days to contest any misinformation contained therein.  All information 

received by the Authority from criminal background checks shall be maintained in strictest 

confidence. 

 

D. In making the foregoing evaluation, the Authority shall consider the  nature, severity, and 

intentionality of the offence(s) as well as: 

1. The statutory elements of the offense(s) (rather than the individual’s account of the facts). 

2. The individual’s age at the time of the offense(s). 

3. The number and type of offenses. 

4. The time elapsed since the last offense. 

5. The individual’s probation or parole status. 

6. Whether the circumstances of the offense(s) involved an employment situation. 

7. Whether there is a pattern of offense(s). 

 

E. The Authority shall also evaluate the duties, responsibilities, and circumstances of the position, 

including, but not limited to: 

1. The nature and scope of the position, including access to residential facilities, access to cash, 

or access to vulnerable populations. 

2. The nature and scope of the position’s contact with the public or other interpersonal contact. 

3. The autonomy and discretionary authority of the position. 

4. The amount and type of supervision received in the position, or provided to staff. 
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5. The sensitive nature of data or records material maintained or to which the position provides 

access. 

6. The opportunity presented for the commission of additional offenses. 

7. The extent to which satisfactory job performance requires the trust and confidence of the 

Authority, the Authority employees, or the public. 

 

F. The Authority will monitor the application of this policy to insure that it does not have a disparate 

impact on any protected class of applicants. 

 

Section 3. EMPLOYEES 

 

A. Employees must, as a condition of employment, abide by all of the terms of this policy.  They 

must, within five (5) business days, report any offense(s) resulting in their arrest, charge, and/or 

conviction of a felony or misdemeanor.  These offenses include actions involving moral turpitude 

or other actions that affect the employee’s ability to perform their job, threatens the safety of the 

employees or the public, or could cause harm or increased risk to the Authority. 

 

B. In evaluating disciplinary action under this policy, the Authority shall evaluate reported or new 

offenses as outlined in this section. 

 

C. Discipline: 

1. Suspension with pay: The Authority may immediately suspend an employee from the 

workplace without providing advance notification when they are under investigation for 

alleged criminal conduct. 

a. The suspension shall continue until either: 

i. The employee is formally charged with a criminal offense by authorities or entities 

outside of the employer agency, such as by arrest or indictment; or 

ii. The criminal investigation is concluded without any formal charges being made; or 

iii. It is determined by the Authority that it is acceptable for the employee to return to 

work. 

b. Employees suspended from work may or may not accrue or receive any paid benefits 

during the suspension, depending on the alleged crime. 

2. Suspension without pay: Any employee who is formally charged with a criminal offense by 

outside authorities may be immediately suspended without pay. 

a. The suspension shall continue until either: 

i. The appropriate corrective action has been determined; or 

ii. The criminal investigation is concluded without any formal charges being made; or 

iii. The charge is resolved without the employee being convicted. 

b. Employees suspended without pay from work will not accrue or receive any paid benefits 

during the suspension. 

3. Termination: An employee that is convicted of a criminal offense and is unable to meet the 

working conditions of their employment may be terminated.  If an employee is convicted of 

an offense taking place against the Authority, it involves using property owned or operated by 

the Authority, it takes place on Authority controlled property, or it occurs during hours of 

employment by the Authority, the employee may be terminated immediately. 
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4. Regardless of the status of any criminal investigation or process, the Authority may 

determine at any time to institute corrective action, up to and including termination, based 

upon the facts or evidence of conduct that prompted the criminal investigation or process. 

5. If the employee returns to work from a suspension after being found not guilty, any Paid 

Time Off (“PTO”) that would have accrued during the suspension period will be applied to 

the employee’s PTO balance. 

 

Section 4. REFERENCES: 

 

A. The definition of suspension is documented in the Discipline policy. 

 

B. The terms of use for PTO can be found in the Leave policy. 

 

C. The Drug and Alcohol policy and the Vehicle and Equipment policy have additional information 

related to criminal offenses specific to those policies. 

 

Section 5. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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ANIMAL 

Section 1. PURPOSE 

 

This policy applies to all Bedford Regional Water Authority (“Authority”) employees and any 

animals not assisting individuals with disabilities. 

 

Section 2. POLICY 

 

A. Pets and other animals are not allowed in Bedford Regional Water Authority (“Authority”) 

offices, workspaces, or vehicles. 

 

B. Animals are not appropriate in the work environment; they create a distraction and may cause 

additional problems for employees or customers with allergies. 

 

C. Guide dogs for persons with disabilities are not covered by this policy. 

 

Section 3. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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CONFIDENTIALITY 

Section 1. PURPOSE 

 

All information regarding the Bedford Regional Water Authority (“Authority”), its customers, 

services, and employees are to be held in the strictest confidence. 

 

Section 2. CONFIDENTIALITY 
 

A. Guidelines for Management and employees include the following: 

1. Employees cannot use or disclose business or customer information that is not generally 

available to the public either during employment or when not employed with the Authority. 

2. Any information learned or developed during the course of employment is the property of the 

Authority and is to be used solely for the benefit of the Authority. 

 

B. Some items that are considered confidential include, but are not limited to, the following: 

1. Personnel records and files. 

2. Medical information. 

3. Credit and financial information. 

4. Alcohol and drug abuse testing, diagnosis, treatment, or other information. 

5. Investigations. 

6. Employment applications. 

 

C. Employees are prohibited from making copies or removing any records, reports, or any other 

documents from the Authority for personal use without prior approval from their Manager, with 

the exception of their own personnel file. 

 

D. Employees who improperly use or disclose confidential information will be subject to corrective 

action and possible legal action. 

 

Section 3. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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COMPUTERS AND ELECTRONICS USE 

Section 1. PURPOSE 
 

All computers, peripheral computer equipment, software, cellular phones, smart phones, office 
phones, hand held devices, digital cameras, video cameras, surveying equipment, and other related 
office equipment (“Electronics”) as provided by the Bedford Regional Water Authority (“Authority”) 
are for the primary purpose of performing work directly related to the Authority and should be used 
accordingly.  This policy is to define the expectations of the Authority as it relates to the use of these 
Electronics. 
 

Section 2. POLICY 
 

A. It is the intent of the Authority to provide a secure and accessible computer network whereby the 
information of the Authority is available to its staff, partners, and the community. 
 

B. The Authority maintains a cellular phone contract, such that employees can communicate work 
related information while away from the office. 
 

C. It is the responsibility of the Authority, as well as the users and guests, to guard against abuses 
and threats that could disrupt and/or disable the computer systems and/or electronics. 
 

D. This policy is applicable to all users and guests who access the Authority’s information and/or 
otherwise interact with and/or access the Authority’s computer systems. 
 

Section 3. ACCESS AND USE 
 

A. The following items are independent of a specific technology type used to access systems and 
information and apply to this entire policy: 
1. The Authority characterizes the following activities as being unethical, unacceptable, and just 

cause for corrective action: 
a. Violation of any copyright or patent protection and authorizations, as well as license 

agreements and other contracts. 
b. Interfering with the intended use of the Authority’s systems and/or information. 
c. Seeking to gain, conspiring to gain, or gaining unauthorized access to systems and/or 

information.  “Hacking” of Authority systems and information or utilizing Authority 
systems to hack external sources is prohibited. 

d. Destroying, altering, dismantling, disfiguring, preventing rightful access, or otherwise 
interfering with the integrity of the information and/or system(s) without authorization. 

e. Invading the privacy of individuals or entities utilizing the Authority’s systems and/or 
information without authorization from the Information Systems Department. 

2. Users play a critical role in the protection and efficient operation of the Authority systems 
and information.  Specifically, the users are responsible for, but not limited to, taking care to 
ensure the security of the following: 
a. The system(s) they are intermittently and/or permanently assigned and/or use. 
b. The Authority information that they access, maintain, create, and edit. 



OPERATING 
POLICY 

MANUAL 
Chapter: Employee Handbook Issue (Effective) Date: May 13, 2021 
Document Number: 20.42 Approval Date: June 1, 2021 
Page 2 of 5 Approved By: Executive Director 

COMPUTERS AND ELECTRONICS USE 

3. Users must ensure compliance with Authority policies, ensure confidentiality of security 
measures, assist in ensuring the integrity and availability of systems, and support user 
compliance of Authority policies. 
 

B. The Authority reserves the right to monitor its systems and information, including all user activity 
of the systems.  There is no guarantee of the privacy of e-mail, internet usage and/or access, 
system logs, electronic files, or any Authority information whether accessed from an Authority 
system or not. 
 

C. Inappropriate, unauthorized use or abuses of Authority systems, information, Electronics, and 
access are subject to monitoring and investigation by the Authority. 
 

D. It is prohibited to use electronic communications to hide the user’s identity by impersonating 
another party. 
 

E. The Authority reserves the right to filter or otherwise block access to internet resources that it 
deems dangerous, harmful, illegal, unproductive, or outside the scope of a user performing their 
assigned duties.  Using the Authority systems to create, view, or distribute inappropriate material, 
as defined by the Authority’s Harassment policy, is prohibited. 
 

F. Evidence of criminal activity will be turned over to the appropriate law enforcement officials, 
with or without notice to the suspected user, guest, employee, or any other individual or entity. 

 
Section 4. E-MAIL 
 

A. The Authority reserves the right to filter or otherwise block all, or in part, (including attachments) 
e-mails that it deems dangerous, harmful, illegal, or outside the scope of a user performing their 
duties.  Creating, viewing, or distributing inappropriate material, as described in the Harassment 
policy, is prohibited. 
 

B. Employees of the Authority are issued e-mail addresses and access to the e-mail system.  Guests 
may be issued such access at the discretion of Administration or Information Systems.  Such 
requests will be reviewed on a case by case basis.  Family members, friends, etc., of employees 
will not be issued access to the e-mail system. 
 

C. Access to the e-mail system is considered a privilege that may be revoked should a user 
circumvent or break this policy or any other applicable Authority policy, where such revocation is 
deemed appropriate by the Information Systems Department. 
 

D. Personal use of the e-mail system is permissible as long as such use is not against any Authority 
policy, does not inhibit a user or group of users from performing their duties, and is confined to 
being done on personal time such as breaks, lunch breaks, before work, or after work. 
 

Section 5. INTERNET 
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A. The Authority reserves the right to monitor the use of the internet by all users; the Authority may 

filter or otherwise block any or all internet access that it deems dangerous, harmful, illegal, or 
outside the scope of a user performing their duties.  Uploading, downloading, viewing, or 
distributing inappropriate material, as described in the Harassment policy, is prohibited. 
 

B. Access to the internet is considered a privilege that may be revoked should a user circumvent or 
break this policy or any other applicable Authority policy, where such revocation is deemed 
appropriate by Information Systems. 
 

C. Personal use of the internet is permissible as long as such use is not against any Authority policy, 
does not inhibit a user or group of users from performing their duties, does not create a burden on 
the network by reducing the bandwidth due to streaming applications, and is confined to being 
done on personal time such as breaks, lunch breaks, before work, or after work. 
 

Section 6. BANDWIDTH / STREAMING 
 

A. Streaming video and audio files, downloading video and audio files, and storage of video and 
audio files on Authority systems must be used sparingly and with business justification. 
 

B. Use of streaming technologies and/or downloading of audio, video, and image files, and the 
storage thereof, can put a strain on the available resources of the Authority’s networks and 
internet bandwidth.  Information Systems has the right to review any such usage that is suspected 
to have impacted such resources. 
 

C. Personal use of streaming video, audio, and/or image technologies is prohibited. 
 

Section 7. SOCIAL NETWORKING 
 

A. It is prohibited to use the Authority’s resources for personal use from 7:30 a.m. until 5:00 p.m. for 
the participation in social networking services such as, but not limited to, Facebook, YouTube, 
Instagram, Twitter, TikTok, Reddit, Pinterest, Tumblr, Flickr, SnapChat, etc., due to the increased 
bandwidth needed to support these services. 
 

B. Outside of the regular working hours of the Authority, social networking is allowable only if 
approved by the employee’s Manager and as allowed by the Information Systems Department. 
 

C. Authorized user responsibilities and guidelines: 
1. Keep strictly to Authority pages and maintain business profiles. 
2. Prepare and modify content for the Authority’s profile on various social networking 

platforms. 
3. Content must be relevant, add value and comply with the Authority’s written policies. If 

uncertain about any information, material or conversation, the employee must discuss the 
content with the Executive Director prior to posting. 
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4. Ensure that use of communications maintains Authority brand identity, integrity and 
reputation while minimizing actual or potential legal risks.  This includes the following: 
a. Protect the privacy of the Authority, its employees, and customers and do not disclose 

personal information or any other proprietary and nonpublic information to which 
employees have access. 

b. Any copyrighted information without written reprint authorization cannot be posted on 
Authority profiles. 

5. The Authority is authorized to remove any content off of its profiles that does not meet the 
rules and guidelines of this policy or that may be illegal or offensive. Removal of such 
content will be done without permission of the user or without any advance warning. 

6. The Authority will ask each employee or participant to sign a media release form to grant 
authorization to share right to use their name, likeness, image, voice, appearance and/or 
performance as captured by photographic, audio and/or video means for release and/or 
reproduction in any medium for any legal purpose, including but not limited to education, 
training, illustration, promotion, art, editorial, advertising, and general trade. 
 

Section 8. OFFICE PHONES 
 

A. Employees issued office phones (desktop phones) by the Authority are solely responsible for the 
care and use of issued phones. 
 

B. Phones may be used by employees to make any calls necessary for Authority related business.  
This includes long distance calls and local calls. 
 

C. Employees must follow the provisions of the Standards of Conduct policy while using the office 
phones. 
 

D. Personal use of the Authority’s office phones for local calls is permissible as long as such use is 
not against any Authority policy and the use is minimized.  Employees are encouraged to try to 
confine the personal use of the phones to personal time such as breaks, lunch breaks, before work, 
or after work. 
1. Long distance calling is not permitted using the office phones. 
2. Any and all charges for personal long distance calls on an office phone shall be the 

responsibility of that employee and will be required to reimburse the Authority via payroll 
withholding. 

 
Section 9. CELLULAR DEVICES 
 

A. Employees issued cellular phones by the Authority are solely responsible for the care and use of 
issued phones. 
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B. Personal use of the Authority’s cellular phones is permissible as long as such use is not against 
any Authority policy, does not inhibit a user or group of users from satisfactorily performing their 
duties, and is minimized. 
1. Authority owned phones: 

a. Any and all charges for overages incurred or elected on an Authority’s cellular phone, 
above and beyond the inclusions of the carrier’s plan(s), shall be the sole responsibility of 
the employee assigned to that phone line and reimbursement will be made via payroll 
withholding. 

b. The Authority reserves the right to manage the carrier’s plan(s) as it sees fit in that 
individual phones, employees, and/or services may be allocated and/or assigned in a 
manner differently from the carrier’s individual plan assigned to that phone, number, or 
other device. 

2. Employee owned phones: 
a. The Authority may enter into a communication agreement with an employee to provide 

their own cellular phone for a stipend.  
 

C. All cellular devices accessing Authority data (such as email, asset management, etc.) should be 
password protected for security. 
 

D. Unless using a hands-free device for phone calls, employees shall not use Authority cellular 
phones or personal cellular phones while driving an Authority vehicle.   
 

E. Texting, emailing, or any other action requiring typing on any electronic device is strictly 
prohibited while driving an Authority vehicle. 

 
Section 10. REVISIONS 

 
A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013.  
 

B. This policy was modified as follows: 
1. Approved May 13, 2021 effective June 1, 2021: 

a. Section 7.A was modified to include current social media platforms.  
b. Section 7.C.6 was updated to include a media release form.  
c. Section 9.B.1 was modified to include employee owned cellular phones. 
d. Section 9.C was modified to add security. 
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OFFICE SECURITY 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) wishes to maintain a work environment that is 

free of illegal drugs, alcohol, firearms, explosives, or other improper materials.  The Authority 

prohibits the possession, transfer, sale, or use of such materials on its premises.  The Authority 

requires the cooperation of its employees in administering this policy. 

 

Section 2. INCLUSIONS 

 

A. Desks or other storage equipment may be provided for the convenience of employees, but they 

remain the sole property of the Authority.  Accordingly, any authorized agent of the Authority 

can inspect them, as well as any articles found within them, at any time, either with or without 

notice. 

 

B. The Authority reserves the right to question and conduct personal searches of employees, 

employee belongings, and all other persons entering and leaving Authority premises.  The 

employee has the right to be present for these searches.  This includes: 

1. The inspection of any packages, parcels, purses, handbags, briefcases, lunch boxes, or any 

other possessions or articles carried to and from the Authority’s property. 

2. The right to search any employee’s desk, files, or any other area or article on Authority 

premises. 

 

Section 3. NONCOMPLIANCE 

 

A. Persons who refuse to cooperate in an inspection conducted pursuant to this policy will not be 

permitted to enter the premises. 

 

B. Employees working, entering, or leaving the premises who refuse to cooperate in the inspection, 

as well as employees who, after the inspection, are believed to possess stolen property or illegal 

drugs will be subject to corrective action. 

 

Section 4. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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PERSONAL PROPERTY 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) is committed to providing its employees with 

the tools and equipment needed to perform the work for the Authority.  As such, it should not be 

necessary for employees to bring their personal property to the Authority for the benefit of the 

Authority; however, if employees chose to bring their personal property to the work, this policy 

governs the responsibility of the Authority with respect to that property. 

 

Section 2. POLICY 

 

A. Any employee who brings personal property to the Authority’s facilities will assume all risk of 

loss and/or damage for those items.  The Authority will not be required to reimburse the 

employee for loss or damage to personal property. 

 

B. The Authority is not responsible for any damage to, theft from, or personal liability arising from 

the use of employees’ vehicles or their contents. 

 

Section 3. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013.  
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SMOKING 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) is dedicated to providing a healthy, 

comfortable, productive, and equitable work environment.  This policy is to define the Authority’s 

policy relative to smoking in/on Authority property. 

 

Section 2. POLICY 

 

A. Smoking is prohibited inside of all Authority buildings and Authority vehicles. 

 

B. Smoking is allowed outside of the buildings on Authority property, including under breezeways, 

provided adherence to the following: 

1. Smoking must be kept away from all public entrances to maintain positive perception and for 

the consideration of non-smokers. 

2. All breaks shall be at the discretion of the employee’s immediate Manager.  Accountability 

for the management of breaks shall be the responsibility of the employee and their Manager. 

 

Section 3. ASSISTANCE 

 

A. Employees who would like to take the opportunity to quit smoking are invited to participate in 

Smoking Cessation Program currently offered by the Authority through The Local Choice.  

Information is available at http://commonhealth.virginia.gov/programs/quitforlife.html. 

 

Section 4. ENFORCEMENT 
 

A. The success of this policy will depend upon the thoughtfulness, consideration, and cooperation of 

all employees who share in the responsibility for adhering to and enforcing this policy. 

1. Any problems should be brought to the attention of the appropriate Manager and handled 

through the normal chain of command. 

2. Employees who violate this policy will be subject to the same corrective actions that 

accompany infractions of other Authority policies. 

 

Section 5. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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WORKPLACE MONITORING 

Section 1. PURPOSE 
 
Workplace monitoring may be conducted by the Bedford Regional Water Authority (“Authority”) in non-
private workplace areas to ensure quality control, employee safety, security, and customer satisfaction. 
The Authority is sensitive to the legitimate privacy rights of employees and every effort will be made to 
guarantee that workplace monitoring is done in an ethical and respectful manner. 
 
Section 2. POLICY 
 

A. The Authority operates security cameras both inside and outside of its facilities. This is for the 
purpose of ensuring the safety and security of staff, customers, visitors and the Authority’s 
premises and facilities. Camera viewings and recordings may be accessed and used as evidence 
where an act (e.g. assault of a person, damage to facilities) has occurred that warrants 
investigation.  Such records may also be required by law to be provided to other parties such as a 
court or to the police. 
1. Notices that the Authority’s facilities are monitored by cameras will be posted at each of the 

applicable facility entrances and will be visible to members of the staff and public. 
2. Security cameras will not be disguised or hidden; they are visible in plain view. 
3. Camera security monitoring is intended to be continuous and ongoing. 
4. Videos will be saved as digital recordings on a secured server for a minimum of thirty (30) 

days and a maximum of one year. Recordings that document specific incidents for 
administrative or potential legal uses must be maintained for three (3) years after the end of 
the year to which they relate.  

5. Videos will be viewed only by authorized personnel, in a private, controlled area that is not 
accessible to other staff, customers and/or visitors. No unapproved employees may monitor 
or view video or camera images for any reason except as necessary in the course of an 
investigation. 

6. Recordings are to be used only as intended by this policy, any other purposes may be subject 
to disciplinary action.  
a. Video recordings may not be used as entertainment. 
b. Cameras may be used to monitor an employee work area, such as an area with financial 

transactions. 
7. Any person who tampers with or destroys a video surveillance camera or any part of the 

video surveillance system may be subject to disciplinary action. 
 

B. Members of the management team or their designee may listen in on customer service lines to 
ensure proper conduct of the employees or for other legitimate business purposes. 
1. Calls may be monitored for training purposes, to critique customer service skills, and to 

provide feedback for job performance as needed.  
2. Employees will be informed that they may be monitored at any time during business calls 

without notification.  
3. Customers will be notified of possible monitoring. 
4. If at any time during the monitoring process, a personal call is identified, the monitoring will 

immediately be suspended. 
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5. Disclosure of confidential information and any other recordings of conversations in the 
workplace by employees without consent on the record by all parties is prohibited.  

 
Section 3. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on August 14, 2013, 
effective August 21, 2013. 
 

B. This policy was modified as follows: 
1. Approved July 15, 2014, effective August 4, 2014: 

a. The policy was changed to include phone monitoring.  
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WHISTLEBLOWER 

Section 1. PURPOSE 
 
The Bedford Regional Water Authority (“Authority”) is committed to conducting its business with 
integrity underlying all relationships, including those with citizens, customers, suppliers, communities, 
and among employees. Employees of the Authority are required to practice the highest standards of 
ethical business conduct including honesty and integrity in fulfilling responsibilities and complying with 
all applicable laws and regulations in performance of their responsibilities. 
 
Section 2. REPORTING RESPONSIBILITY 
 

A. This Whistleblower Policy is intended to encourage and enable employees and others to raise 
serious concerns internally so that the Authority can address and correct inappropriate conduct 
and actions.  
 

B. It is the responsibility of all board members, officers, employees and volunteers to report 
concerns about violations of the Authority’s code of conduct or suspected violations of laws or 
regulations. 

 
C. The Authority has an open door policy and suggests that employees share their questions, 

concerns, suggestions, or complaints with their Supervisor or Manager. If an employee is not 
comfortable speaking with the Supervisor or Manager or is not satisfied with Management’s 
response, employees can speak with the Assistant Director, Executive Director, or Human 
Resources. Supervisors and Managers are required to report complaints or concerns about 
suspected ethical and legal violations in writing to the Executive Director, Human Resources, or 
the Chairman of the Board who has the responsibility to investigate all reported complaints. 

 
Section 3. RETALIATION AND CONFIDENTIALITY 
 

A. Retaliation against employees who in good faith report an ethics violation, or a suspected 
violation of law, such as a complaint of discrimination, suspected fraud, or suspected violation of 
any regulation will not be tolerated. An employee who retaliates against someone who has 
reported a violation in good faith is subject to discipline up to and including termination of 
employment. 
 

B. Whistleblower protections are provided against confidentiality. Insofar as possible, the 
confidentiality of the whistleblower will be maintained. However, identity may have to be 
disclosed to conduct a thorough investigation, to comply with the law and to provide accused 
individuals their legal rights of defense. 

 
Section 4. PROCEDURES 
 

A. The Authority provides a reporting hotline for employees to anonymously report incidents if they 
do not feel comfortable revealing their Identity. 
1. Call Lighthouse Services at 844-280-0005 to report an incident.  

a) All calls are confidential and the identity of the caller will remain anonymous. 
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b) The Hotline is available 24/7/365. 
2. Visit www.lighthouse-services.com/brwa to fill out an online report. 
3. A case number will be given upon reporting an incident that can be entered to see updates to 

a report. 
4. If an email address is provided to Lighthouse, they work as a third party and the Authority is 

able to email employees through Lighthouse without ever seeing the whistleblower’s email 
address. Providing your email will allow the Authority to ask clarifying questions. 

5. If a report is made on an individual that normally handles the administration of the 
Lighthouse Service that report will not be made available to that individual. 

 
Section 5. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Board of Directors on May 17, 2016, 
effective May 18, 2016. 

http://www.lighthouse-services.com/brwa
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TELECOMMUTING POLICY AND PROCEDURES 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) supports Telecommuting for positions that are 
well-suited for meeting business goals while working in a location other than Authority owned 
facilities.  The goals of Telecommuting are to maximize productive work time, decrease the need for 
parking and office facilities, reduce energy used for transportation, minimize hazards, and provide a 
healthy work/life balance to support employees of the Authority.  Telecommuting is not an 
entitlement or a guaranteed benefit, and it in no way changes the terms and conditions of employment 
with the Authority. 

 
Section 2. APPROVAL 
 

A. Telecommuting arrangements will be made on a trial basis for the first three months of 
Telecommuting.  Telecommuting may be discontinued at will by the employee and at any time by 
management.  Every effort will be made to provide a 14 day notice of such change to 
accommodate commuting, child care, and other issues that may arise from the termination of a 
telecommuting arrangement; there may be instances, however, when no notice is possible. 
 

B. Prior to beginning Telecommuting, the employee must  
1. Complete the Telecommuting Agreement form and submit the Agreement to the employee’s 

manager with a copy to Human Resources; and, 
2. Complete and pass Telecommuting training provided by Human Resources. 

 
Section 3. ELIGIBILITY 

 
A. Individuals requesting Telecommuting arrangements must be employed by Bedford Regional 

Water Authority for a minimum of six months of continuous on-site regular employment, unless 
otherwise stated in the job description, and must have a satisfactory performance record.  A 
satisfactory performance record is defined as the employee not being on probationary status or an 
Individual Development Plan, and that the employee is meeting the expectations set forth on the 
most recent performance appraisal. 

 
B. Telecommuting is not intended to be a replacement for appropriate child and/or elder care; 

although an individual employee's schedule may be modified to accommodate child and/or elder 
care needs, the focus of the arrangement must remain on job performance and meeting business 
demands. 
 

C. Before entering into a Telecommuting agreement, management and Human Resources will 
evaluate the suitability of a Telecommuting arrangement, reviewing the following areas: 
1. Employee suitability: an assessment will be made of the needs and work habits of the 

employee, compared to traits customarily recognized as appropriate for successful 
telecommuters. Some employees may not be suitable for Telecommuting. 

2. Job responsibilities: the job responsibilities will be discussed with the employee, and it will 
be determined if the job is appropriate for a Telecommuting arrangement.  Many of the 
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positions at the Authority are not suitable for Telecommuting, as many positions require 
being on site to perform the tasks needed by the position. 

3. Equipment needs and workspace considerations: the appropriate location and equipment for 
the telecommuting will be discussed. 

4. Tax and other legal implications: The employee must determine any tax or legal implications 
under IRS, state and local government laws, and/or restrictions of Telecommuting.  
Responsibility for fulfilling all tax and legal obligations rests solely with the employee. 
 

Section 4. IMPLEMENTATION 
 

A. Agreement: If the employee and management agree, and the eligibility requirements stated herein 
are met, a Telecommuting agreement will be prepared and signed by all parties and a three-month 
trial period will commence. 
 

B. Evaluation: Evaluation of telecommuter performance during the trial period will include specific 
metrics as deemed appropriate by management. At the end of the trial period, the employee and 
management will discuss the arrangement and make recommendations for continuance or 
modifications. Evaluation of telecommuter performance beyond the trial period will be consistent 
with that received by employees working at the office in both content and frequency focusing on 
work output and completion of objectives. 
 

C. Communication: An appropriate level of communication between the telecommuter and 
management will be agreed to as part of the Telecommuting arrangement and this communication 
may be more formal and more frequent during the trial period.  After conclusion of the trial 
period, management and the telecommuter will communicate at a level consistent with employees 
working at the office or in a manner and frequency that is appropriate for the job and the 
individuals involved. 

 
D. Accessibility: The telecommuting employee will remain accessible and productive during 

scheduled work hours. The employee will report to the employer's work location as necessary 
upon direction from management. 

 
E. Virtual Communication:  No music, television, or other distractions should be played during 

virtual meetings.  While occasional distractions are sometimes unavoidable, employees should 
seek a quiet and distraction-free working space while Telecommuting.  The employee is 
encouraged to turn on video during all virtual meetings, giving their full attention to the meeting 
as if face to face and avoid multi-tasking.  The employee should avoid eating during a virtual 
meeting unless invited to do so by the meeting host.  Smoking or vaping is not permitted during a 
video conference. 
 

F. The Telecommuting employee shall not hold in-person meetings in their home office for 
Authority business.  In-person meetings shall take place in a suitable public space or Authority 
facility where meetings are regularly held. 
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G. Liability: If an employee chooses to use their personal property while telecommuting, including 
vehicles, for Authority business, the Authority is not held liable per Policy 20.44 Personal 
Property.  

 
Section 5. EQUIPMENT 

 
A. On a case-by-case basis, the Authority will determine the appropriate equipment needs for each 

Telecommuting arrangement.  Human Resources and Information Systems will ensure that the 
approved resources are provided for employees approved for Telecommuting.  
1. Equipment supplied by the Authority will be maintained by the Authority.  If the equipment 

is damaged by negligent acts of the employee, then the employee will be held responsible for 
replacement of equipment items.  Equipment supplied by the employee, if deemed 
appropriate by the organization, will be maintained by the employee. The Authority accepts 
no responsibility for damage or repairs to employee-owned equipment.  

2. The Authority reserves the right to make determinations as to appropriate equipment, subject 
to change at any time.  

3. Equipment supplied by the organization is to be used primarily for business purposes.  The 
telecommuter must agree to take appropriate action to protect Authority items from damage 
or theft.  Upon termination of employment, all company property will be returned by the 
employee to the designated Authority owned facility, unless other arrangements have been 
approved by management. 

 
B. The Authority will supply the employee with appropriate office supplies as deemed necessary by 

management. 
 

C. The employee will establish an appropriate work environment for work purposes.  The Authority 
will not be responsible for expenses associated with the setup of the employee's home office; this 
includes items such as remodeling, furniture or lighting, nor for repairs or modifications to the 
home office space.  The employee is responsible for providing all utilities necessary to ensure the 
capability for telecommuting; this includes but is not limited to phone, internet, water, sewer, and 
electrical service. 
 

Section 6. SECURITY/SAFETY 
 

A. Consistent with the Authority’s expectations of information security for employees working at the 
office, telecommuting employees will be expected to ensure the protection of proprietary 
company and customer information accessible from their home office. Steps include the use of 
locked file cabinets and desks, regular password maintenance, and any other measures 
appropriate for the job and the environment. 

 
B. Employees are expected to maintain their Telecommuting workspace in a safe manner, free from 

hazards.  The Authority will provide each telecommuter with a safety checklist that must be 
completed annually. Injuries sustained by the employee while Telecommuting in conjunction 
with his or her regular work duties may be covered by the company's workers' compensation 
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policy. Telecommuting employees are responsible for notifying the employer of such injuries as 
soon as practicable. 

 
Section 7. TIMEKEEPING 

 
A. Telecommuting employees who are not exempt from the overtime requirements of the Fair Labor 

Standards Act will be required to accurately record all hours worked using the Authority’s time-
keeping system.  Hours worked in excess of those scheduled per day and per workweek require 
the advance approval of the telecommuter's manager.  Failure to comply with this requirement 
may result in the immediate cancellation of the Telecommuting agreement. 
 

B. Travel and Commuting: As required per the employee’s job responsibilities and telecommuting 
agreement, commuting to Authority facilities will be necessary at times. The drive time to 
commute to an Authority facility as a planned part of fulfilling the employee’s job responsibilities 
is non-compensable and does not count towards the employee’s regular working hours.  After 
reporting to an Authority facility, the time spent traveling to meetings or traveling between 
worksites is compensable. 
 

Section 8. TEMPORARY, INFORMAL, AND EMERGENCY SITUATIONS 
 

A. Telecommuting can be informal, such as working from home for a short-term project or while 
traveling.  Temporary Telecommuting arrangements may be approved for circumstances such as 
inclement weather or emergency situations.  These arrangements are approved by management on 
an as-needed basis only, they are generally less than 4 weeks in duration, and there is no 
expectation of ongoing continuance; a Telecommuting agreement is not necessary for these 
situations.  
 

B. Other informal, short-term arrangements may be made for employees on family or medical leave 
to the extent practical for the employee and the Authority and with the consent of the employee's 
health care provider, if appropriate.  
 

C. All informal Telecommuting arrangements are made on a case-by-case basis, focusing first on the 
business needs of the Authority. 

 
Section 9. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on June 8, 2020, 
effective June 8, 2020. 

 
B. This policy was revised on July 12, 2021 with changes effective on July 26, 2021. 
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VEHICLE AND EQUIPMENT 

Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) realizes that proper driving, operating, 

inspections, and maintenance of the Authority’s vehicles and/or equipment is crucial to ensuring the 

safe and dependable operation of these resources; vehicles and equipment play an essential role in 

meeting the Authority’s responsibility for providing services to the community.  It is the objective of 

this policy to ensure that the Authority is able to provide appropriate vehicles, equipment, training, 

and supervision for employees that operate vehicles and/or equipment. 

 

Section 2. AUTHORIZED USE OF AUTHORITY VEHICLES 

 

A. Travel between the place where the Authority vehicle is dispatched and the area where official 

Authority business is performed. 

 

B. Travel within Bedford County where official Authority business is performed. 

 

C. Authority vehicles are allowed to leave Bedford County under the following circumstances: 

1. Out of town or out of state travel to attend an approved meeting, training course, seminar, 

conference, or other approved Authority business. 

2. Employees assigned a vehicle that may be taken home as part of job requirements to maintain 

an “On Call Status” may take the vehicle outside of Bedford County provided that it is the 

primary residence of that employee. 

3. Travel within 10 miles outside of the Bedford County border. 

4. Authority business outside 10 miles of the Bedford County border as approved by 

Management. 

 

D. Other uses as approved by the Executive Director or the Board of Directors. 

 

Section 3. UNAUTHORIZED USE OF AUTHORITY VEHICLES 

 

A. Employees are prohibited from using Authority vehicles for: 

1. Personal purposes other than within the guidelines listed above. 

2. Travel or tasks which are beyond the vehicle’s rated capability. 

 

B. Employees are prohibited from operating Authority vehicles and equipment: 

1. When under the influence of illicit drugs or alcohol. 

2. When the operator’s driver’s license is suspended, disqualified, or not correctly licensed in 

the Commonwealth of Virginia. 

3. In a manner that may result in an accident due to reckless or dangerous driving. 

 

C. Authority vehicles may not be used for transporting: 

1. Hitchhikers. 

2. Any cargo which has no relation to the performance of official Authority business which may 

cause damage to Authority vehicles and/or equipment and/or may increase the Authority’s 

liability. 
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3. Acids, explosives, weapons, ammunition, or highly flammable material (except by specific 

authorization from a Manager). 

4. Any item or equipment projecting from the side, front, or rear of the vehicle in a way which 

constitutes an obstruction to safe driving or a hazard to pedestrians or other vehicles. 

 

D. Family members or other non-employees are not allowed to drive Authority vehicles. 

 

Section 4. DRIVERS’ AND OPERATORS’ RESPONSIBILITIES 

 

A. Employees must: 

1. Have in their possession the appropriate classification of a valid Virginia driver’s license for 

the vehicle(s) they will drive. 

2. Possess and maintain a favorable driving record as determined by review of their Motor 

Vehicle Record (“MVR”). 

3. Notify their Manager of any suspensions or revocations prior to operating any Authority 

vehicle or equipment.  The employee must notify their Manager of any other infractions that 

may be added to their MVR within fifteen (15) working days.  The employee’s MVR may 

then be reviewed by the Authority anytime within six (6) months. 

4. Possess a valid Virginia Commercial Drivers License (“CDL”) as required by Virginia law 

when operating a vehicle over 26,001 pounds gross weight. 

5. Inspect and maintain the vehicle and/or equipment in accordance with this policy. 

6. Check out resource vehicles by utilizing the calendar resource feature in Outlook. 

7. Ensure the resource vehicle’s fuel level is filled above half a tank when returning the vehicle 

to the office. 

8. Comply with the Smoking policy while operating a motor vehicle and/or equipment. 

9. Pay any taxes required by the Internal Revenue Service for any authorized personal use.  

Finance will manage the tax implications with the affected personnel. 

 

B. Employees must operate Authority vehicles and equipment: 

1. In a safe manner at all times and obey the traffic laws of the Commonwealth of Virginia. 

2. Safely by wearing a seatbelt when the vehicle or equipment is equipped with one; seatbelt use 

is mandatory for vehicle drivers and all occupants while operating an Authority vehicle or 

equipment to drive any distance.  If found in violation, it may be grounds for the denial of 

any workers’ compensation claims that may be made if an accident occurs. 

 

C. Employees are prohibited from operating Authority vehicles and equipment: 

1. Unless assigned or granted permission to do so by their Manager. 

2. When there is a known or suspected safety defects; any defects shall be reported immediately 

to the Maintenance Manager. 

 

D. Emergency use for vehicles: 

1. Emergency lights on trucks, cars, sport utility vehicles, and equipment should be used only as 

an emergency or if work conditions require.  Flasher lights are not to be used inappropriately 

(to gain right of way, break traffic laws, etc.). 
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2. Authority vehicles are supplied with fire extinguishers.  Employees may use the extinguisher 

on Authority vehicles, local utility vehicles, state issued vehicles, Authority equipment, etc., 

as warranted. 

 

E. Cellular Phone and Smart Phone use while operating vehicles and equipment: 

1. Employees shall minimize the use of cellular phones while driving and operating equipment. 

a. Employees must use a handsfree device when talking on the phone and driving; there are 

to be no exceptions to this requirement.  If an employee does not have a handsfree device, 

then a cellular phone should not be used when driving. 

b. Drivers and operators need to recognize that cellular phone use may create a distraction 

from safe driving. 

c. Whenever possible, drivers and operators should pull over or park/stop the vehicle or 

equipment when using a cellular phone. 

2. Employees shall not dial phone numbers, use contact lists, or otherwise initiate phone calls 

while the vehicle is moving; if dialing is needed, employees must bring the vehicle to a 

complete stop or pull off the road to place the call. 

3. Texting, emailing, or using any other application on a cellular phone or smart phone is strictly 

prohibited while driving a vehicle or operating equipment.  These distractions are extremely 

dangerous, and will not be tolerated under any circumstances. 

4. While driving a vehicle or operating equipment, it is important for employees to focus their 

attention to safety on the road and/or the project they are working on; ensuring safety should 

always take precedence over the use of any handheld electronic device. 

 

Section 5. MANAGERS’ RESPONSIBILITIES 

 

A. Managers with the support of Human Resources are required to implement and enforce all of the 

provisions contained in this policy. 

 

B. Managers reserve the right to conduct “spot checks” or inspections of vehicles and/or equipment 

to determine potential problems. 

 

C. Managers may opt to take a ride-along to evaluate driving and offer the opportunity for 

correction.  

 

D. The Maintenance Manager will investigate all Authority vehicle and/or equipment accidents that 

involve Authority vehicles, equipment, and/or drivers.  An accident report will be reviewed with 

the employee by the Maintenance Manager, the employee’s direct Manager, and/or Human 

Resources. 

 

E. Managers will evaluate employees driving and/or operating performances by monitoring the 

following: 

1. Accidents and/or moving violations. 

2. Citizen complaints. 

3. Vehicle and/or equipment maintenance. 

4. Overall attitude of employee towards safe driving. 
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F. Managers must verify that vehicles assigned to their departments are being properly maintained 

in accordance with this policy.  The monthly Vehicle Maintenance Record for each vehicle must 

be completed, signed by the Department Manager, and turned in to the Maintenance 

Administrative Support Technician. 

 

Section 6. VEHICLE CONFIGURATIONS 

 

A. Markings containing the Authority Logo: 

1. Vehicles that are used for oncall personnel will be equipped with non-removable logos. 

2. Vehicles that are used by personnel typically assigned with field duties will be equipped with 

non-removable logos. 

3. Resource vehicles, which are not assigned to particular personnel, may or may not have logos 

at the discretion of management. 

 

B. Emergency Lights (Mounted on Top of the Vehicles): 

1. Vehicles that are used for oncall personnel will be equipped with non-removable emergency 

light bars. 

2. Vehicles that are used by personnel typically assigned with field duties will be equipped with 

non-removable light bars. 

3. Resource vehicles may or may not have emergency lights installed at the discretion of 

management. 

 

C. Global Positioning System (GPS) Equipment:  Any Authority vehicles may have GPS equipment 

installed on them at the discretion of management. 

 

Section 7. INSPECTION 

 

A. Service and Resource Vehicles: 

1. All vehicles are to be inspected monthly using the Vehicle Inspection Checklist for Service 

and Resource Vehicles which should be completed, signed, and turned in to the Maintenance 

Administrative Support Technician; this can be done during clean-up detail.  

2. All Authority vehicles are to be visually inspected each time the vehicle is fueled.  Look for 

worn tires, proper inflation of tires, check fluid levels (oil, antifreeze, etc.), windshield wiper 

blades, and lights.  Note any repairs that are required and report them to the Maintenance 

Manager. 

3. Vehicles requiring a CDL must be visually inspected before each trip. 

 

B. Tow Vehicles: 

1. The tow vehicles will be inspected semi-monthly by the assigned Maintenance Technician 

using the Vehicle Inspection Checklist for Tow Vehicles which should be completed and 

signed at the time of inspection and turned in to the Maintenance Administrative Support 

Technician. 

2. All Authority vehicles are to be visually inspected each time the vehicle is fueled.  Look for 

worn tires, proper inflation of tires, check fluid levels (oil, antifreeze, etc.), windshield wiper 
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blades, and lights.  Note any repairs that are required and report them to the Maintenance 

Manager. 

 

C. Trailers: 

1. Trailers are to be inspected semi-monthly. 

2. Trailers should be used with a tow vehicle to tow equipment whenever possible; if this is not 

possible then a service vehicle may be used. 

3. The Vehicle Inspection Checklist for Trailers should be completed and signed at the time of 

inspection and turned in to the Maintenance Administrative Support Technician. 

4. Prior to each use, trailers must be checked to ensure that all lights and brakes are working, 

and that all loads are properly restrained and secured; any problems should be brought to the 

immediate attention of the Maintenance Manager. 

 

D. Equipment: 

1. All equipment should be inspected monthly to assure its safe and reliable operation and an 

Equipment Inspection Checklist should be completed and signed at the time of inspection and 

turned in to the Maintenance Administrative Support Technician. 

2. Prior to each use, equipment must be checked to ensure proper working conditions; any 

problems or damage noted should be immediately brought to the attention of the Maintenance 

Manager. 

 

Section 8. MAINTENANCE 

 

A. Vehicles: 

1. The Maintenance Administrative Support Technician will track and schedule all routine 

maintenance and repairs of vehicles. 

2. Any mechanical or maintenance issues found through daily operation or routine inspections 

should be immediately brought to the attention of the Maintenance Manager or the 

Maintenance Administrative Support Technician. 

3. All repairs and services are to be conducted by the Bedford County Garage unless authorized 

by the Maintenance Manager. 

4. Any items purchased for vehicles must be pre-approved by the Maintenance Manager before 

purchasing. 

5. All invoices for maintenance or repairs should be delivered to the Maintenance 

Administrative Support Technician immediately after picking up your vehicle. 

6. All vehicles should be cleaned at least once monthly (inside and out). 

7. Managers will visually inspect vehicles to assure their cleanliness. 

8. Vehicle cleaning should be noted on the Vehicle Maintenance Record. 

9. Engine fluid levels should be checked at least every time you fuel up. 

10. The Vehicle Maintenance Record should be completed each time you fuel up (at the time of 

fueling).  These records must be completed, signed by the Department Manager, and turned 

in to the Maintenance Administrative Support Technician no later than the 5th of each month. 

 

B. Equipment: 
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1. All equipment should be pressure washed periodically as assigned by the Maintenance 

Manager. 

2. Routine maintenance will be tracked and scheduled by the Maintenance Administrative 

Support Technician. 

3. All equipment subject to freezing must be winterized or stored in a warm place prior to sub 

freezing temperatures. 

 

Section 9. REPORTING AN ACCIDENT 

 

A. If an accident while operating an Authority owned vehicle: 

1. CALL 911. 

2. Request medical assistance for any injured parties. 

3. Protect the accident scene (if you are not injured) – place flares, accident triangles, etc. to 

alert other motorists of potential danger. 

4. Report the accident to your immediate Manager and the Maintenance Manager. 

5. If you are not injured, take pictures of the accident scene and note the time, weather, location, 

etc. 

6. Refrain from any discussion concerning insurance or responsibility of the accident. 

7. Gather the names and addresses of any witnesses to the accident. 

8. Refer all communications relative to the accident to your Manager. 

 

Section 10. MONITORING AND CORRECTIVE ACTION 

 

A. Motor Vehicle Records (“MVR”) will be reviewed at the time of hire and then on an annual basis, 

unless otherwise stated herein, by Human Resources to evaluate past driving history.  MVR’s will 

be placed in the employee’s personnel file. 

 

B. All employees that drive Authority vehicles and/or operate Authority equipment will be required 

to participate in routine training provided and paid for by the Authority on safe driving and/or 

proper equipment operation. 

 

C. Employees that drive an Authority vehicle will be classified in one of the following categories 

based on their MVR driver point balance and the history of their MVR. Revocations and 

suspensions addressed herein will be enforced if they are due to traffic or moving violations, 

unless otherwise stated. 

1. Unrestricted Drivers: 

a. Defined as employees that have no vehicle restrictions placed upon them. 

b. Are based on all of the following information being shown on the employee’s MVR: 

i. A driver point balance equal to or greater than negative four (-4); and, 

ii. No convictions within the last two (2) years of a driving while intoxicated (DWI) 

and/or driving under the influence (DUI) and/or a revoked driver’s license; and, 

iii. At least six (6) months of not having had a suspended driver’s license. 

iv. No more than one (1) moving violation and/or accident in which the employee was 

found at fault while operating an Authority vehicle during the past one (1) year. 

2. Restricted Drivers: 
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a. Defined as employees that have vehicle restrictions placed upon them, including but not 

limited to, the following: 

i. Authority vehicles may not be taken home for any reason.  Employees that are on 

call, as described in the On Call and Call Out policy, will still be required to perform 

these duties but will need to provide their own vehicle to get to and from the office. 

ii. The MVR may be reviewed on a quarterly basis. 

iii. Non-essential driving, such as driving to training or a conference, may be limited. 

b. Are based on any of the following information being shown on the employee’s MVR: 

i. A driver point balance between or equal to negative five (-5) and negative seven (-7); 

or, 

ii. A conviction between the last one (1) to two (2) years of a driving while intoxicated 

(DWI) and/or driving under the influence (DUI) and/or a revoked driver’s license; or, 

iii. Having had a suspended license within the past six (6) months; or, 

iv. Two or more moving violations and/or accidents while driving an Authority vehicle 

during the past one (1) year where the employee driver was at fault. 

c. Documentation will be placed in the employee’s file for being placed in this category. 

3. Prohibited Drivers: 

a. The employee will be required to attend and successfully complete a DMV approved 

driver improvement clinic on the employee’s own time and at their own expense if the 

infractions on their record are related to driving. 

b. Defined as employees that cannot drive Authority vehicles for any reason. 

c. Are based on any of the following information being shown on their MVR: 

i. A driver point balance less than or equal to negative eight (-8); or, 

ii. A conviction within the last year of a driving while intoxicated (DWI) and/or driving 

under the influence (DUI); or, 

iii. Currently having a suspended or revoked driver’s license for any reason; or, 

iv. Multiple moving violations or substantial/multiple accident(s) in which the employee 

was at fault while operating an Authority vehicle during the past one (1) year. 

d. The MVR may be reviewed on a monthly basis. 

e. Documentation will be placed in the employee’s file for being placed in this category  

f. Employees that are required to drive an Authority vehicle in order to perform their job 

duties and are classified as prohibited drivers may be subject to termination. 

 

D. Employees that do not regularly drive Authority vehicles may be classified as restricted or 

prohibited drivers based on their MVR driver point balance.  MVR will still be reviewed for these 

employees and documentation will be placed in their files. 

 

E. The level of corrective action given will be dependent on the severity and nature of the violation.  

 

F. Failure to report an accident involving an Authority vehicle and/or equipment will lead to 

corrective action. 

 

G. Employees who operate Authority vehicles and/or equipment must comply with the Drug and 

Alcohol policy.  
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H. Employees that are categorized as prohibited drivers or restricted drivers by the Authority will be 

routinely monitored for driving improvement by their Manager and Human Resources and may 

have their status changed upon the completion of the requirements and the improvement of the 

MVR to meet the improved classification. 

 

Section 11. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013 effective July 1, 2013. 
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Section 1. PURPOSE 

 

As a benefit its employees, the Bedford Regional Water Authority (“Authority”) allows, on a limited 

basis, equipment to be loaned to employees for personal purposes.  This equipment includes but is not 

limited to computers, earthwork equipment, maintenance equipment, video equipment, GPS 

surveying equipment, and other such properties of the Authority.  This policy establishes the criteria 

and conditions by which any such equipment is used for personal uses. 

 

Section 2. TERMS 

 

A. The following are the terms of the approval for permission to use the equipment: 

1. Equipment exceeding $2,000 in value will not be loaned to employees. 

2. To request the use of any equipment under $2,000, employees must request the use of the 

items from their immediate Manager following the conditions of this policy. 

3. Any request may be denied by their Manager if it conflicts with or creates any situation 

where the Authority would be detrimentally affected by such use.  Furthermore, it is at the 

discretion of their Manager as to whether they feel the use of the equipment is justified and 

that the risks associated with the Authority granting use of the equipment is minimized. 

4. Prior to any approvals being granted, the Manager in charge of the equipment being requested 

must be notified of the request.  The Manager must ensure that it does not conflict with any 

plans the Authority has for the equipment and that it is available for use. 

5. Upon manager approval, applicable equipment must be signed out by the employee on a log 

sheet so that the location of the equipment can be tracked.  

6. Any violations of the terms or conditions listed or expressed in this policy may result in the 

permanent loss of privileges to the employee for future use. 

7. The employee will be responsible for any and all damages done to the equipment while in the 

possession of the employee, regardless of how the damage was done. 

8. The Authority will not be held liable for any damages and/or injuries that may occur due to 

the employee’s possession and/or use of the equipment for personal purposes. 

9. Any exceptions to any of the items in this policy will only be made through the approval of 

the Executive Director. 

 

B. The following is a list of the conditions for the use of the equipment: 

1. Equipment must be used by an Authority employee only; friends and/or family are not 

allowed to use the equipment for any reason.  Equipment is for personal use, and cannot be 

used to make money. 

2. The employee must demonstrate the knowledge and ability to operate the equipment to the 

Manager in charge of the equipment before it is used. 

3. The employee is responsible for replacing any items that were depleted while the equipment 

was in their possession (fuel, batteries, tapes, etc) before the equipment is returned to the 

Authority. 

4. All items needed for the equipment to operate properly and without damage to the equipment 

(such as fluid levels, battery levels, etc.) will be checked prior to and during the use of the 

equipment. 

5. The Manager in charge of the equipment is required to inspect the equipment for damages 
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before and after its use. 

6. The scheduling of all equipment will be at the discretion of the Manager in charge of the 

equipment.  If there are conflicts in the requests for use, the employee who has used the 

equipment for personal use most recently will be denied over the employees who have not 

recently used it.  This is to insure that everyone has an equal opportunity to use what is being 

requested. 

7. If any situation arises, emergency or otherwise, where the equipment is needed for Authority 

use, this will always take precedence over personal use.  If requested, the employee will be 

required to immediately return the equipment for Authority use, no matter what time of the 

day or night.  The employee possessing the equipment must provide contact information (cell 

phone, home phone, etc.) where they can be reached at any time during their possession of 

the equipment. 

 

Section 3. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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Section 1. PURPOSE 

The Bedford Regional Water Authority (Authority) encourages employees to become involved in the 
community, lending their voluntary support to programs that positively impact the quality of life 
within the community. The following policy outlines how employees can serve as volunteers for 
501(c)(3) non-profit organizations on behalf of the Authority. 
 

Section 2. VOLUNTEER TIME AND DOCUMENTATION 

A. Employees are encouraged to volunteer at least eight (8) hours outside of regular working hours to 
participate in their choice of a volunteer program.  

B. Employees can volunteer at any verified 501(c)(3); nonprofits are not just limited to those within 
Bedford County.  

C. Employees must fill out and submit the corresponding policy form to the participant’s manager and 
Human Resources. This form also requires the signature from the supervisor at the nonprofit to 
verify the volunteer hours.  

D. The eight hours do not need to be completed in one increment. However, for each new volunteer 
organization, a new form must be submitted. 

 
Section 3. COMPENSATION AND INCENTIVE 

A. Employees can accrue compensatory time for up to eight (8) hours of volunteer time outside of 
their regularly scheduled hours.  
1. Volunteer time should not create a conflict with the employee’s regular duties and 

responsibilities.  
2. Volunteers can accrue compensatory time following Policy 20.10 Work Hours and 

Compensation.  
B. As an incentive for those who choose to volunteer, for every eight hours of volunteer time that 

abide by the guidelines of this program, the employee will be entered into a drawing to win a gift 
card at the end of the year. Eight hours of volunteer time equals one entry into the contest and will 
be obtained through the documentation form(s) submitted for the program.  
1. If employees volunteer more than eight hours they will not receive extra compensatory time; 

however, they will gain extra entries into the gift card drawing.  
 
Section 4. CONDUCT 

A. While volunteering under this program, employees must act consistent with the values and policies 
of the Authority.   

B. Any employee found acting outside of Authority policies while at a volunteer event may be subject 
to discipline under Policy 20.81. 

 
Section 5. TIMESHEET 

A. Employees should mark the number of hours volunteered under “General Administration” and put 
a note in the comments section that these were for the volunteer program. Employees should also 
list in the comments section the organization for which they volunteered. 
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Section 6. ELIGIBILITY AND LIABILITY  

A. All employees who are in good standing are eligible. 
B. The benefiting organization should not conflict with the purpose and business of the Authority and 

the efforts should comply with the guiding principles of the Authority. 
C. The Authority will not be held responsible for any injuries or accidents that occur while the 

employee is volunteering offsite of the Authority-owned facilities.  
 
Section 7. REVISIONS 

A. This policy was approved and adopted by the Authority’s Board of Directors on April 20, 2021, 
effective April 21, 2021. 
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Section 1. PURPOSE 
 
This policy documents how the Bedford Regional Water Authority (“Authority”) accommodates 
breastfeeding mothers during the workday.  

 
Section 2. BREASTFEEDING/LACTATION 
 

A. The Authority supports breastfeeding mothers by accommodating the mother who wishes to 
express breast milk during her workday.  
 

B. Employees seeking time away from work to express breast milk should coordinate time off, in 
advance, from with their manager.  
1. For up to one year after the child’s birth, any employee who is breastfeeding her child will be 

provided reasonable break time to express milk for her newborn.  
2. An employee may also request reasonable unpaid break time and/or the use of meal times for 

this purpose.  
 

C. Human Resources will assist to meet the mother’s need for a clean, private, comfortable space 
with an electric outlet, a chair, and a small table/counter/flat surface for the breast pump.  
 

D. Nursing mothers should be prepared, if no refrigerator is available, to carry cooler and cold packs 
for personal storage of expressed milk. If an employee has access to a refrigerator, breast milk 
may be stored in the refrigerator; it should be clearly marked with the name of the employee on 
the storage container. 
 

Section 3. REVISIONS 
 

A. This policy was approved and adopted by the Authority’s Executive Director on February 17, 
2022, effective February 28, 2022. 
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Section 1. PURPOSE 
 

The Bedford Regional Water Authority (“Authority”) encourages the resolution of employee 

problems and complaints through training, consultation, mediation, and the dispute resolution 

procedure.  

 

Section 2. QUALIFICATIONS 

 

A. The Authority maintains an open door policy and employees are encouraged to discuss and 

resolve work-related issues as they arise.  It is important that any unresolved differences between 

employees, Management, and/or the Executive Director follow the Dispute Resolution 

Procedures. 

 

B. All regular staff who have successfully completed the six (6) month probation and evaluation 

period of employment are eligible to use the Dispute Resolution Procedure when policy 

disagreements arise.  This procedure does not cover temporary staff. 

 

Section 3. PROCEDURE 

 

A. Employees with differences of opinion are encouraged to try to reach a resolution with their 

Manager within five (5) calendar days from the time of the incident. 

1. If the dispute is unable to be resolved informally, a “Dispute Resolution” form will be 

completed outlining the dispute and the efforts made to resolve the dispute. 

 

B. If the dispute is unresolved, the employee must next contact the Assistant Director (if applicable) 

within ten (10) calendar days from the time of the incident causing the dispute. 

1. Once contacted, both parties will be convened. 

2. If the dispute is unable to be resolved the dispute may be raised to the Executive Director. 

3. If the dispute is unable to be resolved informally, a “Dispute Resolution” form will be 

completed outlining the dispute and the efforts made to resolve the dispute. 

 

C. If the dispute is still unresolved, the Executive Director must be contacted within fifteen (15) 

calendar days from the time of the incident causing the dispute or within five (5) calendar days of 

the unresolved convened meeting with the Assistant Director. 

1. Once contacted, both parties will be convened. 

2. The Executive Director will review the dispute resolution and attempt to find a resolution to 

the situation. 

 

D. If the employee disagrees with the decision of the Executive Director, they may request that the 

Executive Director present the Dispute Resolution form and any documentation to the Personnel 

Committee of the Board of Directors.  If the dispute is elevated to review by any member of the 

Board of Directors, then the final responsibility for decisions will reside with the Board of 

Directors. 
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Section 4. RIGHTS 

 

The filing of or participation in a dispute resolution will not cause any negative reflection on the 

individual employee or any individual participating in the process nor will it affect future 

employment, compensation, or work assignments. 

 

Section 5. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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DISCIPLINE 

Section 1. PURPOSE 

 

Employment with the Bedford Regional Water Authority (“Authority”) is based on mutual consent 

where both the employee and the Authority have the right to terminate employment “at-will,” with or 

without cause or advance notice.  The Authority may, however, use progressive corrective actions at 

its discretion as an attempt to correct the inappropriate action of the employee. 

 

Section 2. POLICY 

 

A. The Authority’s policy is to administer equitable and consistent corrective action for 

unsatisfactory conduct in the workplace. 

 

B. The Authority desires to ensure fair treatment of employees in making certain that corrective 

actions are prompt, uniform, consistent, and impartial. 

 

C. The primary purpose of any corrective action is to correct the problem, prevent the reoccurrence, 

and prepare the employee for satisfactory service in the future. 

 

D. Human Resources is to be consulted regarding any issues concerning corrective action prior to the 

action being taken. 

 

E. All corrective actions taken must be documented in the employee’s personnel file, with a 

minimum of having a Discipline Form completed. 

 

F. It is the duty and the responsibility of every employee to be aware of and abide by existing rules 

and regulations of the Authority. 

 

G. Progressive corrective action, with respect to most disciplinary problems, indicates that the 

following steps will normally be followed to improve and prevent a recurrence of undesirable 

behavior and/or performance issues: 

 

Corrective Action 

Step 
Description 

First Warning 

Discussion in which the Supervisor has a face-to-face conference with the 

employee to discuss problems with work performance or conduct and the 

need for correction. 

Second Warning 

Along with applicable notes from previous discussion(s) and/or counseling, 

this step should include subsequent documentation as well as notation of the 

fact that continued violations may result in further corrective actions, up to 

and including termination.  This step requires and includes a disciplinary 

probationary period of three (3) months. 
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Final Warning 

Along with applicable notes from prior discussions, counseling, and prior 

warnings, this step should normally include subsequent documentation as 

well as notation of the fact that additional violations may result in 

termination.  This step requires and includes a disciplinary probationary 

period of six (6) months. 

Termination 
If any of the above guidelines are exceeded, or in instances of significant 

policy violations, the employee maybe terminated. 

 

H. Depending on the severity of the violation, it is possible to forgo any of the warning corrective 

action steps, and furthermore the action taken may not progress through all of the stages listed 

herein.  Some incidents may be considered significant enough to skip steps, potentially leading 

directly to termination. 

 

Section 3. INVESTIGATION 

 

A. Getting all of the facts as soon as possible is essential when conducting an investigation.  The 

Manager and Human Resources must investigate early and thoroughly to determine that 

corrective action is appropriate and meets the business needs of the Authority. 

 

B. The employee should be given the opportunity to explain their actions.  The employee’s 

explanations should be verified and taken into consideration before corrective action is taken. 

 

C. Before disciplinary action is taken, the employee’s disciplinary record should be reviewed and 

taken into consideration the number of instances, the last occurrence, coaching, counseling and/or 

training, and the severity of any previous warnings. 

 

D. A decision on the course of corrective action should not be made without sufficient review of all 

the facts. 

 

Section 4. PROBATION 

 

A. All newly hired employees of the Authority are placed on an initial probation for the first six (6) 

months of employment.  Should their Manager find unacceptable performance or behavior during 

that probationary period, the Manager may either terminate the employee or extend the 

probationary period for an additional three (3) month period.  If the unacceptable performance or 

behavior continues through the extended probationary period, the Manager may terminate the 

employee. 

 

B. Employees placed on disciplinary probation will be given the opportunity to correct their poor 

performance or behavior during that period of time.  Should the Manager not see acceptable 

improvement during the probationary period, they may either extend the probation for an 

additional three (3) months or they may follow additional corrective action steps. 
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C. Employees granted leave while serving disciplinary probation may have their probation extended 

by the number of days absent on leave provided the employee receives notice of the extension 

prior to the expiration of disciplinary probation. 

 

D. Employees on active probation, who receive another written warning including an additional 

probation, will have that additional probation period added to the existing active period. 

 

E. Employees on disciplinary probation cannot be promoted, transferred, or granted any pay 

increases. 

 

F. At the conclusion of the probation period, the employee that was on probation will be evaluated 

to determine if the probation can be ended, or if continuation of the probation is warranted.  

Documentation of this evaluation will be placed in the employees file. 

 

Section 5. SUSPENSION 

 

A. In the event of significant performance, conduct, or safety incidents it may become necessary for 

the temporary removal of the employee from the workplace. When immediate action is necessary 

to ensure a safe and professional work environment, management may immediately suspend the 

employee pending the results of an investigation. 

 

B. The employee may be suspended with or without pay as a disciplinary measure, during an 

investigation into allegations of misconduct, or pending a dismissal.  Employees who are 

suspended from work shall not be allowed the following: 

1. Entry onto Authority premises 

2. The use of an Authority vehicle for any reason 

3. The ability to perform any work, except to attend requested meetings related to the 

investigation of the incident for which they were suspended. 

 

Section 6. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013.  
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PERSONNEL FILE 

Section 1. PURPOSE 

 

The Bedford Regional Water Authority (“Authority”) maintains a personnel file on each employee, 

subject to Federal, State, and Local legislation.  The file includes information related to the 

employee’s application, resume, records of training, documentation of performance appraisals, pay 

adjustments, benefits, and other employment records. 

 

Section 2. POLICY 

 

A. Personnel files are the property of the Authority. 

 

B. Active employees may review only the file pertaining to them. 

 

C. Only Human Resources, the Executive Director, the Personnel Committee, and the members of 

the Board of Directors will have access to confidential information in files not pertaining to 

themselves. 

 

D. The Executive Director, Human Resources, the employee’s direct Manager, and other designated 

Management staff may review the personnel file.  According to the Health Insurance Portability 

and Accountability Act (HIPAA) regulations, only the Executive Director, Human Resources, 

and/or the employee may review the employee’s medical file, unless Human Resources is 

specifically told by the employee’s doctor not to release the information to the employee. 

 

E. Employees may review the information in their file by requesting an appointment with Human 

Resources. 

1. Employees may make notes of the contents in their file. 

2. Employees may not remove any documentation; however, Human Resources can make 

copies of their file if requested. 

3. The Authority maintains this information in the strictest confidence and will not use or 

disclose information without having received an authorized form permitting such use or 

disclosure from the employee. 

 

Section 3. CHANGES 

 

Current personal information is important and can affect timely and accurate processing of pay, tax 

withholding, benefits, and Authority communications.  Therefore, employees are responsible for 

notifying Human Resources or the Finance Department within seven (7) days of any family status 

change including the employees name, address, telephone number, marital status, beneficiaries, 

dependents, and achievements. 

 

Section 4. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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REDUCTION IN FORCE 

Section 1. PURPOSE 

 

It is the objective of the Bedford Regional Water Authority (“Authority”) to provide an administrative 

process for the implementation of Reduction in Force (“RIF”); this policy is to define that process. 

 

Section 2. SCOPE 

 

A. This policy applies to all employees; this includes positions that are part-time, full-time, 

temporary, non-temporary, exempt, and non-exempt. 

 

B. Need for a Reduction in Force: 

1. A RIF occurs when changing priorities, budgetary constraints, or other business conditions 

require the Authority to eliminate positions; these positions are hereinafter referred to as 

“affected positions.” 

2. A RIF can also occur when a position changes so significantly that the employee is no longer 

able to perform the required duties. 

 

C. All RIF separations will be handled in conjunction with the “Employment Termination” and 

“Rehire” policies. 

 

Section 3. POLICY 

 

A. A RIF requires an assessment of the need for particular positions and the relative value of work 

performed by specific employees so that the Authority can continue to provide the highest level 

of service possible with a reduced work force. 

 

B. When implementation of a reduction in force is required, a RIF Rating (“RIF-R”) will be 

calculated for certain affected positions, as described herein, by using a combination of the length 

of service with the Authority and the scores from past evaluations. 

1. The length of service points will be calculated at 3 points for each year of service, up to a 

maximum of 30 points (which equates to ten (10) years of service or more).  The length of 

service will be rounded up to the next full year and partial points will not be calculated; e.g. 

an employee that has been employed for 2 months will receive 3 points and an employee that 

has been employed for 7 years and 1 month will receive 24 points. 

2. The past evaluation points will be calculated by taking the total points for each of the last two 

(2) official annual evaluations, adding them together, and dividing by two (2) to create an 

average score.  Every point on the average score will equal 1 point for the RIF-R; e.g. an 

employee that scored 40 on the most recent evaluation and 20 on the evaluation the previous 

year, would receive 30 points towards the RIF-R. 

3. The length of service points and the annual evaluation points will be added together to create 

the RIF-R. 

4. If two (2) or more employees in the same position have the same RIF-R value, the RIF-R will 

be recalculated for those employees by using the most recent performance evaluations, rather 

than the average score.  If there is still the same RIF-R for the employees, the Executive 
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Director will make the determination based on reviewing the entire employee files and the 

history of the employees. 

 

C. The employees that will be separated in the affected positions will be determined in the following 

order under the following considerations: 

1. Normal Attrition: The positions that were filled by employees who leave through normal 

attrition will not be advertised, filled, or replaced.  A RIF-R is not applicable to this 

determination. 

2. Temporary and Part-Time Employees: The order of separation within this category shall be at 

the determination of the Executive Director, with input being provided by the employee’s 

Manager.  No RIF-R shall be assigned to these employees. 

3. Probationary Employees: Employees in the affected positions who have been placed on 

probation will be separated under this policy prior to the other employees in the same 

position.  The order of separation within this category shall be at the determination of the 

Executive Director, with input being provided by the employee’s Manager.  No RIF-R shall 

be assigned to these employees, unless there are multiple employees in the same position that 

are under probation; in that case the RIF-R will be calculated for each of the probationary 

employees and the employee with the lower RIF-R score will be separated first. 

4. Other Employees: Each non-temporary status employee will have a RIF-R value which will 

determine that employee’s place within this category.  The employee with the lowest RIF-R 

will be the first employee in the affected position to be separated; the employee with the 

highest RIF-R will be the last employee in the affected position to be separated. 

 

D. Transfers to Vacant Funded Positions: 

1. An employee in an affected position may request to be transferred to another position within 

the Authority, if such a vacancy exists. 

2. When implementing transfers, the ability of the employee to perform the work assignments of 

the vacant position shall be assessed and shall be the primary criteria for retention. 

3. The Executive Director, with input being provided by the employee’s Manager, will decide 

which employees, if any, will be offered transfers based on the above considerations. 

 

E. Employment Recall List: 

1. An employee who is transferred or separated under this policy shall have their name placed 

on the recall list for their active position and will be given the first opportunity for re-

employment in the active position in the reverse order of the separation. 

2. If an employee is offered and rejects the opportunity for re-employment, their name will be 

removed from the recall list. 

3. The recall list will be maintained for up to one (1) year from the date of separation.  After one 

(1) year, inactive employees will be subject to the Rehire policy. 

 

Section 4. EXCEPTIONS 

 

A. Once RIF-R values are determined by Administration, a meeting will be held with the Managers 

of the affected positions to make the final decision on the employees that will be separated under 

the RIF policy. 
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B. Exemptions From Separation : A Manager may request that an employee be exempted from 

separation, if the following circumstances exist: 

1. The Manager states that the employee is essential to the efficient operation of the department 

because of a specific special skill or ability possessed by the individual; and 

2. The Manager wishes to retain the employee in preference to a person with a higher RIF-R 

value but who does not possess the specific special skill desired or has the ability to perform 

the tasks as well; and 

3. The Manager justifies that separation or displacement of the employee would be detrimental 

to the Authority. 

 

C. The Executive Director will make the final determination as to whether an employee may be 

exempted from separation. 

 

Section 5. NOTIFICATION 

 

A. It is the Authority’s policy to notify all employees as soon as possible of any necessary reduction 

in force that is no fault of the employee. 

 

B. The employee’s specific notice of a RIF separation will be given in writing from their Manager, 

with notice of the separation, the conditions of the separation, and the explanation for the 

separation. 

 

Section 6. HUMAN RESOURCES ASSISTANCE 

 

A. Employees being separated as a result of a RIF will be scheduled for a Transition Information 

Session with Human Resources to review applicable compensation and benefits. 

 

B. Human Resources will provide as much assistance with job placement skills as possible; this 

includes, but is not limited to, helping the employees in the affected positions to prepare a 

resume, provide a letter of recommendation, or assist with filling out applications for employment 

for other employers. 

 

C. Employees who are separated under a RIF may be entitled to unemployment compensation as 

provided by the Commonwealth of Virginia.  The Virginia Employment Commission can provide 

more information about this potential benefit. 

 

Section 7. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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EMPLOYMENT TERMINATION 

Section 1. PURPOSE 

 

Termination of employment is an inevitable part of personnel activity within any organization.  This 

policy is to document the manner in which the Bedford Regional Water Authority (“Authority”) 

conducts and carries out the termination of any employee. 

 

Section 2. DEFINITION 

 

A. Below are examples of some of the most common circumstances under which employment is 

terminated: 

1. Resignation: voluntary employment termination initiated by an employee, who intends to 

further their career elsewhere. 

2. Retirement: voluntary employment termination initiated by an employee, who intends to 

cease working. 

3. Death: employment termination due to the death of an employee. 

4. Discharge: involuntary employment termination initiated by the company. 

 

B. Proper notice is defined as the employee notifying their Manager in writing at least two (2) weeks 

prior to leaving the Authority. 

 

Section 3. RESIGNATION AND RETIREMENT 

 

A. It is preferred that employees who resign do so by providing the Authority with proper notice 

prior to termination. 

1. Proper notice is needed in order to receive payout of any accumulated leave time.  Please see 

Section 6 Benefit Payout below for additional information. 

2. The employee must be on the job performing their regular duties for at least sixty (60) 

working hours during this notice period in order to receive payout of any accumulated leave 

time. 

 

B. There should be no expectation that the notice period will be accepted.  Based on the 

circumstances at the time, the Authority may elect to terminate the employment relationship 

immediately.  If the Authority elects to not accept the notice period, it may not disqualify the 

employee from receiving the payout of benefits. 

 

Section 4. DISCHARGE 

 

If the Authority chooses to terminate an employee and the employee is in good standing at the time of 

termination, the employee will be given either a two (2) weeks’ notice or an amount equal to two (2) 

weeks’ salary.  If the termination is being made due to a violation of Authority policies, any 

additional compensation will not be made. 
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Section 5. UPON TERMINATION 

 

A. All employees must return any and all Authority issued property to the Authority on or within 

two (2) days following the date of termination. 

 

B. No benefits shall be paid out until all Authority issued property has been returned. 

 

C. The Authority will use all remedies under the law to ensure that its property is timely returned 

and in good condition. 

 

Section 6. BENEFIT PAYOUT 

 

A. For employees in good standing at termination, the Authority will pay the employee one-half 

(1/2) of the accumulated Paid Time Off (“PTO”) at 100% of the employees current pay rate as of 

the time of termination. 

 

B. No payment for unused PTO days will be made to employees who are terminated for violation of 

any policies or for employees who resign without proper notice except termination due to the 

death of an employee which will be made effective as of the date of death. 

 

C. Any accrued compensatory time paid out upon termination will be up to 40 hours. 

 

D. Payment will be made in a single lump sum payment with the final payroll processing for the 

employee and will be subject to tax, FICA, Medicare withholding, and all other authorized and 

required deductions. 

 

E. Final pay due, upon the death of an employee, will be paid to the deceased employee’s estate. 

 

Section 7. EXCEPTIONS 

 

Any exceptions to this policy must be approved by the Executive Director.  The Executive Director 

may consult with the Personnel Committee of the Board of Directors as needed. 

 

Section 8. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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REHIRE 

Section 1. PURPOSE 

 

The Bedford Regional Water Authority (“Authority”) may consider former employees for re-

employment; this policy is to document the manner in which the Authority will handle the process of 

rehiring a former employee. 

 

Section 1. POLICY 

 

A. As with all applicants for employment, former employees are subject to the Authority’s hiring 

and selection policies. 

 

B. All such individuals must have terminated from the Authority in good standing. 

 

C. The length of service tenure will pick up where the employee left at the time of prior termination. 

 

Section 2. REVISIONS 

 

A. This policy was approved and adopted by the Authority’s Executive Director on February 26, 

2013, effective July 1, 2013. 
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