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CHAPTER 1: PERSONNEL



ISLE OF WIGHT COUNTY POLICY MANUAL

Chapter 1: Personnel

ARTICLE |
General Provisions
(Revised December 15, 2005, Revised May 21, 2015)
Section 1.0

General Principles

ThePersonnePoliciesandProcedureslanualof Isle of Wight County,Virginia containgolicies

and procedures governing employees of Isle of Wight County. It states the County's policies and
procedures to be followed with regard to employment, compensation, promotrontiate
dismissal and all other activities dealing with personnel which are deemed necessary in order to
clarify the County's and the employee's relative position in the Personnel Mana§gstent.

Section 1.1

Administration

The Board of Supervisors @ithe County Administrator are empowered under the Statutes of the
Commonwealth of Virginia to establish departments, to employ personnel and to set salaries.
These regulations are intended to cover all facets of the County's Personnel Management System
in accordance with that grant of authority. The County Administrator shall be responsible for
administering the Personnel Management System and maintaining a modern personnel
management program and related personnel records.

The County Administrator is th@ounty's Chief Personnel Officer and the duties of this position
may be delegated. The County Administrator shall be responsible for the daily administration of
the Personnel Management System, including, but not limited to, the Classification Plan,
Compersation Plan and the Performance Appraisal System.

TheCountyAdministratormay,from time to time, promulgatespecificadministrativeregulations
governing the administration of the County's Personnel Management System. Employees should
confer with the Conty Administrator's office to determine the existence of an administrative
regulation on a specific matter prior to taking aation.

Section 1.2 (Revised December 15, 2005, Revised May 21, 2015)

Equal Employment Opportunity Policy

Isle of Wight Coung maintains and promotes equal employment opportunity in all phases of
employment and personnel administration in accordance with State and Federal laws, executive
orders and regulations. No officer or employee of the County shall discriminate against any
employee or applicant for employment with regard to recruitment, application, appointment,
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assignment, performance evaluation, training, working conditions, promotion, demotion,
discipline, layoff, discharge, retirement, or any other aspect of employmethe basis of race,
color, sex, religion, national origin, age, disability, marital status, veteran status, genetic
information,sexualorientationor othernonjob relatedcharacteristiprotectedy applicabldaw.

Americans With Disabilities Act (ADA) and Americans with Disabilities
Amendments Act (ADAAA) Provisions

It is thepolicy of Isle of Wight Countyto complywith the Americanswith DisabilitiesAct (ADA)

and the Americans with Disabilities Amendments Act (ADAAA) prohibiting discrimination
against applicants and employees with disabilities and, when needed, to provide reasonable
accommodations to applicants and employees who are qualified for a job, with or without
reasonablaccommodationsothattheymayperformthe essentiajob dutiesof the position.It is

the policy of Isle of Wight County to comply with all federal and state laws concerning the
employment of persons with disabilities and to act in accordance with regulations and guidance
issued by the Equal Employment Opportunity @assion (EEOC). Furthermore, it is the policy

of Isle of Wight Countyto prohibitdiscriminationagainstgualifiedindividualswith disabilitiesin

regard to application procedures, hiring, advancement, discharge, compensation, training or other
terms, coditions and privileges of employment. Employees and applicants with disabilities
requesting reasonable accommodations to perform essential job functions should request such
through the Human Resourdespartment.

No officer or employee of the County shaéitaliate against any employee with regard to
recruitment, application, appointment, assignment, performance evaluation, training, working
conditions, promotion, demotion, discipline, daff, discharge, retirement, or any other aspect of
employment becae the employee has used or has participated in the County's grievance
procedure, has complied with any law of the United States, or of the Commonwealth of Virginia,
or hasreportedanyviolation of suchlaw to agovernmentahuthority,or hassoughtanychangen

law beforethe Congres®f theUnitedStatesor theGeneralAssemblyor hasreportedanincidence

of fraud, abuse, or gross mismanagement to the Board of Supervisors, the County Administrator,
the County Attorney, or other governmerdathority.

Section 1.3

Applicability
The service of the County shall be divided into the classified and the unclassified services. The
provisions of the Personnel Policies and Procedures Manual shall be applicable to all classified
employees of the County. Unctsed employees shall be exempt from all provisions of the
Personnel System.
The unclassified service shall include:

a. CountyAdministrator;

b. Constitutional officials and theamployees;
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C. members of boards amdmmissions;

d. volunteer personnel and pensel appointed to serve withquay;
e. consultants and retained counsel rendering professienacte;

f. positions involving seasonal or temporarngployment;

g. student interns and woitudyemployment;

h. contractuakmployees;

I. such other positions as mag tesignated by the Courtgministrator.

The classified service shall include all employees who work under all the rules, regulations,
policies and procedures approved by the Board of Supervisors and administered by the County
Administrator.

Elected offcials may choose to have their employees included in the classified service.

Section 1.4

Effective Date

This Personnel Policies and Procedures Manual shall become effective and in full force upon
adoption by the Board of Supervisors.

Section 1.5

Amendments
When, in the opinion of the County Administrator, reasonable change has occurred to warrant an
amendment to the Personnel Policy and Procedures Manual, such an amendment shall be made
with the approval of the Board of Supervisors.

Section 1.6 (Revsed May 21, 2015)

Objectives and Scope

The specific objectives of the County's Personnel Management System are:

a. to establish and maintain a sound classification and compensation plan which will attract
and retain qualifie@mployees

b. toassurdair treatmentbof applicantandemployeesn all aspect®f personneinanagement
without regard to race, color, religion, age, national origin, sex, disability, mastetlus,
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veteran status, genetic information, sexual orientation, or othgohaorlated
characteristic protected by applicable law

c. to maintain the compensation plan in a proper relationship with competitive pay practices
in the labor market in which the Courtympetes

d. to assure each County employee a performance review at spatiieds
e. to provide effective control of salary payments on a unifioasis

f. to furnish County management with a consistent and effective means of recognizing
improved and outstandirgerformance

g. to recruit, screen, select and advance employees on the b ability, knowledge,
andskills

h. to determine training needs to ensure quality performance and to enable employees to
realize their maximurpotential.

Section 1.7

Interpretation

These regulations are intended to cover most personnel issuesiand fmtwhich the County
Administrator is responsible. Those personnel issues and actions not specifically covered in this
manual shall be interpreted by the County Administrator in keeping with the intent of these
regulations.

ARTICLE Il
Position Classification Plan

Section 2.0
Definition

The Position Classification Plan is the official system of grouping positions into appropriate
classes, including (1) the schematic index to the class specifications and (2) the class specifications.

a. For position clasification purposes, a position is a group of currently assigned duties and
responsibilities requiring the employment of one person. A position may be occupied or
vacant.

b. A class is a group of positions (or one position) that: (1) has similar duties and

responsibilities, (2) requires like qualifications, and (3) can be compensated equitably by
the same salamyrade.

C. The class title is the official designation or name of the class as stated in the class
specification.
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d. The schematic list of classes shdditermine the salary grade for each class of positions
with due regard to the salary grades for other classes, the relative difficulty, responsibility
andcharacteristicutiesof positionsin theclassthe minimumqualificationsrequired the
prevailing rate paid for similar employment outside the County service and any other
factors that may properly be considered to have a bearing upon the fairness and adequacy
to thegrade.

Section 2.1

Creation of Class Specifications

Prior to the establishment ohaw position, a job description covering the duties, responsibilities
and minimum qualifications for the proposed position shall be developed. The position shall be
assignedo oneof theclassesn theclassificatiorplan.If asuitableclassdoesnotexist, theCounty
Administrator shall develop, or cause to be developed, a new class specification and shall
recommend the new class to the Board of Supervisoepfoval.

Section 2.2

Maintenance of Plan

It shallbetheduty of eachdepartmentlirectorto submitto the CountyAdministrator'soffice new

position descriptions for all affected positions each time there has been a reorganization of
substantial change in the duties and responsibilities of one orpusiteons.Each time a new

class is estdished; a class specification shall be written and incorporated into the existing plan.
The class title shall be added to the Schematic List of Classes. Likewise, an abolished class shall
be deleted from the classification plan by removing the classfritte the Schematic List of
Classes.

Section 2.3

Interpretation of Class Specifications

Theclassspecificationsaredescriptiveandnot restrictive.Particularphraseor examplesof work
performed should not be construed as a full definition of a @adsthe use of a particular
description of duties, qualifications or other factors shall not be held to exclude others of similar
kind or quality. Theclassspecificationsareintendedo indicatethe kinds of positionswhich shall

be allocated to the class established and are to be interpreted in their entirety and in relation to
other positions in the classificatiphan.

Section 2.4

Official Copy of the Position Classification Plan

The County Administrator shall be responsible for maintaining aniaficopy of the position
classification plan. The official copy shall include a schematic list of class titles and class
specifications plus all amendments thereto. A copy of the official classification plan should be
available for inspection by the publunder reasonable conditions during business hours.
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Section 2.5

Classification Appeals

If an employee has facts which indicate that his/her position is improperly classified, he/she may
request a classification review through the employee's departinector. If deemedppropriate

by the department director, a written request with a statement of justification shall be forwarded
to the County Administrator. After a review of all pertinent data and information, the County
Administratorshalldecideontheproperclassificatiorfor theposition. If achangen classification

is warranted, the County Administrator shall notify the employee and the department divdctor
direct the appropriate records be changed to reflect thelassgification.

ARTICLE Ill
Compensation Plan
(Revised October 7, 1999, April 7, 2005, December 15, 2005, April 18, 2006, June 1, 2006,
April 16, 2015, October 1, 20138uly 1, 2016July 1, 201y

Section 3.0
Definition

The compensation plan shall consist of a salary schedale schematic list of classes assigned

to salary grades. When adopted by the Board of Supervisors, the compensation plan shall remain
in effectuntil amendedy the Board.The CountyAdministratorshallsubmitmodificationsto the

plan as deemed necessand recommend those actions to the Board of Supervis@ggdaval.

Section 3.1

Applicability

The compensation plan shall cover all classified employees.

Section 3.2 (Revised April 7, 2005, April 16, 2015)

Rates of Pay

The rates of pay for Cotpemployees shall be in accordance with the salary schedule adopted by
the Board of Supervisors. Generally, a new employee shall be paid between the minimum and
midpoint of the salary range assigned for his/her class, depending on qualifications. Ttye Coun
Administrator has authority to make appointments above the midpoint when necessary to obtain
the services of the best qualified candidate. Prior written approval from the County Administrator
is required when a department director wishes to make am#peat above the first quartile of

pay for the class.

When a regular fultime employee assigned to a-@8y cycle, as authorized within the 7k work
period exemption within the Fair Labor Standards Act, within the Department of Emergency
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Servicedrandersfrom a 24-hourscheduldgo a40-hourscheduleor vice versafor anassignment
greater than 30 days, the employeeds rate of
hourly rate of pay will be made once the 30 days has been nietpas:

1. When an employee is transferred from ah®ir schedule to a 4@our schedule or
status the employeebs annual ratiheouryf pay
rate of pay.

2. When an employee is transferred from ah#éir schedule or status to d-Rour

schedule, the employeeb6s annual rate of g
rate of pay.

Section 3.3 (Revised June 1, 2006, October 1, 2015)

Salary Increases

Theperformancef regularfull-time andregularparttime employeeshallbereviewedannually.

If funding is available, an employee may be entitled to a salary increase for successful job
performance. Performance increases shall be awarded to employees in accordance with the
County's performance evaluation system. Probationaryogrgs are not eligible fanerit-based

salary increases during the probatpamiod.

An employeeds salary may not e x ctene dmplbyees atma x i m
the maximum of their range, who would otherwise be eligible for a meréaser will receive a

payment for that portion of his/her merit increase which exceeds the maximum of the pay range.
The payment will be made in four installments in the pay period nearest the following dates: July

1, October 1, January 1, and April 1. Tgeeyment will not be included in the calculation of VRS
contributions.

Employee salary adjustments may be necessary on occasion to address internal salary
compression, external pressure in high demand areas, and/or retention issues. Such equity
adjustmentso salaries require the approval of the County Administrator.

Section 3.4 (Revised October 7, 1999, April 16, 2018ly 1, 201y
Overtime

Overtime shall be authorized when regularly scheduled work hours exceed the Fair Labor
Standards Act (FLSA) staadds for the granting of overtime. The County Administrator shall
designate those positions which are eligible for overtime pay and compensatory leave and those
which are not eligible for such pay and leave in accordance with the standards of the Fair Labo
Standards Act. The County Administrator shall develop administrative regulations pertaining to
overtimeandmonitorcompliancewith theprovisionsof the Fair Labor Standardg\ct, which shall

include thefollowing:

a Compensation time should be grantedli@u of overtime pay in all situations where
possible. The accumulation of overtime should be discouraged and procedurally kept to a
minimum, adjusting schedules and staffing to minimize the accumulatmredgfme.For
employees not assigned to a@y cycle, if hours over forty (40) in one workeek are
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reached, only those hours actually physically worked above forty (40) shall be paid at the

rate of time and one half or compensation time granted, whichever agreed upon by the
employee. If paid leavesitaken during the workweek, the additional hours worked in
excess of oneods totading tottyd40) hours angaid ststhaighd tumle er

the paid | eave time is credited back to th
upon by the mployee, to account for the leave taken.

b. All overtime must be approved in advance of occurrence by the employesvisor.

C. Prior to disbursement of compensation, the Department Head must authorize the payment
of overtimecompensation.

d. Overtime pay will be disbursed as funds are made available through the budget
adoption/amendmempirocess.

e. Regularly scheduled overtime hours for fire protection employees will be paid at the
overtime rate whether or not the employee physically works the hours. Thisniyle o
applies to fire protection employees as defined in the Code of Vigfinlas00.

f. Department Heads, at their discretion, have the ability to allow flexibility in the scheduling
of employee work hours within the same workweek. All hours must be treahe
reported for all norexempt employees.

Section 3.5 (Revised April 7, 2005, July 1, 2017

Compensatory Time Off

Compensatory time off shall be awarded in lieu of paid overtime whenever possible. Each
department shall be responsible for maintainiagords of compensatory time and shall be
required to verify overtime with said records. Department directors shall take the steps necessary
to limit the amount of accumulated compensatory time. Department directors shall encourage
employees to use accurateéd compensatory time off prior to the end of the pay period in which

it was accruedAny existing unused compensatory time balances shall be zeroed out by the end of
each fiscal year and paid out to the employee within the first month of each newdescal

Section 3.6 (Revised October 1, 2015)

Maintenance of the Compensation Plan

The County Administrator shall make, or cause to be made, a comparative study of all factors
affecting the County's compensation plan. The study shall be undertakenhegeriptfive years

and shall consider rates of pay for comparable positions in public and private employment in the
area, fringe benefits, cost of living to date, the County's financial condition and other pertinent
factors.

In orderto avoidthecompounéhg of change#n costof living overtime andto remaincompetitive
with market peers, the pay structure (pay ranges) and salaries shall be adjusted annually by a cost
of living adjustment (COLA) equal to the consumer price in@).
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The County Admirstrator shall recommend changes to the compensation plan to the Board of
Supervisors. The Board of Supervisors shall make changes to the compensation plan as
appropriate.

Section 3.7

Discretionary Time i Exempt Employees

Exempt employees are authorizedsonable amounts of discretionary time for extended periods

of overti me, subject to prior approvegemptof t hi
empl oyees, exempt employees work the number o
more tha 40 hours per week. Discretionary time for exempt employees is not a matter of right,
neveraccumulatedandnotintendedo compensatéourfor hourfor extendedvork hoursor late

meetings.lt is not usedin lieu of, or in conjunctionwith, annual,holiday, or sick leave.lIt is

intended to meet professional and personal needs which surface during the work day, usually not
exceedindour (4) consecutivénours.Thisunstructureadoncepbf discretionargimeisin keeping

with generally accepted standardsd spirit of professional conduct, and is not a matter of
entitlement.

Section 3.8 (Adopted April 18, 2006)

Locally Funded Supplements and Pay Increases for Employees of Constitutional
Officers

Employees of Constitutional Officers not included in tlrai@ty Pay and Classification Playay

receive locally funded supplements to the salary set by the State Compensation Board.
Supplements will be set at a flat rate established by the Board of Supervisors and will not be
included in the computation for Commmation Board established increases. Locally funded
employees of Constitutional Officers not included in the County Pay and Classification Plan will
be eligible to receive pay increases at the rate established by the Compensation Board along with
Compensabn Board funded employees. Any local supplement received will be added as a flat
amount to the adjustezalary.

Salary supplements will be allocated to specific positions and cannot be reallocated among other
positions unless approved by the Board ofe3ugors.

Section 3.9 (Adopted December 15, 2005)

Saving Clause

It istheC o u n polcpts complywith thesalarybasisrequirement®f the FLSA. Therefore,The
County prohibits all County department heads from making any improper deductions from the
salarief exemptemployeesThe Countywantsemployeeso beawareof this policy andthatthe
County does not allow deductions that violateRh8A.
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What To Do If An Improper Deduction Occurs

If an employee believes that an improper deductiorbleas made to his/her salary, it should be
immediately reported to the direct supervisor, or to the Office of Human Resources.

Reportsof improperdeductionswill bepromptlyinvestigatedif it is determinedhatanimproper

deduction has occurred, the gloyee will be promptly reimbursed for any improper deduction
made.

Section 3.10 (Effective July 1, 2016)

On-Call Compensation

|t I's the Count y-@al commehsationyfor heexenpt employeke who are

required to be available by telepte after regular working hours and to respond in a reasonable

period of time when called to ngelanned/norscheduled work requiring the immediate attention

of their department. Department Heads identify and the County Administrator approves those
positions considered essential to County operations after normal working hours, thus eligible for
oncall compensation, which shall be paid at the amount of one dollar ($1.00) per hour for each

hour onc a | | outside of the empl oaned2daurs oneSgturdlagr s c |
and on Sunday. Employees designated with acatirduty status that are actually called out to

work will receive a minimum of two (2) hours of pay for each time they are called out.

An employee who is on approved sick leaveonual leave for a full day would not be eligible

for on-call compensation on that day. Time spent ircalh duty status shall not be counted as

hours worked for the purposes of calculating overtime. Hours worked for the purpose of
calculatingovertméd e gi ns wi th the notification that wort
total hours worked for a work period exceeds t
applies (Article 1ll, Section 3.4).

Requirements for enoall duty are as follows:

a. Be available for immediate contact; and

b. Be able to personally report to the emergency or other designated location within one (1)
hour of original notification or the reason
Department Head; and

C. Beabled6 satisfactorily perform their duties,
of Alcohol and Controlled Substances Policy (Article Xl, Section 11.4).

Employees who fail to comply with or meet any of the enumerateghlbduty requirements may
be subjetto disciplinary action up to and including termination.

10
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ARTICLE IV
Conditions of Employment
(Revised November 6, 2000, April 7, 2005, December 15, 2005,
February 2, 2006, October 16, 2006, March 1, 2007, June 14, 2007, October 16, 2014,
November 202014, October 1, 201Rugust 18, 2006

Section 4.0

Employment Policy

The County Administrator is responsible for determining vacancies in the classified service and
filling those vacancies with qualified personnel, maintaining personnel files anddsgeco
developing and recommending policies related to the personnel management function.

All recruiting, including the placement of job advertisements, shall be conducted consistent with
County policies and procedures as described in Article X. Whenessibpg vacancies shall be

filled through open competition except those instances where a department director seeks to fill
the position by considering only internal applicants.

Section 4.1 (Revised February 2, 2006)

Employment of Immediate Family Members

Members of an employeedbds i mmediate family wil
theirqualifications However,immediatefamily membergnaynotbehiredif employmentvould:

1 Create a supervisor/subordinate relationship with a famgyber;
1 Have the potential for creating an adverse impact on work perforn@nce;
1 Create either an actual conflict of interest or the appearance of a confiietrest.

This policy must be considered when assigning, transferring, or promoting an employte F
purpose of this policy, immediate family members are defined as: spouse, parent, guardian,
brother, sister, son, daughter, fativetaw, mothefin-law, grandparent, grandchild, step parent,
step child or any other individual residing within the samousehold.

Employees who become immediate family members may continue employment as laugas it

not involve any of the above. If one of the conditions outlined above should occur, attempts will
bemadeto find asubstitutgpositionwithin the Countyto which oneof theemployeesvill transfer.

If employees become immediate family members, the County will make reasonable efforts to
assign job duties so as to minimize problems of supervision, safety, security, or morale. If
accommodation®f this natue are not feasible,the employeeswill be permittedto determine

which of them will resign. If the employees cannot make a decision, the County will decide at its
sole discretion who will remain employed.

This policy does not apply to close relatives valtready are employed by the County as of the
effective date of this policy.

11
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Section 4.2

Standards of Employment

Applicantsmustmeetthe specificationf the positionasdefinedin the classificationplan. Other
reasonable minimum standards for theif@ms may be established by the County Administrator
with the advice of the departmetitector.

Section 4.3 (Revised October 16, 2006, October 1, 2015)
Promotion

A promotion is defined as the graduation to a job with increased duties and respassilliti
promotion shall be accompanied by an increase in compensation.

Whenanemployeas promotedo a positionin ahigherclass his/hersalaryshallbeincreasedy

a minimum of five percent (5%) and/or have his/her salary be brought up to their agev gr
minimum (whichever is greater) so that internal equity of salaries within the classification can be
preserved. Any additional salary increase above the minimum required requires approval by the
County Administrator in instances of extenuating circumsta. Promotional salary increases
shall be effective on the first day of the gegyiod.

Section 4.4 (Revised December 15, 2005; March 1, 2007, October 1, 2015)
Demotion

A demotion is defined as the assignment to a position with a decrease in duitiesgomsibilities.
When an employee is demoted he/she will be paid at a rate which is within the range of the lower
position. The rate of salary reduction shall be at least five percent (5%) and/or his/her salary shall
be no less than the new grade minmuf the employee's resulting salary is above the maximum

of the new salary grade, the employee shall be placed at the maximum of the new salary grade.
The County Administrator may grant an exception to the salary decrease requirements when the
pay gradeeduction is in support of organizational objectives and is not a result of a disciplinary
action, provided the employeebs salary does n

Section 4.5 (Revised April 7, 2005, October 1, 2015)

Reclassification

Reclassification is not considered a promotion or demotion. A reclassification is defined as a
changeo theclasstitle or thegradeassignedo a particularclasstitle dueto changesn the scope
of work performed, duties, or responsibilities assigioeitheclassification.

An employee whose position is reclassified to a higher salary grade shall receive a salary
adjustment of a minimum of five percent (5%) and/or have his/her salary be brought up to their
new grade minimum (whichever is greater) $@ttinternal equity of salaries within the
classificatiorcanbepreserved Whenanemployee'positionis reclassifiedo alowersalarygrade

and his/her present salary is above the maximum for the lower grade, the employee shall be

12
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permitted to continuat his/her present rate (except in the event of a general sendee
reduction). The employee will not be entitled to a salary increase until salary grade adjustments
allow for an increase within the neytade.

Section 4.6 (Revised November 6, 2000,tQlwer 1, 2015)
Transfer
a. A transfer to a position in the same salary grade shall not result in an incrpage in
b. A transfer from one County Department to another County Department or, from the Isle of
Wight County Public School System, Department ofi&loServices and/or Isle of Wight
Constitutional Officers employment, shall have their unused and uncompensated leave
balances transferred and maintain their seniority, subject to the limitation for maximum time

of leave allowed to be accumulated undeu@y policyprovided:

c. Not more than 30 days lapse of time between the date of termination from said Departments,
Boards and Agencies to employment by @minty.

d. The employee is a regular fuime employee who leaves the previous Department, Board or
Agency in good standing.

e. Thetransferor employmenbf saidemployeehasbeenapprovedy the CountyAdministrator
or his designeandthe leavebalanceslo not exceedhe maximumamountof time allowedto
be accumulated under Coumtylicies.

Section 4.7

Reinstatement

An employee who has been separated because of a reduction in force or who has resigned in
goodstanding shall be eligible for consideration for reinstatement. Approvals of requests for
reinstatement shall be the responsibility of the Colatyinistrator upon receiving a
recommendation from the department director.

Anniversary dates for reinstated employees shall remain unchanged, except when a reinstated
employee has missed one full pay period or more from their position prior to reimstateén

which casetheanniversaryateshallbeamendedo reflectthedaysmissedo the nearestull pay

period.If thereinstatemendateis prior to the 15thof the month,theanniversarydateshallbethe

1st of themonth.

If thereinstatemendateis afterthe 15thof themonth,theanniversarydatewill bethe 1stof next
month.

13
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Section 4.8 (Revised February 2, 2006, October 16, 2014)

Types of Employees

Reqular FulTime Employees

Those employees who are hired for an indefinite peridara without a stateldmitation

as to length of service and who are employed to work forty (40) hours per week or its
equivalency.

Reqular Parfime Employees

Those partime employees who are hired for an indefinite period of time, in excess of six
(6) months, without a stated limitation as to length of service (other than continuation of
program, position need and/or funding) and who are employed to work a regular schedule
of twentynine (29) hours per week or less.

Temporary FulTime Employees
Thoseemployees who are hired for a stated length of service, season or project and who
are employed to work forty (40) hours per week or its equivalency.

Temporary Paffime Employees

Those partime employees who are hired for less than six (6) months veiifited length
of service, season or project and who are employed to work-thmy39 hours per week
or less.

GrantFunded Employees

Those employees who are hired for a stated length of service, season or project and who
are employed to work the numbeir hours stated in the grant application. Gifamided
personnel are not eligible to participate
specified and funded through the grant.

Section 4.9 (Revised June 14, 2007)

Probationary Period

The probatioary period shall be regarded as an integral part of the evaluation process and shall be
utilized for closely observing the employeeods
a new employee to his/her position and for rejecting any employesewperformance is not
satisfactory. For most employees the probationary period is six (6) months with the following
exceptions:

New employeesppointedo fire, emergencynedicalservicespr dispatchpositionsshallservea
probationary period of twelvd 2) months.

14
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Section 4.10

Termination
Probationaremployeesnaybeterminatedrom employmenatanytime duringthe probationary
period, including any extensions thereof, at the discretion of management. The reason(s) for
separation of any employeeho is within the probationary period shall be reviewed with the
employee.

Section 4.11 (Revised June 14, 2007)

Extension of Probationary Period

Upon the recommendation of the department head and with the prior approval of the County
Administrator or s/her designee, an employee's probationary period may be extendetieri
requesfor anextensiorshouldbeincludedin the ProbationaryReportspecifyingthelengthof the
extension and the justifications. The extension period should not exce6jirsianths beyond the

initial hire or promotiordate.

Section 4.12

Promotional Probationary Appointment

The probationary period shall be used in connection with a promotional appointment in the same
manner as it is used in entrance appointments. If glogee is found to be performing in an
unsatisfactory manner in his/her new position he/she shall be counseled by the supervisor. If an
employee is not retained in a promotional assignment, he/she may request reinstatement to the
former position or similaclass. Reinstatement requests shall be granted at the discretion of the
County Administrator with a recommendation from the Director of Human Resources.

Section 4.13

Probationary Period Evaluation

Before the end of the probationary period, the depantiaieector shall indicate in writing to the
County Administrator or his/her designee:

a. thathe/shehasdiscussedheemployee'ssccomplishmentstrengthandweaknessewith
theemployee;

whether the employee is performing satisfacteoyk;

whether theemployee should be retained in phesition;

whether the employee, if a new appointee, shoultidmissed;

whether the employee, if on probation following a promotion, should be reinstated in
his/her former class or related class;

whether the employeshould have his/her probationary pergsdiended.

®ooo

-
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Section 4.14

Outside employment

Paid employment in addition to an employee's County position is discouraged. While employed
by Isle of Wight County,no employeanayengagen otheremploymentvhich presentsa conflict

of interestwith his/herCountypositionand/orwhichinterfereswith anddetractdrom theefficient

and effective performance of the employee's duties witlCtumty.

Employeesvhodesireto accepia positionin additionto their County positionshall,uponrequest,
submit a written report to their supervisor or department director detailing, at a minimum, the
number of hours, type of work and the schedule of work. The department director's written
permission shall be obtained priordommencing addition@&mployment.

An employeevhoserequestor additionalemploymenhasbeendeniedby thedepartmentlirector

may appeal the decision by requesting a review and recommendation from the County
Administrator. The County Administrator shakeview the department director's reason(s) for
denial, the employee's appeal and make a dietdrmination.

Section 4.15

Performance Evaluation

The County Administrator shall develop, or cause to be developed, a system for evaluating the
work performance of classified employees. The purpose of the employee performance evaluation
shall be to inform employees about how well they are performing their work and how they can
improve their performance. The performance evaluation may also be used in detgsalary
increasesasa factorin determiningorderof lay-off; asa basisfor training, promotion,demotion,
transfer or dismissal; and for such other purposes as may be dadviszdble.

Section 4.16

Period of Evaluation

Beginning with the date ofriginal appointment or promotion, regular ftilne employees shall

be evaluated before the end of the probationary period. After employees have been taken off
probationary status their performance shall be evaluated annually. Special performance
evaluatimsmaybeconductedisnecessargfterthedepartmentlirectorhasconsultedhe County
Administrator.

Section 4.17
Evaluation

Evaluationsshallbe preparedy theimmediatesupervisoiof eachemployeeandreviewedby the
appropriatediepartmentlirecta. An employeen asupervisorypositionwhois leavingaposition

shall submit performance evaluation forms on all employees under his/her supervision who have
not been evaluated within the previous-signthperiod.
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Section 4.18

Review with Employee

Each regular fultime employee shall have the opportunity to review every evaluation made of
him/her. Upon a review of the evaluation, the employee shall note in writing his/her comments
concerning the evaluation.

Section 4.19

Withholding of Salary Increase

A department director may withhold a salary increase based upon an employee's performance
evaluation for a period not to exceed ninety (90) days. The decision to withhold a salary increase
shall be made known to the employee in writing within ten {ddrking days of the performance
evaluationTheemployee'performanceshallbere-evaluatedat theendof thewithholdingperiod
andadeterminatiormaderegardinghe awardof anysalaryincreaseSalaryincreasesvhich have

been withheld shall not beaderetroactive.

Section 4.20 (Revised August 18, 2016)

Appeal of Employee Evaluation

All regular full-time and regular pattme employees who feel their performance evaluation was
conducted unfairly have the right of appeal in accordance withrideess as follows:

1. The employee shall submit a written statement outlining his/her concerns with the
performance evaluation to his/her immediate supervisor.

2. The i mmedi ate supervisor shal/l di scuss th
head.

3. The cepartment head shall issue a formal written response to the employee denoting
t heir findings and actions, i f any. | f
satisfaction by the department head, the employee shall submit a written statement
outlining his/her concerns with the performance evaluation to the County Administrator.
The County Administrator may delegate the handling of any meeting(s) and formal
written response(s) to the Assistant County Administrator.

4. The decision of the County Adminiator or his/her designee, which shall be issued as
a formal written response to the employee, shall be final.

5. Employees are encouraged to contact the Human Resources Department for assistance
in understanding the appeals process.

The time periods fothe process shall correspond to the time periods applicable under the County's
Grievance Procedure found in Chapter 1, Article VIl of the Policy Manual.
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Section 4.21

Confidentiality of Evaluations

Performancevaluationshallbeconfidentialandshal bemadeavailableonly to (a)theemployee

being evaluated, (b) his/her supervisor or department director, or (c) the County Administrator
and/or his/hedesignee.

Section 4.22

Exit Interviews

An exit interview shall be conducted whenever possibleugnash request of the employee or the
departmentlirectorwhenanemployederminateemploymenfor anyreason.Theinterviewshall

be conducted on or before the employee's last day of work during normal working hours, if
possible. The interview shall beordidential between the employee and the staff member
conducting the interview. Information resulting from exit interviews shall be released only in
summary form to maintaiconfidentiality.

Section 4.23

Administration

It shallbetheresponsibilityof the CountyAdministratorto monitorcompliancewith all conditions
of employment contained in thdgticle.

ARTICLE V
Leave Provisions
(Revised September 1, 2005, December 15, 2005, February 2, 2006,
April 5, 2007; October 2, 2008; January 8, 2009; JuneZ®14, October 16, 2014,
December 18, 2014, April 1, 201¥nuary 1, 2018July 1, 20138

Section 5.0 (Revised September 1, 2005, October 16, 2014, April 16, 2015)

Annual Leave

All regularfull-time employee®f Isle of Wight Countyassignedo aforty-hourworkweek

shall accrue annual leave based on an eight (8) hour work day. All regulatimeart
employees with regularly scheduled hours between twenty (20) to twery29) per
weekshallaccrueannualeaveatarateof four (4) hourspermonth.Leaveshallbecharged

to the nearest quartbour increment. Eligible employees separating from County
employment shall be compensated for unused annual leave in the subsequent pay period
aftertermination.

All regular full-time employees assigned to &day cycle, as authorized within the 7k
work period exemption within the Fair Labor Standards Act, within the Department of
Emergencyserviceshallhaveall leavechargednanhourfor hourbasisandshallaccrue
annual leave based on the equivalerdrotight (8) hour workay.
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Section 5.1 (Revised April 5, 2007; June 19, 2014; April 16, 2Q1&nuary 1, 2018
Calculated

Annual leave for regular fulime employees, except those assigned to-da38cycle, shall be

calculated at the end of each gagriod in accordance with the following schedodsed on the

empl oyeebds total vyears of service pogeddithi nt o &
Isle of Wight County

Total Years Hours Days

Of Service Per Month PerYear Maximum
Oto5 8 12 288 hours
5+to 10 10 15 288 hours
10+ to 15 12 18 288 hours
15+ to 20 14 21 288 hours
20 or more 16 24 288 hours

Annual leave for regular fulime employees assigned to a@dy cycle, as authorized within the

7k work period exemption within thEair Labor Standards Act, within the Department of
Emergency Services shall be calculated at the end of eacpeariod in accordance with the
following scheduleb ased on the employeeds total year s
retirement system,r@employed with Isle of Wight Couyt

Total Years Hours Days

Of Service Per Month Per Year Maximum
Oto5 11.2 16.8 403.2 hour:
5+ to 10 14 21 403.2 hour:
10+ to 15 16.8 25.2 403.2 hour:
15+ to 20 19.6 29.4 403.2 hour:
20 or more 22.4 33.6 403.2 hows

Regular fulltime employees on leave without pay for more than half of the workdays per pay
period will not accumulate annual leave hours for that pay period.

*Employees may exceed the maximum accrual amount of 288 hours (or 403.2 hours for those
assgned to a 28lay cycle) during the fiscal year; however, no more than 288 hours (or 403.2
hours for those assigned to a@®y cycle) may be carried over from one fiscal year to the next
fiscal year. Any hours over 288 hours (or 403.2 hours for thosgnasisto a 2&lay cycle) will

be automatically added to the sick leave balance up to a maximum of eighty (80) hours (or one
hundredtwelve (112) hours) per fiscal year.

Special Provisions for Fire Protection Employee Schedule Changes

1. Whenaregularfull-time employeeassignedo a28-daycycle,asauthorizedwithin the 7k
work period exemption within the Fair Labor Standards Act, within the Department of
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Emergency Services transfers from thatd2§ cycle schedule to a 4ur per week
schedule or vice vea for an assignment greater than 30 days, his/her leave balances and
hourly rate of pay will beonverted.

2. Full-time employees assigned within the Department of Emergency Services accrue and
charge all leave in accordance with applicable policy for thedule to which assigned.
In theeventanemployeds temporarilyassignedo anotheischeduldor lessthan30days,
the leave accrued and leave charged will be adjusted to provide the same leave balance as
if the employee had not been temporarily trensfd. Such determinations are made on a
caseby-case basis by the Chief of Emergency Services and the Director of Human
Resources.

3. Annual leave is converted or adjusted when an employee is transferred from one schedule
to anothetto providethesamedeawe balancevalue. Whenanemployeas transferredrom
a 28day cycle scheduletoa40our per week schedul e, t he
balance will be divided by 1.4 to give the adjusted balance. When an employee is
transferred from a 48our per weekaheduletoa28ay cycl e schedul e,
balance will be multiplied by 1.4 to give the adjudtethnce.

New Hires

New hires shall accrue annual leave for the month of initial hire according to the date of hire as
follows:

Date of Month Percemof Annual Leave Accrued
15tto 71 100%
8ihto 23 50%
24"to last 0%

Section 5.2 (Revised June 19, 2014, April 16, 2015)

Approval

The earliest possible notice, preferably two weeks, of intent shall be given by any employee who
is eligible to take mnual leave. Annual leave taken without prior approval may not be paid.

Eachdepartmenshallberesponsibldéor theschedulingpf annualeaveof its employeesinddoing
so without decreasing the operating efficiency ofdéeartment.

Employeeshallbe paidfor unusedaccruecannualeaveupto theallowedmaximumof 288hours

(or 403.2 hours for those regular ftilne employees assigned to a@8y cycle, as authorized
within the 7k work period exemption within the Fair Labor Standards Act, witkiDépartment

of Emergency Services) at the time of retirement, resignation, termination, or death. In instances
of reduction in force, an employee shall be paid for their actual unused accrued annual leave with
no maximum cagnforced.
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Section 5.3
(Revsed December 19, 2013; September 1, 2005; October 16, 2014, April 16,JA045, 2013

Sick Leave

Sickleaveis definedasleavewith paygrantedor personalllnessof theemployeeor animmediate

family member and for medical and dental appointmer the employee or immediate family
member. For purposes of this sick leave policy, the immediate family of an employee is defined
as: naturalparentsadoptiveparentsfosterparentsstepparentsspousenatural, adoptecr foster
children; brothersister, fathein-law, mothefin-law, brothefin-law, sisterin-law, sonin-law,
daughteiin-law; grandchildren andgrandparents.

A physiciandés <certification/ statement may be
patternof absenteeismf thereis anindicationthatthee mp | o phgseaicenditionis adversely

affecting performance, or for an absence of three (3) or more consecutive days. Leave usage will
be charged in quartérourincrements.

Accrual Rates

Regular, full-time employees whare Plan 1 or Plan 2 Virginia Retirement System (VRS)
members: Sick leave is accrued at a rate of eight (8) hours per month (four (4) hours per pay
period worked), with the exception of regular ftithe employees assigned to a@dy cycle, as
authorizedwithin the 7k work period exemption within the Fair Labor Standards Act, within the
Department of Emergency Services, who accrue sick leave at a rate of 11.2 hours per month (5.6
hours per pay period worked). Employees must work more than half of thelaysrber pay

period in order to accrue sick leave for that pay period. Sick leave balances may be carried over
from year to year and shall be unlimited.

Special Provisions for Fire Protection Employee Schedule Changes

1. Whenaregularfull-time employeeassignedto a28-daycycle,asauthorizedwithin the 7k
work period exemption within the Fair Labor Standards Act, within the Department of
Emergency Services transfers from thatd2§ cycle schedule to a 4ur per week
schedule or vice versa for an assigent greater than 30 days, his/her leave balances and
hourly rate of pay will beonverted.

2. Full-time employees assigned within the Department of Emergency Services accrue and
charge all leave in accordance with applicable policy for the schedule tb adsgyned.
In theeventanemployeds temporarilyassignedo anotherscheduldor lessthan30days,
the leave accrued and leave charged will be adjusted to provide the same leave balance as
if the employee had not been temporarily transferred. Suehndieiations are made on a
caseby-case basis by the Chief of Emergency Services and the Director of Human
Resources.
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3. Sick leave is converted or adjusted when an employee is transferred from one schedule to
another to provide the same leave balance vallin an employee is transferred from a

28-day cycle scheduletoa40our per week schedule, the e
will be divided by 1.4 to give the adjusted balance. When an employee is tranfsterred
a 408hour per week scheduletoa-@88 cycl e schedul e, the emp

multiplied by 1.4 to give the adjustédlance.

Regular, full-time employees who are Hybrid Virginia Retirement System (VRS) members:

Sick leave is accrued at a rate of six (6) hours per month (threeu jper pay period)

worked. Employees must work more than half of the workdays per pay period in order to
accrue sick leave for that pay period. Up to 72 hours may be carried over to the next fiscal
year. Atthe end of each fiscal year, all sickveea excess of the maximum caiwyer

balance of 72 hours which is unused by the pay period which includes June 30, is forfeited.
Sick leave is accrued when the employee is on gbort disability.

Regular (non-temporary) part-time employeesvhowork ascheduleof 207 29 hoursperweek
will accrue sick leave at a rate of four (4) hoursmenth.

Section 5.4 (Revised December 18, 2014)
Notification

So that accurate records can be kept, an employee (or his/her representative) shall notify his/her
departmentlirector,supervisoror whomevedesignatedythee mp | o gepaendeatpromptly

by telephone, messenger, or other suchaemeans
than onehalf hour after reporting time, if physically possible pagments may designate a more
specific time period required for advanced notification of the need to utilize sick leave as needed
for effective business operations. Abuse of this policy may result in disciplinary action.

Once sick leave has been exhadstother leave policies may apply (e.g., annual leave, leave
without pay, etc.). Absence for a joblated injury shall be recorded in accordance with Article
VI, Section 6.6 Workersodo Compensation.

Regular employees on approved sick leave shall be paid prevailing wage based on the

prevailing scheduled workweek not to exceed forty (40) hours per week. Leave eVikiiged in
guarterhourincrements.

Section 5.5 (Revised December 19, 2013; December 15, 204§ 1, 2018

Payment of Sick Leave Upon Retirement

Regular, full-time employees regardless of Virginia Retirement System (VRS) Plan type
Employees retiring from VRS service who have less than fifteen (15) years of service with Isle of
Wight County are paid a lump sum for twedfitye percen{25%) of their sick leave balanag&the

time of retirementup to amaximumof $2,500.00n the subsequenpayperiodafter the effective

date of retirement. The remaining sevefitg percent (75%) of the sick leave balanceiteited.
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Employees who teae with fifteen (15) or more years of continuous service with Isle of Wight
Countymayelectto bepaidalump sumfor twenty-five percent(25%) of their sick leavebalance,

not to exceed $2,500.@Rthey may convert up to fifty percent (50%) of thewused sick leave
balancanto VRS servicecreditto enhanceheir VRS benefit. Theservicecreditwill becalculated

based on an actuarial equivalent rate. If this option is selected, no additional monies will be paid
out beyond the amount calculated floe purchase of serviceedit.

Section 5.6(Revised July 1, 2017)

Funeral Leave

Funeral Leave shall be defined as leave with pay granted to provide regutanéuimployees
with sufficient time to deal with the death of an immediate family membeefased in Section
4.1.

Following the deathof animmediatefamily memberthe Countyshallprovideup to twenty-four

(24) hoursof consecutive paid leave. The leave shall commence upon notification and approval
by the departmendirector. This may be extended in unusualcircumstancedy the County
Administrator. Inthe eventof multiple deathsin the employee'smmediatefamily, eachdeath

shall be treatedseparately and funeral leave granted accordingly.

If more than the allotted number of days' leaveecaiired, or if leave is desired for a death other
than the immediate family, annual and/or compensatory leave may be applicable.

Section 5.7

Leave Without Pay

The County Administrator may grant a leave of absence without pay for a period of up(f) five

days if conditions warrant. An employee is required to request in writing the reason(s) for leave
without pay status. An extension of this leave period may be granted if approved by the County
Administrator. Leave without pay shall be granted only nvak other eligible leave time (sick,
vacation, compensatory, etc.) has been exhausted. When leave without pay has not been granted,
the employee shall be on unauthorized leave. When leave without pay occurs before or after a
holiday no credit in pay wilbe given for the holiday.

An employee on leave without pay for more than half of the work days in a pay period shall not
accumulatennualor sick daysfor thatpayperiodor receiveany Countyprovidedmatchbenefits

for that pay period. An employee teave without pay for more than half of the work days per
calendar month shall not earn credit for retirement in the Virginia Retirement System nor receive
the local contribution for life insurance coverage for that month. Should the employee elect to
coninuebenefitswhile onleavewithout pay,theemployeemayelectto reimbursehe Countyfor

such benefits to include any required Coungtch.

Section 5.8 (Revised February 2, 2006, February 19, 2015)

Military Leave

Any employee who is or may becomenamber of any reserve component of the armed fofces
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theUnited Statesshallbe grantedanunpaidleaveof absencdérom his/herrespectiveduty without

loss of time, regular leave, accrued leave, impairment of employee evaluation, or any other rights
or benefits to which he is otherwise entitled, for all periods of military service of the state or the
United Statespundercompetenbrders,in accordancevith applicabldaw. Employeewill alsobe
grantedime off for military training.Employeeshouldadvisetheir supervisoand/ordepartment

head of their training schedule and/or other related obligations as far in advance as possible.
Employees on military leave may substitute their accrued paid leave time for ieapaid

Continuation of Health Benefits

During a military leave of less than 31 days, an employee is entitled to continued group health plan
coverage under the same conditions as if the employee had continued to work. For military leaves
of more than 30 days, an employee may elect to moathis/her health coverage for up to24
months of uniformed service, but will be required to pay all of the premium for the continuation
of coverage, calculated in the same manner as that required by COBRA.

Requests for Active or Reserve Duty

Upon receipof orders for active or reserve duty, an employee shall notify his/her supervisor, as
well as Human Resources, as soon as possible, and submit a copy of the military orders to his/her
supervisor and the Human Resources Department.

Reinstatement

Upon retirn from military service, an employee may be reinstated into the employment of Isle of
Wight County in accordance with the provisions of Title 38, Sections 4312, 4313 and 4316 of the
United States Code of Section93.3 of the Code of Virginia (1950, asiended), as such sections

may be amended from time to time and as may be applicable to the type of military service
performed by the employee. The County is committed to fully complying with the Uniformed
Services Employment and Reemployment Rights Act394, as amended, and all other laws
granting rights to employees based on past, present, or future service in the United States Armed
Forces, all of which laws shall control over any conflicting provisions in the County Policy.

Section 5.9 (Revised Fetwary 19, 2015)
Court Leave

An employee's absence from work for jury duty or for attending court as a witness shall be defined
as court leave. Before court leave is granted, the employee must submit a copy of the official
summonsfor jury duty or withessserviceto the Human ResourceDepartmentprior to the
beginningdateof suchservice Any employeeappearingn courteitherasa defendanor plaintiff

in a case shall not be eligible for coladve.

An employee having been granted court leave skaltdmpensated at their regular rate of pay
during court appearances. Any compensation for jury duty as well as for witness service maybe
retained by the employee.

Employees summoned by a court for the purpose of qualifying for jury duty are entitlegito co
leave for the actual period of absence, whether or not they are selected to serve. If the employee's
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presence is required for less than a full work day, the employee is required to contact his/her
department concerning return to work. Any employee fali® to contact his/her department risks
the loss of pay for that day.

Section 5.10

Accumulation

Any employee taking court leave shall be credited with having worked for the duration of the
leave. The employee shall be allowed to accumulate all digérie benefits.

Section 5.11 (Revised February 19, 2015)

Unauthorized Leave

Unauthorized leave shall be defined as an absence from the job during a scheduled work period
without the approval of the employee's supervisor or department director.h&$ailare to report

to work at the expiration of an authorized leave without the approval of an extension of time, shall
be considered unauthorized leave. An unauthorized absence from dutyrelquingd hours of
attendance shall be treated as unautkdrieave. The employee shall be subject to disciplinary
action in accordance with the provisions of the disciplipaficy.

Section 5.12 (Revised April 7, 2005, January 8, 2009, December 18,,2Iudy 1, 2018

Leave Under the Family and Medical Leave Act (A F ML A0)

Isle of Wight County will grantlegible employees up to 12 workweesfjob protected leavéor

up to 26 weeks of military caregiver leave to care for a covered sema@o®er with a serious

injury or illness) during a Xhonth period. The Evemay bepaid, unpaid,or a combinationof
paidandunpaidleave,dependingnthecircumstancesf the leave and as specified in this policy.

During this leave, an eligible employee is entitled to continued group health plan coverage. At the
conclusionof the leave, subject to soraeceptions, aemployeegenerallyhasaright to returnto

thesameor equivalenposition. Thefunctionof this policy is to provide employees with a general
description of their FMLA rights. In the event of any conflict bexw this policy and the applicable

law, employees will be afforded all rights required by |[&mployees with questions about what

ill nesses serious health conditions are cover.
Leave Policyareencouragedo consult with the Countyds Humal

Employee Eligibility Criteria

To be eligible for FMLA leave, an employee must have been employed by Isle of Wight County:

i for at least 12 months (which need not be consecutive). Separate pérgmdsiayment
will be counted, provided the break in service does not exceed seven years. Separate
periods of employment will be counted if the break in service exceeds seven years due to
National Guard or Reserve military service obligations or when tisera written
agreement-oreligibility purposesanemployeewill beconsideredo havebeenemployed
for anentireweekevenif theemployeavasonthe payrollfor only partof aweekor if the
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employee is on leave during theek;and

for at least 1,28 hours during the 12 month period immediately before the date when the
leaveis requestedo commenceT heprinciplesestablishedinderthe Fair LaborStandards

Act (FLSA) determine the number of hours worked by an employee. The FLSA does not
include timespent on paid or unpaid leave as hours worked. Consequently, these hours of
leave shall not be counted in determining the 1,250 hours eligibility test for an employee
under FMLA;and

ataworksitewhere50 or moreemployees aremployedby the Countywithin 75 milesof
that office or worksite. The distance is to be calculated by using available transportation
by the most direatoute.

Types of Leave Covered

To qualify as FMLA leave under this policy, the employee must be taking leave for one or more
of the following reasons:

a.

b.

A

The birth of a child and in order to care for tblaild;

The placement of a child with the employee for adoption or foster care, and/or to care for
the newly placed child,;

To care for the empl oy e etindawpswitloaussrieus healthi | d ,

condition (describebtelow);

The empl oyeeds own serious health condit]i
one or more of the essential functions of his orjbier

Becausef a qualifying exigencyarisingout of thefactthatthee mp | o speuseg8omor
daughter, or parent is on active duty or called to covered active duty status in support of
contingencyperationsasamemberf the NationalGuardor Reservegdescribedelow);

and/or,

Becausehee mp | o spauseposor daughterparentor nextof kin of acoveredservice
member or veteran requires care due to a serious injury or illness (debetibe}l

Serious Health Condition

Aserious health conditionodo i @rphysdcaliomnedal a s

condition that requires inpatient care at a hospital, hospice, or residential medical facility, including
any period of incapacity or any subsequent treatment in connection with such inpatient care, or a
condition that requires contiing treatment by a licensed health care provider.

Continuing treatment by a licensed health care provider means any one of the following:

1.

Incapacity/Treatment A period of incapacity of more than three (3) consecutive, full
calendar days and any su@gent treatment or period of incapacity relating to the same
condition that also involves either treatment two or more times within 30 days, or treatment
by a health care provider on at least one occasion, which results in a regiment of continuing
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treatmemn under the supervision of the health care provider.

2. Pregnancy/Prenatal CaréAny period of incapacity due to pregnancy or for prenatal care.
In these situations, FMLA also covers leave for the husband, if needed to care for the
pregnant spouse who isdapacitated due to severe morning sickness or other prenatal
complications (and may need physical car e)
appointments (and may need to be driven or need psychological care).

3. Chronic Condition$ Any period of inc@acity or treatment for incapacity due to a chronic
serious health condition such as asthma or diabetes. Chronic conditions require periodic
visits (at least twice a year) for treatment by a health care provider, continue over an
extended period of timeand may cause episodic rather than a continuing period of
incapacity.

Permanent/Lond erm Condition$ A period of incapacity which is permanent or long term due to

a condition for which treatment may esibkebe eff
or the terminal stages of a disease. The patient must be under the continuing supervision of a health
care provider, but need not be receiving active treatment.

Conditions Requiring Multiple TreatmentsAny period of absence to receive or reeofrom

multiple treatments, such as for restorative surgery after an injury, or for serious conditions such as
cancer (chemotherapy) or kidney disease (dialysis) that would likely result in a period of incapacity
of more than three (3) consecutive, fadllendar days in the absence of medical intervention or
treatment.

Incapacity and Subsequent Treatniefhe inability to work, attend school or perform other regular
daily activities due to the serious health condition or the treatment or recovepsalf afra serious
health condition.

Military Family Leave Entitlements

Qualifying Exigencies A qualifying exigency is a nemedical, norroutine activity that is
directly related to the covered mil utgystatuy me mb
To be eligible, the employee must have a spouse, parent, or child on covered active duty to a
foreign country or call to covered active duty status in the Armed Forces or reserve component of
the Armed Forces in support of a contingency opmrato a foreign country. Categories of
gualifying exigencies in the FMLA regulations include:

1. Shortnotice deployment activities (up to seven (7) days of leave is permitted if the military
member receives seven (7)veduty),l ess daysd no

2. Military events and related activities;

3. Certain temporary childcare arrangements and school activities (but not for ongoing

childcare or routine academic concerns);

Financial and legal arrangements;

Counseling by a nemedical counselor (such agnember of the clergy);

Rest and recuperation (up to a maximum of fifteen (15) calendar days of leave is permitted

when the military member is on temporary rest and recuperation leave);

7. Postdeployment military activities (such as arrival ceremoniesiotagration briefings);

8. Care of the military member 6s parent (when
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of seltcare); and

9. Addi ti onal activities which arise out of t
to active duty status providetat both the County and employee agree that such leave
shall qualify, and agree to both the timing and duration of such leave.

Military Caregiver Leavd FMLA leave may be granted to an eligible employee to care for a
covered service member, who is on téporary disability retired list and has a serious injury or
illness. The covered service member must be undergoing medical treatment, recuperation or
therapy, otherwise be in outpatient status, or otherwise be on the temporary disability retired list.
To be eligible for this leave, the employee must be the spouse, child, parent, or next of kin of the
covered service member.

Amount of Leave

Eligible employees may take up to a total of 12 workweeks of FMLA leave during a rolling calendar
year, when lege is taken for any one or combination of FIVigalifying reasons, not including

military caregiver leave. For regular flime employees, 12 workweeks of leave equates to 480
hours (674 hours for 2dour Emergency Services employees assigned teday8ycle).

Except for military caregiver | eave, each tim
leave entitlement is any remaining balance of the 12 workweeks that has not been used during the
rolling calendar year in which the leave wasetak

As with other paid leave types, FMLA leave is available in increments of cinanties (15 minutes)
and an employee may not be required to take more leave than necessary to address the circumstance
that precipitated the need for leave.

1. Amount of Military Caregiver Leavé For military caregiver leave only, up to a total of 26
workweeks of leave may be taken in a singleridhth period when combined with other
FMLA qualifying leave. The 26 workweeks of leave equates to 1,040 hours for regular
full-time employee (1,460 hours for-Bdur Emergency Services employees assigned to a
28-day cycle). For purposes of military caregiver leave only, thed2th period begins on
the first day the employee takes military caregiver leave and ends 12 raeths

When military caregiver leave is taken in combination with other FMLA qualifying reasons,
only 12 weeks of the total may be for reasons other than the care of the covered service membu

2. When Both Spouses Work for the CountyWhenboth spousesre employedby Isle of
Wight County,theyaretogetherentitledto a combined total of 12 (or 26) workweeks of
FMLA leave within the designated 12 month period for the birth and care of a newborn
child, adoption, or foster care placement of a child witheimployees, to care for a parent
(but not inlaw) with a serious health condition, or to care for a covered service member
with a serious injury or illness. Each spouse may be entitled to the remaining amount of
FMLA leave for other FMLA qualifying reassrsuch as the case for a child with a serious
health condition or due t o o0neofeaclspouseser i o
took 6 weeksof leaveto carefor ahealthynewbornchild, eachcouldlater useanadditional
6 weeksdueto his/herown serioushealthconditionor to carefor aspousechild, or parent
with a serious healttondition.
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3. Time Limitation When Leave is taken for Birth/Placemebéavefor birth andto carefor
anewborn,or for anewly placedchild for adoption or fostecaremustconcludewithin 12
monthsafterthe birth or placement of thoild.

Intermittent or Reduced Work Schedule Leave

Al ntermi ttent |l eaveo is |l eave taken in separc
(hours/days are taken periodicatlyer a period oftime) fiReduced wor k schedul
that reduces an employeebs usual number of ho

in a reduced hour schedule. In all cases, the leave may not exceed a total of 12 workweeks (or 26
workweeks to care for an injured or ill serviobember or veteran over a-b#nth period).

Leave to care for a newborn or a newly placed child must be taken all at once, and may not be
taken intermittently or on a reduced work schedule.

Leave takenbecaue of an empl oyeeds own serious health
spousechild, or parent with a serious health condition, may be taken all at once or, where
medically necessary, intermittently or on a reduced work schedule.

If anemployedakeseaveintermittentlyor onareducedvork scheduléasisfor planned medical
treatmentsthe employeemust, wherrequestedattemptto schedulehe leavesoasnotto unduly
disrupttheC o u n opgratisns. When an employee takes intermittent arcesi work schedule

| eave for the employee or empl oyeebds family
treatment, the County may temporarily transfer the employee to an alternative position with
equivalent pay and benefits for which the employee isifipchland which better accommodates

the intermittent or reduceebrk schedule.

Requests for FMLA Leave

All employees requesting FMLA leave must provide verbal or written notice of the need for the
leave to the Human Resources Departnansoon as the gioyee knows that leave will be
needed. An employee does not need to expressly assert his/lher FMLA rights for an absence to be
covered by FMLA. However, sufficient information must be provided for Human Resources to
determine if the leave qualifies for FMLprotection and the anticipated timing and duration of

the leave. If sufficient information is not provided, Human Resources will contact the employee
to inquire further as to the reason for the leave. Within five business days after the employee has
provided this notice of the need for FMLA leatlee Human Resources Department will complete

and provide the employee with the Department of Labor Notice of Eligibility and Rights and
Responsibilities form. The employee will be provided the Request foly#&hadical Leave form

and submit it to the Human Resour8aEpartment The employee will be provided the FMLA
Policy.

Whenleaveis foreseeabléor childbirth, placemenof achild or plannedmedicaltreatmentor the

empl oyeeds or f asrhealthyconditom the ampleyeesnest pravide the County
with at least 30 days advance notice, or such shorter notice as is practicable (it is expected that an
employee will give notice to the employer within no more than one or two working days of
learnirg of the need for leave, except in extraordinary circumstances). Wétening of theleave
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isnotf or eseeabl e, the employee must comply with
procedural requirements for requesting leave, absent uraisuahgances.

Required Documentation

Whenleaveis takento carefor afamily memberthe Countymayrequiretheemployedo provide
documentation or statement of family relationship (e.g., birth certificate ordamunnent).

An employee shall be required submit medical certification from a health care provider to
support a request for FMLA | eave for t he e mj
condition.Medicalcertificationforms (Departmenof LaborCertificationof HealthCareProvider

forEmplo y e efiosidHealthConditionform) areavailablein theHumanResource®epartment.

The employeebds jJjob description to include the
furnished to the health care provider completing the Certificatiodeafith Care Provider for

Empl oyeeds Seri ous Hemdloyebmustrespoddotsucta nequésitor m. Th
medicalkertificationwithin 15daysof therequest or provide a reasonable explanation for the delay.

Failure to provide certification magsult in a denial of leave or continuatioieave.

DuringFMLA leave theCountymayrequesthattheemployegoroviderecertificationof aserious
health condition at intervals in accordance with the FMIrAaddition, on a basis that does not
discriminate against employees on FMLA leave, the County may require an employee on FMLA

|l eave to report periodically on the empl oyeeo:
provide the employeebs health canoerdspandoagki d e r
whet her the need for |l eave is consistent wi t

empl oyeebs anticipated return to work date <ch
take more or less leave than originaiyticipatel, the employee must provide the County with
reasonable advance notice as soon as practicabhe ®mp | o ghangedtscumstanceand
newreturnto work date If theemployeajives the County notice of intent not to return to work, the
employee will beconsidered to have voluntaritgsigned. If the employee voluntarily terminates

hi s/ her employment while taking | eave covered
employee cease.

The Countyhastheright to askfor asecond medicalpinion. The County will pay for any such
second medical opiniamecessary. Arrangements are coordinated through the Human Resources
Department.

Certification of Military Family Leave:

1. Qualifying Exigency- To certify a qualifying exigency for military FMLA leavéhe
County will require certification within 15 days of the request or provide a reasonable
explanation for the delay. Failuregmvide certification may result in a denial of leave or
continuation of leave. Qualifying exigency forms (Departnadritabar Certification of
Qualifying Exigencyfor Military Leaveform) are available in the Human Resources
Department.

2. Military Caregiver Leave To certify a serious injury or illness of the covered service
member or veteran, the County will requoertificaion within 15 daysof therequesbor
provideareasonablexplanatiorfor thedelay. Failure to provide certification may result in
a denial of continuation of leave. Certificatifmmms (Departmenof Labor Certification
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for Serioudnjury or llinessof CoveredSer vi ce Member for Militar
are available in the Human ResourDepartment. Other types of certification may include
providing a copy of an Invitational Travel Order (ITO) or Invitational Travel Authorization

(ITA) issued to ap me mber of the covered service m
documentation of enroliment in the VA Program of Comprehensive Assistance for family
caregivers is sufficient, but the County may require additional information in accordance

with the federaftegulations.

FMLA leavemaybedelayedor deniedf theappropriatelocumentatioms notprovidedin atimely
mannerAlso, afailureto providerequestedocumentatiomf thereasorfor anabsencérom work
may lead to termination @mployment.

The Human Resources Department is responsible for reviewing and maintaining all medical
documentation including medical certificati on
empl oyeebs medical condition are withthosewhby con
have a bona fide need to know.

Use of Paid or Unpaid Leave

FMLA provides eligible employees with up to 12 (or 26) workweeks of unpaid leave. Therefore,
FMLA leave may be paid, unpaid, or a combination of paid and unpaid leave, dependireg
circumstances of the | eave and the employeeos
taking FMLA | eave because of the employeeds o
conditionof afamily membemustuseanyqualifying paidleaveprior to beingeligible for unpaid

leave. Qualifying paid leave is leave that would otherwise be available to the employee for the
purposdor whichthe FMLA leaveis taken.Theremainderof the 12 (or 26) workweeksof leave,

if any, will be unpaid MLA leave. Any paid leave used for an FMLA qualifying reason will be
charged against an employeeds entitlement to
unpaid leave does not extend the 12 (or 26) workweek [ezriead.

An employeenhois takingleavefor theadoptionor fostercareof achild mustuseall paidannual

and personal leave prior to being eligible for unpaid leave. An employee who is using military
FMLA leave for a qualifying exigency must use all paid annual and personal leaveofreng

eligible for unpaideave An employee using FMLA military caregiver leave must use all paid
annual, personal, or sick leave (as long as the reason for the absence is covered by the sick leave
policy) prior to being eligible for unpaid leave.

Designation of Leave

Within five (5) business days after the employee has submitted the appropriate certification form,
the Human Resources Department will provide the employee with a written response to the
empl oyeebs request f or ménMdlabord Desgnation Natice)lheg t h e
County may provisionally designate the empl oy
receivedmedicalcertificationor hasnot otherwisebeenableto confirmthatthee mp | o lpawee 6 s
qualifies as FMLA leave. i€k leave may be run concurrently with FMLA leave if the reason for
the FMLA leave is covered by the established policy. Leave for the birth of a child and for an
empl oyeebs serious health condition, i ttcl udi n
qualifies), will be designated as FMLA leave and will run concurrently with FMLA. If the
employeehasleaveto becountedasFMLA leave theemployeenustnotify theHumanResources
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Department asoon as possiblef t he empl oy e e éheleaveewasiforan FMIOA wo r k
reason.

If an employee takes paid leave for a condition that progresses into a serious health condition and
theemployeaequestsinpaidleaveasprovidedunderthis policy, the Countymaydesignatell or

some portion of relateldave taken as FMLA leave, to the extent that the earlier leave meets the
necessargualifications.

Maintenance of Health Insurance Benefits and other Benefits

During FMLA leave, an employee is entitled to continued group health plan coveragsaaethe

level and under the same conditions as if the employee had continued to work. If the employee
chooses not to return to work for reasons other than a continued serious health condition of the
employeeorthee mp | o familg Mesnberor acircumstancédeyandthee mp | o gosetrel,éhe
County wil!/ require the employee to reimburse
health insurance premium during the lepeeiod.

To the extent that an empl oyeeds hEdihirsurdneeav e i
premiums will be payrold educt ed from the employeeds paych
employee must continue to make this payment, either in person or by mail.

I f the employeebs payment of hegsllatehtheiCaustyr anc e
may discontinue health insurance coverage for
notice to the employee prior to the employeebd

If the employee contributes to a life insurance plan, disability planngrogher voluntary
contributions to benefit plans, the County will continue making payroll deductions while the
employeds onpaidFMLA leave. While theemployeds onunpaidFMLA leave the Countywill

discontinue coverage during the FMLA leave. Uponghenp | oyeeds return fror
payroll deductions wiltecommence.

Return to Work From Approved Leave

Upon the return to work from approved FMLA leave that was twelve (12) workweeks or less in
duration,theemployeewill berestoredo the positionof employmenheldby theemployeavhen

the leave commenced or restored to an equivalent position with equivalent status, benefits, pay,
and other terms and conditionsemiployment.

An employee that takes FMLA leave that was twelve (12) workweeks anléssation may be

required to provide a fitness for duty clearance from the health care provider stating that the
employee is able to resume work and/or if there are any limitations. This requirement will be
included in the emplAoeguestds response to the FM

An employeeds return to work may be del ayed o

provided in a timely manner. Also, a failure to provide requested documentation of the reason for
an absence from work may lead to termination of egmpent.
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Limitations on Reinstatement

An employeas entitledto reinstatemenonly if he/shenvould havecontinuedto beemployedhad

FMLA not been taken. Thus, an employee is not entitled to reinstatement if, because of a layoff,
reductionin force,or otherreasontheemployeenvould notbeemployedatthetimejob restoration

is sought.

TheCountyreservesheright to denyreinstatementb salariedgligible employeesvhoareamong

t he highest paid ten (10) p e r euithim 75 nolds oftthee Co u
worksite (fAkey employeeso) I f such deni al [
economic i nj urmoperatioms. t he Countyods

Failure to Return to Work Following FMLA Leave

If the employee does not return to work follogithe conclusion of FMLA leave, the employee

will be considered to have voluntarily resigned. The County may recover health insurance
premiumsthatwerepaid on behalfof theemployeeduringanunpaidFMLA leaveexceptthatthe

Count yo6s s ha unes mayfnot deurecovergdrif ghenémployee fails to return to work
because of other circumstances beyond the emg
require the employee to provide medical cert
serioushealthcondition.

Additional Information

For further information or clarification about FMLA leave, please contact the Human Resources
Department.

Section 5.13 (Adopted October 2, 2008)

Personal Leave

All full-time personnehreeligible to usetwo (2) daysof sick leaveperyearfor personaleasons.
Personal |l eave is intended to provide employe
school meetings/ functions of the employeeds ¢
to meet the grsonal needs of the employee outside of the regular peavisions.

Personaleaveis non-cumulativeandmustbetakenin thefiscal yeargranted Thesedayswill not

be carried over to the next fiscal year, nor are they paid upon separation of eergldynused
personaleavedayswill remainin thesick leavebalanceA personaleavedaymustbescheduled

and approved in advancaeasupbrywsort he empl oyeeds i mm
Section 5.14 (Adopted April 1, 2015July 1, 2018

Recognition Leave

All persomelareeligibleto receiveleavehoursfor thepurposeof suchinstancesstherecognition
of serviceto the County,in conjunctionwith the promotionof or participationin safety,health,or
wellness initiatives, or for any other purpose approved &yCibunty Administrator. Recognition
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leave is intended to provide employees paid leave separate and apart from his/her other available
paid leaveypes.

For the purpose of the recognition of five years of service milestwinesgular fulttime and
regularparttime employees (those working betweenZ®hours per week on a regular basis are
eligible; those working on an ecall/intermittent/temporary/or seasonal basis are not eligible),
with the County, the following schedule will apply:

Years of Service Number of Recognition Leave Hours Awarde(
5 4
10 8
15 12
20 16
25 20
<30 24

Recognition leave is necumulative, must be taken within 90 calendar days of it being granted,
andanyremainingbalancehereofshallbeforfeitedattheendof the 90 calendardayperiod. Any
recognitionleaveshallnotbe paiduponseparatiorof employmentis nontransferrableandis not
compensable in the form of monetary compensation in lieu of paid leave time. Use of recognition
leavehoursmustbe scheduledindapprovedin advancéythee mp | o immedidtesupervisor.
Recognitiorleaveshallbegrantedo anemployedor a specificpurposeby the HumanResources
Department upon approval of the County Administrator or his/her designee. The Human Resources
Departmat shallinformthee mp | o gepaerestirectorthatsuchrecognitionleave has been
granted.

ARTICLE VI
Benefits
(Revised January 17, 2002, September 1, 2005, December 15, 2005, October 16, 2006,
October 4, 2007, November 15, 2007, July 1, 2008, Dezet2008, November 20, 2014,
December 18, 2014, April 1, 2015, April 16, 203&nuary 1, 2018July 1, 2018

Section 6.0
Generally

Benefits are a privilege of employment and can be changed or revoked at any time. Benefits are
personal to the employe@®d cannot be assigned to other employees.

Section 6.1
Applicability

Benefits are available to all regular ftilne employees.

Section 6.2
(Revised September 1, 2005; November 15, 2007; August 22, 2013; February 19uR0152018

Tuition Reimbursement

It is the intention of the Board of Supervisors to recognize, develop, and extend the skills of the
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Countyds workforce. It I s t he policy of t he
college/university coursework that will lead to their profesal growth, expansion of skills, and

increased job competence. The Tuition Reimbursement Program provides reimbursement for
successful completion of college/university coursework.

Eligibility

Regular fulltime employees of the County who have succegsfabmpleted their initial
probationaryperiodareeligible to applyfor tuition assistanceSuchassistances limited to six (6)

semester hours per fiscal year (July 1 through June 30). Reimbursement is dependent upon the
availability offunds.

Coursewok must be directly related to the assignment of the employee and must be approved by
the Department Director prior to submission to Human Resources for approval. Application for
tuition assistancenustbe madeto HumanResource$or approvalprior to registeringor enrolling

in coursework. Course approval will not be granted after the first class session. Coursework
approval is nontransferable; each course requires a semapatation.

Employees may be reimbursed for tuition costs only, at an acatexdiliege or university, upon
successful completion of the course. Reimbursement will be a maximum of $300 per credit hour

for no more than six (6) credit hours per fiscal year; thus, the maximum tuition reimbursement an
employee will receive in any givdiscal year will be $1,800. Successful completion shall mean

the attainment of a minimum of a "C" or its equivalent for undergradee#t coursework, or a

mi ni mum of a ABO or -levelsoursegyarki val ent f or gradua

Qualifying Course and Subjects

Tuition assistance will be provided only when
current position, or is a requirement for an
directly related to t heonobpdiveyeeds present | o

Class Hours

Classes should not be taken during an empl oye
permission from the Department Director to use earned annual leave or compensatory time.

Requirements for Reimbursement

This benett is areimbursemenprogram The employeenust pay the full tuitionto the
institution upon registering faoursework.

Requests for reimbursement must be submitted along with an official transcript within thirty (30)
days of completion of the course.

Reimbursement for coursework will only be made to the employee upon receipt of an official
transcript and verification of payment in full to the college or university.
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General Considerations

As a condition of receiving tuition reimbursement, an empowdl be required to sign an
agreement whereby, in the eventmplophwdthircomepl)oyee
year aftera tuition reimbursement payment is made, he/she will be required to repay all funds
expended by the County within theesyear period. This will be collected from the separating
employee via payroll deduction if possible and if not possible, the separating employee must repay

the County within sixty (60) days of his/her last day of employniétite former employee fails

to repay the funds, the County will pursue collection in the same manner and by the same means

as it would collect other debts and deem the former employee ineligilvkhice.

Avalilability of funding for the Tuition Reimbursement Program may be suggeaidany time.
Section 6.3
Holidays (Revised October 4, 2007, July 1, 2008, December 18, 2014, April 16,2013, 201y

Isle of Wight County shall observe the following holidays and other such holidays as may be
prescribed by the Board of Supensis or by the Governor of the Commonwealth of Virginia:

NewY e a bay s First day ofJanuary

Lee/Jacksobay Friday preceding Third Monday ranuary

King Day Third Monday inJanuary

Wa s h i nBirthdap 6 s Third Monday inFebruary

MemorialDay Last Mondaym May

Independence Day Fourth day of July

LaborDay First Monday inSeptember

ColumbusDay Second Monday in October

Vet e Dayn 6 s Eleventh day oNovember

ThanksgivingDay Fourth Thursday in November atiteday
after Thanksgivinday

ChristmadDay Twentyfifth day of December and the dagfore or

after Christma®ay

If anyholidayfalls on Saturdaythe Fridayprecedingheholidayshallbeobserved.If theholiday
falls on Sunday, the following Monday shall be observed. The Board of Supervisors n&ty adju
the schedule to accommodate spedi@umstances.

All regular full-time employees shall be entitled to holiday time off with pay equal to the
empl oyeeds regul arl y s c he d-neenployees\those regularlywo r k .
scheduled foR0-29 hours per week) shall be entitled to time off with pay equal to four (4) hours.

An employedorfeits eligibility to becompensatetbr the holidaysobservedy the Countyunless

the employee works the last scheduled work day before the holidayeahcstischeduled work

day after the holiday or is on approved leave wéi.

If a regular norexempt fulltime employee, except for employees assigned tedag&ycle
within the Department of Emergency Services, is required to work on the actual @rs¥oved
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holiday, he/she shall receive his/her regular rate of pay for all hours worked plus compensatory
time off. Since regular neaxempt fultltime employees assigned to ad@8y cycle, as authorized
within the 7k work period exemption within the Fhabor Standards Act, within the

Department of Emergency Services regularly work holidays as part of their normal work
schedule, these employees willgmad twelve (12) hours of straight time as holiday pay for the
actual and/or observed holiday. Holidgtyaight time payor nonexempt fullttime employees
assigned to a 28ay cycle is equal to twelve (12) hours. Partial holidays will be prorated (i.e.
half day holiday straight time paguals to six (6) hours, etc.).

If an exempt employee is reqged to work on a holiday, he/she shall receive compensatory time

off equal to the hours worked to be taken another time. If anytipggtemployee is required to

work on a holiday, regardless of his/her status, he/she shall receive pay at the rate od taime a

half for all hours worked on the holiday. Assignments for work on a holiday must be approved in
advance by the department head or his/her designated representative. Given that the County
recognizes the preceding Friday or following Monday but anldéiggmployee may be required

to work on the actual holiday, the employee will be eligible for holiday pay in accordance with
this holiday for any hours worked on both the day the County recognizes the holiday and for any
work on the actual holiday.

If a parttime employee is required to work on a holiday and/or the observed holiday, he/she shall
receive time and one half rate for all hours worked on that date.

An employee who has an unexcused absence for any part of the workday preceding or following

a hdiday shall not receive holiday pay. An employee who igpproved leave with pay durirg

periodin which a holidayfalls, shallnotbe chargedeavefor the observedoliday. An employee

who is on military leave with pay during a period in which a tegfifalls, shall not receive any
additional pay or compensatory | eave for the
Leave will not receive holiday pay. In the case of an employee who terminates employment and
the last day actually worked is the lasirk day before a holiday, the employee is not eligible for
holidaypayunlesgheholidayis thelastdayof the payperiodandtheemployeenasbeenonactive

status for the full paperiod.

For Religious or other National Holidays, with leave approgedhe supervisor, an employee
may request authorized leave with pay as follows:

1 Request charged to compensation time offififlicable)
1 Request charged to annual or perstewle

Section 6.4 (Revised December 15, 2005, October 4, 2007, April 1, 2015)

Virginia Retirement System

TheCountyshallprovidemembershipn theVirginia RetiremenSystem(VRS) in theappropriate

state retirement plan for all employees who are eligible under the rules and regulations of the
system.Employeesarerequiredto contributeto theapplicableplanin whichtheyareenrolledand

the County pays the employer contribution on behalf of the employee, which varies based on the
applicableplan.
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IRS Section 457 Deferred Compensation Plan

The Countysponsorsa deferredcompensatiorplanto allow full-time employeego savea portion
of their pretax salary for retirement purposes. The County matches up to $35.00 per month.
Participation in this plan ioluntary.

VRS Disability Retirement

An employee under the age of 65avbecomes mentally or physically unable to perform his/her
present duties because of a disability that is likely to be permanent are eligible to apply for
disability retirement. Employees are eligible on the first day of employment, provided the
disability did not exist at the time of employment. This program is administered through the
Virginia Retirement System, and the County pays the full cost on behalf of its employees.

Section 6.5 (Revised December 15, 2005)

Life Insurance

All regular full-time empoyees are eligible for coverage through the Virginia Retirement System
Life Insurance program. A medical examination is not required to receive this coverage, and the
County pays the full cost. This group term program provides a death benefit equal to the
employee's annual salary rounded up to the next higher thousand and then doubled.

Optional Life Insurance

Employeesnay,attheirown expensepurchaseadditionallife insurancdor themselvesswell as
coverage for their spouses and children through\{RSsponsored program. If an employee
appliesfor benefitsup to $250,000within thefirst 31 daysof employmentadditionalevidenceof
insurabilityis notrequired.If anemployeeappliesfor benefitsin excesof $250,000an Evidence

of Insurability form is required. Application for optional life received after the first 31 days of
employment may require Evidencelp$urability.

Section 6.6

Worker's Compensation (Revised January 17, 2002; October 16, 2006, November 20, 2014)

In compliancewith theVirginiaWo r k Eam@ensatiorct, the Countyis committedto ensuring
thatall full -time andparttime employeesncurringawork relatedinjury or diseasavould receive
wor ker 6s chemefisensati on

At no cost to employees, the County provides Workes Compensati on insur an
injury or illness which results from an injury incurred during the course of employment. The
County ©provides alll of the benefits identifi

including payment of coveradedical expenses and lost wages.

Work-Related Injury, lllness and Substance Exposure Reporting

Immediately followingevery work related injury, illness or substance exposine affected
employee is required to notify his/her supervisoin person or by ptne as soon as possible.
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Prompt reporting ensures timely processing of
will impede processing of the claim and can lead to denial of the claim.

Upon notification of an injury, iliness or substance exposwléntthe supervisor is required

to notify the Risk Management Coordinator, in person or by phone. Notification should be

made as soon as possible after the occurrence, but no later than 24 hours after the injury. In cases
where an injury results in arof the following; an employee being admitted to the hospital, an
amputation, or a fatality, notification must be made immediately so that the Risk Management
Coordinatoicanmakethemandatedhotificationto OccupationaSafetyandHealthAdministration

(OSHA) within the required 8 houdimeframe.

If applicable, upon completion of the initial visit to the doctor the employee is required to report
backto his/hersupervisoandtheRisk Managemen€oordinatorjn persoror by phoneto provide

an update ofiis/her condition and return to work instructions. The employee is fugheired to
provide an update of his/her condition after each subsequent visitdodtoe.

First Reporting Procedure

After notification of an injury, the supervisor will instiuthe injured employee to initiate the
workersd compensation reporting pr &icstRegrt by f o
of Injury, Iliness or Substance Exposur8tandard Operating Procedutecated on Central at
HR/Workers Compensation/Fos/First Report of Injury. Reporting must take place before
medical treatment is sought, unless there is a medical emergency. In this case, the supervisor will
make the First Report of Injury.

Panel Doctors and Medical Treatment

In accordance withthe\@ri ni a Wor ker s6 Compensation Act, t|
of physicians to furnish medical care for all
select a primary care physician from the panel for his/her medical bills to be covered under

wor kersoé compensation. The employee wil/|l be p
Report of Injury process. If an employee elects to use a physician who is not on the authorized list,

the treatment wil |l be i nceasureeckiptaftmaxintum beaefitp | oy e
pertaining to payment of medical expenses and

must accept medical treatment and keep appointments with the authorized physician.

Emergency Situations

In anemergencgituation theprimaryobjectiveis to obtainimmediatemedicalcarefor theinjured
employee. In this situation the following guidelines shoulébbiewed.

1. Obtain Emergency CaieObtain emergency care as dictated bysiheation.

2. FirstReportingi Thesupervier will initiate theinjury reportingprocessy following
the procedure outlined in tHarst Report of Injury, lliness or Substance Exposure
Standard Operating Procedure located on Central at HR/Workers
Compensation/Forms/ First Report of Injury andl wéport the injury to the Risk
ManagemenCoordinator.

3. Panel Doctoit The employee is required to select a panel doctor as soon as they can
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after receiving emergency medical treatment. The panel doctor will pddibom-up
care, and will serve as tleeordinator for specialisare.

A

Workersd Compensation Claims Processing

The Countybés insurance carrier wild@l use the
including investigation if needed, to establish whether the claim meets the requirefents o

compensability as defined by the Virginia Wor
empl oyee may seek an appeal through the Worke

Medical Bills

The Virginia Workersdé Compens atonaldenandicastomgryr ov i d
medi cal services associated with treatment f o
physician and hospital services as well as prescription drugs. Medical bills should be sent from the
provider to the Colfuheinprédsemployee vecetves enedical laills fori am r
approvedw o r k eompei@satiortlaim, the bills shouldbe forwardedto theC 0 u n insurdarse

carrier. Contact the Risk Management Coordinator for insurance carrier contact information and
assistance.

Lost Wage Payments

The Workerso Compensation Act provides |l ost v
work due to a compensable injury, in the amo
averageveeklywage(AWW). The AWW is determinedy calailatingthe weeklyaverageof the

empl oyeeds gross wage figuwy. 52 weeks prior to t

Compensation for an approved compensable injury shall begin when the injured employee is out

of work for more than seven (7) calendar days, commonly referred as t he HAwai ti ng
provided by the Virginia Workers Compensation Act. An injured employee can electithese
accumulated sick and/or annual leave for County business days occurring during the waiting
period. After theé odédquithedi myvairtidng mpé oyee sh

from the County,; however, the employee shal/l
Wor ker Compensation insurance carrieAct. in acco
Onlyincaseswer e the injured employeeds compensabl

twenty-one(21) calendadays theC o u n woykérscompensatiomsurancearriershallforward
compensation to the injured employee as compensation for missed work during the

afor ementi oned Awaiting periodo. The employee h
Awai ting periodo and forfeit the sick and/ or
to the County for reinstatement of leave taken during the wauérigd.

Empl oyees receiving workerds compensation bencg
their absence if workers compensation benefits are provided to an employee for more than half of

the month. The County will continue to provide Quofe Insurance Benefits as well as the
Countyods portion of t he heal th i nsurance pr
compensation leave from work. The employee shall be responsible for the employee portion of the
health insurance premium and arthier employee paid benefit. If an employee is unable to pay

for any employee portion of an elected benefit, the benefit shall be terminated and reinstated upon
the injured employeeds return to work ble eligi
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to the benefit. Should an injured employee not return to full time or modified duty within a six
month period from the date of injury, the County reserves the right to review and determine the
empl oyeebs eligibility for County paid benef.i

If the inured employee was injured while under the influence of alcohol or another controlled
substance, coverage by workero6és compensation

Alternate Duty

The County supports alternate duty assignments for employees who are recoverimgufiem
Alternateduty offersemployees chanceo returnto work ata capacityanddurationapprovedy

the panel doctor. The employee will be considered for productive assignments within his/her
current department or another department if an assiginishaot available in his/her department.
Employees are encouraged to return to work in an alternate duty capacity wiperssige.

Employeewill receivetheirnormalpaywhile in analternateduty assignmenprovidedtheywork

full time. Employeeswh ar e restricted to |Iimited hours w
wage payments for the hours they miss due to injury. Failure to report to an available alternate
duty assignment will result in discontinuation of lost wage benefits and the empldyde

considered to be on unapprovedve.

Alternate duty assignments will not exceed six months. After six months from the date of injury,
the panel physician should be able to indicate whether the employee is able to return to the full
duties of higher position or if work limitations will be permanent.

In theeventtheemployesds still beingtreatedor theinjury, andafinal prognosisannotoemade,

the alternative duty assignment may be extended if approved by the Department Director and the
CountyAdministratorandif it doesnotimpedeoperations.In theeventof a permanenlimitation,

job accommodations and position transfer will be explored as options Emfileyee.

Leave Records

Employees are required to complete their leave recélettiag time missing from work due to
injury and time at work while under work restrictions. The following codes are used to reflect these
hours:

WWor ker sé6 Co khques mssed from nvork due to wer&lated injury. This also
includegtime for dodor appointmentsTreatmentndtime missednustbefor anapproved
workersd compensation cl ai m. I f a claim is
an ASO cdedvwe. f or si ck

AD Alternate Dutyi Hours the employee works in alternate dutyviih restrictions prohibiting
theemployedrom performinghis/hemormaljob/orrestrictionsonthenumber of hours per
day an employee mayork.

SSick Leaveé Hours missed in accordance with the County sick leave policy. Additionally, hours
missed forawdr el ated injury during the Awaiting
leave.
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Section 6.7 (revised July 1, 2018)

Employee Service Awards

The County realizes the value of having a lvegn and dedicated work force. In recognition of
thevalueof theeffort, time, andability of Countyemployeesthe Countyhasestablished system
of acknowledging and rewarding employees for their years of service Gothny.

Regular fulttime and regular paitime employees (those working between2ZZ0hours per wak

on a regular basis are eligible; those working on acatlintermittent/temporary/or seasonal
basis are not eligibleshall be recognized and rewarded for their years of service with Isle of Wight
County in accordance with the following schedule:

Five Years ofService

Ten Years oService

Fifteen Years oBervice

Twenty Years oService
Twentyfive Plus Years oService

®L2O0T®

Section 6.8 (Revised January 1, 2018)

Reward & Recognition Program Policy

Purpose

The County is proud of its growing workforceaaring, competent, and dedicated employees and has
established a Reward & Recognition Program to recognize, appreciate, and reward employees for
outstanding public service. This program provides rewards to selected employees who perform beyond
expectatios and serves to highlight the excellence that exists in all areas and job functions across the
County. Employee recognition can be given in many ways, including but not limited to, offering verbal
praise or providing professional development opportunikty studies on the work place have shown

t hat being recognized for achievements, Kknowin
the opportunity for growth and professional development have a considerable impact on employee
satisfactiorand commitment. The Reward & Recognition Program is designed to promote the fair and
equitable recognition of individuals and teams who demonstrate superior service in advancing the
Countybés overall goal s and o b jpleyees fonthe performaAceaf r d s
their normal work duties, accomplishments that are routine and within the duties outlined in their positic
description, or behavior that is generally expected of Isle of Wight County employees. Any or all parts ¢
the Rewad & Recognition Program may be suspended at any time.

Caught You Caring AwarelLevels:

1. Caught You Caring Awards provide supervisors with a way to instantly recognize employees for a
specificaccomplishment, activity, act of service, knowledge ot,skilcompletion of a major project in a
manner or result that is above and beyond the
mission of the community of choice that cares. Awards will be approved by the Department Director an
rewarded s quickly as possible after the event occurs.

2. All full-time and partime employees of the County shall be eligible for this award.
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3. Semiannually (January 1, July 1), a specified number of gift certificates will be allocated to each
department byhe Department of Human Resources. It will be up to each Department Director to
authorize the distribution of these awards. Once the awards have been distributed for a period, no
additional awards will be available until the next scheduled allotment.

4. The designated supervisor will present the award directly to the employee as soon as possible after
approval from the Department Director. This recognition is designed to be given to employees as instar
recognition for an accomplishment.

5. The issuin@epartment Director must notify Human Resources in writing within seven (7) business
days after a Caught You Caring Award has been issued. The notification will detail the employee who I
received the reward and documentation as to why they were degsefvire special recognition.

6. Any awards that are not given out each period may be carried over and used in the next period.

7. A reconciliation of awards distributed to Departments and awards remaining in inventory will be
performed semannually athe closure of each period with certified documentation provided to the
Finance Department for review and retention for audit purposes.

8. A summary of recipients and detail of the special recognition will be prepared eachrsami period
by the D@artment of Human Resources and provided to the County Administrator for program review b
the end of the month following the period closed.

9. Allotment of awards will be provided se@mnually in proportion to employee counts per department as
determired by funding approved in the annual operating budget.

a. At the commencement of each semnual period (July 1 and January 1), Department Directors will be
issued a preletermined number of awards based upon the current employee count within theelepart

b. Upon the request of and approval by the County Administrator, four (4) additional awards will be
available each period for special circumstances at the recommendation of the Director of Human
Resources.

Public Service Awards:

1. Public Servie Awar ds are designed to reinforce the
commi t ment and rewards empl oyees who support t
suggestions, and/or actions which result in improved service delivery, effesesafety, costavings,

enhancement of the Countyds | mage a-wakere.r posit

2. All full -time and partime employees of the County shall be eligible for this award.

3. Nominations may be submitted to theu@ty Administrator by Department Heads for consideration on

a quarterly basis. A committee consisting of the County Administrator and whomever he/she selects to
serve on the committee will review the nominations and any supporting documentation anthdeterm
which will be granted a Public Service Award. The County Administrator will determine a specified
number of preaaxed monetary awards in the amount of $100, unless he/she deems a higher monetary
award is warranted, for individual employee recognitiod in the amount of $25550, unless he/she
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deems a higher monetary award is warranted, for each member of a team, based on the size of the tea
being recognized as a team. The monetary awards will be paid oftex jasis that shall be included in
the empl oy e anodrghly pagralltperisde mi

4. Each recipient of a Public Service Award will receive eight (8) hours of recognition leave, the moneta
award, and a Public Service Award Certificate that will be presented to him/her at a BoardroisStgpe
Meeting.

5. Human Resources will track the Public Service Award recipients and the documentation of why they
received the award. A reconciliation of awards distributed will be performed at the closure of the fiscal
year with certified documentatn provided to the Finance Department for review and retention for audit
purposes and also provided to the County Administrator.

Section 6.9 (Revised December 4, 2008)

Retiree Benefits

All regular full-time employees having 1) a minimum of fifteen (3ars of continuous
employment with the County, thirty (30) years of cumulative services with the County, or less than
fifteen yearsof continuousemploymentwith the County who haveretired due to line-of-duty

injuries, and 2) having been approved to neeeetirement benefits from the Virginia Retirement
System shall be eligible to continuensucaoce er age
programs. Such coverage will be provided until the employee is eligible for Medicare coverage
andwill beprovidedatther e t i expersdnrsl00%of thepremiumrequirement.Coveragewill

be provided to the retiree only and will exclude any spouse and/or dependent coverage. Retirees
who elect this provision and subsequently terminate participation ipldhemay not thereafter
rejointheplan. Thispolicy shallapplyretroactivelyto all activeemployeessof Januaryl, 2003.

Section 6.10 (Effective July 1, 2018)

Virginia Local Disability Program (VLDP) i Virginia Retirement System Hybrid Plan
Members

Short-term Disability

Regular, full-time employees who are Virginia Retirement System (VRS) Hybrid Plan members:

1. Under the Virginia Local Disability Program (VLDP), shoetm disability is a component of the
VRS Hybrid Plan that provides, in mostcasesy c ome r epl acement at 60
pay when an employee is unable to work due to an iliness, injury, or disability. Alhfell
hybrid employees are required to participate in the dkam disability program at no cost to them.

2. The maxmum shorterm disability period is 125 workdays. The 2@6rkday period is based on
a Monday Friday workweek and includes paid holidays. If an employee is still disabled after 125
workdays, he or she may be placed on {ergn disability, as determindgy the third party
administrator for the VRS VLDP.

3. Upon meeting the criteria for the shtetm disability benefit, shoterm disability begins after
seven (7) calendar days from the first day of the disability. During the-sal@mdar day waiting
peiiod, employees may use sick leave or other eligible leave to cover the absence from work.
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Employees may also use eligible leave to offset a reduction in income replacement when using
shortterm disability, may not exceed 100% income replacement.

Shortterm Disability Benefits for Hybrid Employees

Months of Workdays of Workdays of Workdays of
Continuous Income (Replaced Income (Replaced Income (Replaced
Service at 100%) at 80%) at 60%)
Less Than 12 0 0 0
13-59 0 0 125
60-119 25 25 75
120-179 25 50 50
180 or more 25 75 25

Long-term Disability

Regular, full-time employees who are Virginia Retirement System (VRS) Hybrid Plan members:

Under the Virginia Local Disability Program (VLDP), lotgrm disability benefit begsiafter 125
workdays of shorterm disability. The third party administrator will be responsible for determination
of eligibility and payment to the employee directly for any lbegn disability benefits that they are
eligible for. If approved, theemply e e  wi | | receive income repl a
disability income.

ARTICLE VI
Disciplinary Policy
(Revised February 2, 2006, April 1, 2015)
Section 7.0 (Revised February 2, 2006, April 1, 2015)

Disciplinary Policy

There is an exemphastandard of conduct expected of each employee of the County. Itis generally
interpreted to mean that an employee will conduct himself/herself in a manner compatible with
public service. It is also the responsibility of the employee to perform his/ties doi the best of
his/her ability and to the standards set forth in the job description. County employees also have the
duty and responsibility to be aware of and abide by existing policies, procedures, rules and
regulations. No employee shall be diseipt for political or religious reasowms for any other
unlawfulcauseWherepractical theCounty'sdisciplinaryprocedureshall be progressive mature.

Supervisor Responsibility

The immediate supervisor must approach corrective measures in ativebjeanner. If the

empl oyeeds performance of an assigned task is
see that proper instructions, appropriate orientation, and training have been given and that the
employee is aware of job expectations. Moly single incidents, but also patterns of poor
performanceshouldbe of concernastheseareindicativeof overall performancelf misconducis

the issue, the supervisor should take steps to insure the employee has been made aware of the
C o u n polciésandregulationgegardingheinfraction.Disciplinaryactionsshouldalsoinclude
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a plan for correction that is clearly communicated withetingloyee.

Section 7.1

Purpose

Thepurposeof thisdisciplinarypolicy is to providesupervisorsvith afair andobjectiveguidefor
determiningtheseriousnessf anemployee'sinsatisfactoryvork performancer misconducand
selecting the appropriate disciplinary action to correct the unacceipédualeior.

Section 7.2 (Revised April 1, 2015)
Definitions

Oral Reprimand An oral reprimand shall be defined as a discussion between the supervisor and

the employee where the employee is advised and cautioned about his/her unsatisfactory work
performance or misconduct. In order to officially be recorded asranreprimand, the oral
reprimand shall be documented on the Countyos
theemployee'personnefile. Oralreprimandsrenotgrievable.No oralreprimandshallbegiven

without prior approval by the departmearitHumarResources.

Written Reprimand- A written reprimand shall be defined as written documentation to the
employee from the supervisor wherein the employee is advised and cautioned about his/her work
performance or misconduct. The written reprimana khl be documented on
Empl oyee Corrective Action Form and placed i
reprimand shall be given without prior approval by the department of Human Resources.

Suspension- A suspension shall be defined aamporarily prohibiting an employee from
performing his/ her duties as a result of t he
misconduct. An employee may be suspended without pay for a period not to exceed 15 workdays
with theapprovalof thedepartmat of HumanResourcesThesuspensioperiodshallbewithout

pay. With the approval of the County Administrator, an employee may be suspended for a longer
period. The suspension shall be documented on
andplacd i n the employeebs personnel file. No su.
by the department of Humdesources.

Disciplinary Demotion- A disciplinary demotion shall be defined #g reassignment of an
employee to a lower pay grade. An epyae who receives a disciplinary demotion shall receive

a decrease in salary with the approval of the department of Human Resources. The disciplinary
demotion shal/l be documented on the Countyos
t he e mpérsmnnel ©ed o demotion shall be valid without prior approval by the department

of Human Resources.

Dismissal- A dismissal shall be defined as an involuntary separation from employment initiated

by the County as a result of the employee's unsatisfastork performance or misconduct. The
dismissakhallbedocumentedntheC o u n EnypldyeeCorrectiveAction Formorin someother
approved written manner and placed in the emp
without the prior appras by the department of Hum&esources.
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Section 7.3

Applicability

All employeesvithin departmentsvhich areapartof theclassifiedserviceshallbecoveredunder
thispolicy. All levelsof supervisiorshallberesponsibldor theuniform orientationof employees
regarding this policy and its fair and eqaeaforcement.

Section 7.4 (Revised April 1, 2015)

Policy

TheCountysupportghe useof progressivalisciplineto addresgonductissuesuchaspoorwork
performance or misconduct and to encgeramployees to become more productive workers and
meet County standards aexipectations.

The County reserves the right to administer appropriate disciplinary action for all forms of
disruptive and/or inappropriate behavior. Each situation will be dédlton an individual basis.

The County has established general guidelines to govern the conduct of its employees. No list of
rules can include all instances of conduct that can result in discipline and the examples below do
notreplacesoundudgmentor commonsenséehavior Examplesof employeeconducthatwould

leadto disciplineandthe usualcourseof disciplinaryactionhavebeenseparatethto threegroups,
according to the severity and impact of the infraction. Violations may warrant differielg lefv
discipline depending on the level of seriousness. The severity of the discipline chosen by the
supervisor must be proportionate to the seriousness of the offense. The County always reserves the
right to determine the appropriate level of disciplynaction, including but not limited to
disciplinary demotion, oral and written reprimands, suspension, and dismissal. For inadequate or
unsatisfactory job performance, the supervisor may, with approval of the County Administrator,
placeanemployeeon probationarystatusin theeventtheemployeehasnotachievedsatisfactory
performance by the end of the probationary period, he/she may be discharged in accordance with
the provisions of Section 4.9. Below are some examples of offenses that may leagblioatigc

action. The list is not meantto be-ellnc |l usi ve or i n any way | i mit
disciplinary action for offenses not included on thss

First Group Offenses (Examples Only)

1 Unsatisfactory attendancetardiness;

1 Abuse ofCounty time, suclas:
0 Unauthorized time away from work ares;
o Failure to notify supervisor promptly of completion of assigwedk
0 Abusing meaperiods

1 Obscene or abusivanguage,;

1 Contributing to unsanitary or unsafenditions

1 Violating the chain bcommand as described in Article VIII concerning issues arising in
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the workplace

Second Group Offenses (Examples Only)

T

1
1

Failure to follow supervisor's instructions, perform assigned duties timely, correctly,

competently, or at an adequate level of préidacor otherwise comply with applicable
established writtepolicy;

Insubordination;

Incompetency omnefficiency;

Leaving the work area without proper noticestpervisor;
Unauthorized use or misuse of County propertseoords;
A moving traffic violation while using Countyehicles;

Violating safety rules where there is not a threat to life;

Third Group Offenses (Exampl&mnly)

1
1

Absence or leave in excess of three (3) work days without a satisfagfanation;

Use of alcohol or unlawful use possession of controlled substances while on the job, or
reporting to work when under the influence of alcohol or contreliedtances;
Falsifyinganyrecordssuchas,butnotlimited to: vouchersreportsjnsurancelaims,time
records, leave recordsy, other officialrecords;

Willfully or negligently damaging or defacing County records or County or employee
property;

Theft or unauthorized removal of County records or County or empfogperty;
Acts of physical violence dighting;

Engaging in exual activities while on the job or on Couptpperty;

Violating safety rules where there is a thredif&

Sleeping during workingours;

Willful dereliction ofduty

Participating in any kind of work slowdown, sit down, or similar concertedfenasce
with Countyoperations;

Unauthorized possession or use of firearms, dangerous weapExgasives;
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1 Threatening or coercing employees or supervipergonnel;

1 Criminal convictions for acts of conduct occurring on or off the job which are deilate
job performance or are of such a nature that to continue the employee in the assigned
positioncould constitutenegligencen regardto the department'slutiesto the public or to
other Countyemployees;

f Viol ati ons o f-DischinenatiGrand AntHaarassmahBaticy;

1 Demonstrating insubordination, including but not limited
0 Refusal to do an assigngib
0 Refusal to work overtime when required
o Refusal to accept holiday work whassigned
o Intentional delay in carrying out assignment

Supervisors may account for mitigating circumstances in determining discipline, but they must
document any such mitigating circumstances in writing.

All disciplinaryactionswith theexceptiorof oralreprimandareappealabl¢hroughthegrievance
procedue.

Procedural steps for imposing discipline are set forth on the following pages. The failure of a
supervisor to follow these procedural steps will not, of itself, render the discipline invalid or
improper. However, the supervisor's failure to follow phecedure may be separately grieved by

an employee and may be included in an evaluation of the supervisor's job performance.

Section 7.5 (Revised April 1, 2015)

Reprimands

Reprimands are given for offenses which are less severe in nature but whioh cequaiction in
theinterestof maintaininga productiveandwell- managedvork force. Theform of thereprimand
may be either oral awritten.

a. A supervisor should first discuss the offense with the employee and advise him/her of
the need for correctionf. the situation is not corrected, the employee should be given
an Employee Corrective Action Notice designating the reprimand as either an Oral or
Written Reprimand and emphasizing the need for correcting hisghewior.

b. No reprimand shall be reliegpan as a basis for further disciplinary action unless it is
documented in writing and a copy forwarded to the Human Resources Department for
inclusion in the employee's official personfilg.

C. Once a reprimand is reduced to writing, as provided abovepw shall be hand
deliveredandsignedi r e c ebithieendployeeor mailedto theemployeeby certified
mail (return receipt requested) if haddlivery is nopractical

d. Written Reprimands shall be cumulative in nature and shall remdiie.on
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Section 7.6 (Revised April 1, 2015)

Suspensions

Suspensions are given for acts of conduct of a more serious nature, including unsatisfactory work
performance or misconduct, which continues after discipline has been imposed. Cactictive

for theseoffensesgncludea meetingbetweertheemployeeandthe supervisorif possible prior to

the suspension being imposed, a written notice including the items listed below and suspension
without pay. Employees may not be suspended in excess of fifteen 15) worlodagsoffense

of thisnature.

Prior to suspending or dismissing an employee, the department director or supervisor must:

a. Meet with the employee to discuss the problem and provide the employee
opportunity to respond in written form by the close ofribgt businesday;

b. Review the employee's responses and any available information regarding the
problem;and
C. Prepareawritten statemenbf theproblem the employee'sesponsea summaryof

findings, action being taken, a warning to what further diswpli action could
result if the situation is not corrected and a statement of the employee's right to
appeal (if any) in accordance with the County's grievantey.

A writtennoticeof suspensioghallbehanddeliveredandsignedreceivedor mailedcertified mail
(return receipt requested) to the employee. The items listed below shall be included in the written
notice:

a. A statement of the reason(s) for swespension;

b. A warningof whatfurtherdisciplinaryactioncouldresult,if thesituationis notcorrected;

c. A statement of the employee's response to the reasons for the suspension as indicated in
the meeting between the supervisor and the employee; and if a meeting was not possible
priorto thesuspensiobeingimposedthereasorthatameetingcoud nottakeplaceshould
be stated in thketter.

d A statement of the employeeds right to apft
grievance procedure.

A copyof suchwrittennoticeshallbeforwardedo theHumanResource®epartmentor inclusion
in the employee's official personrigé.
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Section 7.7 (Revised April 1, 2015)

Disciplinary Demotion

Disciplinary demotions can occur as an intermediate discipline or as an alternative to termination
in seconabr third groupoffensesprin case®f continuedcommissiorof first groupoffensesafter
discipline has beeimposed.

a. An effort should be made by the supervisor to meet with the employee prior to imposing
the demotion. The employee should be given the opportunity to respond to the reasons f
the proposed action.

b. A written noticeof thedemotionshallbehanddeliveredor mailedto theemployeeby
certified mail (return receipt requested). The items listed below shall be included in the
writtennotice.

1. A statement of reasons for themoton;

2. In cases where the demotion is not voluntary, a warning of what further disciplinary
action could result, if the situation is mairrected;

3. A statement of the employee's response to the reasons for the demotion as indicated in
themeetingoetweerthesupervisoandtheemployeeandif ameetingwvasnotpossible
prior to the demotion, the reason that a meeting could not take place shstatbte

4. A statement of employee's right to appeal (if any) in accordance with the County's
grievance policyunless the demotion ¥®luntary.

c. A copy of such written notice shall be forwarded to the Human Resources Department
for inclusion in the employee's official personfilg.

d. A demotion shall not be used as a disciplinary action if the employee invawaedtoqualify
for the lowerranked position or if the demotion would require the displacement of another
employee.

Section 7.8
Dismissal

An employee is dismissed for acts and behavior of such a serious nature that a first occurrence
should normally waant termination and for unsatisfactory performance or misconduct of a less
seriousaturewhich continuesafterdisciplinehasbeenmposedor prior poorwork performance

or misconduct.

An effort should be made by the supervisor to meet with the emppoi@eo the dismissal. The
employee should be given the opportunity to respond to the reason(s) for the proposed action. A
written notice shall be hand delivered or mailed certified mail (return receipt requested) to the
employeef handdeliveryis notpractical. Theitemsbelowshallbeincludedin thewrittennotice.
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1. A statement of the reason(s) thsmissal;

2. A statemenbf theemployee'sesponsé¢o thereasongor thedismissabsindicated
in the meeting between the supervisor and the emplogdeaf a meeting was not
possibleprior to thedismissalthereasorthatameetingcouldnottakeplaceshould
be stated in thietter;

3. A statement of the employee's right to appeal (if any), in accordance with the
County's grievancpolicy.

A copyof suichwritten noticeshallbeforwardedo theHumanResource®epartmentor inclusion
in the employee's official personriié.

Section 7.9 (Revised April 1, 2015)

Non-Disciplinary Suspension Provisions

In addition to the suspensions provided for ingheceding pages, suspensions with or without
pay may occur for the following reasons, subject to the limitations noted.

a.

ImmediateSuspension

Nothing in this policy shall prevent the immediate suspension of an employee whose
continued presence on ti@b is deemed to be a substantial and immediate threat to the
welfare of the employee's department or to the welfare of the public, or where such
continued presence could constitute negligence in regard to the department's duties to the
public or to otheiCounty employees. Such suspension may be imposed in any of these
situations with the prior approval of the affected department director or his/her designee,
Director of Human Resources or his/her designee and the County Administrassher
designee. Were such suspension must be imposed at a time other than normal working
hours the CountyAdministratorshallbenotified andconsultecatthe beginningof thenext

work day.

Suspension Pending Court Action or Offidralestigation

An immediate suspemm shall be warranted where there is a criminal prosecution or
official investigation involving alleged criminal violations that occur on or off the job and
are related to job performance or are of such a nature that to continue the employee in the
assigred position could constitute negligence in regard to the department's duties to the
public and to other County employees.

Upon completion of such court action or official investigation, the employee may be
disciplinedor removedor maybereinstatedThe CountyAdministratorshallnotbebound

by the outcome of court action or official investigation but may refer to such ou&rwmne
the findings in making a final decision. (Official investigation shall be interpreted to
include only those investigations riucted by Federal, State or local government law
enforcemenagencies.)
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d. Suspension Pending Department Disciplinamestigation

An immediate suspension may be imposed pending completion of a disciplinary
investigation into misconduct or violation oftaslished work rules; provided, however,

that before such a suspension is imposed the department director must find that the
employee'sontinuedoresencenthejob would presenaisubstantiahndimmediatethreat

to the welfare of the department or thebjac, or that it could constitute negligence on the

part of the County in regard to the department's duties to the public or to other County
employees. Such suspension may be imposed in any of these situations with the prior
approval of the affected dempawent director or his/her designee, Director of Human
Resources or his/her designee and the County Administrator or his/her designee. Where
such suspension must be imposed at a time other than normal working hours, the County
Administrator shall be notifeeand consulted at the beginning of the next vaark

If the employee is cleared of any such alleged violations, the employee shall be reinstated.
Section 7.10

Mitigating Circumstances

Mitigating circumstances include those conditions related to engifense that would serve to
support a reduction or corrective action in the interest of fairness and objectivity. Mitigating
circumstances may also include consideration of an employee's length of service with afhistory
satisfactory worlperformance.

Section 7.11

Not All Inclusive

Theoffensedistedin thispolicy arenotintendedo beall-inclusive. Accordingly,conductwhich,

in the judgment of the department director, although not listed, seriously undermines the
effectivenessf theagency'saactivitiesor theemployee'performanceshouldbetreatedconsistent

with provisionsof thispolicy. A recordof suchoffenseanustbefiled with the Directorof Human
Resources and Couniydministrator.

Section 7.12

Not All Inclusive

Theoffensedistedin thispolicy arenotintendedo beall-inclusive. Accordingly,conductwhich,

in the judgment of the department director, although not listed, seriously undermines the
effectivenessf theagency'saictivitiesor theemployee'performanceshouldbe treatedconsistent

with provisionsof thispolicy. A recordof suchoffensegnustbefiled with theDirectorof Human
Resources and Couniydministrator.
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Section 7.13

Right to Grieve Disciplinary Action

All regularfull-timeandregularparttime employeesn theclassifiedservice who havecompleted
their probationary period, may grieve disciplinary actions in accordance with the grievance
procedure in Articlé&/Ill.

ARTICLE VI
Grievance Procedure
(Revised June 14, 2007, April 1, 2015)

Section 8.0 (Revised April 1, 2015)

Policy

Isle of Wight County desires to resolve employee grievances fairly and promptly. Employees are
encouraged to freely discuss their concerns with immediate supervisors and upper management
levelswhendisagreementsr dissatisfactionsarise. TheCountyshallstrivefor equitabldreatment

of all employees and by doing so attempt to alleviate the occurrence of grievances. Most issues
may be resolved through discussion, but alternatives are necessary when discussion is not
effective.

Section 8.1 (Revised April 1, 2015)

Purpose

The purpose of the Countyds grievance procedu
resolving an employee's complaint or dispute concerning his/her employment with the County by
allowing employees to bring their concerns to upper levels of management. All problems,
complaintsor disputesevenof aminor nature shouldberesolvedwith theleastamountof delay.

It is the Countybés intent t hat sofftaonflict theoldwscy c o
of the Commonwealth of Virginia shall govern. Questions concerning the grievance procedure
should be directed to the Human Resouegartment.

Section 8.2 (Revised April 1, 2015)
Applicability

Unless otherwise provided by laal] non-probationary local government regular ftithe and
parttime employees are eligible to file grievances with the following exceptions:

a. Appointees of elected groupsafficials;

b. Officials and employees who by statute, ordinance or other law aetfre will or
pleasure of the Board of Supervisors;

C. Deputies and executive assistants of the Cofdtginistrator;

d. Agency, department heads,chief executive officers, or Assistant County Attorneys
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of County operations;

Employees whose terms of emapinent are limited biaw;

Temporary, limited term and seasoeaiployees;

Law enforcemenofficersasdefinedin Chapterl0.0(Section2.1-116.1etseq.)of Title

2.10of theCodeof Virginia whosegrievancas subjectto the provisionsof Chapterl0.0

and who have elected to proceed pursuant to the provisions in the resolution of their
grievance, or any other employee electing to proceed pursuant to any other existing
procedure in the resolution of his/lggievance;

Firefighter and Emergency Medical dreicians who elect to proceed under the
Firefighter and Emergency Medical Technicians Procedural Guarantee Act, section
9.1-500 et seq. (sometimes known as the firefighter's brigbts);

Members of boards armbmmissions;

Volunteers;

ConstitutionalOfficers;

Consultants and legal counsel rendering professsenaices;

Probationaryemployees;

Individuals whose employment with the county has been terminated as a result of
resignation, reduction in force, mtirement.

Notwithstandinghe exceptonssetforth above the County,at its solediscretion,mayvoluntarily
include employees in any of the excepted categories within the coverage of their grievance
procedures.

Section 8.3 (Revised April 1, 2015)

A.

Definition of Grievance

A grievance shalbe defined as a complaint or dispute by an employee relating to his/her
employment, but not necessarily limited to the following grievable issues:

1)

(@)

3)

The disciplinary actions of written reprimand, disciplinary demotions, dismissals
andsuspensions;

Concens regarding the application, meaning, or interpretation of personnel
policies, procedures, rules, amdjulations;

Discrimination in any employment practice based on the employee's race, color,
creed, sex, age, religion, national origin, disability drtjsal affiliation;
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(4)

Acts of retaliation as the result of the use of or participation in the grievance
procedure or because the employee has complied with any lawldritiee
States or of the Commonwealth of Virginia, has reported a violation of sudb la

a governmental authority, has sought any change in law before the

Congress of the United States or the General Assembly, or has reported an
incidence of fraud, abuse, or gross mismanagement.

B. Management Responsibilities

Management reserves the exahesright to manage the affairs and operations of County
government. Accordingly the following complaints are not grievable under this procedure:

a.

j.

K.

Establishment and revision of wages or salaries, positions, job titles or general
benefits;

Work activity acepted by the employee as a condition of employment or work
activity which may reasonably be expected to be a part aigotent;

Contentf ordinancesstatuteor establishegersonnepolicies,proceduresiules
andregulations;

Failure to promote eept where the employee can show that established
promotional policies or procedures were not followed or apdiety;

The methods, means and personnel by which work activities are to be oarried

Termination, demotion or suspension from dutiesabee of lack of work,

reduction in workforce, or job abolition, except where such action affects an
employee who has been reinstated within the previous six (6) months as a result
of the final determination of a grievance. Such action shall be upheldaupon
showing that: (i) there was a valid business reason for the action and (ii) the
employee was notified of such reason in writing prior to the effective date of the
action;

The hiring, promotion, transfer, assignment and retention of employees within the

County;

The relief of employees from duties of the Countgnmergencies.
Counseling memoranda and manners of providing superdsecfions;
Performancevaluations;

Oralreprimands.

In any grievance brought under the exception to provision (fiesubsection, the action shall
be upheld upon a showing by the County that:

1.

There was a valid business reason for the aciiot;
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2. Theemployeewnasnotified of thereasorin writing prior to the effectivedateof the
action.

Section 8.4 (Revised June4l, 2007, April 1, 2015)

Grievance Procedure

Most employee concerns or complaints can be resolved informally through communications
between the employee and his/her supervisor. Accordingly, employees are encouraged to take their
complaints to their immedte supervisor and then to upper management levels to seek a solution.
Employees are also encouraged to pursue grievable issues through the grievance procedure.

(@) The procedure for a grievance includes the folloveitegps:

@ Step 1. An employee who has a goaint shall discuss the problem directly
with the employee's immediate supervisor within twenty (20) calendar days
of the date the employee should have reasonably gained knowledge of the
event giving rise to the complaint. The employee is not requirpteent
the complaint in writing at this step. A verbal reply by the supervisor shall
be made within five (5) business ddgiowing themeeting. Failure on the
part of the employee to initiate the action required within the time stated
herein shalterminatet h e e mp | oty ieitate & grieviargeérdn that
issue.

@ Step 2. If the complaint is not resolved after the first step, the employee may
submit in writing the complaint to the employee's immediate supervisor
within five (5) business days of tiseipervisor's verbal reply in step 1. The
complaint shall be made using the "Grievance/Remedy Form" available
from the department of human resources. The immediate supervisor shall
reply in writing on the "Grievance/Remedy Form" to the complaint within
five (5) business days of the receipt of the written compaaidprovidea
copyto thedepartmentlirectorandthe department of human resources. If
t he County Administrator or the Court
immediate supervisor, steps 2, 3 ahdare consolidated into one step.
Failure on the part of the employee to initiate the action required within the
time stated herein shall terminate the employee's right to continue a
grievance on thassue.

5] Step 3. If the complaint is not resolved ingsg the employee may
appeal the decision of the supervisor to the department director by
forwarding the "Grievance/Remedy Form" to the department director
within five (5) business days of receipt of the immediate supervisor's
written response in step Zhe department director shall replyimiting
on the "Grievance/Remedy Form" to the complaint within five (5) business
days of the receipt of the written complaint and provide a copy to the
department of human resources. Failure on the part of the ematoyetiate
the action required within the time stated herein shall terminate the employee's
right to continue a grievance on tissue.
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@ Step 4. If the complaint is not resolved at step 3, the employee may appeal
the decision of the department diractoby forwarding the
"Grievance/Remedy Form" to the County Administrator or County
Administrator's designee within five (5) business days of the department
director's response. Within five (5) business days of its receipt, the County
Administrator or CountyAd mi ni strator 6s designee
grievantandthe departmentlirectortogetherto discusghegrievanceThe
CountyAdministratoror CountyAdministrator'sdesigneeshallreplyto the
grievant on the AGrievancsnésRaayafedy Fo
the discussion and provide a copy to the department of human resources.
Failureon the partof the employeeo initiate theactionrequiredwithin the
time stated herein shall terminate the employee's right to continue a
grievance on thassue.

® With the exception of step 4, the only persons who may be present in the
management step meetings are the employee, the employee's immediate
supervisor odepartment director depending on the level at which the
grievance is being heard, and appraerisitnesses for each side. Witnesses
shall be present only while actually making his or her statement. At step 4,
theemployeeat his or heroption,mayhavepresent representativef his
or herchoice.If the employee is represented by legal courikelcounty
likewise has the option of being represented by counsel. The employee must
notify the CountyAdministratorand the Human Resources Department of
the name of his or her attorney within five (5) calendar days of the scheduled
meeting. The presenad attorneys shall not alter the fact that this is an
administrative, informal, fadinding process involving, in step 4, a meeting
and discussion between the County Administrator or County
Administrator's designee and theployee.

Section 8.5 (Revisedlune 14, 2007, April 1, 2015)

Panel Hearing

Request for Hearing
If the CountyAdministrator'sor the CountyAdministrator'sdesignee'sesponsaloesnot resolve
the grievance at step 4, the grievant may request a hearing before a grievance panglieshe re
for a hearing shall be submitted in writing to the Director of Human Resources within five (5)
businesslaysof theresponsef the CountyAdministratoror the CountyAdministrator'sdesignee.

Panel Composition

@ In cases of employee termination otat@tion, the panel shall be made up of three
impartial members. Two panel members shall be chosem éraployees of the County. Oné
those panel membersshall be appointedby the employeeand one shall be appointedby the County
Administrator or CountyAdministrator's designee. The third panel member shall be an administrative
hearing officer who is appointed by the Executive Secretary of the SupoemteThe County will pay all
costs related to the use of the hearing officer. The administrativenpeafficer shall act as panel
chairperson.
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@ In all other cases, the panel shall be made up of three impartial members chosen from
employees of the County, one appointed by the grievant, one appointed by the County
Administrator or County Administrator'sedignee, and a third panel member selected by the first
two appointed panelists, who will serve as the panel chairperson. In the event that an agreement
cannot be reached as to the third panel member, the chief judge of the circuit court of the County
shal select the third panehember.

€] All County employees, as a condition of County employment, shall serve on grievance
panels, whether selected by the grievant, management, or by the two appointed panelists to serve
as the panel chair. All employees of tHaman Resources Department, Office of the County
Attorney, and the County Administrator's office shall be excluded from serving paribé

4 The panel shall not be composed of any persons having direct involvement with the
grievance being heard by thengd or with the complaint giving rise to the grievance; nor
managers who are in a direct line of supervision of the grievant; nor employees in the same
departmenasthegrievant;nor personsvho areresidingor haveresidedn thesamehouseholds

the gievant; nor the following relatives of either participant in the grievance process: spouse,
parent, grandparent, child, grandchild, sibling, stigting, inlaw, niece, nephew or first cousin.

No attorney having direct involvement with the subject matfehe grievance, nor a partner,
associateemployeeor co-employeeof theattorneyshallserveasa panelmemberPanelmembers
chosen in compliance with these requirements shall be deemeihtpdvaal.

5) The County Administrator or County Administréto designee, the grievant, or the
grievant 6s department director may chall enge
requesting a determination from the Director of Human Resources of whether the selection has
met or violated the eligibiljt requirements. Such requests must be made in writing no fewer than
five (5) business days prior to the date of the scheduled panel hearing. If one member is found to
be ineligible, the remaining members are unaffected. If at all possible, an immedete memnt

will be impaneled and the hearing conducteddm®duled.

Rules for Panel Hearings
The conduct of panel hearings as a part of the grievance procedure shall be governed by the
following rules:

Q) The panel does not have authority to formulate pesicr procedures or to alter existing
policies or procedures;

2 The panel has the discretion to determine the propriety of attendance at the hearing of
persons not having a direct interest in the hearing, and, at the request of either party, the hearing
shal beprivate;

3 TheCountyshallprovidethe panelwith copiesof thegrievanceecordprior to thehearing,

and provide the grievant with a list of the documents furnished {uatie,;

4) The grievant and his or her attorney, at least ten (10) calendar i@y pghe scheduled
panelhearingshallbeallowedaccess$o andcopiesof all relevantfiles intendedo beusedby the
County in the grievangeroceeding;
(5) Thepanelshallhavetheauthorityto determingheadmissibilityof evidencewithoutregard
to the burden of proof, or the order of presentation of evidence, so long as a full and equal
opportunity is afforded to all parties for the presentation of twitence;
(6)  All evidence shall be presented in the presence of the panel and the parties, gxcept b
mutual consent of thegarties;
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@) The documents, exhibits and lists of witnesses shall be exchanged between the parties in
advance of theearing;

(8) The panel hearing is an administrative process and is not meant to be conducted like
proceedings in court. Pals are not bound by rules of evidence and shall take into account all
reliable and substantial evidence produced at the hearing. It is within the province of the panel to
determine relevancy and materiality. The panel may require either party to deteogisivancy

and materiality of any evidence and the need for any requested extensions of thepheatjng

9 The panel shall deal with the grievance before them. Evidence and testimony as to how
other employees or situations have been handled in the neasbtarelevant except in cases of
discrimination. Previous applications of the same policy may be relevant. No personnel file or
record may be examined by the panel or introduced into evidence, except thajriefviduet;

(10) The panel has no subpoena poteecompel the attendance of witnesses. The panel may,
however, at the request of either party, or in its own discretion, request the voluntary appearance
of witnesses or the submissiondafcuments.

Authority of the Panel Chair
The chair, acting on behaif the panel, has the authority to:
Q) Issue requests for withnesses or documents but does not have sytmpeena
(2)  Administeroaths;
3 Receive documentary evidence and hear testimony, and exclude that which is irrelevant,
immaterial, repetitive or confidentily law;
4 Decide on proceduradquests;
(5) Hold a conference (in person or by telephonic means) to simplify the issues, decide
procedural matters, discuss settlement possibilities, and establish the date, time, and place of
hearing;and
(6) Order the parties taxehange a list of witnesses ashmcuments.

Conduct of the Hearing
Q) Thehearingmustbe heldwithin 30 calendadaysof the selectionof thepanelin alocation
convenient to where the employee is or has been employed. The County must arrange a place for
the hearingunlessthe panelchairchoosedo makethearrangementdt is theresponsibilityof the
panel chair to notify the parties, either in writing or at a prehearing conference, of the date, time
and place of thiearing.
2 When a hearing is scheduletlis the responsibility of the parties to appear or ask for a
postponemeni hearingmayproceedn theabsenc®f oneof the parties;ahearingsoconducted
will bedecidedonthegrievancaecordandtheevidenceresente@tthehearing. Thepartiesmay
be represented by legal counsel or other representative, or may represent themselves. A hearing
may be continued into evenings or weekends. The panel may grant a postponement or extend the
30 calendar day period for gooduse.

3 Openingandclosingstatenentsmaybemadeby eachparty.Eachpartymayberepresented

by an individual of choice. All witnesses, except for the grievant and a representative of the
County, shall not be present in the hearing room except when giving testimony. Exhibits may be
offeredinto evidenceandbe madepartof therecord.Thehearingmustberecordedverbatim.The

panel chair is responsible for the recording and is to preserve the recorded tapes as a part of the
grievance record. Either party may receive a copy of thedegpat cost. A court reporter is not
required. If either party requests a court reporter, that party is responsible for the costs. If a
transcript is made, the other party may request a copy at cost. The panel chair has the authority to
determine the propety of the attendance of all persons not having a direct involvement in the
hearing including witnesses and spectators. The hearing shall be closepublithe
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Decision
@ The panel's decision must be in writing and contain the findings of fact amadgfsefor
those findings. The panel shall deliver its decision to the Director of Human Resources, the
individual who represented the County during the panel hearing and the employee withd) ten
business days of the conclusion of the hearing unlegsati® by majority vote extends the time
period.If thepanelextendgshetime periodfor its responsethe panelchair shallnotify the parties
in writing. The majority decision of the panel, acting within the scope of its authority, shall be
final, subjet to existing policies, procedures dad.
() The panel shall decide the case on the merits, not on whether there has been compliance
with theproceduralequirementsf this article. The paneldoesnot havetheauthorityto formulate
policies or proceduresor to alter existing policies and procedures. The panel shall make its
decision within the following standards raview:

a. In grievances involving disciplinary action for misconduct, including termination
for misconduct, the panel shall uphold gdwntyif the evidence shows that ttiearge(s)

of misconduct and disciplinary action(s) were more likely than not appropriate under the
circumstances. If the panel finds that the charge(s) or disciplinary action(s) were not
appropriate under the circumstandégn the panel has the same authoritylamitations

as management to determine the appropriate charge(s) or disciplinary action(s) in
accordancevith applicableCountypolicy. The panelmaynotimposeadisciplinaryaction

in excess of the original digdinary action imposed by ti@ounty.

b. In grievancesnvolving terminationfor unsatisfactoryvork performancefailure to

meet job standards, unacceptable attendance or other nondisciplinary matters, the panel
shall uphold the County's action if it deten@s that the action was more likely than not
appropriate under the circumstances. If the panel finds that the charge(s) or disciplinary
action(s) were not appropriate under the circumstances, then the panel has the same
authority and limitations as managent to determine the appropriate charge(s) or
disciplinary action(s) in accordance with applicable County policy. The panel is not
empowered to establish or modify job standards, job requirements, or performance
standards nor may the panel determine @ngle an employee's evaluation rating. The
panel may not impose a disciplinary action in excess of the original disciplinary action
imposed by th€ounty.

C. In grievances involving complaints regarding application of policy, discrimination
and other nondisplinary issues, the panel will determine if policies and procedures have
beenappropriatelyapplied.If thepanelfindsthatthepoliciesandproceduresavenotbeen
applied appropriately, then the panel, as appropriate relief, may issue an ordeetncreat
environment free from discrimination or to take corrective actions necessary to cure the violation
and/or minimize its recurrence. The panel is not empowered to promote, assign or transfer
employees, to establish salaries nor to take any other agtioh is in the purview of management
rights.

d. The panel does not have the authority to consider matters which the grievance
procedure makesongrievable.

e. Themajority decisionof the panel,actingwithin the scopeof its authority,shallbe
final, subjet to existing policies, procedures dau.
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f. The panel may not award damages or attorriegs

® Within ten(10) businesslaysof thereceiptof the panel'sdecision the Directorof Human
Resources will review the decision and may on his or her owmaaimand a decision which
appears to be inconsistent with law and written policy to the panel for further consideration. All
parties will be notified if a decision ismanded.

@ The County Administrator shall implement the panel decision to the extenit tisat
consistentvith theprovisionsof law andwritten policy. Either partymaypetitionthecircuit court

of the County for an order requiring implementation of the paeekion.

Section 8.6

Determination of Grievability

1. Determining Issues Qualifyinfpr the Managemergteps

If thefirst or secondstepwritten managemenesponséndicateghatagivenissues notgrievable,
anemployeanayappeato theCountyAdministrator,or hisdesigneewhois empoweredo render
adecisiononthegrievabilityandontheacces®f theproceduref issuesn themanagemergteps.

Neither the County Attorney nor the Commonwealth's Attorney shall be authorized to decide the
guestiorof grievability. If theCountyAdministratorfindsthattheissueis grievable the grievance

may be pursued through the three management steps. However if the County Adminigtiator or
designee, finds that the issue is not grievable, the employee may appeal to the Circuit Court for a
hearing on the issues as to whether or not trevanice qualifies for a panel hearing. The appeal
procedure shall be in accordance with subsectiosl@v.

If the issue qualified by the court, the management step process should be completed before
proceeding to panel (unless the grievance is otheressved).

2. Determining Issues Qualifying for a Paktdaring

Decisions regarding whether or not a matter qualifies for a panel hearing shall be made by the
CountyAdministratorattherequesbf thedepartmendirectoror grievantandsuchdecisionsshall

be made within ten (10) calendar days of such request. Such requests shall be made in writing.
Suchdecisionof the CountyAdministratormaybeappealedo the Circuit Courtfor ahearingon

the issues as to whether or not the grievance qualifies famel pearing. Proceedings for review

of the decision of the County Administrator shall be instituted by filing a written notice of appeal
with the County Administrator within ten (10) calendar days thereafter, the Gedmipistrator

shall transmit to th€lerk of the Circuit Court to which the appeal is taken a copy ofi¢ieesion

of theCountyAdministrator,acopyof thenoticeof appealandtheexhibits. A list of theevidence
furnished to the Court shall be furnished to the grievant. The failuteed@ounty Administrator

to transmit the record within the time allowed shall not prejudice the rights gfigvant.

The court on motions of the grievant, may issugréd of certiorari requiring the County
Administrator to transmit the record on offdre a certain date. Within thirty (30) calendar days

of receipt by the Clerk of such records, the Court sitting without a jury, shall hear the appeal on
the record transmitted by the County Administrator and such additional evidence as may be
necessaro resolveanycontroversyasto thecorrectnessf therecord,the Court,in its discretion,
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may receive such other evidence as the ends of justice require. The Court may affeaistba

of the County Administrator or may reverse or modify the decidiba.decision of the Court shall

be rendered no later than the fifteenth (15th) day from the date of the conclusion of the hearing.
The decision of the Court is final and is appealable.

Section 8.7

Following the Procedure

After the initial filing d a written grievance, failure of either party to comply with all substantial
procedural requirements of the grievance procedure without just cause will result in a decision in
favor of theotherpartyonanygrievableissue providedthepartynotin comgdiancefails to correct

the noncompliance within five (5) work days of the receipt of written notification by the other
party of the compliance violation. Such written notification by the grievant shall be made to the
County Administrator. Failure of eithgparty without just cause to comply with all substantial
procedural requirements at the panel hearing shall result in a decision in favor of tipadyher

This procedure is provided as a means for employees to resolve problems and comithlairts
thecostoftenassociateavith legalcounsel.However if anyemployeeausingtheprocedurevould

feel more comfortable in having such support, the employee shall be responsible for related
expenses.

ARTICLE IX
Separations
(Revised November 15, 2007, NoveniD, 2014)

Section 9.0 (Revised November 15, 2007)
Types of Separation

Separation of employees from positions in the classified service shall be designated as one of the
following andshallbeaccomplished themanneiindicated: resignationlayoff, disability, death,
retirement andismissal.

Section 9.1 (Revised November 15, 2007, November 20, 2014)

County Equipment

At the time of separation, all records, assets and other items of County property in the employee's
custody shall be transferred his/her department head and certification to this effect shall be
signed by the employee.

Section 9.2 (Revised November 15, 2007, November 20, 2014)

Resignation

To resign in good standing, all employees, with the exception of department directorgivehall
notice in writing to his/her department head at least fourteen (14) calendar days prior to the
effectivedateof theresignationFailureto complywith thisrule will resultin theemployeebeing
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ineligible for rehire,exceptin extenuatingircumsancesattheapprovalof the Directorof Human
Resources. Thirty (30) calendar days notice is requested for department directors resigning from
employment. All department directors shall transmit all resignations to the Departriiembaih
Resources withi24 hours ofeceipt.

Section 9.3 (Revised November 20, 2014)

Voluntary Resignation

An employee, who without just cause, fails to report to work for three (3) consecutive work days
without authorized leave shall be separated from the payroll. Thisvastiall be reported as a
voluntary resignation.

Section 9.4 (Revised November 20, 2014)

Reduction in Force

Any involuntary separation other than due to delinquency, misconduct, inefficardigciplinary
action shall be considered a layoff.

When featble, an employee shall be laid off on the basis of the following three (3) equally
weighted factors:

a. length of service ilass;
b. length of service with the Countgnd
C. the employee's performaneealuations.

When a department director believes anvitllial is essential to the effective operation of the
department because he/she possesses special skills or abilities and he/she wishes to retain that
person in preference to a person with a higher rating he/she shall submit a written request to the
County Administrator. The request shall detail the specific skills and abilities possessed by the
individual andthereasonsvhy the persons essentiato the effectiveoperationof thedepartment.

The individual may be retained with the approval of the CoAdtyinistrator.

If a regular fulttime employee is scheduled to be laid off, he/she shall be allowed to compete for
a vacant position(s) elsewhere in the County. He/she shall submit an application for employment
for any vacancy(ies) he/she is interestedaimd is required to submit to all selectimiated
activities related to the selection process of the vacancy(ies). Regulamikémployees to be

laid off shall be notified in writing by the County Administrator's office at least fourteen (14)
calenda days prior to the effective date of the layoff.
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ARTICLE X
Recruitment and Selection
(Revised October 6, P8; February 13, 2007)
Section 10.0

Employment Opportunities

The recruitment, selection, appointment and promotion of employees shall be in accordance with
the County's policy regarding equal employment opportunity.

Section 10.1

Vacant Positions

Depatment directors shall be responsible for notifying the County Administrator's office of
vacantor soonto bevacantauthorizegositionsn theirdepartmentThenotificationshallinclude
the class title and salagyade.

As far as practical, vacancisbkall be filled by promotion of employees of Isle of Wight County.

All vacancies shall be announced to County employees. A vacancy shall be posted for at least three
(3) work days in a specified location for each department.

Section 10.2

Recruitment for Vacant Positions

All vacancies for regular fullime employees shall be publicized by posting announcements and

by other means as necessary to assure qualified candidates and equal employment opportunity.
Every reasonable effort shall be made to puldiciacancies so that all interested persons are
informed and qualified people are attracted to compete.

Section 10.3 (Revised July 1, 2018)

Disqualification of Applications

An applicant may be removed from consideration for employment by the Countysbedfany of the
following list of nonexclusive reasons:

he/she does not meet the minimum qualifications established foogfi®n;

he/she has a disability that would prevent satisfactory performance of the dutiepatition;

he/she has made falstatements of material fact or practiced deception in higfipdication;

he/she iaddictedo the useof controlledsubstancesr intoxicatingliquor;

he/she haanunsatisfactorgmploymentecordof suchanaturesoasto demonstrate

unsuitability br employment;

he/she has been convicted of criminal conduict;

g. he/she has failed to subriitea completed employment application and any required
documentation within the prescribed titimgit; or

h. he/she does not satisfactorily meet all background ateegkrements; or

I. he/she does not satisfactorily pass anygmployment medical and/or substance abuse testing.

®2O0T®
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Section 10.4 (Revised October 6, 2005; February 13, 2007)
Selection

The County Administrator or his/her designee shall review all applicafmmemployment to
determine whether the applicant meets the established standards of employment. In addition, as
consistenwith therequirement®sf theVa. Code§ 15.21509,av e t e mibtaryGerviceshallbe

taken into consideration during thdesgion process, provided that such veteran meets all of the
knowledge, skill, and ability requirements for the position. Additional consideration shall be also
given to veterans who have a serviomnected disability rating fixed by the United States
VeteransAdministration.For purpose®f thissectionafi v e t ehalemeabanypersorwho has
receivedanhonorabladischargeandhas(1) providedmorethan180consecutivalaysof full -time,
activeduty service in the armed forces of the United Stateseserve components thereof,
including the National Guard or (2) has a sengoanected disability rating fixed by the United
States Veteran&dministration.

When appropriate, examinations may be used which may be written or oral or a combination
thereof. Such tests shall relate to the duties and responsibilities of the position for which the
applicant is being examined. Only applicants meeting class specifications for the position will be
referrecto thedepartmendirector. Interviewsareto becoordinaedthroughtheHumanResources
Department. The successful candidate will be selected by majority decision of an interview panel
consisting of a minimum of two (2) supervisdeyel staff. The County Administrator maintains

final approval in all hiringlecsions.

ARTICLE Xl
Miscellaneous Policies and Regulations
(Revised April 7, 2005, November 17, 2005, May 18, 2006, October 16, 2006,
Revised September 4, 2008, Revised May 21, Sgpembet 7, 2015

Section 11.0

Political Activity

Every County employee is entitled to esise his/her rights to vote. Employees may join or
affiliate with civic organization®f partisanor political nature attendpolitical meetingsadvocate

and support the principles and policies of civic or political organizations in accordance with
Fedeal, State and locdws.

Section 11.1 (Revised May 18, 2006)

Special Conditions

No employee shall (1) engage in any political activity while at work during working houls (2)
requiredto contributeto, solicit for, or actasa custodiarof fundsfor political purposes(3) coerce

or compelcontributionsby anyotheremployeeof the Countyfor political purposesor (4) useany
Countysuppliesmaterialsor equipmentor political purpose®r to aid apolitical candidateparty

or cause. Any violation of the provisions of this section shall be deemed improper conduct and
suchemployee(syhallbesubjectto disciplinaryactions Any employeeslectedo public office in

Isle of Wight Countyor anyelectedoublic office in anymunicipalitywithin Isle of Wight County

shall resign his/her neealective County position on takiradfice.
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Section 11.2

Confidential Information

An employee may not make use of or permit others to make use of confidential information for
the purpose of furthering a privateangést acquired by virtue of employment with Isle of Wight
County. Violations of the provisions of this section shall be deemed improper and such
employee(s) shall be subject to disciplinary action.

Section 11.3

Gifts and Gratuities

No employee shall aept gifts, gratuities or loans of any kind from organizations, business
concernr individualswith whomhe/shehasofficial relationshipsnthe busines®f the County
government the acceptance of which could be reasonably construed as evidence tiiriavori
coercion, unfair advantage or collusion unless such gifts, gratuities or loans are available free of
charge to the general public. Employees who violate this section are subject to dis@ptioary

as detained in Articl¥/Il.

Section 11.4 (Revisd September 4, 2008)

Use of Alcohol and Controlled Substances

Theabuseof drugsor alcoholin the Countyworkplacejeopardizeshe productivityof employees,
posesasafetyandhealththreatto employeesndthepublic,anderodegpublictrustandconfidence

in County government. The Federal Drug Free Workplace Act requires the County to provide all
employees with an alcohol and drug free work environment. All employees are responsible for
hel ping to ensure that the n@drugmeée.y 6s wor k envi
No employeeshalldo anyof thefollowing while on Countypremiser while conductingCounty

business:

a. Use, sell, dispense, possess, or manufacture alcohol or dieggs!
b. Be under the influence of alcohol or illegal drugs,
c. Have alcobl or illegal drugs present in thdipdies.

In addition, no employee shall commit an alcohol or drug related crime, whether the crime was
committedwhile on Countypremiser while conductingCountybusinessAll Countyemployees
areherebynotifiedthat the Countyis committecto providingits employeesvith adrugandalcohol
freeworkplace As aconditionof employmentall employeesredeemedo haveconsentedo the

drug and alcohol testing that is required under this policy. Any violation opdtiisy will result

in disciplinaryactionup to andincludingtermination For purpose®f this policythetermii i | | e g a |
drugso shall al so include all|l controlled sub
possessed pursuant to a valid medicafkription.
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Policy Exception

Employees may be placed in social settings outside of normal working hours, when they are
conducting County business or representing the County in a situation where alcoholic beverages
areservedDiscreteuseof amoderateamountof alcoholunderthecircumstancedescribedn this

section is not a violation of this policy; provided, that employees minimize their consumption of
alcoholicbeverage$o thegreatesextentpossibleanddo not, atanytime, operatea Countymotar

vehicle after having consumattohol.

Drug and Alcohol Testing

Drug and/or alcohol tests may be required in the following cases:

a. Where an applicant for a County position has been given a conditional offer of
employment, subject to the passage ofiaytist;

b. As required by the Omnibus Transportation Employee Testing Act of 1991 and
implementing regulations of the Federal Highway Administration (49 CFR, Parts 40 and
382, et. al). All employees and applicants who hold or are offered a position thia¢seq
a Commerci al Driverds License (CDL) as a
employment will be tested for drugs amdohol;

c. Where there is a reasonable suspicion that an employee is under the influence of alcohol
or a controlled substance whié¢ work or on duty, the employee may be required to
participate in an appropriate test to determine whether alcohol or other controlled
substances are present in the employee. Such tests may include, but shall not be limited to,
havingtheemployedakeabreathalyzetestor submitaurinesampldor analysis.Such tests
shallbe administerednly after prior noticeandapprovalby the County Administrator or
his/her designee. Failure or refusal of an employee to participate in such a test shall be
cause 6r dismissal.

By way of example, and without limitation, any of the following conditions or circumstances,
alone or in combination, may create a reasonable suspicion:

Unexplained inability to perform normal jdbnctions;

Slurredspeech;

The smell of alohol or drugs in the breath or on thedy;

Any unusual lack of physical coordination or losegfilibrium;
Unexplainechyperactivity,depressionpr withdrawal;

Unexplained inability to think or reason at norreafkels;

Unusual or bizarreehavior;

Information that an employee is using alcohol or illegal drugs in violation of County
policy, whenobtainedrom areliablepersorwith personaknowledgeof thefactsthat
support thallegation;

1 Involvement in an accident that caused, or had the potentialige, personal injury
or propertydamage;

=4 =4 =48 -4 -5_9_9_-°
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1 Involvement in an accident while operating a Cowmlyicle;
1 Unexplained change in affect mood;

1 Unexplained shortness t@mper;

1 Violent or unexplained response to dalpblems.

In all cases, a refusal talsmit immediately to a drug or alcohol test when requested, including a
failureto appearor testingwithout prior noticeacceptabléo the Countyor a verified positivetest
finding of alcohol or illegal drugs use submit the employee to the full rangisaplinary action

up to and including dismissal; or in the case of an applicant, the withdrawal of a conditional offer
of employment.

Testing Procedures

Employees in a safety sensitive position shall submit to unannounced random alcohol and drug
testing. Safety sensitive positions include, but are not limited to, firefighter/medics, dispatchers,
employeesvho operateheavyequipmentmachineryor vehicles DepartmenDirectors,Assistant
County Administrators, County Administrator, employees that semeessential role in
emergency operations, and others designated by the Cadimipistrator.

Employeeshallbetestedior drugsandalcoholimmediatelyaftera motorvehicleaccidentwhich
occurred while they were operating a County vehfcle

1 A persam waskilled in theaccidentandtheemployeevasengagedn a safetysensitivgob
activity;

1 The employee received a moving vehicle traffic citation for the accident and the vehicle
was towed from the scene because of property damage sustaineddoitbet;

1 The employee received a moving vehicle traffic citation for the accident and a person was
transported from the accident scene to receive mediediment;

T I'n the opinion of the employeebds supervis
reasonablsuspiciorthattheemployeevasusing,wasundertheinfluenceof or haspresent
in his or her body, illegal drugs or alcohol based on objective facts as listedpalitys

Before returning to employment after receiving a positive alcohol or caedrslibstance test,
employees must receive a written release from their substance abuse professional documenting
that they are able to return to full duty and complete a negative drug and alcohol test.

All employees who have previously tested positivedargs or alcohol and have completed a
negative returfio-duty test must submit to unannounced periodic testing for drugs and alcohol.
The dates and times of such periodic testing will be determined by the County.

As aconditionof employmentall employeesredeemedo haveconsentedo thedrugandalcohol

testing that is required under this policy. Employees who refuse to be tested, or who do not
cooperate with a test shall be disciplined as if they failed the test and are subject to additional
disciplinary action forinsubordination.

Any employee who conclusively establishes by competent medical evidence that a positive drug
test result was caused by the presence of a prescription drug which the employee was taking in
accordance with a valid prescriptioor as the result of the use of a fpyascription drug which

the employee was taking for a bona fide medical purpose, shall not be deemed to have violated
this policy because of failing a test for that drug.
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Theresultof anydrugor alcoholtestthatis performedpursuanto this policy shallbeconfidential

and shall be made known to only those County employees who are directly involved in any
disciplinarydecision.Theresultof anydrugor alcoholtestthatis performedoursuanto this policy

shall not be used in any criminal proceeding against the employee; however, in appropriate
circumstances, any other information obtained
of this policy may be used in a criminal proceeding againsrimoyee.

Testing Standards

All drug tests will take place at a facility certified for drug testing to ensure accurate testing and
minimum intrusion into the privacy of employees. All alcohol tests shall be administered in
accordance with normal standards for alddireath analysis.

Employees who are tested for controlled substances will receive the type of drug screen deemed
necessary by the testing facility after consultation with the Director of Human Resources. If the
drugscreens positive,aconfirmationteg will beconductednthesamesamplelf theconfirming

test confirms the results, the employee shall be deemed to have tested positive for drugs and to
have drugs in his or her body, subject to the split specimen test described in this policy.

Employes who are tested for alcohol will receive an alcohol breath analysis test. If the breath
analysigestdetermineshatthee mp | o hlomdalaaholcontentis atalevelof .04 or higher,the
employeeshallbe deemedo havetestedpositivefor alcoholandto havealcoholpresentn hisor

her body. An employee whose tests results are .02 or greater but less than .04 is not considered
positive, however, the employee cannot perform safety sensitive functions within 24 hours after
thetestandwill berequired to takeabreathalcoholtestin whichtheresultis .000beforereturning

to work.

Split Specimen

All drug testing shall be conducted under spétmple collection procedures. Employees may
within 72 hours after they are notified of a positive testjuest in writing a test of the split
specimen and designate a certified laboratory to test the split specimen. If an employee does not
requestasplit specimertestor designate certifiedlaboratoryto testthe split specimerwithin the

72-hour periodthe employee shall have waived the opportunity for a split specimen test and the
employee shall be deemed to have tested positive for drugs. The employee may not request a
reanalysis of the primaisample.

If the analysis of the split specimen does nabrdirm the presence of the drugs found in the
primary specimen, or if the split specimen is unavailable, inadequate for testing or unable to be
tested, the employee shall be deemed not to have tested positive for drugs, irrespective of the
outcome of theriginal test.

The employee shall pay the cost of testing the split specimen. The County will reimburse the

employedor thecostif theanalysisof thesplit specimerdoesnotreconfirmthe presencef drugs,
irrespective of the outcome of the origitest.
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Employee Assistance Program

The Employee Assistance Program (EAP) provides all County employees with the opportunity to
seek counseling, rehabilitation, and other assistance for alcohol and drug abuse problems.
Employees who have or believe thaey may have alcohol or drug abuse problems may
voluntarily seek assistance through the EAP. All EAP information is treated as confidential when
the employee voluntarily seeks EAP assistance.

Employees who are not in violation of this policy are not suligedisciplinary action as a result

of voluntarily seeking EAP assistance for alcohol or drug abuse problems. However, employees
who violate this policy will be disciplined in accordance with the policy whether or not they have
receivedor arereceivingvoluntaryassistancér alcoholor drugabuseproblemghroughthe EAP.
Additionally, voluntary involvement in the EAP shall not be considered a mitigating factor in
determining the appropriate disciplinary action to be taken for violation qidhcs.

Disciplinary Action for Violation of Policy

TheCountyreservesheright to determingheappropriatdevel of disciplinefor violationsof this
policy but will take the following action in the situations describeldw:

1 Any probationary employee whaolates any provision of this policy shall teminated.

1 Any employee who commits or is convicted of a drug or alcohol related felony shall be
terminatedwhetherthe offensetook placewhile theemployeevason Countypremisesor
conducting Countpusiness.

1 Anyemployeavhocommitsor is convictedof adrugor alcoholrelatedmisdemeanashall
be terminated if the offense took place while the employee was on County premises or
conducting County business, or if the offense is reasonably related tonthd ey e e 0 s
fitness to per f oesponsibilties. e mpl oyeebds | ob

For purposes of maintaining a drug and alcohol free workplace, the County reserves the right to
search all County workplaces, including but not limited to, offices, desks, file cabinetstyCo
vehicles, and tool boxes.

Section 11.5 (Revised April 7, 2005, Revised May 21, 2015)

Non-Discrimination and Anti-Harassment Policy

Isle of Wight County is committed to providing a work environment in which all individuals are
treatedwith respectind dignity. Eachindividual hastheright to work in aprofessionaatmosphere

that promotes equal employment opportunities and prohibits discriminatory practices, including
harassment. Therefore, Isle of Wight County expects that all relationships aersngsin the
workplace will be businedgke and free of bias, prejudice, andrassment.

This policy applies to all persons working for and with Isle of Wight County, regardless of
employment status.
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Equal Employment Opportunity

It is thepolicy of Isle of Wight Countyto beanequalopportunityemployerto maintaina diverse
workforce, and to create and maintain a working environment free from discrimination and
harassment. Any form of unlawful discrimination, including harassment based on raxe, col
national origin, religion, sex, age, disability, marital status, veteran status, genetic information,
sexual orientation, or other ngob related characteristic protected by applicable law is strictly
prohibited. Any employee found to have engagedlegal discrimination or harassment in the
courseof his’Theremploymentvill besubjecto appropriatalisciplinaryaction,upto andincluding
termination ofemployment.

Types of Harassment

Sexual Harassmenis a form of discrimination and is illegahder federal, state and local laws.

For the purposes of this policy, sexual harassment is defined, consistent with the Equal
Employment Opportunity Commission Guidelines, as unwelcome sexual advances, requests for
sexual favors, and other verbal or plegsiconduct of a sexual nature when, for example:

1 Accepting or tolerating such conduct is made explicitly or implicitly a term or
condition of an individual's employmerat;

2 Accepting or rejecting such conduct by an individual is used as a basis for
empgoyment decisions affecting an applicant or emplogeeor

3 Such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance, or creating an intimidating, hostile or offensive
work environment.

Sexual harassmentay include a range of subtle and not so subtle behaviors and may involve
individualsof thesameor differentgender Dependingon thecircumstanceshesebehavioramay

include, but are not limited to: unwanted sexual advances or requests for sexusl Saxaal
jokes and innuendo; ver bal abuse of a sexual
sexuaprowessr sexualdeficiencies|eering,catcallsor touching;insultingor obsceneomments

or gestures; display or circulation in the workplatseaxually suggestive objects or pictures

(including through email); and other physical, verbal or visual conduct of a sexual nature. Sex
based harassment, harassment not involving sexual activity or language (i.e., male manager yells
only at female employees and not males), may also constitute discrimination if it is severe or
pervasive and directed at employees because ofsteir

Workplace Harassment includes any unwelcome verbal/physical conduct or written
communication that either denigratessbows hostility or aversion towards a person on the basis
of race, color, national origin, religion, sex, age, disability, marital status, veteran status, genetic
information,sexualorientation,or othernonjob relatedcharacteristiprotectedoy applicablelaw

that:

A Has the purpose or effect of creating an intimidating, hostile or offensive
working environmentor
A Has the purpose or effect of unreasonably interferingwithanp | oyee s wor k
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performanceor

A Af fects an empl oyee 6 srcompepdatory ment opport u

Harassing conduct includes, but is not limited to: epithets, slurs or negative stereotyping;
threatening, intimidating or hostile acts; denigrating jokes and the display or circulation in the
workplace of written or graphic material thanigrates or shows hostility or aversion toward an
individual or group (including throughmail).

Individuals and Conduct Covered

This policy applies to all applicants and employees, and prohibits harassment, discrimination
and retaliation whether eaged in by fellow employees, by a supervisor or manageés or
someoneaot directly connected to Isle of Wight County (i.e., an outside vendor, consultant, or
citizen).

Conductprohibitedby this policy is unacceptablan theworkplaceandin anywork-relatedsetting,
such as during business trips, business meetings and busilaed sociatvents.

Retaliation is Prohibited

Isle of Wight County expressly prohibits retaliation against any individual who reports
discrimination or harassment or partidgg in an investigation of such reports. However, this
policy does not grant license for employees to engage in the unfounded or vindictive accusation
of others. Retaliation against an individual for reporting harassment or discrimination or for
participatng in an investigation of a claim of harassment or discrimination is a serious violation
of this policy and, like harassment or discrimination itself, will be subject to disciplinary action.

Employee Responsibilities

Each employee of the County is respible for engaging in and promoting workplace behaviors
that create and maintain an environment of respect and promote effective teamwork. Employees
are also responsible for reporting behaviors that damage the environment. Employees who
experience haras@nt are encouraged to make it clear to the offender, at the time of the
occurrence, that such behavior is offensive. Any employee who believes that he or she is being
harassed is urged to contact the Director of Human Resources immediately.

Management Responsibilities

Managersandsupervisordiavea greateresponsibility,not only to modelrespectful professional
conduct at the workplace, but also to maintain an environment of respect and effective teamwork
in their work areas. Managers and supervisbedl:

A Ensure his/her employeesare aware of the C o u n tNgnéscrimination and Anti-
Harassment Policy and emphasize that harassment will not be tolerated and may result in
disciplinary action, up to and including terminatiangd

Create and maintainvaorkplace that is free from harassmeantg

Monitor the work environment for signs that harassment may be occlandg;

Counsel employees on the procedures for reporting and resolving complaints of harassment;
and

> >
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A Refrain from participating in or encowiag actions that could be perceived as harassment.

Managersandsupervisoravho observeor aremadeawareof harassmenr discriminationtaking

place in the workplace are required to report the harassment to the Director of Human Resources
immediately All allegations of harassment and discrimination will be investigated by the Human
Resources Department as expeditiously as possible. Managers and supervisors who allow
harassment or discrimination to continue or fail to take appropriate corrective apon
becomingawareof the harassmenar discriminationshallbe considerea partyto the harassment,
eventhoughtheymaynot haveengagedn theactualbehaviorandshallbe subjectto disciplinary
action. Any quest i on s-DiscenmaiondandnAgtiHdrassmenCRolicynt y 0 s
that a manager or supervisor is unable to answer should be referred to the Director of Human
Resources.

Complaint Procedure

Isle of Wight County requires the reporting of all incidents of discrimination, harassment, o
retaliation, regardless of the offender 6s i de
experienced conduct that they believe is contrary to this policy or who have concerns about such
mattersshouldmaketheir complaintswith the Directorof HumanResourceyr in case®f his/her

absence, the Assistant County Administrator, County Administrator, County Attorney, or their
supervisor before the conduct becomes severe or pervasive. Individuals should not feel obligated

to file their complaints wth their immediate supervisor first before bringing the matter to the
attentionof theDirectorof HumanResourcesr in case®f his/herabsencepneof theothercounty

designated representatives identified above. The Department of Human Resourgemshies

for the official investigation of all complaints discrimination/harassment.

Early reporting and intervention have proven to be the most effective method of resolving actual
or perceived incidents of harassment. Therefore, while no fixed ipqgreriod has been
established, Isle of Wight County strongly urges the prompt reporting of complaints or concerns
so that rapid and constructive action can be taken. Isle of Wight County will make every effort to
stop alleged harassment before it becos®gere or pervasive, but can only do so with the
cooperation of its employees.

Employeesvho experiencéarassmerdareencouragetb makeit clearto the offender,atthetime

of the occurrence, that such behavior is offensive. If the situation canrestleed by the

employee or if the offensive behavior is repeated, the employee may make a complaint. Employees
should report incidents of harassment as soon as possible after the incident occurs. Other avenues
to filing a compl ai nevanceé Rrockdurd ¢o rembdy co@maints tofy 6 s
di scrimination in any employment practice bas
religion, sex, age, disability, marital status, veteran status, genetic information,seatation,

or othernonjob relatedcharacteristiprotectedy applicabldaw. Theeligible employee should

contact the Human Resources Department for the Grievaocedure.

The Investigation

Any reported allegations of harassment, discrimination, or retaliation will bestigated
promptly, thoroughly and impartially. The investigation may include individual interviews with
the parties involved and, where necessary, with individuals who may have observed the alleged
conduct or may have other relevant knowledge.
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Confidentality will be maintained throughout the investigatory process to the extent consistent
with adequate investigation and appropriate corrective action.

Responsive Action

Misconduct constituting harassment, discrimination or retaliation will be dealt waithygly and
appropriately. Responsive action may include, for example, training, referral to counseling,
monitoring of the offender, and/or disciplinary action such as warning, reprimand, reassignment,
temporarysuspensiomwithout pay,or termination,asthe Countybelievess appropriatainderthe
circumstanceslheunwelcomenes$requencyseverityof thebehavior statutesandtheCount y 6 s
Policy determine whether harassment dasurred.

Finally, these policies may not be used as a basis for exgladiseparating individuals of a
particular gender, or any other protected characteristic, from participating in business -or work
relatedsocialactivitiesor discussiongn orderto avoidallegationsof harassmeniThelaw andthe
policies of Isle of Wieat County prohibit disparate treatment on the basis of sex or any other
protected characteristic, with regard to terms, conditions, privileges and perquisites of
employment. The prohibitions against harassment, discrimination and retaliation are intended t
complement and further these policies, not to form the basis of an exceptiemto

Section 11.7 (Adopted February 2, 2006)

Recording Device Policy

Isle of Wight County prohibits employee use of cameras, camera phones, or other recording
devices inthe workplace as a preventative step to secure employee privacy and confidential
information.

This policy applies to all employees and all visitors while on County premises. The following
addresses County expectations as it relates to the use of caroa@n@eoa phones:

1. Authorization may be granted when a specific business purpose will be served by the
possession or use of such a device and when its use will not violate employee privacy.
In suchacaseall partiesto themeetingor conversatiorthatis to berecordednusthave
been informed at its outset that it will be monitored, transcribed, intercepted, or
recorded, and they have consented in writing to such actions priordornbersation.

2. Even when special authorization has been granted, emplayegsrohibited from
taking cameraquipped devices into Courgstrooms.

3. Authorization may be revoked at any time for aagson.
4. Employees are also prohibited from arranging for others, includingmgioyees, to
engage in any recording of conversafip phone calls or other activities in the

workplace.

Employees should regard this policy as an explicit statement that the County does not consent to
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tape recording of any meetings or discussions without prior authorization as discussed above.
Employeeswith questions about this policy should contact their supervisor or the Human
Resources Department.

Section 11.8

Saving Clause

If any section, sentence, clause of phrase of this ordinance shall be held, for any reason, to be
inoperative, void or invalidthe validity of the remaining portions of this ordinance shall not be
affected thereby, it being the intention of the Board of Supervisors in adopting this ordinance that
no portion thereof or provision herein, shall become inoperative or fail by redgoralidity of

any other portion or provision and the Board hereby declares that it would have severally passed
and adopted the provisions contained herein, separately and apart one from the other.

Article XII
Violence in the Workplace
(Adopted Novemibel, 2004, Revised October 4, 2007, Revised May 21, 2015)

Section 12.1 (Revised October 4, 2007, Revised May 21, 2015)

Prohibited Conduct

Thefollowing actsandbehaviorsareexample®f prohibitedconduct. Thislist is intendedo serve
as a represeritae sampling of the kinds of actions the County will consider improper, which
meanst doesnot containall of the possibleactionsthatwould bedeemednappropriatainderthis

policy.

a. Physical assault. This includes, but is not limited to, any unwanrtdubstile physical
contact with another person such as hitting, fighting, pushing, shoving, or intentionally
throwing objects at or towards anotiperson.

b. Threatening to physically assault or harm an individual in any way. A threat is improper
regardless of whether the person communicating the threat has the present ability to carry
it out and regardless of whether the threat is contingent, conditional, or future. Additionally,
athreatis notpermissiblesvenif it is expresseth veiledterms.Conductthat constitutes a
threat is prohibited regardless of whether it is communicated verbally, in widting,
electronically(suchasby e-mail). In addition,athreatis impermissiblevhether it is
communicated directly to the intended victim or commundataten indirect way (such as
to a thirdparty).

c. Harassment. This includes, but is not limited to, showing an obsessive interest in another
persorto theextentareasonablpersonwouldfind thebehaviorfrighteningor intimidating
under all of the circmstances. A few examples of prohibited conduct are stalking and
repeated unwanted verbal and/or written references to a grudge or to a ronteest

d. Intentionally destroying or damaging property owned by the Countthers.
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e. Possessing weaponscinding guns, knives, etc. during work hours without authorization
from the County Administrator. Even if the employee has obtained a concealed weapons
permit from the Commonwealth of Virginia, County employees are prohibited from
carrying guns on Countyrpperty unless required to do so by thpasition.

f. Engaging in behavior that creates a reasonable fear of injury in apeten.

g. Committing injurious acts motivated by, or related to, domestic violence or sexual
harassment.

h. Retaliating against anyrgloyee who, in good faith, reports a violation of this policy.
The County does not condone acts or behaviors that were supposedly only a joke or not meant to
be taken seriously. Any threat or act of violence will be treated as though the instigator was

serious. In addition, any conduct that has the purpose of causing psychological harm and/or
inducing fear will be treated the same as conduct that has the purpose of causingtarysical

Section 12.2 (Revised October 4, 2007, Revised May 21, 2015)

Procedure: Employee Responsibilities In Cases Of Threats Or Violence and
Reporting of Convictions of Crimes Against a Person

Employees who believe they are being, or have been, subjected to an act or behavior that violates
this policy shouldimmediatelyrepot theincidentto their supervisorlf the supervisois the party

whois engagingn theimproperconductemployeeshouldreporttheincidentto theirdepartment

director or to the Director of Human Resources (designee).

If employeesrein asituationthatconstitutesanemergencytheyshouldimmediatelycontactthe

Sheri fféos Office by dialing 911. To the exten
of the incident at the time it is occurring or to other appropriate parties mentiboegd if the

supervisor is the perpetrator. In rRermer gency si tuati ons, i f the
supervisor, believes the questionable conduct may constitute a criminal offense, the employee or
thesupervisoshouldcontactheS h e r Offfcd within areasonabléimeto reportthematterand

to determine if the Sheriff will conduct a criminavestigation.

An employee who reports information in good faith in accordance with this policy will not be
subject to retaliation by the County (incind discipline) solely for making the report. Within its
ability to do so under all of the circumstances and considering its resources, the County will take
reasonable steps to provide safeguards in the workplace if an employee has legitimate, ongoing
conerns about potential violence from another individual. Therefore, employees who have
obtainedaprotectiveorderfrom a courtshouldmaketheir supervisolawareof theexistencef the

order.

Any empl oyee who i s convi ct adefiedin Eile ¥8.2ficr i me a
Chapter 4 of the Code of Virginia, 1950 as amended, shall report the conviction to his or her
immediatesupervisomwithin 24 hoursof notificationof theconviction,or no laterthanthe startof

the next business day. The obtiga exists regardless of the state ineththe employee was
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convicted.The supervisorshall immediately contactHuman Resourcedor a determination
regardingvhethertheon-dutyor off-duty conducthasanadversempactonthee mp | o gb#itg 0 s

to perfam their assigned dutieasnd responsibilitiesFailure to report a convictioor the
conviction itself may be grounds for the emplo
termination.

Section 12.3 (Revised October 4, 2007, Revised May 21, 2015)

Procedure: Management Responsibilities In Cases Of Threats Or Violence

If supervisors receive information that one of their employees may have or is engaged in conduct
that would be a violation of this policy, information should be gathered and docuhzemte¢he
supervisor shall immediately contact the Human Resources Department. The supervisor should
take the necessary steps to obtain information about the situation, including interviewing
individuals who may have knowledge about the conduct. Supes\sbould document the steps

they took in their review and the results of the review.

After completing their review of a situation, if the Human Resources Department and supervisors
determine that an employee has violated this policy, they should recomapgmdpriate
disciplinary action, up to and including dismissal. For other violators of this policy (including
volunteers; individuals providing temporary services through an outside agency; and citizens),
appropriate action should be taken, taking intcoaat all of the circumstances. In a case that
involvesathreatof violence the supervisoshouldtakereasonablstepshatmaybenecessaryo

provide appropriate safeguards in tinarkplace.

If supervisors receive a complaint or become aware otiat&n that involves a neemployee,
theyshouldinitiate aninvestigationin conjunctionwith otherappropriateCountydepartmentand

offices and take appropriate action at the conclusion ohtestigation.

If supervisorbecomeawareof asituationthatconstituteanemergencytheyshouldimmediately
contact the Sheriffoés Office at 911, foll owed
Human Resources. Innenmer gency si tuations, i f the empl o
believes thequestionable conduct constitutes a criminal offense, the employee or the supervisor
should contact the Sheriffodés Office within a
if the Sheriff wildl conduct #fcelmecomesinmobidd inianv e st
criminal i nvestigation, s upéevestigasom.r s wi | | coop

Section 12.4 (Revised October 4, 2007)

Searches
If the County has reasonable suspicion to believe members may be violating this policy or any
other County or department policy by inappropriately possessing prohibited weapons, objects,
documents, equipment, substances, stolen property, etc., they may be asked to cossarttto a
of theirperson.

In addition, the County reserves the righséarch property under the control of an employee.

Property subject to search includes, but is not limited to, offices, computers, computer files,
computer drives, County vehicles, file cabinets, desks, and lockers. The scope of any search and
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the mannem which it is performed will conform to applicable legal requirements.

Section 12.5 (Revised October 4, 2007)
Discipline/Repercussions

Employees who violate this policy will be subject to discipline, up to and including dismissal.
Depending on all fathe circumstances, dismissal may be the appropriate sanction even for a first
infraction. Other violators of this policy (including volunteers; individuals providing temporary
services through an outside agency; and citizens) will be subject to apter@gtian based upon
thetotality of thecircumstancesin additionto anydisciplineor otherappropriateactionthatmay
beimposedjn appropriateircumstancethe Countymayinstituteaprosecutioragainsiaviolator

of this policy or in its discretio lend reasonable assistance to an employee to prosecute the
offender.

In appropriate situations, the County will also prosecute citizens who engage in violent or
threatening behavior towards employees while they are performing their job duties ormwhile o
County property or, in its discretion, lend reasonable assistance to an employee to prosecute the
offender.

Article XlII
Leave Donation
(Adopted April 5, 2007, Revised May 16, 2013)

Section 13.0
Purpose

Isle of Wight Countyrecognizeshatemployeesnay haveafamily emergencyr apersonactrisis
resulting in the need for time off in excess of their sick leave balance. To address this need, all
eligible employees will be allowed to donate sick leave from their unused sick leave balance to
colleaguesn need. Participation is strictpluntary.

Section 13.1

Eligibility
To be eligible to request sick leave donation, an employee must have one (1) yeatimoefull
employment.Employeesvho donatesick leavemustalsobe employedwith Isle of Wight County
full-time, for a minimum of one (})ear.
Section 13.2

Guidelines

The following situations qualify an employee to request sick leave donations:

T An empl oy e e 6 shreatening persosal ilmessidjury.f e
T To care for an efamly memeeewith a lifthreatmng dlness or
injury T Immediate family of an employee is defined as: natural parents, adoptive parents,
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stepparents, foster parents, spouse, and natural, adopted or foster children, and

grandparents.
1 A personal crisi®f severe nature that directly impacts the employee, including a natural
di saster impacting the empl oyeesfosn. pri mary

Donations are intended for absences of {targh nature or a ortme illness of unknown duration

There is no restriction on the number of colleagues an employee may donate sick leave. The
donation minimum is four (4) hours. The maximum sick leave donation an employee may make
to anindividual colleagueperfiscal yearis five (5) daysor fifty perent(50%)of their currentsick

leave balance, whichever is less. For example, if an employee wishes to donate five (5) days of his
sick leave to a colleague, but only has four (4) days of sick leave in his personal balance, he may
only donate two (2) dayaf sick leave to hisolleague.

An employee to whom sick leave is donated must first have used all of their own available leave.
Employees who are currently on an approved leave of absence cannot donate sick leave.

The total number of hours donated toesmnployee shall not exceed 320 hours (8 weeks) within a
fiscal 12 month period. Once the employee returns to work or separates employment, any portion
of unused donated leave will be forfeited by the employee. Employees may not save unused
donated leave fdollow-up appointments or subsequent absences.

Section 13.3

Procedure
Employees requesting sick leave donations must complete and submit to Human Resources a
Donation of Sick Leave Time Request Form which includes authorization to present their reques

to the employees of Isle of Wight County for the sole purpose of soliciting donations.

Employeeglonatingeavemustcompleteformsandsubmitthemto HumanResourcesSickleave
donations in excess of need will be returned taltreor.

ARTICLE XIV

Employee Safety Program
(Revised September 17, 2015)

Section 15.0

Management Commitment to Safety

The executive team of Isle of Wight County is committed to providing its employees with a safe
andhealthyworkplace. It isthec o u nlkasicphdosophythatall incidentsarepreventablewhen
the causes are knownthatlt i s the Countyds posi

1 A safe and healthy work environment will be provided for the protection of its most vital
resourcests employees. Employee safety is of the greatest importanak lavels of
managemerdndsupervisionrankingin importanceaboveall otherthings. Personasafety
will not be compromised for amgason.

1 Management is accountable for the prevention of workplace injuries and illnesses.
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Management provides directi@md full support to supervisors and employees regarding
safety and health, job training and hazalichination procedures. Management will
develop and communicate clear goals and objectives and provide the resources and
authority necessary to correct ufesaonditions and implement changes to improve
workplacesafety.

1 Supervisoraredirectly responsibldor supervisingandtrainingtheir employeesn proper
procedures, work practices and safe methods. Supervisors must enforce county rules and
take immedige corrective action to eliminate hazardous conditions and practices. They will
not permit safety to be sacrificed for ammason.

1 Management and supervisors will be held accountable for ensuring employees are aware
of workplace hazards and are traineavtrk safely.

1 Managemenwill takedisciplinaryactionagainstanemployeevhowillfully or repeatedly
violates safetyules.

T Empl oyeesd workplace recommendations to i m
given full consideration bsnanagement.

1 All employees, regardless of his or her position within the county, share the responsibility
for safetyandarefully responsibldor their own safetyandthe safetyof thosewith whom
they work. All employees are expected to cooperate in all aspects of themafgram
including these@equirements:

o Perform all work tasks in a safeanner.

0 Reportall incident,injuriesandunsafeconditionsto their supervisorsmmediately.

o Participate in Safety and Wellness Council activities and support council
membership.

Program Administration and Overview

Purpose

Thepurposeof theIsle of Wight CountyEmployeeSafetyProgramis to preventhumansuffering

and conserve resources as a result of employees servimgraarunity in a safe mannerhe
safety policies, rules andafe work practices contained in this program provide the minimum
requirements for safety and health.

Objectives

This program was developed in accordance with the Isle of Wight County personnel policies as
well as theU.S. Department of Labor Occupatiorfsdfety and Health Act (OSHABtate of
Virginia Occupational Safety and Health Act (VOShiid other pertinent safety directives.

Applicability
Countyemployeesofficial appointee®f the Boardof Supervisorsyolunteersandall otherswho
arerequiredd adhere to the Countyds policies shal/l

theBoardof SupervisorandConstitutionalOfficersandtheir staffswill usethis policy asaguide
when conducting Countiyusiness.

Forthepurpose®f thisPolicythephraseii ¢ o uemployeeandv o | u nigintéeadedo include
all persons referenced in paragraph 1 ofdbigtion.
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Responsibilities

Operating an effective occupational safety and health program is an inherent responsibility of
management at all levelsaéh responsible official must ensure all personnel assigned to their
departmenareprovidedasafeandhealthyworkingenvironmentAnnualperformancevaluations

will show personal accountability in this respect, with recognition for superior perforraadce
conversely, administrative actions as proper for defigerfbrmance.

All Isle of Wight County employees are charged with the responsibility and support of the
Employee Safety Program objectives. All employees are expected, as a conditigricyment,

to adopttheconcepthatthesafewayto performataskis themostefficientandtheonly acceptable

way to perform it. Failure to follow safe work practices will be subject to disciplinary action for
both employee ansupervisor.

A. Department/Agenciiead
1. Ensure reasonable safety procedures and work practices pertinent to department
functions are developed and provide@étoployees.
2. Ensure adequate job training and continuing safety instruction is provided for all
employees.
3. Ensure an overview of theafety program pertinent to the department is presented to
all new employees during jalrientation.
4. Designate a Safety Liaison to internally manage departmental safety training and
equipmenneeds.
5. Ensure safety training and equipment costs are includedt he depart ment G
budgetrequest.
Serve or provide appropriate representation on the Safety and Wélmexs|.
Ensure accidents are properly and thoroughly investigated as to cause and prevention.
File properreportsandall pertinentfactsin atimely mannemith theRisk Management
Coordinator.

8. Ensure that all inspections and audits for their divisions are completed by established
guidelines.

9. Ensure that all identified safety deficiencies are corrected in a timeiper.

10. Cooperate with the RisManagement Coordinator in matters of safety and safety
programdevelopment.

11. Set a good example for safety by working in a safe manner and encouraging others to
doso.

~No

B. Risk Managemer@oordinator

1. Reviewall accidenteportsfor completenesandrecommend actionsor furtherreview.
Perform followup inspections asecessary.

2. Prepare statistical and informational reports which detail the progress or status of the
Employee SafetiProgram.

3 Review supervisords inspectioimmsonmorports a

compliantitems.

Conduct inspections of work sites and conditions as outlined potios.

Develop a suggestion or safety complaint procedure and revisubatiissions.

Offertherequiredexpertiseo ensurghatprogramsaremeetingor exceedingminimum

federal and stateegulations.

7. Review departmental safety training and equipment requests and make appropriate
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budget recommendations to the Coudtiministrator.

8. Research state and federal laws and regulations for changes or updates yeremplo
mandated trainingequirements.

9. Locate and schedule safety trainings as requestddgartments.

10. Maintain a safety training database to monitor traicmgpliance.

11. Produce statistical reports, safety bulletins and related safety awareatessi.

12. Develop and oversee the County wide new employee orientation program; providing
awareness levétaining.

C. Supervisors

1. Maintain a safe work environment free of recognized hazards for employees working
under their supervision.

2. Require that their employeesmply with safe rules and practices, whether or not this
program covers those rulespractices.

3. Adequately inform employees of safety and health issues and procedures and ensure

compliance as issues and policies are communicated from the Departmecy/Agen

Head or the Risk Managemeddordinator.

Inform employees to report accidents when they happen no mattenimaw

As soon as practical, provide informati on

employee not directly under his/her supervision reporeaigent.

6. Ensurethatemployeesreprovidedthenecessaryrainingto performrequiredtasksin
a safe and healthfahanner.

7. Provide basic job training and safety instruction to new employees to help prevent
accidents.

8. Promptly and thoroughly investigatell accidents/incidents, near accidents and
complete requiredeports.

9. Set a positive example by performing tasks in a sefiener.

10. Conduct selinspections of work sites amonditions.

11. Correct any unsafe act or condition, which might result in an adcidea timely
manner.

12. Determine departmental safety training and equipment needs and make appropriate
recommendations to the Department/Agency Head for buagjasion.

13. PurchasandissuePPEandsafetyequipmento employeesindertheirsupervisiorand
provide basic job training on its proper use aatk.

14. Ensure all department employees meet and maintain mandated safety training
requirements.

15. Cooperate with the Risk Management Coordinator in matters of safety and safety
programdevelopment.

16. Set a good exmple for safety by working in a safe manner and encouraging others to
doso.

o~

D. Safety Liaison

1. Communicate departmental safety training requirements to the Risk Management
Coordinator forscheduling.

2. Maintain departmental safety training database to dootisred monitor attendance
andcertifications.

3. Assist the supervisor with maintaining required safety program documentation for the
department.
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E. Employees

1. Promptly report all work related injuries and vehicle accidents to their supervisor and
cooperatavith all investigationsvhenemployeéhasinformationrelatingto anaccident
orinjury.
Promptly report all unsafe practices or conditions to his osupgrvisor.
Become familiar with and observe all approved safety policies and procedures for his
or herwork activities, including the use of personal protectigeipment.
4. Serveonthesafetyandwellnesscouncilwhenappointecandparticipaten all required
safety and occupational heafifograms.
5. Informthesupervisoin chargaf employedeelsfor anyreasorthatheor sheis unable
to perform assigned work in a safe and healtmi@hner.
6. Immediately notify the supervisor when work being performed is in violation of the
provisions of this program or that work is being performed in an unsafi@er.
7. Be aubject to disciplinary action in accordance with Chapter 1, Personnel, Article VII,
if employee violates safety rules, procedures or standards, or the provisions of this
article, or acts in such a manner as to
safety.
8. Inform his or her supervisor when taking medication, which may impair physical or
mental alertness and affect ability to perform agately.

9. Actively support and participate in approved programs designed to encourage health
and safety amorgmployees.
10. Assist and support eworkers in regards to safety practices pratedures.

wnN

Inspections, Audits and Unsafe Conditions

Although the Department/Agency Head, Risk Management Coordinator and VOSH Inspectors
periodically inspect the work site, the supsor is the Key Person to make inspections.

Supervisos shall:

1 Conduct regular inspections of all equipment, materials, \sibgls and work practices
under his or her supervision in accordance with Chapter 1, Personnel, Article 15, Section
15.7.

2. Conduct nformal daily inspections of all equipment, materials, wsitks and work
practices under his or hgupervision.

3. If recognizedimmediatelystopanyunsafework conditionor practiceandensurestepsare
taken to correct the condition or practice befoogk is allowed taontinue.

4. Complete Job Safety Analysis (JSA) in accordance with Chapter 1, Personnel, Article 15,
Section 15.5 for appropriatasks.

The Risk Management Coordinator will also conduct inspections of work sites and practices on a
regularbasis.

The Risk Management Coordinator shall:

1. Assist supervisors when completing sedpections when requested and deemed
appropriate. The Risk Management Coordinator has the authority to shut down a job if a
life-threatening situation is noted duringetinspection. The Department/Agency Head
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shall be called to initiate correctieetion.

2. Review submitted supervisory reports to ensure corrective actions have been taken and to
recommend furtheaction.

3 Coordinate a compr eheretypregamanadantusdsst t he co

4. Conduct other inspections as deemed necessary or assist other entities such as OSHA or
VOSH withcompliance.

Performance and Discipline

It is recognized that some county employees may intentionally or unintentionallyewabak

rules, policies or procedures and commit unsafe acts. Therefore, each violation or unsafe act will
require immediate attention by supervisors and Department/Agency Heads to determine if
disciplinary action is required. It should be emphasized #fatwork and driving practices must

be enforced for the protection of Isle of Wight County employees and all who are affected by the
work of our employees.

Supervisors shall consider violations of the safety policies and procedures when completing
employeeevaluation@andrecommendinduture promotions.Employeeshouldrealizetheimpact
on themselves and others if they willfully or negligently commit an ureszfe

Training and Education

The county is committed to providing employees with the opportuaaitynprove themselves
through participation in training and educat
ability to perform their job. This training is for both safety and professional development topics.
Employees attending training functionssafety meetings provided by the county shall confirm
attendance by signing the training attendance ro3iee. training oversight function is the
responsibility of the Risk Management Coordinator.

Section 15.1

General Safety and Health

The purpose of ik program is to provide safety and health guidelines, rules, regulations and
procedures for performing common job functions within the County. The listed policiesrare by
means inclusive of every empl oyeetodbetheanost f unct
hazardouspr thosewith the potentialfor causingharmto theemployeeor othersaroundthework

area.

Therearesomespecializedsafetyprogramswvhich areonly briefly explainedn this sectionof the
safety program because they are mogdieitly detailed in later sections of thilicy.

A. PersonaConduct

1. Employees shall not be under the influence of any substance, legal or illegal, which
adversely affects their ability to perform their duties in any way. No one will report to
work undetthe influence of any controlled substance, to include alcohol. Any employee
reportingto work or returningto work undertheinfluenceof anyillegal drug or alcohol
may be terminated. The use or abuse of legal or prescription drugs that adversely affects
the employeebs ability to perform their ¢
removal from County property, and the employee will be subject to discipline up to and
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including termination oémployment.

2. Controlled Substances may be taken whencpitesd by a physician unless their use
affects the employeebs ability to perfor
responsibility to notify their supervisor when using this kindhetication.

3. Personal firearms, weapons or explosives are not allameany County property
except in accordance witbode of Virginia, Sectioh5.2915.

4. Seatbelts will be properly worn in any vehicle when on Cobosmess.
5. Smokingis permittedin designategmokingareasonly. Smokingis notallowedin the
vehicles omwhile operatingequipment.
6. Practical joking, fighting, anddty ihor sepl a
7. Creating or contributing to unsanitary conditions, unsafe conditions or poor

housekeeping is ngermitted.

B. Personal Clothing anlccessories

1. Employees shalhot wear loose or flapping clothing or haags or other objects
extending from pockets or belts when working on or in the vicinity of moving machines,
motors, engines, etc.

2. Employeeshallwearclothingsuitablefor theweatherandsafefor the performancef
their duties. An empl oyeeds supervisors
reasons at anyme.

3. Employeeshallnotweardanglingor hangingiewelrywhenworking on machinery It
is recommended that rings, wrist or wdtands be removed under conditions noted
above.

4. Emp | o haw shalllbekeptsoasto preventit from beingcaughtor tangledwith any
part of movingequipment.

5. Department/Agency Heads may establish more specific rules for their departmental
functions.

C. Office Hazards

=

Tripping hazards shall not be left or placed in aisles or in areas exposedttaffmot

2. Deskandfile drawersandcabinetdoorsshallnotbeleft openor unattendedT o prevent

tipping of the file cabinet, not more than one drawer sf@thpened attame.

Do not carry pointed or sharp objects in pockets with peoinggotected.

When sitting in chairs, all of the chair legs shall remain offldloe.

Employeeshallnotrunin hallwaysor stairways Employeeshallusehandrailsvhere

provided.

6. Employees shall stand clear of all closing elevator doors. When maintenance work is
being performed, employees shall not disregard warning sidreacades.

7. Electrical appliances shall only be used in designated areas and shall have a UL and
commercialrating.

8. When lifting, employees shall get assistance when an article is awkwardheaino

ukrw

D. Housekeeping Practices

1. Combustible materials such as-sdaked and pairdovered rags, waste, packing
material, and other rubbish shall not be allowedaccumulate on benches, floors,
rooms, or yards. The combustible materials shall be stored in designated areas or
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receptacles a minimum of 60 away from
identified orlabeled.

2. Stairways, aisles, exits, walkways, stpgaareas and work areas shall be kept free of
debris and otheabstructions.

3. Material and supplies shall be stored in an orderly manner to prevent their falling,
rolling, or spreading and to prevent tripping and stumbiamards.

4. Floorsandplatformsshal bekeptfreeof oil, greasewaterandotherslipperymaterials

unless properly marked with cautisigns.

Protruding nails should be bent over@moved.

Dispose of scrap and waste materials at frequent and regular intervals or at the end of

each shift

7. All places of employment, yards, shops, storerooms, vehicles and office facilities and
job sitesshallbekeptcleanandorderlyandin sanitarycondition. Thesupervisoshall
be responsible for proper housekeeping in and around their respective areas.

o u

Section 15.2

Shop Work, Machinery, Tools and Equipment

General Safety Requirements

1.

Hw

Employeeshallwearpersonaprotectiveequipmentn accordancevith Chapterd, Article

XV, Sectionl15.6.

Onlyauthorizedandproperlytrainedemployeeshalloperatemaintain,or repairmachines
andequipment.

Employees shall be instructed in the proper use of toolsguigment.

Machine guards shall be kept in place except when removed for purpose of inspection or
repair. All guards shall be reinstalled immediateljoiving such inspection aepair.

Hand Tools, Portable Electronic Tools, and Extension Cords

1

Ok wWN

8

Inspect tools and cords prior to each use. If they appear to be unsafe, the condition should
be reported to the supervisor who shall be responsible for sdwiggate repaired or
replaced. Do not use defective tools or cords until they are repaireplaced.

Select the appropriate tool for tjud.

Do not lay tools in places from which they dal.

Carry sharp tools in covers or point away fromtibdy.

Non-sparking tools shall be used in areas where a fire hazats.

All portable electric tools shall be double insulated or effectively grounded by means of a
threewire cord and grounding plug. GFCI cords mustiged.

Extension cords shall not be uded permaneninstallations.

The on/off or dead man switch shall not be tape@siricted.

Power Driven Equipment

1.

w N

All vehicles/equipment in use shall be inspected at the beginning of each shift to assure
that all parts, equipment and accessories tt@ttesafe operation are in proper operating
condition. All defects shall be corrected before the vehicle is plassihiite.

Roll-Over Protection Structures shall be used on all heavy mot@tegdment.

Safety belts shall be fastened before equipnsagerated.
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4. The operator shall not leave machinery unattended while idling on an incline or on loose
gravel.

5. Aeriallifts, craneshoomtrucksor backhoesshallnotbe movedfrom job locationsunless
the boom has been returned to the crpdkation.

6. Employees shall not ride in equipment buckets not designethakfts.

Forklifts

1. Only employees who have successfully completed training shall openidifts.
Operators shall lower forks, shut off power and set bakes when ledaridifa

2.
3. Forklifts shall be inspected beforese.Passengers are not allowed dorlift.
4. Operators shall wear seatbelts while operdtnkjifts.

Ladders
Fixed Ladders

1. Fixed ladders shall be designed in accordance with 2910ER27.

2. Ladder safety devices shall be usedelevated storage tanks or other structures where a
fixed ladder with safety rail iavailable.

3. All ladder safety devices such as those that incorporate life belts or body harnesses shall
meet the design requirement of the ladder which skeeye.

4. Laddersafety devices shall be inspected prior to ascendiaddzr.

5. All safetydevicesmustbecapableof withstandingwithoutfail, adroptestof a500-pound
weight dropping 18 inches.

Portable Ladders

1. Only OSHAapprovedaddersjn goodcondition,shallbe used. Inspectiadderdor defects
and dangerous conditions prior to use. Supervisors are responsible to procure ladders
appropriate for the work being done and ensure the serviceability of ladders in their work
place.
Maintain ladder markings in legibtendition.
Visually inspect ladders before eacde.
Remove from service ladders with defects which cannot be immediately repaired and
ensure they are scheduled for repaatestruction.
5. Straight and extension ladders should be placed with the feet apptely onefourth of
thel a d dertendedengthfrom thewall or objectonwhichthetopis resting. Whenthis
positionis not possible anotheremployeeshallsecuragheladder,unlesghetopis securely
lashed.
Straight and extension ladders museexk three feet above the supmtrticture.
Step ladders will be fully opened and in the locked position bekae
Whenascendingr descendingaddersfacetheladderandusebothhandsor support. An
empl oyeebds feet shal lthethie vuegrfronbtee top bfa straight h i g h
ladder, or the second step from the top of a Isteger.
9. Do notusemetalor conductivdaddersaroundor nearenergizedconductoror equipment.
10. Only one employee may work on a ladder at a given time unlessdddiy use by two
people.
11. When working from a ladder where the top cannot be lashed or otherwise secured, the
reaching distance may notsideexceed one ar mds
88
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12. Carry ladders in the horizontal positionly.

Section 15.3
Emergency Action Plan

Purpose

To plan and prepare for workplace emergencies that can be reasonably expected, by auditing the
workplace, training employees, obtaining the necessary equipment and assigning responsibilities.
These emergencies may include fire, terrorismraatdral disasters.

Policy

Isle of Wight County shall establish an Emergency Action Plan for establishments occupied by
county employees. The plan shall be maintained in accordance with this policy and the
requirements or 29 CFR 1910 Subpart E.

Responsibities

A. Risk Managemerghall:
1. Assist in the development of plansraquired.
2. Audit and spot inspect plans foompliance.
3. Maintain Plan in accordance with this policy and Subpart E of 29 1SHR.
4. Conduct annual and spot drills to ensure employee undénsgaof thePlan.
5. Instruct all newly assigned individuals on the contents oPtae.

B. General Services Buildirigivision:
1. Maintainbuildingfloor plansfor all buildingshousingCountyemployees Supplyupdates
when building configurationshange.

Emereency Action Plans

A. Theemergencyctionplanshallbemaintainedcandmadeavailableto employeesor reviewat
all times.
B. The emergency action plan shall includeftiilowing:
1. Procedures for reportirgmergencies;
2. Procedures for emergency evacuation, iditlg type of evacuation and evacuation zone
assignments;
3. Procedures to be followed by employees who remain to operate critical operations before
theyevacuate;
4. Procedures to be followed by employees performing rescue or medical datles;
5. The job title ofthe employee who may be contacted by employees who need more
information about the plan or an explanation of their duties und@itahe

Training

A. The Risk Management Coordinasirall:
1. Instruct all newly assigned employees in the contents d¢tldre
2. Instruct all affected employees whenever there is a changePRdtathe

3. Coordinate annual drills to ensure employees understand the contentRlaithe
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Section 15.4

Accident/Incident Reporting and Investigation Plan

No matter how conscientious the safetfprt at Isle of Wight County, accidents are going to
happen sometimes due to human or system error.

Purpose

This written Accident/Incident Reporting and Investigation Plan is intended to demonstrate
compliance with the requirements in 29 CFR 1904 by:

1 prescribing methods and practices for reporting and investigating acciaients;
1 providing a means to deal with workplace accidents in a standavazed

It is the policy of Isle of Wight County to comply with all workers' compensation laws and
regulations.

Accident/Incident Reporting and Record Keeping Requirements

The Supervisoros Accident/ I ncident I nvestigat
Forms Directory, will be used for the following situations.

Motor VehicleAccidents
Damage to Countyroperty
Damage to Other ParBroperty
Injury to Employee

Injury to OtherParty

agrwNPE

The supervisoros Accident/ I ncident l nvesti ga
Department/Agencideadto the Risk Managemen€oordinatowithin 24 hoursaftertheacciden

or damage was discovered or the Monday following an occurrence on a weekend. When the
accident/incident involves vehicles, damage to County or Other party property or Injury to Other
Party the report will also be forwarded to Budget and Finance. Addltypnwhen the
accident/incident involves a County Fleet vehicle the report will be forwarded to the Director of
GeneralServices.

When an accident/incident occurs the following shall take place:

A. The Employeeshall:
1. Report the accident/incident to the inulree supervisor as soon as reasonably possible
aftertheaccidentwhile atthe scenewhenpossible Reportsmustbe madebeforetheend
of the work period.
Near miss accidents/incidents should be reportecels
Call 911 to summon Police and emergenmdical service iheeded.
When the accident/incident involves a County owned vehicle the operator shall follow
procedures outlined in Chapter 4, Fleet, Article |, Sectidn
5. Employeesvhoareinvolvedin or who arepassengersr witnesseso anaccideny/incident
shall provide a written st anwvestigsgiont and t ake

hon
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B. The Supervisor shall:

1. Travel to the accident scene, when practicable, and conduct an investigation to ascertain
all pertinent information (names, addresses,nbee numbers, witness information,
description of incident, contributing fact
Accident/Incident Investigation Repdarm.

2. Make every effort to photograph the scene and damage to the vehicles or equipment
involved.

3. Determinef the Substancé\busePolicy andProcedureChapterl, PersonnelArticle XI,
Section 11.4 is applicable to thecident.

4. CompleteheS u p e r \Accelent/InzidentnvestigationReportFormwith theaid of the
employee(sjnvolved.

5. Fowar d the completed Supervisoroés Accident/
other documentation obtained in the investigation to the Department/Agency Head for
Review.

C. The Department/Agency Heatall:

1. The Department/Agency Head shall review altident investigation documentation and
forward to the Department of Budget & Finance Accounting Manager, Department of
Human Resources Risk Management Coordinator, and when appropriate, the Department
of GeneralServiceswithin twenty-four (24) hoursof the accidenr the Mondayfollowing
an accident which occurs omaekend.

D. Risk Management Coordinatshall:

1. Be notified of all accidents and assist supervisors at the accident sceoces$ary.

2. Obtainadditionalinformationif neededAssistwith gatheing additionalfactsor furthering
theinvestigation.

3. Revieweventssurroundingaccidentsnvolving Countyemployee®r property. As aresult
of the review, findings may be made as to
Prevent abl e datians mhay beenaae fompeocedures to put in plageet@nt
future similar accidents. The findings and recommendations will be presented to the
Department/Agency Head and the Director of Human Resources for review and action, if
necessaryAny correctiveactionsof anadministrativeor disciplinarynatureresultingfrom
the findings of the accident review process may be considered and administered by the
Director of Human Resources and the appropriate Department/Agency Head. Should
disciplinary action baecessary, the employee has the right to appeal in accordance with
the grievance procedure in Chapter 1, Personnel, Atitle

4. Maintain Accident/incident investigatioaports.

5. Maintainthe OSHA 300log andcompileandsubmittherequiredannualOSHA 300 injury
reports.

6. If aworkplaceaccidentesultsin injury or illnessrequiringin-patienthospitalizatiorof an
employee or a fatality or dismemberment of one or more employees, report the incident
within eight hours to the nearest VO$Hice.

E. Budget ad Financeshall:
1. Complete and submit appropriate property and liability insurance fdams.
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Personal Injury

All personal injuries must be reported to the supervisor as soon as possible following the injury.
The following steps will occur in regard dgoworkplace injury.

1. Employees will notify his or her supervisor and report the injury in accordance with the
workers compensation policy, Chapter 1, Personnel, Article VI, Segon

2. The supervisor shall notify the Department/Agency Head and the Rislagdment
Coordinator whenever a workplace injurgcurs.

3. When a workplace accident/incident results in a fatality, the loss of a lingatient
admittance to a hospital for care, or injury to multiple employees, the supervisor shall report
the incidentd the Risk Management Coordinator within eight hours so that VOSH may be
notified within the mandated tinfeame.

Accident Investigation Requirements

A thorough investigation of all accidents will lead to identification of accident causes and help:
1 deternine why accidents occur, where they happen, and any trends that migiviehaping;
employees develop an awareness of workplace problentsaaadis;

identify areas for process improvement to increase safetyraddctivity;

note areas where training arfnation or methods need to ingproved;

suggest a focus for safety program developnard;

1 reduce economic losses from injuries and lost produtithe

1
1
1
1

Thefocusfor theaccident/incidennvestigationss to find thecausegor the purposeof prevening
future incidents and injuries, not to plddame.

Supervisors will perform the following duties for all accident investigations:

1 Conduct the accident/incident investigatatrthe scenas soon as safebpssible.

1 Ask the employee(s) involved in tivecident and any witnesses, in separate interviews, to tell
in their own words exactly whatppened.

1 After the employee has given his/her description of the event, ask appropriate questions that
focus oncauses.

1 Gather information regarding the descriptif the incident, individuals involved, location,
witnesses, and events that precedednitident.

1 Determinehelikely sequencef eventsanyabnormalityof events andthe probablecauseof
the incident (direct, indiredbasic).

1 Determine what prevéive actions should be taken to prevent a future incident and assign
responsibility for correction to the appropriate departmeimdavidual,

1 Remind the employee(s) the investigation is to determine the cause so actions can be taken to
help eliminate theause(s) of thancident.

T Complete the Supervisorbés Accident/ I ncident
review data with employee faiccuracy.
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Keep in mind, accident/incidents normally have two or more causes. It is important to properly
identfy all causes so suitable controls can be implemented. It is important to address the safety
policies as well as employee action/inaction when investigating any incident.

The Risk Management Coordinator will review each investigation to ensure it ideterapd
thorough. Poorly executed investigations will be returned to the responsible party for revision.
Assistance will be available upon request.

The accident investigation report is used to:

track and reporinjuries;

group injuries by type, causepdy part affected, time of day, and processlved;

determine if any trends in injury occurrence exist and graph those trgudsiible;

identify any equipment, materials, policies, procedures, or environmental factors that seem to

be commonly involvedh injury incidents;

1 discuss the possible solutions to the problems identified with the safety team and superiors;
and

1 proceed with improvements to reduce the likelihood of fuhjueies.

= =4 4 A

Training
The information and requirements of this written ples@esented to employees through:

1 New EmployeéOrientation
1 Policy Dissemination
ProgramEvaluation

The accident reporting and investigation program is evaluated annually and updated if necessary
by the Risk Management Coordinator.

Section 15.5

Job Safety Analysis

Purpose

Writing a Job Safety Analysis (JSA), establishing work rules, instructing workers to follow the
work rules, and supervisor enforcement of work rules can help reduce injuries.

Policy

A Job Safety Analysis will be conducted to:
1. ldentify hazards associated with each step of any job or task that has the poteatiséto
seriousnjury;
2. determine how to control theazards;
3. determine Personal Protective Equipment (PPE) required fotasch
4. produceawrittentool thatcanbeusedto train staffandprovidedocumentatiorf training;
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and
5. meet OSHA requirement 29 CFR 1910.132 (d) by developing procedures and work rules
that are specific for each job task

Responsibilities

A. The Risk Management Coordinasirall:
1. Provide supervisor wittraining on how to complete S A6 s .
2. Assist the supervisor with conducting the first JSA for their areaspionsibility.
.l nspect JSAOGs inepectidns. |l e during spot

B. Supervisorshall:

1. Conducthazardsissessmentdf thework areawithin their controlto identify eachjob/task

that has the potential to cause seriojgy.

2. Conduct a Job Safety Analysis (JSA) for each identified job/task using the Job Safety
Analysis form and instructions found in the Risk Management Forms Directory.
Supervisors and sfafvho actually use the particular piece of equipment should work
together to develop thiSA.

Keep the JSA on file in theepartment.

Train affected staff on the work rules and practices outlined idShe

Enforce the workules.

Revi ew t he irdréAfcantrof annually amncewhen equipment or teskage.

o0k w

C. Employee:

1. Staff who actually perform the identified task and/or use the equipment should participate
in the analysis because they usually are the most knowledgeable about the hazards and
havedirect control ovethem.

2. Staff performing tasks identified in a JSA shall follow the established work rules for the
task and utilize the identified controls aPBE.

Section 15.6

Personal Protective Equipment

Purpose

To protect County employees froemposure to work place hazards and the risk of injury through

the use of personal protective equipment (PPE). PPE is not a substitute for more effective control
methods and its use will be considered only when other means of protection against hazards are
notadequater feasible. This sectionaddressegeneraPPErequirementsancludingeyeandface,

head, foot and leg, hand and arm, and body (torso) protection. This policy does not cover PPE used
for respiratory protection and hearing protection as #e&lrior participation in these programs is
established through industrial hygiemenitoring.
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Policy

In accordance with 29 CFR 1910 Subpart I, personal protective equipment will be provided, used
andmaintainedvhenit hasbeendeterminedhatits useis requiredto ensurehe safetyandhealth

of ouremployeesindthatsuchusewill lesserthelikelihood of occupationainjury and/oriliness.

PPEwill beusedin conjunctionwith othercontrolsunlessno othermeanof hazardcontrolexists.

No employees permitted to use damaged or defecBRE.

Responsibilities

A. Risk Management Coordinatshall:

. Assist divisions in PPEelection

Review PPE selection fappropriateness

Inspect the serviceability and availability of PPE during spsgections
Provide guidance on proper use and carBBE

o

Supervisorshall:

1. Conduct hazards assessment for job tasks and ensure the propeawrifgbe

2. Review and update PPE hazard assessmenecassary

3. Record hazard assessments and selected PPE on the JolASalfgetis form in
accordance with Chapter 1, Personnel, Article XV, Sedto5.

4. Issue selected PPE to users upon initial job assignment and maintain documentation of
issuedPPE.

5. Ensure all users of selected PPE under their supervision are trainedanetlaed use of
requiredPPE.

6. Ensureall usersof selected®PEundertheirsupervisioruseandcarefor PPEappropriately.

7. Immediately dispose of and replace damaged or defdekge

C. Employees and volunteeshall:
1. Wear PPE aequired.
2. Attend required @iningsessions.
3. Properly care for, clean, maintain and inspect PREqsred.
4. Inform the supervisor immediately of the need to replace or rep&r

HazardAssessment

A. Supervisors are responsible for completing Job Safety Analysis (JSA) in accorddmce wi
Chapter 1, Personnel, Article XV, Sectibs.5

B. The JSA is a resource for supervisors to log PPE hazard assessments, assign appropriate PPE,
and inform employees of the hazards and required PPE associated with psaskslar

C. While conductinchazardassessmentthefollowing itemsshallbeconsideredn regardto PPE:

Impacthazards
Penetratiorhazards
Compression (rolbver)hazards
Chemicalhazards
Heat/ColdHazards

arwnpE
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Harmful dust

Light (optical) radiatiorhazards
Biologic hazards

. Sources of energynd electricity

10. Sources omotion

11. Sources of higttemperature

12. Types of chemicals in theorkplace
13. Sharp objects

e

PPESelection

A. All PPEclothingandequipmenthallbe of safedesignandconstructiorandbe maintainedn
a clean and reliableondition.
B. Awaysc heck the manufacturerds recommemnsted usSaf(
C. PPEselectedshallprovidealevel of protectionequalto or greatethanthe minimumrequired
to protect employees frohmzards.
D. Generafrequirements.

1. Eye and FacBrotecton

Shall be worn any time work operations can cause foreign objects to geeyethe
Shall protect against specific workpldtazards.

Shall comply with ANSEZ87.1-1989.

Should fit properly and be reasonably comfortabledar.

Should provide unrestiied vison angnovement

Should be durable amteanable.

Should allow unrestricted functioning of any other requiR €.

@+pooow

2. Head Protectioshall:

a. Shall be worn any time work operations can cause foreign objects to getyethe

b. Bewornwhenobjectamightfall aboveandstriketheheadtheemployeéhasapotential
to bump their head against fixed objects, or there is the potential for head contact with
electricalhazards.

c. Comply with ANSIZ.1-1986.

d. Be worn aslesigned.

e. Fit theemployee.

3. Foot and Ledprotection
a. Shall be worn when an employee has exposure to or potential exposure to falling or
rolling material, crushing or penetrating materials, corrosive chemicals, poisonous
materials or electricddazards.
b. Safety footwear shall comply with ANSI Z41991 orASTM F241305.
c. Special conditions for electrically conductive shoes and electrical hazards safety toe
shoes shall be given for employees exposed to elediazalds.

4. Hand and ArnProtection
a. Shall be worn where an employee is exposed to entmty exposed tcskin
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absorption of hazardous substances, electrical dangers, lacerations, bruises, scrapes or
the like.

b. The hand and arm protection chosen shall be specific to the job hazard. Examples
include:
L Leather glove$ protection againgtparks, moderate heat, blows, chips and

rough objects.

IL Aramid fiber gloved protection against heat, cold, and are cut and abrasive
resistant.

. Fabric gloves protect against slivers, chafing, atmasions

V. Coated fabric gloves general purpose with sligsistance.

v.  Chemical and liquid resistant glovieprovide an impervious barrier against
specific hazards.

5. Body Protection:

a. High visibility garments shall be worn by all County employees working around
construction equipment or within or adjacent to @admay which shall, atminimum,
be a Class Il reflective outgarment.

b. Where the posted speed limit of a roadway is 50 mph or greater a Class Il garment
shall be worn.

c. Shallbewornwhenanemployeenasexposurdo temperatur@xtremessplashegrom
hat metals or liquids, impacted from tools or machinery or materials, and hazardous
chemicals.

6. Hearing Protection:
a. Shall be required when an employee is exposed to a noise level of 85 dB for an eight
hour shift unless a standard threshold shiéixiseriened.
b. Shallberequiredwvhenanemployeéas exposedo anoiselevelof 115dBin al5minute
period.
c. No employee shall be exposed to impact/impulse noises grater then 140dB.

Training

A.

B.
C.

Any workerrequiredto wearPPEwill receivetrainingin theproperuseand careof PPEbefore
being allowed to perform work requiring the usd>&fE.
Periodic retraining will be offered to PPE usersi@sded.
The need for retraining will be indicatadhen:
1. Ane mp | o woekdabitsor knowledgeindicatesalack of necessarynderstanding,
motivation, and skills required to use the PPE (i.e., usesrRpraperly)
2. New equipment ifnstalled
3. Changes in the workplace make previous traioumepf-date.
Changes in the types of PPE to be used make previous trautingdate.
The 'ralnlng will include, but not necessarily be limited to, the follovgnbgjects:
When PPE must bsorn;
What PPE isiecessary;,
How to properly don, doff, adjust, and wéd?PE;
The limitations of the PPEnd

N
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5. The proper care, maintenance, useful life, disgosal oPPE.

E. After the training, the employee will demonstrate that they understand how to use PPE
properly, or they will beetrained.

F. Training of each employee will be documented using the JSA to verify that each affected
employee has received andderstands the requir&dPE.

Cleaning and Maintenance

A. It is important that all PPE be kept clean and properly maintained. Cleaning is particularly
important for eye and face protection where dirty or fogged lenses could impair vision.
Employees must imse c t , clean and maintain their PPE
instructions before and after eacde.

B. Supervisors are responsible for ensuring that users properly maintain their PPE in good
condition.

C. PPE must not be shared between employees uhéiibeen properly cleaned aaohitized.

D. PPE shall be distributed for individual use whengwaessible.

E. If employees provide their own PPE, supervisors shall make sure that it is adequate for the
workplace hazards, and that it is maintained in a cleamediathlecondition.

F. Defective or damaged PPE shall not be used and will be immediately discardeglaoced.

G. Contaminated PPE which cannot be decontaminated shall be disposed of in a manner that
protects employees from exposurénsazards.

Section 15.7

Self-Inspections
Purpose

Totakeapro-activeapproachiowardaccidenpreventionin theworkplaceby regularlyconducting
safetyinspections.

Policy

Departments shall implement a program of-g&dpections for the purpose of maintaining a safe
and fealthful workplace for County employees.

Responsibilities

A. The Risk Management Coordinasdrall:
1. Assist supervisors and division safety liaisons with-selpections asecessary.
2. Review checklists for compliance, applicability, and verification of detrgn through
spot inspections and safety prograudits.
3. Provide or coordinate training for persons responsible for conducspgctions.
4. Provide guidance for development of department spestigcklists.
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B.

Supervisorshall:

Coordinate and conductlsenspections for their area césponsibility.
Manage the selinspection program for their arearesponsibility.

Attend training on conductirggelfinspections.

Implement appropriate correctiagetions.

Train employees to conduct appropriate-g&dfections according tchecklists.

agbrwNhPE

Division Safety Liaisoshall:

1. Assist the supervisor with maintaining sgl§pection progrardocumentation.
Employees and Volunteessall:

1. Assist the supervisor with satispections asecessary.

2. Conduct appropriate agsedselfinspections.

Training

A.
B.

C.

Supervisorshallreceiveonetimetrainingfrom Risk Managementegardingself-inspections.

The training may be repeated at the request of the supervisor or if the individual displays a
need for additionataining.

Training shall explain the following topics detail:

1. Purpose

2. Documentation

3. Communications and feedback

Employee training will be conducted by the supervisor for specifiarsgtections for which
the employee is solehgsponsible.

Documentation

A.
B.

All self-inspection checklists shall be maintained by the Department for a perige:af. 1

Selfinspectiorchecklistsshallbemadeavailablefor reviewby Risk Managemenatall times.

1. Thisis bestaccomplishedby maintainingaself-inspectionprogrambinder.This shouldbe
maintained by the division safelgison.

Selfinspections

A.

Selfinspections are workplace inspections that ensure the safety and health of employees.
Supervisors shall conduct séfispections using a sealispection checklist at least eyesix
months.

ThesampleSafetySelf-InspectionChecklist,foundin the Risk ManagemenEormsDirectory,

is a broad general example of a geHpection checklist for use by Departments. Each
departmenshouldaddor deleteitemsto makethe checklistuniqueandusefulfor their areaof
responsibility. Deletions may be subject to approval by the Risk Manag@oeinator.
Interest areas for inspections include but are not linbited

1. Postings

2. Processing, receiving, shipping astdring

3. Building andgrounds

4. Housekeeping
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Electricity

Lighting

Heating andrentilation
Machinery

. Personnel

10. Hand and Powebols
11.Chemicals

12. Fire Prevention

13. Maintenance
14.Personal Protectiviéquipment
15. Transportation

16. First-Aid
17.EvacuatiorPlans

©oo~No v

D. All selfinspectionshallbeconductedisinginformationprovidedby the manufacturewhere
applicable.

E. Selfinspection checklists shall be maintained by the department for three years and made
available to the Risk Management Coordinator for review weguested.

Section 15.8 (Revised Septdyar 17, 2015, Revised February 16, 2017)

Hazard Communication & Chemical Safety Program

Purpose

To ensure that the hazards of all chemicals produced or imported are evaluated, and that informe
concerning their hazard is transmitted to employees.

Pdicy

This written program has been established for Isle of Wight County to comply with the Hazal
Communication Standard, 29 CFR 1910.1200. All departments and divisions of the County are incluc
within this program. Copies of this written program v available for review by any employee in the
following locations:

1 On the Central network drive, in the Policies Folder
1 Human Resources Department
1 In Safety Data Sheet Binders

Responsibilities

A. The Risk Management Coordinator Shall:
1. Develop and maintaithe Hazard Communication program
2. Act as a resource for implementation of the program
3. Conduct or coordinate awareness level new employee training for the program
4. Ensure Safety Data Sheet (SDS) files are acquired by departments

100



ISLE OF WIGHT COUNTY POLICY MANUAL

5. Inspect the program at leastnually

B. Department/Agency Heads shall:

Ensure departmental compliance with the Hazard Communication program
Implement corrective action as required to ensure compliance

Review and accept Hazardous Chemical listings for their department.
Ensur e Sdydrédsfor alichemicals within their department.

Ensure outside personnel are notified of the program.

Ensure the development of procedures for-rautine tasks.

I

C. Supervisors shall:
1. Ensure employees are informed of the workplace Hazard Communicedgnaimm.
2. Determine affected employees and ensure job specific training is provided.
3. Assist the Department/Agency Head with the implementation of corrective actions as required
ensure compliance.
4. Develop procedures for naoutine tasks
5. Conduct annual #einspections to ensure compliance with this policy.

D. Employees shall:

Comply with the elements of the policy and program

Seek additional training as necessary to ensure awareness.
Wear PPE required when using hazardous chemicals.
Advise management of pgram deficiencies.

Assist as necessary with seispections

arwnE

To avoid injury and/or property damage, persons who handle chemicals in any area of the County n
understand the hazardous properties of the chemicals. Before using a specific chemitandafg
methods and health hazards must always be reviewed.

The basic components of this program include:

Hazardous Chemical Inventory Lististed alphabetically
Safety Data Sheets

Labels and Other Forms of Warning

Employee Information and Training

Non-Routine Tasks

On-site Contractors

General Chemical Safety

= =A =2 =4 A A A -

Program Review
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Hazardous Chemical Inventory List

A list of all known hazardous chemicals (products) used by Isle of Wight County employbaghis
written programis maintained by the Bk Management Coordinator in the Master Hazardous Chemical
Inventory on the Central computer network.

A list of hazardous chemicals used by each department is kept with corresponding safety data shee
Human Resources, E911, Emergency Servieeblic Works, Utility Servicesand Parks and Recreation.

Hazard Determination

All hazardous chemicals in the County are purchased materials; there are no manufactured or interme
hazardous chemicals. Therefore, Isle of Wight County shall rely on thedndetermination made by the
chemical manufacturer as indicated on the SDS.

Safety Data Sheets (SDS)

If chemicals not listed ithe Master Hazardous Chemical Inventarg ordered or purchased, the department
making the purchase shall be responsibleltain the manufacturé corresponding, properly formatted,
safety data sheets and forward them to the Risk Management Coordinator for inclusion in the Master $
file.

The Risk Management Coordinator wil | rmateShouklanyt h
SDS be incomplete, the department which made the purchase will immediately send correspondence t
manufacturer requesting the proper information.

A complete Master file of SDSs for all hazardous chemicals to which employees @bihéy may be
exposed will be kept in labeled binders in Human Resources, E911, Emergency SEnhbtiesWorks,
Utility Servicesand Parks and Recreation.

Departments who use chermaig are responsible to maint@DSsfor all hazardous chemicals uskeytheir
departmentsin labeledbinders. Departmental SDS Binders must be kepthe main office area of the
respective departmenraf each location where their employees report to work and at any other locatic
necessary to make them readily accessiblemployees within their work areas during each work shift.
Should SDSs be unavailable, please contact the Risk Management Coordinator immesixsiyvill be
reviewed annually by the Risk Management Coordinat@nsure they remain current.

After three documented requesis the manufacturefor a required SDS have been unsuccessful, the
problem will be reported to the nearest Virginia Occupali®afety and Health (VOSH) office.

Labels and Other Forms of Warning

The Hazard Communication Stard requires that hazardous chemicals be labeled by manufacturers. T
label must contain the following:

1 Chemical identity;
1 Appropriate hazard warnings; and
1 Name & address of chemical manufacturer, importer, or other responsible party
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Upon delivery othemicals, the Department/Agency Head or designee will ensure that chemicals are labe
properly. Any chemicals without proper labeling will not be accepted.

When chemicals are transferred from the manufacturer's containers to secondary contavianegheor
Supervisor of each department shall ensure that the containers are labeled with the identity of the cherr
and appropriate hazard warnings using the Global Harmonized System (GHS) label (i.Breghazard,
RoundUpi eye warning).

The labeling procedure will be reviewed annually by the Risk Management Coordinator and changed
necessary.

Employee Information and Training

Prior to starting work, new employees of Isle of Wight County will attend a safety orientation program. T
Risk Management Coordinator will be responsible for organizing and conducting the initial training. Th
training will consist of general training covering:

1 Location and availability of the written Hazard Communication Program;

1 Location and availability of #List of Chemicals used in the workplace;

1 Methods and observation used to detect the presence or release of a hazardous chemical in the work|
1 Information contained in SDSs for employees to protect themselves;

1 Explanation of the chemical labeling ssst; and

1 Location and use of SDS

Job Specific Training

Employees will receive on the job training from their supervisor. This training will cover the following
elements relative to the specific chemicals they will be using or will be working arourarimtnk area:

The specific physical and health hazard of chemicals in the workplace;
Specific control measures for protection from physical or health hazards;
Proper use and storage of the chemicals in their workplace; and

PPE requirements.

hwn e

ImmediateOnthe-Spot Training

This training will be conducted by supervisors for any employee that requests additional information
exhibits a lack of understanding of the safety requirements.

Following each training session, the employee is required toasigrdate the training record verifying

attendance. Before any new employee can begin work which requires the use of or potential exposul
hazardous chemicals, training as indicated for new employees must be completed. Additional training
be provded with the introduction of each new hazard. Records of the additional training will be maintaine
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Non-Routine Tasks

Non-routine tasks are defined as working on, near, or with unlabeled piping, unlabeled containers of
unknown substance, confinedase entry where a hazardous substance may be present and/dmaeone
task using a hazardous substance differently than intended (example: using a solvent to remove stains
tile floors).

Steps for NorRoutine Tasks:

Step 1: Hazard Determination

Step 2: Determine Precautions

Step 3: Specific Training & Documentation
Step 4: Perform Task

The Department Supervisor will evaluate all froatine tasks before the task commences to determine all
hazards present and the necessary precautionscheedither remove the hazard, change to ahaaard,

or protect from the hazard (use of personal protective equipment) to safeguard the employees presel
addition, the Department Supervisor will provide or obtain necessary specific safety trairengpfoyees
present or affected by the nooutine task and will document the training.

Prior to an employee beginning a hazardous-mooine task, he/she must report to the Department
Supervisor to determine the hazards involved and the protectijgneent and/or training required.

All outside contractors working inside County Facilities are required to follow the requirements of their ov
Hazard Communication Progranihe County will provide the contractors a copy of the Hazard
Communication Progra when requested. Contractors are responsible for any chemicals they bring to t
facility and notifying the appropriate staff of the chemical.

General Chemical Safety

Assume all chemicals are hazardous. The number of hazardous chemicals and theohuealoions
between them is so large that prior knowledge of all potential hazards cannot be assumed. Use chemic
as small quantities as possible to minimize exposure and reduce possible harmful effects. The follow
general safety rules shall bbserved when working with chemicals:

Read and understand the Safety Data Sheets.
Keep the work area clean and orderly.

Use the necessary safety equipment.

= =2 =A =4

Carefully label all secondary containers with the identity of the contents and appropraateé haz
warnings (GHS).

=a

Store incompatible chemicals in separate areas.
1 Substitute less toxic materials whenever possible.

9 Limit the volume of volatile or flammable material to the minimum needed for short operatiot
periods.
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1 Ensure primary labels aredible and intact.

1 Provide means of containing the material if equipment or containers should break or spill the
contents.

Task Evaluation

Each task that requires the use of chemicals should be evaluated to determine the potential hazards assc
with the work. This hazard evaluation must include the chemical or combination of chemicals that will |
used in the work, as well as other materials that will be used near the work. If a malfunction during
operation has the potential to cause seriousy or property damage, a Safe Operational Procedure (SOP
should be prepared and followed. Operations must be planned to minimize the generation of hazarc
wastes.

Chemical Storage

The separation of chemicals (solids or liquids) during storageedessary to reduce the possibility of
unwanted chemical reactions caused by accidental mixing. Use either distance or barriers (e.g., tray
isolate chemicals into the following groups:

Flammable Liquids: store in approved locations.
Acids: treatas flammable liquids

Bases: do not store bases with acids or any other material

= =2 =2 =2

Other liquids: ensure other liquids are not incompatible with any other chemical in the same stor:
location.

1 Lips, strips, or bars are to be installed across tlithvwof storage shelves to restrain the chemicals in
case of earthquake.

Chemicals will not be stored in the same refrigerator used for food storage. If a refrigerator is used to s
chemicals, a label on the door must appropriately identify refrigerasad for storing chemicals.

Emergencies and Spills

In case of an emergency, implement the following:
1 Evacuate people from the area.

1 Isolate the area.
1 If the material is flammable, turn off ignition and heat sources.
1

Only personnel specificallyrained in emergency response are permitted to participate in chemice
emergency procedures beyond those required to evacuate the area.

1 Call for emergency assistance if required.
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Housekeeping

1. Maintain the smallest possible inventory of chemicalnést immediate needs.

2. Periodically review stock of chemicals on hand.

w

Ensure that storage areas, or equipment containing large quantities of chemicals, are secure !
accidental spills.

Rinse emptied bottles that contain acids or inflammable sishefiore disposal.
Do notplace hazardous chemicals in salvage or garbage receptacles.

Do not pour chemicals onto the ground.

Do not dispose of chemicals through the storm drain system.

Do not dispose of highly toxic, malodorous chemicals dowkssom sewer drains.

© © N o 0 &

Periodically purge old chemicals that are no longer needed.

Program Review

This written Hazard Communication Program will be reviewed by the Risk Management Coordinat
annually and updated as necessary.

Section 15.9

Energy Control/Lockout i Tagout

Powered machinery, electrical equipment, or pressurized systems that could cause injury or put
people in danger, is a hazard that energy control procedures can control. Employees must be alert
to deviceswhich afterbeingshutdown,canroll, fall, move,or releaseenergyin awaythatcould
causenjury. Typicaltasksrequiringlockout/tagou{(LOTO) procedurenclude,butarenotlimited

to:

1. Empl oyee placing any part ooperatidmnei r body i
2. Repairing electricatircuits
3. Cleaning, repairing, and maintaining machinery with mopads
4. Clearing blocked or jammed mechanical or operatipraddlems
5. Removing or bypassing a guard or other safétyice
6. Working on chemical, hydraulic or pneumagigstems
Purpose

To ersure all departments required to establish a Lockout/Tagout program do so utilizing the
designated procedures for affixing appropriate lockout devices or tagout devices to energy
isolating devices, and to otherwise disable machines or equipment to prewexgected
energization, start up or release of stored energy in order to prevent injury to employees.

106



ISLE OF WIGHT COUNTY POLICY MANUAL
Policy

All Countydepartmentsvith employeesvho performwork wherethecontrolof hazardougnergy
is necessarfor thesafeaccomplishmendf mainteranceor otheroperationsill developLockout
I Tagout Programs specific to the machinery or equipment being maintained.

Definitions

Affected Employegé An employee whose job requires him/her to operate or use a machine or
equipment on which servicing oraimtenance is being performed under lockout or tagout, or
whose job requires him/her to work in an area in which such servicing or maintenance is being
performed.

Authorized Employeg A person who locks out or tags out machines or equipment in order to
perform servicing or maintenance on that machine or equipment. An affected employee becomes
anauthorizecemployeevhenthate mp | o gugesintlgdeperformingservicingor maintenance
covered under thisection.

Lockouti Theplacemenof alockoutdeviceonanenergyisolatingdevice,in accordancavith an
establishegbrocedureensureshatthe energyisolatingdeviceandthe equipmenbeingcontrolled
cannot be operated until the lockout deviceeraoved.

LockoutDevicei A devicethatutilizesa positive meanssuchasalock, eitherkeyor combination
type, to hold an isolation device in the safe position and prevent the energizing of a machine or
equipment.

Normal Operatiori The utilization of a machine or equipment to perform its intended amcti

Servicing and/or Maintaining Workplace activities such as constructing, installing, setting up,
adjusting, inspecting, modifying, and maintaining or servicing machines or equipment. These
activities include lubrication, cleaning or unjamming of maek or equipment and making
adjustments or tool changes, where the employee may be exposed to the unexpected energization
or startup of the equipment or release of hazardous energy.

Setting upi Any work performed to prepare a machine or equipment ttomerits normal
operation.

Tagouti The placement of a tagout device on an energy isolating device, in accordance with an
established procedure until the tagout device is removed.

TagoutDevicel A prominentwarningdevice,suchasatagandameanof attachmentwhich can

be securely fastened to an energy isolating device in accordance with an established pimcedure,
indicate that the energy isolating device and the equipment being controlled may not be operated
until the tagout device imoved.

Responsibilities

A. Department/Agency Headsall:
1. Ensure time is dedicated for development and implementation of the Lockout and tagout
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program;

2. Ensure applicable Lockout/Tagout devices are purchased, serviceable and available for

use;
3. Establish and implemewbrrective actions as required to ensure compliaark;
4. Ensure the notification of outsigeersonnel.

B. Supervisorshall:
1. Develop and maintain the departmental Lockout/Tagmgram

1. Inventory and identify all potentially dangerous machines, equipmesyistem types

capable of releasing hazardous energy in work areas or facilities undeotite.

2. Develop LOTO procedures for those identified, which include identificatienerfyy
source(s), location of disconnects, special hazards, and steps fongstdown,

isolating, blocking or other means necessary to bring a machine terrengystate.
a. Develop equipment Specific LOTO procedures for those having twm
energysources.
b. Develop common LOTO procedures wtadhof the following elements
exig:

1. Machine or equipment has no potential for stored or residual energy or

accumulation of stored energy after shutdown, which could endanger

employees

2. Machine or equipment has a single energy source which is readily

identified and isolation and lockout dhat energy source will

completely deenergize and deactivate the machinequipment

3. Machine or equipment is isolated from that energy source and locked

out during servicing omaintenance
4. A single lockout device will achieve a locked candition
5

Lockout device is under the exclusive control of the authorized

employee performing the servicernaintenance
6. Servicing or maintenance does not create hazards forestipoyees

2. Select and provide the appropriate lockout and tagout devices for their nespemtc
group;

3. Ensure newly purchased or replacement machinery under their control has the ability to

accept lockout and tagodeévices;

4. Determine affected employees and ensure trainipgpided;

5. AssisttheDepartment/Agencideadwith implementatiorof correctiveactionsasrequired
to ensureompliance.

6. Inspect the program at least annually to ensure regutainrgliance

C. The Risk Management Coordinasirall:
1. Conduct or coordinate awareness training for all Coantgloyees.
2. Act as aresource duringdelopment and implementation of gr@gram.
3. Inspect the program at least annually to ensure divistomapliance.

D. Employeeshall:
1. Comply with the elements of the policy goigram.
2. Seek additional training as necessary to erswereness.
3. Assist amecessary with the development and implementation qfrdgram.
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The Lockoufi Tagout Program

A. ProgramGoals

1. Develop departmental/divisional programs in a standardized format that are easily
identifiable by all personaffected.

2. Centralize information garding the control of hazardous energy in the work area of
affected employees to streamline inspection, component management, and compliance
assurance.

3. At a minimum, meet the requirements of 29 CFRO0.147.

B. Written ProgranRequirements
1. All departmentaprogram documents will be bound in a three ring binder of appropriate
size and made available for review attiaties.
2. The binder will be marked on the front cover in large, bold print and in black font color
with:

LOTO
Energy Control Program
Division Name

3. Programdocuments:
1. The cover page will contain the followistatements:

. AiThe purpose of the energy control p |
procedures, employee training and periodic inspections to ensure that before
any employee performs any semag or maintenance on a machine or
equipmenivheretheunexpecte@nergizingstartupor releaseof storedenergy
could occur and cause injury, the machine or equipment shall be isolated from
the energy source andrendered oper ati ve. 0

ii. A summaryofthediv i s iworkpéaseoperationandhazardsassociateavith
hazardougnergy.

. A ALl e qgui p me n-but os taggdelut topmtect againsteactidental
or inadvertent operation when such operation could cause injury to personnel.
Do not attempt to opeta any switch, valve, or other energy isolating device
where it is locked oraggedo ut . 0
2. Tableof contentsStandardorm (Usethe LOTO Tableof Contentsfoundin the Risk
Management FornmiBirectory)
3. Tab 1: A list of employees identified by the Departthkgency Head who are
authorizedo affix LOTO devicesLOTO deviceassignmentwiill beidentifiedonthis

list.
4. Tab 2: A list of all affected employees covered by the divisional program along with
contact information named t heir direct supe

5. Tab 3: An inventory of machines/equipment County employees maintain along with
LOTO procedures identified (Use the Machine/Equipment Evaluation and Isolation
Form, found in the Risk Management ForiDigectory.)

6. Tab 4: Copies of training materials. At a minim, paper copies will be kept here at
all times for employees to review. Copies of digital media should only be kept here if
the information cannot barinted.

I. Subsection 1: Initial LOTO briefing (From Rigdlanagement)
ii. Subsection 2: Specific training @rdinated and/or conducted by theision
supervisor)
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4.

i. Subsection 3: Annual training (Coordinated and/or conducted by the division
supervisor)

. Tab 5: List of trained individuals with associated training completion date and the

annual training dudate.

. Tab 6: Additional Practices (Use LOTO Additional Practices found in the Risk

Management FormBirectory)
I. Notify OutsidePersonnel
ii. Group LOTORequirements
iii. ~Shift ChangdRequirements
Iv. Temporary Testing an@ositioning

. Tab 7: Annual review signature page (UseTlDAnnual Program Evaluation form

found in the Risk Management ForiDsgectory)

Inspection of the written program will be performed at least once per year by the Division
supervisor and at least once per year by the Risk Manag&uerdinator.

C. Lockout aml TagoutDevices
1. LOTO devices must be durable, standard, standardized, substantidgraifchble.
2. The following must be considered when purchasing L@&@ces:

Vi.

Vii.

viii.

LOTO devices shall not be used for any ofn@mpose.

LOTO devices shall be standardizedhin the facility in at least one of the following
criteria: Color; shape; or size; and additionally, in the case of tagout devices, print and
format shall bestandardized.

LOTO devices must be suitable for the environment where they will be used and
applicable to the machine/equipment to which the deviaffiied.

LOTO devices shall indicate the identity of the employee applyindathiee(s).
Tagsshallbeconstructe@ndprintedto preventdeteriorationillegibility, andcorrosion
whenusedn wetenvironmentsor exposedo locationswhereacidandalkali chemicals
arestored.

Lockout devices must be substantial enough to prevent removal without the use of
excessive force or unusual techniques such as bolt cutters or tatsg

Tagout device attachents shall be of a nenreusable type, attachable by hand,-self
locking, and nofreleasable with a minimum unlocking strength of no less than 50
pounds and having the general design and basic characteristics of being at least
equivalent to a onpiece, dlenvironmeritolerant nylon cablge.
Tagoutdevicesshallwarnagainsthazardougsonditionsif themachineor equipments
energizeandshallincludealegendsuchasthefollowing: Do Not Start.Do Not Open.

Do Not Close. Do Not Energize. Do NOperde.

D. General Procedural Steps During Lockout Redtart

Shut down andbckout

1.
2.
3.

Only authorized persons will actually perform thekout/tagout.
Notify all affected employees that you are going to start a logikogess.
Locate all energy sources for taquipment that will be serviced and ensure they all
aredeactivated.
Every power source will have its own procedure for lockout which will include one or
more of thefollowing:

I. Pulling aplug
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ii. Opening a disconneswitch
iii. Removing duse
iv. Closing avalve
v. Bleeding aline
vi. Blocking theequipment
Shut down the machine by pulling the plug or disconnecting from a [souece.
Turn off the main power source to thnachine.
Try to turn the machinen.
Attempt to restart machine to bare.

Turn the machine controlsabk tofi o f f 0O .
The authorized person will use his/her locks to lock out all energy soavodged.
The authorized person will be certain that his/her lock, after being placed, is actually
preventing the power from being turneal.
12. Eachemployedhatwill work ontheequipmentiuringthelockoutprocedurewill place
his/her own lock on the powsource(s).
13. Place atag with the locks. Information on the tagindglude:
I. ~ Name of authorizegerson
i. Date and time ofbckout
iii.  Other sitespecific information thathay berequired.
14. Alock belonging to one employee will never be used by angtsee
15. Other authorized or affected employees in the area will never restore power to a
machine that has been-daergized but not locked out. A supervisor will be contacted
if the employee finds the machine/equipment in¢bigdition.
16. Releasanyresiduaknergyto getto azeroenergystate.Valves,air, gravityandfluids
are some items tcheck.

PO® CONOO

e

Restart

Remove any tools from the area and replace all safety guards thdtemawemoved.
Alert everyone in the area that the lockout is aboenth

Remove the tag and each employee removes his/helootun

Restore all sources efergy.

Restarequipment.

arwnE

E. Emergency Lockout/Tago&Removal
Lockout/Tagout devices will only beemoved if the authorized employee who
implemented the device is unavailable. The Division Supervisor shall perform device
removal in the absence of the authorized employee.

F. Notification of OutsidePersonnel
The Department/Agency Head shall coordinateetkehange of written practices between
the County and outside personnel. All affected County employees shall be made aware of
the practices used by the contractor and abide by practices and restrictions of the outside
personnelOutsidepersonnetmaynot begin working unlesstheir practicesmeetor exceed
those of theCounty.

G. Group LOTOPractices
An individual device shall be affixed by each authorized employee servicing or maintaining
equipment. In the event that the machine or equipment will not receiltglen locks a
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hasp or other suitable gang type device will be used.

H. Shift Change
The authorized employee and their immediate supervisor are responsible for coordinating
the transfer of devices for machines or equipment that will be serviced or maintaine
through a shift change. If the transfer of devices does not occur prior to the end of the
originating employees shift the group LOTO practices shall be utilized.

|. Temporary Removal dbevices
In situations in which Lockout or Tagout devices must be tearpp removed from the
energy isolating device and the machine or equipment energized to test or position the
machine, equipment or component thereof, the following sequence of actions shall be
followed:

1.

Ensure the nonessential items have been removedh&n machine or equipment
components are operationailhjact;

2. Ensure that all employees have been safely positioned or removed and notify affected
employees of deviceemoval,
3. Energize and proceed with testingpossitioning;
4. De-energize utilizing the mcedures outlined in throgram.
J. Training
1. Initial awareneskeveltrainingwill beconductedy theRisk ManagementCoordinator
during Employee Orientation and at the request of Departments who have identified
employees in need of remedial training. Tagpcovered during initial training include
thefollowing:
I. Purpose and function of the LOTgogram;
ii. Components of this policy and writtpnograms;
iii. Identification ofdevices;
iv. Dangers of hazardo@mergy;
v. Prohibitions relating to unauthorized restart one¥gize of locked out or
tagged out machines aeduipment;
vi. Accessing 29 CFR 1910.147 \5HA.gov
2. Specifictrainingfor AuthorizedEmployeeshallbedevelopedy eachDepartmenas
applicable.A writtenlessorplandescribinghe procedurdor trainingandcompetency
standards shall be developed by the department and incluiiddiaeng:
i. Safe application, usage, and removal of the enesgtrols;
ii. Hazardous energy recognition and the type and magnitude of energy available
in the workplaceand
iii. A practical examination to prove competency in the utilization of procedures
and devices and hazamtognition.
3. Employee retraining shall be conducted whenever a deficiency is observed in an

e mp | o pedoenr@scandwhenevethereis achangen job assignmentquipment,
machinery, energy controls, or when a change to the written prog@urs.
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K. Violations

Violationsof the LOTO policy and/orprogramwill resultin disciplinaryactionin accordancevith
personnel policy. Employees in violation of the polexyd/or program are required to attend
retraining with emphasis on the areavioiation.

Section 15.10

Excavations, Trenching and Shoring

A trench is a special kind of excavation which defined as an excavation whose width is less than
15 feet across @anwhose depth is greater than its width. It is these dimensions whichreraite
operations so hazardous. Because of its narrowness, the workers in a trench are confined; and
becaus®f thedepthof thetrench,caveins areaneverpresentianger.In theeventof trenchwall

failure, there is little time to avoid burial. All work below ground level requires the continual
watchfulness by workers and their supervisors to protediers.

Purpose

To protect workers who are exposed to open excavationsmadéih e eart hds surf ac
the requirements of 29 CFR 1926 Subpart P.

Definitions

Accidenti the point in a sequence of unplanned events which results in an injury, illness, and/or
damage.

Accepted engineering practide those requirements whichre compatible with standards of
practice required by a registered professional engineer.

AluminumHydraulic Shoringi apre-engineeredhoringsystencomprisedf aluminumhydraulic
cylinders (crossbars) used in conjunction with vertical rails (upiigitlorizontal rails (wales).
Such system is designed specifically to support the sidewallsexicanation.

Bell-Bottom pier holé a type of shaft or footing excavation, the bottom of which is made larger
than the cross section above to form a bedleape.

Benchingi a method of protecting employees from cawve by excavating the sides of an
excavatiorto form oneor aserienf horizontallevelsor stepsusuallywith verticalor nearvertical
surfaces between thevels.

Cavein i the separationf a mass of soil or rock material from the side of an excavation, or loss
of soil from under the trench shield or support system, and its sudden movement into the
excavation, either by falling of sliding, in sufficient quantity so that it could entray, bu
otherwise injure and immobilize a person.
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Competent person one who is capable of identifying existing and predictable hazards in the
surroundingser working conditionswhich areunsanitaryhazardouspr dangerouso employees,
and who has autiization to take prompt corrective measures to elimihaie.

Cross brace$ the horizontal members of a shoring system installed perpendicular to the sides of
the excavation, the ends of which bear against either uprights or wales.

Face or side$ thevertical or inclined earth surfaces formed as a result of excavation work.

Failure 7T the breakage, displacement, or permanent deformation of a structural member or
connection so as to reduce its structural integrity and its supportive capabilities.

Hazadous atmospherd an atmosphere which by reason of being explosive, flammable,
poisonousgorrosive pxidizing, irritating oxygendeficient,toxic, or otherwiseharmful, maycause
death, illness, anjury.

Kickouti the accidental release or failureaotross brace.

Protective systemis a method of protecting employees from cavg from material that could
fall orroll from anexcavatiorfaceor in anexcavationpr from the collapseof adjacenstructures.
Protective systems include support systestgping and benching systems, shield systems, and
other systems that provide the necespaoyection.

Rampi an inclined walking or working surface that is used to gain access to one point from
another, and is constructed from earth or from structuastmals such as steel or wood.

Registered Professional Engingiea person who is registered as a professional engineer in the
state where the work is to be performed.

Sheetingi the members of a shoring system that retain the earth in position aarhiaré
supported by other members of the shoring system.

Shield(Shield systemj a structure that is able to withstand the forces imposed on it by ancave

and thereby protect employees within the structure. Shields can be permanent structuitas or can
designed to be portable and moved along as work progresses. Additionally, shields can be either
premanufactured or jobuilt in accordance with 29 CFR 1926.652(c) (3) or (c) (4). Shields used

in trenches are usually nchsthéred ed ot o as fitrenc

Sloping(slopingsystem)i amethodof protectingemployeegrom caveins by excavatingo form
sides of an excavation that are inclined away from the excavation so as to prevens.céie
angleof inclinerequiredto preventcaveins varieswith differencesn suchfactorsasthesoil type,
environmental conditions of exposure, and application of surcleads.

Stable rocki natural solid mineral material that can be excavated with vertical sides and will
remain intact while exposetnstable rock is considered to be stable when the rock material on
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the side or sides of the excavation is secured against eavorgnovement by rock bolts or by
another protective system that has been designed by a registered professional engineer.

Structural rampi a ramp built of steel or wood, usually used for vehicle access. Ramps made of
soil or rock are not considered structural ramps.

Support systemisa structure such as underpinning, bracing, or shoring, which provides support
to an adjacet structure, underground installation, or the sides of an excavation.

Tabulateddatai meandablesandchartsapprovedoy aregisteregrofessionaéngineeiandused
to design and construct a protectsystem.

Trench(trench excavationi) a narrow exavation (in relation to length) made below the surface

of the ground. In general, the depth is greater than the width, but the width of a trench (measured
at the bottom) is not greater than 15 feet. If forms or other structures are installed or constructed
in anexcavatiorsoasto reducethe dimensiormeasuredrom the formsor structureto the sideof
theexcavatiorto 15 feetor less(measuredt the bottomof theexcavation)the excavations also
considered &ench.

UprightsT the vertical membersf@ trench shoring system placed in contact with the earth and
usually positioned so that individual members do not contact each other.

Walesi horizontalmemberf ashoringsystempacedparallelto theexcavatiorfacewhosesides
bear against the vecdl members of the shoring systenearth.

Policy
County work crews who perform excavations and/or work in excavations shall have a competent
person inspect the excavation prior to entry to ensure elimination of hazards and who remains on

site for the dration of work. All employees required to work in or around excavations shall be
trained in the hazards associated with this work.

Applicability
All employees and volunteers of County offices and departments.

Responsibilities

A. Supervisorshall:

1. Ensure a&ompetent person is onsite during excavatimerations.

2. Ensureawarenestainingof all personnetequiredto work in or aroundopenexcavations.

3. Ensure utility markings are clear and applicable permits are obtained prior to conducting
operations.

4. Notify theappropriatgartiesin theeventof emergencyr accidentdisturbancer damage
of existinginstallations.

5. Ensure a safe work zone is set up prior to conducting operations in or near the rimadway
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B.

C.

accordance with the Virginia Work Area ProtectManual.

6. Retain excavation inspection checklists for one year and make available for review when
requested.

Risk Management Coordinatshall:

1. Provide awareness level training to employees working in or aexaagations.

2. Assist supervisors in acquiringining for competerersons.

Competent Persaoshall:

1. Conduct all worksite inspections regarding excavataiaty.

2. Loginspectionsusingthe ExcavationinspectionChecklisttoundin the Risk Management
FormsDirectory.

Underground Installations

A.

B.

A surveyof underground utilities or other installations shall be conducted and an estimated
location of these installations shall be marked prior to conducting excavatoations.
While the excavation is open, all installations shall be protected, suppartedhaved as
necessary to safeguathployees.
1. If installationsaredisturbedor damagedn anyway duringoperationsthesupervisoshall:

I. Call 911 and evacuate the area if a dangerous situatiozai®d.

ii. Contact the ownammediately.

iii. Not attempt toepair or cover up acciden@mages.

Access, Egress and Additional Precautions

A.

B.

Means of egress shall be located in excavations greater than or equal to four feet in depth and
shall not be located more than 25 feet of lateral travel émployees.
Rampsandrunwaysfore mp | o agceessmdegresshallbedesignedyacompetenperson
in accordance with 20 CFR 1926.651 parag@ph
Employees shall wear a Class Il or Il reflective outer garment when working in or around
excavations.
Whenworking neartheroadwaythe supervisoshallensurgherequirement®f the Manualof
Uniform Traffic ControlDevicesandthe Virginia Work AreaProtectionManualis consulting
and appropriate safe zones astablished.
No employee shall work underneath loads hanbielifting or diggingequipment.
1. Employeesnuststandawayfrom vehiclesbeingloadedor unloadedo preventcontactdue
to spillage or fallingnaterials.
No employee shall work in an excavation where water accumulation exiess:
1. Special support systes are implemented to protect employees ftaneins,
2. Water removal equipment is used and monitored by a competent ardon,
3. Surface water is diverted andntrolled.

. A warning system shall be established by the supervisor to when mobile equipment must

approach an excavation and the operator does not have an unobstructed line of sight to the
excavation. The following may hailized:

1. Barricades

2. Handsignals

3. Stoplogs
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H.

Walkwaysshallbe providedwhereemployee®r equipmentrerequiredor permittedto cross
overexcavations.
Guardrails shall be provided where walkways are six feet above loveds.

Hazardous Atmospheres

A.

B.

Where oxygen deficient atmospheres may exist, atmospheric testing shall be conducted for

excavation greater than four feetdepth

Adequate precautions shall be taken, such as providing ventilation, to meet acceptable

atmospheristandards.

Where atmospheric controls are used, atmospheric monitoring shall be conducted as often as

necessary to ensure a satmosphere.

Emergency rese equipment appropriate for the excavation shall be made available when

hazardous atmospheres are reasonably expected to developoperatpns.

1. This equipment shall be attended by a person trained to use the equipment in the event of
emergency.

Employees entering belbottom pier holes or the like shall wear a harness with a lifeline
securely attached.

1. The lifeline shall not be used to handiaterials.

2. The lifeline shall be individually attended while employee is iretteavation.

Stability of Adjacent Structures

A.

B.

Support systems such a shoring, bracing, or underpinning must be used to support structures

that may be unstable due to excavabperations.

Excavating below the base or footing of a foundation or wall is not permitteds:

1. Support gstem is provided to ensure the stability of the structure;

2. The excavation is in stable roak;

3. A Registered Professional Engineer approvespeeation.

Support systems must be provided for sidewalks, pavements, and other structures that may be

affeded by the excavatiooperation.

Protection of employees from loose rocksoi.

1. Employees must be protected from being struck by materials falling or rolling from the
edge and face of the trench.

2. Spoil pilesandequipmenmustbebackatleast2 feetfrom the edgeof thetrenchand/ora
retaining device must bastalled.

Fall protectionis requiredfor walkwaysandbridgesovertrenchesBridgesandwalkwaysmust

be equipped with standard guardrails and toe boards. Other fall protection may alsared.requi

All excavations must be backfilled, covered, or barricaded itifedttended.
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Inspections

A. Daily inspections of excavations, protective systems and adjacent areas shall be cdaypleted

a competent person.
B. Additional inspections shall m®ndicted:
1. Prior to startingvork
2. As needed throughout tisaift
3. After rainfall or other hazard increasing eventurs.

C. Inspections shall be recorded on the Excavation Inspection Checklist Form, found in the Risk

Management Forms Directory, and kept for aqeeof one year or until the next excavation at

the samdocation.

Protective Systems

A. All employees must be protected from cane by shields, sloping @horing.
1. A competent person is required even when the trench is less thamédpet
B. Protective gstems must have the strength to resist all intended or expeatisd

C. Employees must be protected from cavewhen entering and exiting trench shields and

protectivesystems.
D. Employees are not permitted in shields when they are being installed, reropweal/ed
vertically.

E. Design of sloping and benching systems must be selected and constructed using one or more

of four alternativamethods.
1. Option 1 Allowable configurations arslopes.
i. Sloped at an angle of 34 degrees+4 tol.
ii.  Useof otherconfigurationsdescribedn AppendixB of 29 CFR1926Subpar® for
Type C soilclassifications.

2. Option 2 Determination of sloping and benching configurations using Appendices A and

B of 29 CFR 1926 Subpat
i.  Soil and rock must be classified based on:
a.Siteandenvironmental conditions
b.The composition of theoll

a.Acceptable visual and manual tests for classifying soils as described in

Appendix A of 29 CFR 1926 Subp#&t

ii.  Selecting sloping or benching configuration from Appendix B of 29 CFR 1926

Subpart P basedaoiltype.

3. Option 3 Designs using other tabulated data, such as tables and charts, may be used to

select sloping and benching configurations when the following requiremeits

i.  Identity of the Registered Professional Engineer who approved the datbenust

stamped on thdata.

ii.  The tabulated data must be in written form, describing detailed information on its

use andimitations.
iii.  Tabulated data must be at job site during construction of the protsgsitesn.

iv.  After construction of the protective systeime tabulated data may be kept off site

but must be available fanspection.

4. Option 4 Sloping ano/or beinching designs prepared and approved by a Registered
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Professional Engineer may be used when the following requirememeare

i.  Identity of the Registed Professional Engineer who approved the data must be

stamped on the sloping and/or bencldasgigns.

ii.  Designs must identify thgroject.

iii.  The configurations must be determined safe foptiogect.

iv.  Designesnustbeatthejob siteduringconstructiorof the slopingand/orbenching
configuration.

v. After construction of the sloping configuration, the designs may be kept off site,
but must be available fanspection.

F. Excavations greater than 20 feet in depth must be designed by a Registered Professional
Engireer and the tabulated data and design must be available for inspection, unless using a

protective system approved for depths greater th&ee20

G. Design of support systems, shield systems, and other protective systems must be selected and

constructed iraccordance with the followingptions:
1. Option 1i Design using appendices A, C and D of 29 CFR 1926 Subpart P may be used
by a competerperson.
I.  Timber shoring is designed by using Appendices A@nd
i.  Appendix A and D of 29 CFR 1926 Subpart P may be uselyidronic
shoringif themanufacturersabulateddatais not availableor cannotbe used.
2. Option 21 Design using prenanufactured protective systems (shoring, shields, or other)

and components must be prepadatad using the
i. Dewvi ations from the use of the manuf ac

approved by thenanufacturer.

i. Manufacturerods written approval to
site during construction of threystem.

iii.  After constructiorof thesystemthewritten approvaimaybeoff sitebutmust
be available fomspection.

3. Option 3i Design using other tabulated data, such as tables and charts, may be used to
design support systems, shield systems, or other protsgstems.
i.  There must be enough informatianrhake an accurate selection of the

protectivesystem.

ii.  Identity of theRegisteredProfessionaEngineemwho approvedhedatamust
be stamped on tiata.

iii.  The tabulated data must be in written form, describing detailed information
on its use antmitations.

iv.  Tabulated data must be at the job site during construction of the protective
system.

v.  After constructiorof theprotectivesystemthetabulatedlatamaybekeptoff
site but must be available forspection.

4. Materials and equipment used for protecgystems
I.  Must be free from damage defects.
ii.  Must be maintained in goambndition.
iii.  Mustbeinspectedyacompetenpersorandremovedrom useif determined
unsafe.
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iv. If determined by a competent person to be unsafe, must be evaluated and
approved by a gistered professional engineer before being returned to
service.

5. Installation and removal @upports.
i.  Members of the support system must be securely conregiettier.

ii.  Employees must be protected from céiveand other hazards during
installation andemoval.

iii.  Members of the support system may nobberloaded.

iv.  Precautions must be taken to prevent gaawturing removal of structural
supports. Removal must start from bottom.

v. Observe structure for indications of failure during removal of support
sysems.

vi.  Backfill as removal of support systemogress.

6. Additional requirements for support systems for trematavations.
i.  Removalof materialgo adepth2 feetbelowthebottomof thesupportsystem
IS permittedf:
1. The system is designed to resist loatithe full depth of thereench.
2. There are no indications of the possible collapse of soil from behind or
below the bottom of the suppagstem.
ii.  Support systems must be installed as the excavation of the reoeteds.

7. Employeesarenotpermittedto work onthefacesof slopedor benchedexcavationgbove
other employees, unless the employees at the lower level are protected from being struck
by materials oequipment.

8. Shield systems (trendioxes)

I.  Systems should not lewverloaded
ii. Lateral or hazardouserement should beestricted.
iii.  Employees must be protected from cav@when entering and exiting the
shield.
iv.  Employees are not permitted in shields during installation, removal, or
verticalmovement.
v. Employees may remain in shield during horizontal movdras long as the
shield is not lifted in anway.
vi.  Removal of materials to a depth of 2 feet below the bottom of the support
system is permittei:
1. The system is designed to resist loads at the full depth tktineh.
2. There are no indications of pos&ldollapse of soil from behind or
below the bottom of the suppagstem.

Training
A. Awareness training for employees will be conducted by Riakagement.

B. Competent person training will be conducted or acquireghpopriate.
C. Training shall be document&athe employees electronic persontilel
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Section 15.11

Confined Space Entry

Purpose

To provide a means by which employees are protected from hazards associated with entering
confined spaces and to develop procedures by which employees shabusttespaces. This
program has been designed to comply with Occupational Safety and Health Administration
(OSHA) standard 29 CFR 1910.146, PerRétquired Confined Spaces, and VirgiDigpartment

of Labor and Industrgtandards.

Policy

All spaces owned avperated by the County that meet the definition of confined spaces shall be
identified and appropriately marked, and access to such spaces shall be controlled.

Employees are prohibited from entering any space meeting the definition of permit required
confined space, unless the following conditions are met:

A. TheCountydetermineshatemployeesnustenterpermitrequiredconfinedspaceso perform
duties of thedepartment.
B. The employees are trained in the duties under this policy which theymaddan.
C. The space is rendered safe for ey
1. Issuance and compliance with the conditions drmit;
2. The space is reclassified as a +p@mmit spaceor
3. Alternate entry procedures grerformed.

Permits issued under the procedures in this policy shall beedirimi duration to no longer than
eight hours.

Applicability

This program applies to all departments that have employees who work in confined spaces. A
confined space is a space that maétthree criteria:

A. Is large enough that a person can bodily reatel perform assignework.
B. Has limited or restricted means for entryeait.
C. Is not designed for continuous hun@atupancy.

Note: Spaces that are designed for human occupancy are typically provided with lighting,
ventilation, and sufficient room to wia

Examples of confined spaces in Isle of Wight County include:

1. Storage or watdanks
2. Sewers
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o0k w

Manholes

Pipelines

Tunnels
Excavations/trenches

Definitions

Confined Space Definitions

A.

Confined space any space that is 1) large enough and so configinadan employee can
bodily enter and perform assigned work, 2) has limited or restricted means for entry or exit,
and 3) is not designed for continuous employesipancy.

1. Confinedspacesnclude,butarenotlimited to: storagetanks pits, vats,vesses, sewer
manholes, electrical manholes, vaults, pump or lift stations, septic tanks, boilers,
pipelines, tunnels, ventilation and exhaust ducts, trenchesxaadations.

Nonpermit confined space a confined space which after evaluation is unlikelyh&wve
potential hazards, or the hazards have been eliminated by engirveeriras.

Permitrequired confined spacea confined space which after evaluation is found to contain
actual or potential hazards which have not been eliminated by engineeringscoiritten
authorizatiorfor entryis requiredf thespacehasoneor moreof thefollowing characteristics:

1. Contains or has a potential to contain a hazardtonesphere;

2. Contains a material that has the potential for engulfirgnérant;

3. Has an intmal configuration such that an entrant could be trapped or asphyxiated by
inwardly convergingwalls or by afloor which slopesdownwardandtapergo asmaller
crosssection;or

4. Contains any other recognized serious safety or hieatthrd.

Person Defirtions

Attendant adesignatedndividual stationedutsidea permitspacevho monitorsentrantsand
performs attendant's duties as assigned and required lpyagreum.

Authorizedentrant- anemployeevhois authorizedy theemployerto enteraconfinedspace.
Entrant - any authorized employee who enters a confined space, including any part of the
employees' body breaking the plane of any opening of the corsfraa.

Entry Supervisor the departmental person responsible for determining if accepabie
conditions are present in a confined space where entry is planned, for authorizing and
overseeing entry operations, and for terminating entry as required pydgram.

1. An entry supervisor also may serve as an attendant or as an authorizet] @sidrag
asthatpersonis trainedandequippedasrequiredby this sectionfor eachrole heor she
fills. Also, thedutiesof entrysupervisomaybe passedrom oneindividual to another
during the course of an entoperation.
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E.

Rescue Teanthosepersons whom the employer has designated prior tgpanmyitrequired

confined space entry to perform rescues from confined spaces, i.e. certified staff in the
Department of Emergency Services or Volunteer Fire & EMS representatives.

Hazard Definitions

A.

Engulfment- the surrounding and effective capture of a person by finely divided solids or a
liquid substance that can be aspirated to cause death by filling or plugging the respiratory
systenmor thatcanexertenoughforceonthebodyto causeleathby strangulationconstriction,

or crushing.

. HazardousAtmosphere meansanatmospheréhatmayexposeemployeeso therisk of death,

incapacitation, impairment of ability to sedscue (that is, escape unaided from a permit
space), injury, or acute illnes®m one or more of the followintpuses:

1. Flammable gas, vapor, or mist in excess of 10 percent of its lower flammable limit

(LFL);

2. Airborne combustible dust at a concentration that meets or exceeds its LFL; NOTE:
This concentration may be approximatesl a condition in which the dust obscures
vision at a distance of 5 feet (1.52 m)ess.

Atmospheric oxygen concentration below 19.5 percent or aboveef.ént;
Atmospheriaconcentratiorf anysubstancér whichadoseor apermissibleexposure

limit is published in Subpart G, Occupational Health and Environmental Control, or
Subpart Z, Toxic and Hazardous Substances, of this Part and which could result in
employee exposure in excess of its dose or permissible exposure limit; NOTE:
An atmospheric concentration of any substance that is not capable of causing death,
incapacitation, impairment of ability to selscue, injury, or acute illness due to its
health effects is not covered by tpi®vision.

5. Any other atmospheric condition ahis immediately dangerous to life or health

(IDLH).
Immediately dangerous to life or health (IDLHany condition that poses an immediate or
delayed threat to life, or that would cause irreversible adverse health effects or that would
interfere with arnindividual's ability to escape unaided from a configedce.

B w

D. LEL/LFL - lower explosive/flammable limit; the minimum concentration of vapesir or

@mm

I

vaporin-oxygenbelowwhich propagatiorof flame doesnot occuron contactwith a sourceof
ignition. Expessed in terms of percentage by volume of gas or vapar. in

Oxygen deficient atmospheran atmosphere containing less than 19.5% oxygewloyne.
Oxygerenrichedatmosphere anatmosphereontainingmorethan23.5%oxygenby volume.

PEL - permissibé exposure limit; the allowable air contaminant level established by the
Occupational Safety and Health Administrat{@8SHA).

UEL/UFL - upper explosive/flammable limit; the maximum proportion of vapor or gas in air
above which flame propagation does notwr. Expressed in terms of percentage by volume
of gas or vapor iair.

Hazard Control Definitions

A.

B.

Acceptable entry conditionghe conditions that must exist in a confined space to ensure that
employees can safely enter and work withingpace.
Blanking or blinding- the absolute closure of a pipe, line, or duct by the fastening sélad
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plate (such as a spectacle blind or a skillet blind) that completely covers the bore and that is
capable of withstanding the maximum pressure of the pipe, dinéuct with no leakage
beyond the plate.

1. A blankis designedasaflat platebetweertwo flanges typically insidethe flangebolt
pattern.Theblankmustbesizedfor full designpressurédmaximumnon-shockpressure
rating) of the line.

2. A blind is desgned as a bolted flat plate, which can be used to terminate knpipe
Double block and bleedthe closure of a line, duct, or pipe by closing and locking or tagging
two in-line valves and by opening and locking or tagging a drain or vent valve iméhe |
between the two closeadlves.

D. Inerting- thedisplacemenof theatmospherén aconfinedspaceby anoncombustiblgas

(such as nitrogen) to such an extent that the resulting atmosphere is noncombustible.

NOTE: This procedure produces an IDLH oxygaficient atmosphere that can only be

entered using selfontained breathing apparatus (SCBA) and following peregtired

confined space entgrocedures.
Isolation - the process by which an energy source is removed from service and completely
protectedagainst the release of energy and material into the space by such mbkamkiasg;
or blinding; misaligning or removing sections of lines, pipes, or ducts; a double block and bleed
system; lockout or tagout of all sources of energy; or blocking or discting all mechanical
linkages.
Line breaking- the intentional opening of a pipe, line, or duct that is or has been carrying
flammable, corrosive, or toxic material, an inert gas, or any fluid at a volume, pressure, or
temperature capable of causingry.
Local exhaust ventilationa system used during welding, cutting or other similar operations
in confined spaces as necessary to remove harmful gases, smakeasd

. Lockouttagout - placing locks or tags on the energy isolating device (e.g. brdmkes,

control switches, valves, etc.) to prevent the unauthorizesheggization of the device or
circuitwhile work is beingperformedby personnelTagsshallindicatethattheenergyisolated
devicemustnot beoperatedintil thetagis removedoy theindividual(s)thatinstalledthetag.

Permit Definitions

A.

Alternate Entry Procedureshe use of continuous forced air ventilation and atmosphere
monitoring in lieu of a permit to enter a permit required confined gpate

1. Has an actual or potentishbhardous atmosphere that can be demonstrably controlled by
continuous forced air ventilation alorasd
2. Has no other hazards of akind.

. Emergency- any occurrence or event inside or outside of the confined space that could

endangeentrants.

Entry - theactionby which a persorpasseshroughanopeninginto apermitrequiredconfined

space. Entry includes ensuing work activities in that space and is considered to have occurred
as soon as any part of the entrant's body breaks the plane of an openingspéce.

Entry permit(permit)- meanghewritten or printeddocumenthatis providedby theemployer

to allow andcontrol entry into a permit spaceandthat containsthe information specifically
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identified by this program.
E. ProhibitedCondition anyconditionin apermitspacehatis notallowedby the permitduring
the period when entry authorized.
F. Testing- the process by which the hazards that may confront entrants to a confined space
are identified and evaluated. Testing includes specifyiagdsts that are to be performed
in the permitspace.

NOTE: Testing enables employers both to devise and implement adequate control
measures for the protection of authorized entrants and to determine if acceptable entry
conditions are present immediatglgor to, and during, entry.

Other Definitions

A. Groundfault circuit-interrupter - a device designed to disconnect an electric circuit when it
seeks ground through a person or grounded object, thus preventing electric shwek.and

B. Hot work permit- the employer's written authorization to perform hotwork operations (e.g.
welding, cutting, burning, or heating) capable of providing a soungmition.

C. Retrieval Systemthe equipment used for namtry rescue of persons from confined spaces,
and inclues retrieval lines, chest or full body harness, and a lifting device or anchor. A
retrieval line is primarily for use in vertical entry confined spaces, and must not be used in
confined spaces consisting of horizontal tunnels or spaces where obstruatitthBicrease
the hazard to the entrant during emergeetieval.

D. Zero Mechanical State the mechanical potential energy of all portions of the machine or
equipment is set so that the opening of the pipe(s), tube(s), hose(s) or actuation of any valve,
lever, or button will not produce a movement which could ciawjisey.

Responsibilities

A. The Risk Management Coordinasirall:

1. Provide awareness level training to employees working in or around cospiaeeks.

2. Assist supervisors in acquiring training fntrants, attendants and ergupervisors.

3. Maintainemployedrainingcertificatesn thee mp | o peesa@detile for thedurationof
employment.

4. Conduct periodic onsite program inspections, including audit of entry procedures and
review of competedanfined space hazard assessment forms and/orparmnyts.

5. Review the program annually for effectiveness and compliance witgailations.

B. Supervisors of employees who are required to enter an identified confinedlisalice

1. Implement all provisionsf the Confined Space Entry Plan for work areas under their
control.

2. Identify each space under their control which meets the definition of confined space in
accordance with 29 CFR 1910.146 (b) and maintain a written inventory ofsacés.

3. Evaluate eackidentified space or space class to determine if it is a permit requined-or
permitrequiredspaceusingthe ConfineSpaceHazardAssessmerform foundin the Risk
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Management Forms Directory. Retain the Assessment form with the written inventory.
i.  For all spaces classified as nparmit required, the supervisor must certify on the
ConfinedSpaceHazardAssessmerform the basisfor determininghatall hazards
in the space have been eliminated. Certification must contain the date, location of
the spae and the signature of the person makingigtermination.
4. Maintain a written inventory of all identified confined spaces with designation of each as
nortpermit or permitequired.
5. Updatetheinventorywhennecessaryo incorporatenewly acquiredor identfied confined
spaces.
6. Provide access to the inventory list and entry designation to all affected managers,
employees and the Risk Managem@abrdinator.
7. Select, appropriate employees as perméqui red <confined space
entrantsaandattendantandensureeachattendsanapprovedConfinedSpaceEntrytraining
course.
8. Provide sitespecific training to authorized Confined Space entrants regarding the specific
equipmenandpracticesisedduringentryfor thespacegachentrants authorizel to enter.
9. Provide operational control and maintenance of equipment within their respective
departments.
10. Retain canceled Entry Permits for not less than one year following the date of entry and
produce them, upon request, for inspectionaardit.
11.Ensure testing instruments are calibrated and maintained in accordance with the
manufacturero6s specificatioye. and maintain
12.Maintain calibration gases and test accessories to service all respective departmental
monitoringinstruments.
13.Ensure that warning signs are posted immediately outside of entrances to a Confined
Spaces, and that such signs are secured. (Underground utility access vaults will not be
posted. Employees will be informed of the Confined Space classification of theess sp
during Confined Spadeaining.)
14. Ensure entrances to confined spaces are locked fehsible.
15. Ensure that all personnel performing contractual work on County owned property comply
with the requirements of the OSHA Standard 1910.146 by providing diwirwritten
program, equipment, and supervision of tleenployees.

C. Entry Supervisorshall:

=

Adhere to all requirements of the Confined Space Bl
2. Completeall safetytrainingrequirementsiequesturtherinstructionif unclearonanypart
of thetraining and comply with documentatiprocedures;
3. Complete the Confined Space entry permit, found in the Risk Management Forms
Directory,andverify thatall precautionandpre-entryproceduresiavebeentfulfilled prior
to entry into a permit requirespace;
4. Terminate entry and cancel permits in the event conditions within the space change,
entrants show signs of ovekposure or conditions cannot\eified;
Verify the availability of a local rescue team prioettry
Establishing the means for comnmeation between entrants, attendants and emergency
servicedispatcher.

oo
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7. Assure that unauthorized people do not enter the Confined Space during the time that
authorized entry is iprogress.

8. Assure that appropriate personal protective equipment is aeaélatl used bgntrants;

9. Assure that original entry permits are forwarded to the department supervisor upon
completion or termination of a Pernaiiequired Confined Spaeatry.

10. Coordinate entry operations with outs@mtractors.

Note: An entry supervisalso may serve as an attendant, or as an authorized entrant, as
long asthatpersonis trainedandequippedo do so. Thedutiesof entrysupervisomaybe
passed from one individual to another during the course entan.

D. QualifiedPerson(s)

Eachdpar t ment may designate staff aaltinle N Qu a
spaces (spaces not on the inventory) and to authorize entry into same as outlined in this
program. The department supervisor ®hall ¢
of their respective department with the Qualified Persons Certification form found in the

Risk Management Forms Directory.

The Director will forward a copy of the Qualified Persons Certification form to the Risk
Management Coordinator.

Qualified Peren(s) shall inspect confined spaces for compliance with the atmospheric
readingcontainedn this programandcompletea ConfinedSpaceHazardAssessmerform
prior to any personnel entering tlsisace.

E. AuthorizedEntrant

Personnel entering confined spagnust only do so after receiving appropriate training.
Authorized entrants shall:

1. Knowthehazardgshatmaybefacedduringentry,includinginformationonthemode signs
or symptoms, and consequences ofetkgosure,

2. Properly use any equipment asstaiawith the entry, including prescribed personal
protective equipment and other controls as directed by the &mpervisor,

3. Communicate with the attendant as necessary to enable the attendant to monitor entrant
status and to enable the attendant ta aletrants of the need to evacuate the s@anck,

4. Alert the attendant whenever warning signs or symptoms of exposure to a dangerous
situation are recognized, a prohibited condition is recognized, and exit the space if
indicated.

F. Designatedittendant

Persmnel designated as "Attendant" by the Entry Supervisor shall:
1. Knowthehazardshatmaybefacedduringentry,includinginformationonthemode signs

or symptoms, and consequences ofetkgosure,
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Know the possible behavioral effects of hazard exmosuauthorize@ntrants,

Continuously maintain an accurate count of authorized entrants in the space and ensure that

themeansusedo identify authorizedentrantsaccuratelydentifieswhois in thespace.

Remain outside the space during entry operatiois relieved by anotheattendant.

Communicate with authorized entrants as necessary to monitor entrant status and to alert

entrants of the need to evacuatedpace.

6. Monitor activities inside and outside the space to determine if it is safe for tentman
remain in the space and order the authorized entrants to evacuate the space immediately
under any of the following conditions:

I.  The attendant detects a prohibitehdition;
ii.  The attendant detects behavioral effects of hazard exposure in the authorized
entrants;
ii.  The attendant detects a situation outside the space that could endanger the
authorized entrangr,
iv.  The attendant cannot effectively and safely perform the requirements of this
section.

7. Summon rescue and other emergency services as soon dtetigara determines that
authorized entrants may need assistance to escape from permhaacs.

8. Warnunauthorizegersongo stayawayfrom the confinedspaceadvisethe unauthorized
persons that they must exit immediately if they have enteredpde sand inform the
authorizecentrantandtheentrysupervisorf unauthorizeghersondaveenteredhespace.

9. Perform norentry rescues as specifiedrein.

10. Perform no other duties that might interfere with the attendant's primary duty to monitor

and potect the authorizeentrants.

wmn
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G. Employees
All employees shall assume responsibility for their own safe working actions and be familiar
with the requirements of this program and comply with the rule and requirements contained
herein.

H. Contractor(s)
Contrac¢or(s)mustcomplywith all local, stateandfederalsafetyrequirementandmustassure
that all employees performing work on Isle of Wight County property have their own written
program, been suitably trained, are provided appropriate personal protspiipenent, and
supervision of their employees. Contractor(s) performing work in County owned confined
spaces must coordinate their work with the contracting departmexppespriate.

Program Requirements

Departments are responsible to identify, evauand classify as ngmermit or permit required
confined spaces in their work areas and develop written assessments apicbtanys. Hazards
of each permit space shall alsoibdicated.

Employeesnustbeinformedof suchspacesn thework areaby postingdangersigns,or by other
equallyeffectivemeansDepartmentsreresponsibldor providingandapplyingappropriatesigns
in accordance with 29 CFR 1910.146(2).
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Where departments decide that employees will not enter permit spaces, effeaBiges must

be taken to prevent inadvertent and unauthorized entry. Unauthorized entry into a confined space
is strictly prohibited due to the potential for death, incapacitation, injury or acute illness.
Employees who work in the vicinity of, but who Imiot enter, confined spaces should attend
Confined Space Awareness training.

Departments with personnel who need to enter confined spaces forelaidd activities must

have a trained entry supervisor to oversee entry activities, including assessiogdttions of the

space prior to entry, performing air monitoring and ensuring appropriate hazard controls have been
implemented and are effective.

Personneénteringthe confinedspacepr servingasanattendanmustalsoattendConfinedSpace
EntrantAttendant/Supervisor level training. If the space has been classified as “pEqoiied”,
entry, assessment, and rescue services must be coordinated through the agup@nader.

Entry Procedures

A. For All Entry Types
During any confined spacetey, all safety rules and procedures shall be followed.

1. Smoking in a confined spacegrohibited.

2. Any use of chemicals in a confined space must bappeoved by the Supervisor aie
SDS must be available at the wdokation.

3. Any hot work conductedni a confined space must be approved by the Supervisor in
accordance with OSHA rules and regulations and awdok Permit, found in the Risk
Management Forms Directory, mustibsued.

4. Adequate and approved lighting (appropriate for the conditions) shalblsided.

5. Personaprotectiveequipmenshallbeprovidedto workersasnecessarjor safeentry.All
PPE must be selected, used, and maintained in accordance with the Personal Protective
EquipmentProgram.

6. All PPE must be approved by the EnByperviso.

7. Electrical equipment used in the confined space shall be appropriate for the hazard and
meet the requirements of the National Eleciicle.

8. Any conditionmakingit unsafeto removeanentranceovermustbeeliminatedbeforethe
cover isremoved.

9. Whenthe cover has been removed, the opening(s) shall be promptly guarded to prevent
accidental falls into the opening and to prevent objects from falling intupirang.

10. Appropriate vehicle and pedestrian barriers shall be used to prorders.

11. Any atmosynerethatis hazardousr conditionallyunstableshallnotbeentered. Theentry
supervisor will cancel the permit until conditiangorove.

Pre Entry Duties

1. Determinedateof entry,time, entrylocationandnumber.The entrysupervisoiobtainsthe
descrptive identification of the space and reviews Confined Space Hazard Assessment
Form on file for that space including the entry procedundisate
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All hazards must be identified and the hazard effectively eliminated or controdid prior to

entry. Hazards and controls must be identified on the assesimant

Conduct initial atmospheric testing to determine current atmospdoerasition.

Document any other recognized hazard that could result in accidental injury or occupational

illness requiring treatment greater than st

The entry supervisor must determine the appropriate entry procedure indicated by the

Assessment Form. Entry will eithiee:

.. Non-Permit Required (i.e. no hazards or hazards have been elimindfted) hazards

can be controlled from outside of the space and there are no atmospheric hazards, entry
may be conducted using the Confined Space Erogedure,

i If the only uncontrolled hazard is either an actual or potential atmospheric hazard, entry
may be condcted under the Forced Air Ventilation Entry Procedaore,

il PermitRequired Confined Spaeédf all hazards havaot been effectively eliminated or
controlled, the entry supervisor must consult with the department supervisor prior to
using the Permit Entriyrocedure.

Notification of the selected rescue personnel shall be required for each permit required entry.

B. For Non-Permit Entry

This procedure is to be used only if all hazards identified in the confined space have been
eliminated, isolated, or otherwisentrolled so as not to expose entrants to additional risk.

1.

wn

The departmental confined space entry supervisor must complete the Confined Space Hazard
Assessmentorm, prior to personnelenteringthe confined space.The Supervisor must
recertify all hazards within the space have been eliminated or isolated prior to entry (i.e.

the space is reclassified); and there may be no atmospheric hazgmsent in the space (or

that will be created by the work to beperformed).

Establish personal protective equipmemd @rocedural requirements femtry.

Establish and maintain communication between entrants and personnel outside the confined
space. Notify appropriate departmental personnel when entry begins (and when all personnel
have exited the confinespace).

Atmospheric testing must be conducted and results must be recorded on the Confined Space
Hazard Assessment Form every Hradtir.

Should conditions arise that may affect the health or safety of personnel inside the space, the
spacanustbeevacuate@ndtheently supervisomustreassestheconfinedspaceand reevaluate

the entryprocedure.

Whenwork is completedand all personnehaveexited the space closeout the entry on the
Confined Space Hazard Assessment Form. The form must be retained by the defartment

year following entry and made available to the Risk Management Coordinator for review.

C. For Forced Air Ventilation i ReclassificationEntry

This procedure may only be used if an actual or potential atmospheric hazard is the only hazard within
thespace.
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General Requirements:

1.

2.

Theforcedair will bedirectedto theimmediatevicinity of eachemployeewithin thespace

and must be provided until all employees exitdpace.

The method and ventilation equipment selected will be determined basethamire of

the confined space, the size of the entrance into the space, the gases present within the
space, and the source of makgair.

If mechanical ventilation should fail during entry operations, all employees must
immediately evacuate the spacetilunentilation is restored and retesting indicates
acceptable entrgonditions.

Ventilation systems and electrical tools and equipment used in flammable atmospheres
must be explosicproof and appropriately rated for thazard.

Theremaybeno hazardoustmospheravithin thespacevheneveanyemployeds inside

of the space.

If a hazardous atmosphere is detected dugirigy:

Each employee must leave the spacmediately;

The space must be evaluated to determine how the hazardous atmosphere developed;
and,

Measures must be implemented to protect employees from the hazardous atmosphere
before any subsequent entry tagksce.

Entry Procedure:

1

>wWhN

o U

The departmental confined space entry supervisor must complete the Confined Space
HazardAssessmerform prior to personneénteringthe confinedspaceThe Supervisor

must recertify all hazards within the space have been eliminated or isolated prior to

entry (i.e. the space is reclassified); and there may be no atmospheric hazarésent

in the space (or that willbe created by the work to be performed) not eliminated by
ventilation.

Establish forced air ventilation to employee work area within the consipacke.

Establish personal protective equipment and procedural requiremeetsrior

Establish and maintaicommunication between entrants and personnel outside the
confined space. Notify appropriate departmental personnel when entry begins aadtl after
personnel have exited the confirgzhce.

Maketheinitial evaluationnformationavailableto eachenteringemployeeprior to entry.
Continuous atmospheric testing must be performed. Results must be documented on the
Confined Space Hazard Assessment Form evenhbalf

Whenwork is completedandall personnehaveexitedthe spacegcloseouttheentryonthe
Confined Space Hazard Assessment Form. The form must be retained by the department
for one year following entry and made available to the Risk Management Coordinator for
review.

D. For Permit Required Entry
General Requirements:

1.

Entry into permirequired confined spaces must be coordinated withdépartment
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supervisor.

. An attendant must be posted at each entrance to the confined space. Attendants must

perform duties as specified within theogram.

The Entry Permit must be completed and postdteaentrance. It must be signed by the
authorizingentrysupervisoprior to anyoneentering Entrantamustsignin/out throughout

the shift. The permit must be dated and have an expiration time no longer than 8 hours. The
entry will be terminated if a giential hazardous situation occurs which exceeds the
conditions authorized on tipermit.

Only trained/authorized/qualifiegersonneessentiato thework will bepermittedto enter

a permitrequired confinedpace.

Each individual entering a permit raegpd confined space will have a safety or retrieval
line attachedo achestharnesshodyharnes®r wristletsunlessoneof theconditiondlisted

ini. orii. belowexist. The otherendof theline will besecuredo ananchorpointor lifting
deviceoutsidetheentryportalunderthe controlof theattendantTheanchorpointwill not

be secured to a motor vehicle in a manner that would pull the line out of the space if the
vehicle moved. A retrieval line is not requinéd

i. A confinedspacehasobstrutionsor turnsthatwould preventpull ontheretrievalline
from being transmitted to the entraot,

ii. A confinedspacdrom whichanemployeebeingrescuedvith theretrievalsystenmhas
projections which would injure the employee if forcefudbntracted

Rescue:

1.

2.

3.

4.

Employees will conduchonentryrescue only unless the employee is certified for entry
rescue and is a member of the Retaam.
If entry into an atmosphere that is actually or potentially immediately dangerous to life or

standby.

Entry rescue will only be performed by Rescue Team personnel which are certified in
confined space entngscue.

An atmosphere supplied breathing apparatus will be used fgirestues.

Procedure:

1

o wd

Coordinate all permitequired entries with the department supervisor including rescue
notification andresponse.

The departmental entry supervisor must complete the BPetimit.

Conduct preentry atmospheric testing. This must lomd within 15 minutes antry.
Establish personal protective equipment and procedural requiremeetsror

Establish and maintain communication between entrants and personnel outside the
confined space. Notify appropriate departmental personnel whey leegins and all
personnel have exited the confirgzhce.

Make the initial evaluation information and personal protective equipmepr@retures
available to entering employees prioetary.

Continuous atmospheric testing must be performed. Resulss be documented on the
Entry Permit periodically (i.e. at least every Hadtr).
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8. Whenwork is completecandall personnehaveexitedthespacegcloseouttheentryonthe
Entry Permit. The form must be retained by the department for one year falewiry
and made available to the Risk Management Coordinatogvaw.

Note: No permit shall be issued for a period longer than eight hours.

Confined Space Rescue

Entrants and attendants must have means of summoning emergency services anytimeda con
space is entered. The preference would be for the attendant to have a cell phone to call 911
immediately. If the means of communication is departmental radio, the base station must be
monitored at all times during entry and means of summoning resasiebe readily available.

Permitrequired confined space rescue services are provided by the Department of Emergency
Services and the Volunteer Fire & EMS agencies located within the County.

A.

Self-Rescue

Entrants recognizing problems, or respondingitar@nitoring alarms, and exiting the space
immediatelyontheirownis thefirst meanof rescug¢hatshouldbeconsideredEntrantshould

be familiar with signs and symptoms of oxygen deficiency, carbon monoxide and hydrogen
sulfide exposure where contious air monitoring is not required. At the first sign of trouble,
the space must lBvacuated.

. Non-Entry Rescue

Where best practices have been implemented for vertical entry spaces, such as setting up a
tripod and wench system and requiring the entrantear a full body harness attached to a
lifeline, the attendant will immediately notify the appropriate base operator that a confined
space emergency has occurred. Attendant and the base operator shall contact emergency
services by calling 911 immediate Once the call has been made, the attendant may begin
rescue procedurender no circumstances will the attendant enter the confined space

Entry Rescue Non-Permit

Non-permit rescue services are provided for extrication by staff only if they qaerfoemed
from the exterior of the confined space, provided that all hazards have been eliminated or
isolated.

Entry Rescue PermitRequired

Duringtheinitial assessmermf the spaceif it is determinedo beapermitrequiredspacethe
entrysupernsor mustcontactthedepartmensupervisofor coordinationof rescueservicesin
general,if a space cannot be declassified to allow safe entry, the space should not be
entered. If there is a condition in a confined space that is immediately dangerdiis or
health, permit rescue services must besibe during the entry and be prepared to resptmd
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all knownconditionsof theconfinedspaceOtherwiseduringpermitentry,therescueservices
must be notified that a permit entry is being conddcbut may not need to be-site for
entry.

Confined Spaces Training

A. General

1. Trainingshallbeadequat¢o ensurghatemployeescquiretheunderstandinggnowledge,
and skills necessary for the safe performance of assayries.
2. Training shall bgrovided to each affectenployee:

i. Before being assigned duties under grizgram,
ii.  whenever there is a change in assigh#es,
ii.  whenever there is a change in permit space operations that present a hazard about
which an employee has not been previotisiined,
iv.  Whenever there is reason to believe that employees are deviating from established
permit spaced entry procedures or that
knowledge or use of thjgrogram.

3. Training shall establish employee proficiencyassigned duties, and shall introduce new
or revised procedures, ascessary.

4. The employer shall certify that the required training has been accomplished. The
certification shall contain each employeed
dates 6 the training. All training records will be retained in the personnel file in the
Department of HumaResources.

5. Refresher training must be attended at least everyybegs.

B. Awareness

Personshatwork around butnotin, confinedspacesnustreceiveawareneskeveltraining,which
includes such topicas:

Definition and identification of confinespaces,
Hazards associated with confingaaces,
Authorized entry criteriaand

Basic requirements of thpgogram.

pODNPE

C. Entrant/Attendant/Supervisor

Personnkewho enter confined spaces must attend entrant level training that includes:

=

Awareness training as describagubve,

2. Hazardous atmosphere recognition and use of atmospheric testing devices, including
information on the mode, signs, symptoms, and consegaafexposure,

3. The use of personal protective equipment includasgue harnesses, respiratprgtection,
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etc.,
4. Entry conditions and relatgatecautions,
5. First aid and CPR training for designated attendants and escosnel,
6. Space classificatioand reclassificationriteria,
7. Recognition of warning signs, symptoms of exposure and detection of probititgitions,
8. Evacuatiorrequirements,
9. Emergency and neentry rescue methods, and procedures for calling rescue seavides,
10. Specific responsibifies and duties for each role (entrant, attendaugervisor).

Section 15.12

Bloodborne Pathogens Exposure Control Policy

Purpose

Isle of Wight County has established this exposaetrol policy, in accordance with OSHA
standard 29 CFR 1910.1030, falt employees who handle, store, use, process or dispose of
potentially infected blood and blood products. This policy includes requirements for personal
protective equipment, housekeeping procedures, training, exposure reporting and recordkeeping.

Respamsibilities

The Risk Management Coordinator will:

1. Manage the bloodborne pathogens exposure control program and maintain all related records
for all covered county employees with the exception of the Emergency Sddejgagment.

2. Provideguidanceandsupportto theEmergencyservicedDepartmentin theareaof bloodborne
pathogens exposure control wheguested.

3. Ensure proper adherence to the program through periodic audits. The exquugtweplan
will be reviewed and updated at leasnually.

The Emegency Services Department will manage the bloodborne pathogens exposure control
program for the Emergency Service division and maintain all related records.

Definitions

Biological Hazard:Any viable infectious agent that presents a potential risk tahumealth.
BloodbornePathogensMicroorganismghatcancausaliseasesuchashumanmmunodeficiency
virus (HIV) andhepatitisB (HBV), which arespreadhroughcontactwith infectedbloodor blood
products.

Exposure IncidentA specific eye, mouth, ber mucus membrane, namact skin, or parenteral

contact with blood, body fluids or other potentially infectious material; inhalation of airborne
pathogens; or ingestion of foodborne pathogens or toxins.
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Medical Wastes/Infectious Wast&ood, blood poducts, bodily fluids, any waste from human
and animal tissues; tissue and cell cultures; human or animal body parts removed by means of
surgery or autopsy.

Universal PrecautionsPreventing exposure to bloodborne pathogens by assuming all blood and
bodily fluids to be potentially infectious, and taking appropriate protective measures.

Training

Isle of Wight County will provide training on bloodborne pathogens exposure control to any
employeavhoseassignedgob dutiesrequirethemto bein anenvironmemnwheretheyarelikely to
come into contact with bodifjuids.

All employeesn affectedobswill receivetraininguponhiring, andyearlythereafterThetraining
will include:

Countypolicy;

Types and transmission of bloodbopathogens;
General sty rules;

Universalprecautions;

Use of personal protective equipmé@aPE);
Postexposure treatment procedures

ok wNE

General WorkProcedures

Employees must follow these procedures for controlling exposure to bloodborne pathogens:

1. Supervisors must ensure thiaeir employees are trained in proper work practices, universal
precautions, the use of personal protective equipment, and proper cleanup and disposal
techniques.

2. Do not eat, drink, smoke, handle contact lenses or apply cosmetics in areas where &xposure
bloodborne pathogens is possible. Do not store food and drinks in refrigerators or cabinets
where blood and other potentially infectious materialstmed.

3. Wear disposable latex or vinyl gloves when:

i.  you have cuts, abrasions, chapped hands, dernmatgisilarconditions;
ii. you are exposed to blood, blood products or txstyetions.

4. Weargowns,apronsor coverallswhenevethereis apossibilitythatbodily fluids couldsplash
on anemployee.

5. Performproceduresmvolving bloodandotherpotentiallyinfectiousmaterialsn suchamanner
that will minimize splashing apraying.

6. Wear protective clothing if entering a work area where potentially infectious materials are
handled.

7. Wash your hands as soon as possible after handling potentially infectitersaleaand after
removing protective clothing arejuipment.

8. Remove all protective equipment when leaving the work area and, if the equgment
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contaminated, place it in a proper storage container for washing, decontamination or disposal.
9. Remove contaminated clothing before entering other areas of the building or leaving the
building.

Hepatitis B (HBV) Vaccinations

Isle of Wight County will provide, at its own expense, hepatitis B vaccinations to employees
covered under this program antiavchoose to be vaccinated. The company will document that it

of fered the vaccine, as well as the employees
the Hepatitis B Declination form found in the Risk Management Forms Directory.

Reporting

In the event of a suspected exposure (see definiti@xpbdsure Incideftemployees must report

the incident immediately to their supervisor, in accordance with their departmental exposure
controlplanandtow o r k @mp®rssatiom accordancevith theinjury reportingpolicy, Chapter

1, Article VI, Section6.6.

An employeevhohasbeenexposeanthejobto HIV, HAV, HBV or HCV shouldseekmmediate

medical attention and be tested at the time of exposure to determine if the virus has been
transmitted. Allte t i ng wi | | be performed at Countyds e
exposed employees within five business days of tee@ipt.

Confidentialitywill bemaintainedor theexposeamployeeduringall phase®f thepostexposure
program.

Recordkeeping

The Risk Management Coordinator will maintain all exposure reports, training and HBV
vaccination records. OSHA requires that records be kept for the duration of employment, plus 30
years, except training records which must be kept for 3 yearsitikieB or HIV contracted on

the job will be recorded on the OSHA 300 log as an illness. Exposure to bloodborne pathogens
from contact with O6sharpso wildl be recorded o
with gamma globulin, HBV immune gloiin or HBV vaccine.

Exposure Determination

The following job classifications and empl oye
Bloodborne Pathogens Standard:

Emergency Services Department
Chief of Fire &Rescue
Fire & EMSCaptain
Fire & EMSLieutenant
Fire Medic Il

Fire Medic |

arwnE
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6. EMT Paramedic/Intermediate

Public Utilities Department
1. Utility SystemsSupervisor
2. Utility SystemsMechanic
3. Pump StatiotMechanic
4. Utility SystemsWorker
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Chapter 2: Financial and Accounting

ARTICLE |
Central Purchasing
(Adopted December 4, 1975; Revised April 6, 2000; Revised June 19, 2003;
Revised October 16, 2003; Revised October 21, 2004; Revised October 2, 2008; Revised June
11, 2008; Revised April 15020; Revised May 27, 2010; Revised December 20, 2012; Revised
March 20, 2014; Revised May 15, 2014; Revised October 15, 2015; October 20, 2016; June 9,
2016; May 182017 May 17, 2018)

DIVISION 1.7 GENERALLY
Section 1.0

Introduction
This policyserveas t he Countyds procurement | aws, pol.i
anxious to meet your procurement needs. If you have any questions that are not answered by this
policy or need further clarification, please contact us at:

County of Isle of Wight

Budget & Finance

Purchasing Division

17090 Monument Circle, Suite 137
P. O. Box 80

Isle of Wight, Virginia 23397
Telephone: (757) 366273

Fax: (757) 3654579

Section 1.1

Procurement Authority
The County Administrator shall serve as the principal puroasficial for the County and shall
assign administrative duties or functions to the designated staff in the Purchasing Division. Except
as otherwise provided in this article, no official, elected or appointed, or employee shall purchase,
or contract forany goods, services, insurance or construction within the purview of this article
other than permitted under the provisions of this article.

1. Authority, Responsibilities and Duties of the County Administr&orept as provided in
the following sections ahis chapter, or as other specificgtisovided by the Board of
Supervisors, the County Administrator shall have the authanitdyresponsibility to:

a. Establish regulations and procedures, consistent with this policy, governing the
procurement, managemeupgbntrol, and disposal of any and all goods, services, and
construction to be procured by the County;

b. Have the right to reject any, and all bids or proposals, and to waive any informality if it is determined
to be in the best interest of the County.
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To declare all supplies, materials and equipment which are no longer used or which have
become obsolete, worn or scrapped as surplus as appropriate.

Consider and decide matters of policy within the provisions of this policy;

Exercise authority ovehe award or administration of any particular contract, or over any
dispute, claim, or litigation pertaining thereto, with appropriate consultation with the
Countybds |l egal counsel as necessary.

Delegate authority, or revoke delegated authority, suthority as may be deemed
appropriate to designees or to the head of any department or using Department. Such
delegation shall be in writing and shall specify any limits of restriction.

Section 1.31.1

The purchasing agent may be appointed by the county administrator. The purchasing agent shall
be the head of the office of purchasing and shall, under the supervision of the county administrator,

Appointment, General Powers and Duties of the Purchasing Agent

or his designee, have general management antbtohthe office. The purchasing agent shall
have the power and it shall be his duty to:

1.

2.

Endeavor to obtain as full and open competition as possible on all purchases and sales.

Establish and amend, when necessary, such procedures and rules as hecessas/n
for the internal management and operation of the office of purchasing.

Make available to departments access to vendor's catalogs or contact information to
obtain needed products, commaodities, etc., to include any available discounts that may
be available.

Assist county staff in identifying responsible prospective suppliers, including small
businesses and businesses owned by women and minorities. Encourage vendors who

have requested their names to be included

C

Commonweal thds eVA site. Remove prospecti Ve

interest will be served thereby.
Exploit the possibilities of buying "in bulk" so as to take full advantage of discounts.

Disqualify vendors who default on their quotais from receiving any business from the
county.

Participate in, sponsor, conduct or administer a cooperative procurement agreement on
behalf of or in conjunction with one (1) or more other public bodies, or public agencies
or institutions or localitiesfadhe several states, territories of the United States or the
District of Columbia, for the purpose of combining requirements to increase efficiency
or reduce administrative expenses in any acquisition of goods and services. Except for
certain contracts ehtified in Section §2-:4304.A of the Code of Virginia, a public body
may purchase from another public body's contract even if it did not participate in the
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request for proposal or invitation to bid, if the request for proposal or invitation to bid
specifed that the procurement was being conducted on behalf of other public bodies. In
entering into a cooperative procurement agreement with a county, county or town whose
governing body has adopted alternative policies and procedures pursuant to the Virginia
Public Procurement Act, the purchasing agent shall comply with said alternative policies
and procedures so adopted by said governing body of such county, county or town as
designated in the cooperative agreement.

8. Control and supervise the storerooms aadelvouses within the office of purchasing.

9. Standardize and establish specifications to reduce commodities to a minimum and assure
the quality of goods.

10. Award contracts within the purview of this article.
Section 1.32

Definitions
For the purposes of tharticle, the following words and phrases shall have the meanings
respectively ascribed to them by this section, unless a different meaning clearly appears from the
context:

1. Affiliate. Means an individual or business that controls, is controlled bg, umder common control
with another individual or business. A person controls an entity if the person owns, directly or
indirectly, more than 10 percent of the voting
66voting s e sacurity that @ donfensupan she twlder the right to vote for the election
of members of the board of directors or similar governing body of the business or (ii) is convertible
into, or entitles the holder to receive, upon its exercise, a securityotifat€ such a right to vote. A
general partnership interest shall be deemed to be a voting security.

2. Best value.As predetermined in the solicitation, means the overall combination of quality, price,
and various elements of required services that ih antaoptimal relative to a public body's needs.

3. Brand name specification. A specification limited to one (1) or more items by
manufacturers' names or catalogue numbers.

4. Business. Means any type of corporation, partnership, Limited Liability Company,
association, or sole proprietorship operated for profit.

5. Board of Supervisors. The Board of Supervisors of Isle of Wight County.

6. Competitive negotiation. A method of contractor selection utilizing a written request for
proposal, followed by discussionsth responsive, responsible offerors.

7. Competitive sealed bidding. A method of contractor selection utilizing a written
invitation to bid, public opening and announcement of all bids received, evaluation of
bids based upon the requirements set forthennvitation and award to the lowest
responsive, responsible bidder.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Construction. Building, altering, repairing, improving or demolishing any structure,
building or highway, and any draining, dredging, excavating, grading or similar work upon
real progerty.

Construction management contract. Means a contract in which a party is retained by the
owner to coordinate and administer contracts for construction services for the benefit of the
owner, and may also include, if provided in the contract, theshimg of construction

services to the owner.

Contract. All types of agreements, regardless of what they may be called, for the
procurement of goods, services, insurance or construction.

Contractor. Any person having a contract with toerty.

Direct or indirect participation. Involvement through decision, approval, disapproval,
recommendation, preparation of any part of a purchase request, influencing the content
of any specification or procurement standard, rendering of advice, oyetasti,

auditing, or acting in any other similar capacity.

Designbuild contract. Means a contract between a public body and another party in which
the party contracting with the public body agrees to both design and build the structure,
roadway, or ano#r item specified in the contract.

Employment services organization. An organization that provides employment services
to individuals with disabilities that is an approved Commission on the Accreditation of
Rehabilitation Facilities (CARF) accredited venaf the Department of Rehabilitative
Services.

Goods. All material, equipment, supplies, printing and automated data processing
hardware and software.

Informality. A minor defect or variation of a bid or proposal from the exact requirements of
the inviation to bid, or the request for proposal, which does not affect the price,

quality, quantity or delivery schedule for the goods, services or construction being

procured and does not give a competitive advantage as a result thereof. Requirements of a
solicitation cannot be waived as an informality.

Insurance. A contract whereby, for a stipulated consideration, one (1) party undertakes to
compensate the other for loss on a specified subject by specified perils.

Invitation for bids. All documents, whethattached or incorporated by reference, utilized
for soliciting sealed bids

Job Ordering Contracting. A method of procuring construction by establishing a book of
unit prices and then obtaining a contractor to perform work as needed using the prices,
guartities, and specifications in the book as the basis of its pricing. The contractor may be
selected through either competitive sealed bidding or competitive negotiation

depending on the needs of the public body procuring construction services. Professional
Services must be procured by Competitive Negotiations as defined in this section. A
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20.

21.

22.

23.

24,

25.

26.

27.

28.

minimum amount of work may be specified in the contract. The contract term and the
project amount shall not exceed the limitations specified in420B., Code of
Virginia.

Minority-owned business. A business that is at least 51 percent owned by one or more
minority individuals who are U.S. citizens or legal resident aliens, or in the case of a
corporation, partnership, or limited liability company or other entity, at EEapercent

of the equity ownership interest in the corporation, partnership, or limited liability
company or other entity is owned by one or more minority individuals who are U.S.
citizens or legal resident aliens, and both the management and dailydsusgerations
are controlled by one or more minority individuals, or any historically black college or
university as defined in 8§ 21604, regardless of the percentage ownership by minority
individuals or, in the case of a corporation, partnershippated liability company or
other entity, the equity ownership interest in the corporation, partnership, or limited
liability company or other entity.

Multiphase professional services contract. A contract for the providing of professional
services wherthe total scope of work of the second or subsequent phase of the contract
cannot be specified without the results of the first or prior phase of the contract.

Nominal value. So small, slight or the like, in comparison to what might properly be
expectedas scarcely to be entitled to the name, but in no case to be more than twenty
dollars ($20.00).

Nonprofessional services. Any services not specifically identified as professional
services.

Potential bidder or offeror, for the purposes of Division 5, Atgpand Remedies for bid

protests, means a person who, at the time a public body negotiates and awards or proposes

to award a contract, is engaged in the sale or lease of goods, or the sale of services,

insurance or construction, of the type to be procureter the contract, and who at such

time is eligible and qualiyed in all r
been eligible and qualiyed to submit a
through competitive sealed bidding or cagtifive negotiation.

Professional services. Work performed by an independent contractor within the scope of
the practice of accounting, architecture, land surveying, landscape architecture, law,
dentistry, medicine, optometry, pharmacy or professionaheegng.

Person. Any corporation, partnership, business, individual, union, committee, club, other
organization or group of individuals

Public contract. An agreement between the county and a hongovernmental source that is
enforceable in a court of law.

Purchasing agent. The purchasing agent of the County of Isle of Wight, or his designee.
The purchasing agent shall be the head of the office of purchasing. Whenever the words
purchasing agent or division of purchasing are used in any policy, contrdabeor o
document, such shall mean the purchasing agent, or his designee, or the office of
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29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

purchasing, respectively.

Request for proposals. All documents, whether attached or incorporated by reference,
utilized for soliciting proposals.

Responsible bidder afferor. A person who has the capability, in all respects, to perform
fully the contract requirements and the moral and business integrity and reledbility
demonstrated by previous experiengljch will assure good faith performance and who
has been mqualified, if required

Responsive bidder. A person who has submitted a bid which conforms in all material
respects to the invitation to bid

Services. Any work performed by an independent contractor wherein the service
rendered does not consist primanfyacquisition of equipment or materials or the rental
of equipment, materials and supplies.

Service disabled veteran business. A business that is at least 51 percent owned by one
or more service disabled veterans oithie case of a corporation, partnership, or limited
liability company or other entity, at least 51 percent of the equity ownership interest in
the corporation, partnership, or limited liability company or other entity is owned by one
or more individuals wh are service disabled veterans and both the management and
daily business operations are controlled by one or more individuals who are service
disabled veterans.

Small business. A business, independently owned and controlled by one or more
individuals wio are U.S. citizens or legal resident aliens, and together with affiliates, has
250 or fewer employees, or annual gross receipts of $10 million or less averaged over the
previous three years. One or more of the individual owners shall control both the
manayement and daily business operations of the small business.

Specification. Any description of the physical or functional characteristics or of the
nature of a good, service or construction item. It may include a description of any
requirement for inspéing, testing or preparing a good, service or construction item for
delivery.

SWaM business. Means a small, wormemed, minorityowned, or service disabled
veteranowned business or an employment services organization.

Virginia Public Procurement Act (®PA). The procurement Code passed by the General
Assembly governing purchasing by the government to egoeernmental entity. The
mandatory provisions of the act, 821343.12, include the exemptions set forth in
subdivisions 9 through 11, the provisiafssubsections C and D of § 24B03, and 88
2.1-4305, 2.14308, 2.14311, 2.14315, 2.14317, 2.14330, 2.14333 through 24338,
2.1-4343.1, and 24367 through 24377 shall applySection 88 2.2343.1 and 22
4303.2 shall also apply.

Womenownedbusiness. A business that is at least 51 percent owned by one or more
women who are U.S. citizens or legal resident aliens, or in the case of a corporation,
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partnership, or limited liability company or other entity, at least 51 percent of the equity
ownerip interest is owned by one or more women who are U.S. citizens or legal
resident aliens, and both the management and daily business operations are controlled
by one or more women.

Section 1.32.1
Requisitions and Estimates from Departments

All county departments, either by or with the authorization of the head of the department, shall file
with the purchasing agent detailed requisitions or estimates of their requirements in supplies and
contractual services in such manner, at such times and for suahgetiods as the purchasing

agent shall prescribe.

Section 1.32.2
Department Reports of Obsolete or Unused Property; Sale, Transfer or Trade of
Such Property

1. All departments shall submit to the purchasing agent attsuels and in such form as
such agent shall prescribe reports showing stocks of all supplies, materials and equipment
which are no longer used or which have become obsolete, worn or scrapped. The
purchasing agent will seek approval from the County Admatistr Once approved, the
purchasing agent may sell such property according to the Standard Operating Procedures
approved by the Administrator. The purchasing agent may sell the property by competitive
bidding, at public auction, or transfer it to other a@ements or governmental agencies, or
may exchange it for or trade it in on new supplies or equipment.

2. All sales of such property, when the estimated value is not expected to exceed one
hundred thousand dollars ($100,000.00), may be sold by the puighasint in
accordance with rules and regulations established by him; these sales need not follow the
competitive bidding or public auction process and such property may be sold without
newspaper advertisement and without observing the procedures prebgritiedions
2 and 3 of this article, unless the purchasing agent determines that the public interest
demands such procedure.

Section 1.32.3

Methods of Procurement

1. All county contractsvith nongovernmental contractors for the purchase or lease of goods,
or for the purchase of services, insurance, or construction, shall be awarded after
competitive sealed bidding, or competitive negotiation as provided in this article, unless
otherwise authorized by law.

2. Professional services, whether for single or teamtracts may, but need not, be procured
by competitive negotiation when the aggregate or sum of all phases is not expected to
exceedone hundredhousand dollar§$100,000.00)Such small purchase procedures shall
provide for competition wherever practhie. Professional services shall be procured by
competitive negotiation where the cost of the professional service is expected toameeed
hundredthousand dollaré$100,000.00Q)
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Upon a written determination made in advance by the purchasing agerurtiyzetitive
negotiation is either not practicable or not fiscally advantageous, insurance may be procured
through a licensed agent or broker selected in the manner provided for the procurement of
things other than professional services in Section 1.Zh& basis for this determination

shall be documented in writing.

Upon a determination in writing by the purchasing agent that there is only one (1) source
practicably available for that which is to be procured, a contract may be negatrattte
county policy manualawarded to that source without competitive sealed bidding or
competitive negotiation. The writing shall document the basis for this determination.

In case of emergency, a contract may be awarded without competitive sealed bidding or
competitive negotiation; however, such procurement shall be made with such competition as

is practicable under the circumstances. A written determination of the basis for the emergency
and for the selection of the particular contractor shall be included icotiteact file. The

County shall issue a written notice stating that the contract is being awarded on an emergency
basis, and identifying that which is being procured, the contractor selected, and the date on
which the contract was or will be awarded. Tinigice shall be posted on the public bulletin
boardoutsid®@f Pur chasing and may be | isted on th
general circulation.

Construction shall be procured only by competitive sealed bidding, except that competitive
negotation may be used in the following instances

a. The construction of highways and any draining, dredging, excavation, grading or
similar work upon real property; upon a determination made in advance by the County
and set forth in writing that competitivealed bidding is either not practicable or not
fiscally advantageous to the public, which writing shall document the basis for this
determination.

b. By the County on a fixed price destpuild basis or construction management bases
as provided in §2:2378,et seq.

Upon a determination made in advance by the purchasing agent and set forth in writing
that the purchase of goods, products or commodities from a public auction sale is in the
best interest of the public, such items may be purchased at thenauatiuding online

public auction. The writing shall document the basis for this determination. However,
bulk purchases of commaodities used in road and highway construction and maintenance,
and aggregates shall not be made by online public auction.

Thepurchasing agent may provide for incentive contracting that offers a contractor

whose bid is accepted, the opportunity to share in any cost savings realized by the locality
when the projects costs are reduced by such contractor, without affecting guaijigt

during the construction of the project. The fee, if any, charged by the project engineer or
architect for determining such cost savings shall be paid as a separate cost and shall not
be calculated as part of any cost savings. Such provisionsdimglthe percentage of

cost sharing, shall be included in the language of the contract or may be added by change
order with the agreement of both parties.
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9. Public contracts may be awarded on a fixed price, cost reimbursement, a published list price
plus o minus a guaranteed percentage, or any other method that best fits procurement in the
opinion of the Purchasing Agent. Caution should be exercised that cost plus a percentage of
cost provides incentives for the supplier to increase costs, so this skaudided
whenever reasonable.

Section 1.32.4
Design Build and Construction Management

Desigrbuild or construction management contracts authorized.

A. The County may enter into a contract for construction on a fixed price-to-egteed
price construton management or desipuild basis, but must comply with the requirements of
this article.

B. Prior to making a determination as to the use of construction management o+isign

for a specific construction project, the County shall have in its gmptaunder contrach licensed
architect or engineer with professional competence appropriate to the project who shall (i) advise
the County regarding the use of construction management or drsidrior the project and (ii)

assist the County with thgreparation of the Request for Proposal and the evaluation of such
proposals.

C. A written determination shall be made in advance by the County that competitive sealed
bidding is not practicable or fiscally advantageous, and such writing shall documeasithéob

the determination to utilize construction management or ddsigd. The determination shall be
included in the Request of Proposal and be maintained in the procurement file.

D. The County shall follow the procedures adopted by the Board of Ssgerwhich
includes the following:

1) Construction management contracts may be utilized for projects where the project cost is
expected to be more than $10 million;

2) Construction management may be utilized on projects where the project cost is expected to
be less than $10 million, provided that (i) the project is a complex project and (ii) the
project procurement method is approved by the Board of Supervisors. The written
approval by the Board of Supervisors shall be maintained in the procurement file;

3) Pubic notice of the Request for Proposal (Qualifications) is posted on the
Commonweal thdés centr al el ectronic procurem
prior to the date set for receipt of qualification proposals;

4) The construction management caictris entered into no later than the completion of the
schematic phase of design, unless prohibited by authorization of funding restrictions;

5) Prior construction management or designld experience or previous experience with the
Depart me nt GapitalPutlayeMamagemént shall not be required as a
prerequisite for award of a contract. However, in the selection of a contractor; the County
may consider the experience of each contractor on comparable projects;
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6) Construction management contractslisteguire that (i) no more than 10 percent of the
construction work, as measured by the cost of the work, be performed by the construction
manager with its own forces and (ii) the remaining 90 percent of the construction manager,
which the construction nmager shall procure by publicly advertised, competitive sealed
bidding to the maximum extent practicable;

7) The procedures all for a twsiep competitive negotiation process; and
8) Price is a critical basis for award of the contract.
Procedures:

1. While competitive sealed bidding remains the preferred method of construction
contracting, the County Administrator or designated Purchasing Agent may enter into a
contract for construction based on either a firm fixedepoicnotto-exceed price design
build basis. The DesigiBuild process is governed by Secis 2.12406, 2.14303 and 2.1
4308 of the Code of Virginia which is incorporated into this policy and must be
observed by County Staff wishing to use the Defgiid method.

2. Prior to the issuance of a Bign/Build RFP, the County Administrator or his designee
shall:

a. Obtain the advice of a licensed architect or engineer with professional competence
appropriate to the project. Such an advisor may either be an employee of the County
or an architect/engineéired specifically to provide the advice and guidance
mandated by the Code of Virginia.

b. Articulate in writing why a desigbuild or construction management approach is
more advantageous than competitive sealed bidding for the project being
contemplated;

c. Obtain an estimate of the costs to repair, renovate, demolish or erect the project
under consideration.

d. Determine whether and explain why competitive sealed bidding is not practical or
fiscally advantageous; and

e. Define the pradesign, design phase, lptiase and/or construction phase services to
be performed under the desibuild contract,

f. Include and define the requirements of the specific construction project relevant to
site plans, floor plans, exterior elevations, basic building envelope matgrgls,
protection, structural, mechanical (HVAC) and electrical systems, and special
telecommunications,

g. Specify the criteria which will be used in evaluating the proposals,
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10.

h. Request a firm fixed price or ntt-exceed price proposal based on a cost etima
prepared by a professional engineer or architect.

i. Contain or incorporate by reference the applicable contractual terms and conditions,
including any unique capabilities or qualifications which will be required of
Offerors, and

Include such other reqements as the County Administrator or his designee deems
appropriate for the construction project.

The RFP shall request of Offerors only such information as is appropriate for an
objective evaluation of all Offerors @uant to the specified criteria.

The County Administrator or his designee shall receive and consider comments
concerning specifications or provisions in the RFP, prior to the time set for receipt of
proposals.

Procurement of construction by the desimild method shall be a twstep competitive
negotiation process. The first step, or the initial review of the proposals, shall be of a
gualitative nature. This shall include review of preliminary design drawings, outline
specifications, technical reports,al cul ati ons, permit require
management plan (includes organizational information, resumes of key personnel,

Quality Assurance Plan, Safety Plan), schedule, and other data requested in response to
the RFP.

Based upon the information subraittand any other relevant information which the

County may obtain, a maximum of five (5) Offerors deemed to most closely meet the
countybés requirements shal.l be selected b
responses.

As the second step in the apsbuild process, the Review Committee shall hold
discussions with each of the selected Offerors exercising care to discuss the same owner
information with each Offeror.

Trade secrets or proprietary information submitted by a bidder, gftgroontracdr in
connection with a procurement transaction or prequalification application submitted
pursuant to subsection B o28-4317shall not be subject to the Virginia Freedom of
Information Act (82.2-3700et seq.); however, the bidder, offeror contractor shall (i)
invoke the protections of this section prior to or upon submission of the data or other
materials, (ii) identify the datar @ther materials to be protected, and (iii) state the
reasons why protection is necess@yidder, offeror, or contractor shall not designate
as trade secrets or proprietary information (a) an entire bid, proposal, or prequalification
application; (b) ay portion of a bid, proposal, or prequalification application that does
not contain trade secrets or proprietary information; or (c) line item prices or total bid,
proposal, or prequalification application prices.

Upon completion of the discussions, tReview Committee shall determine whether
any changes to proposals should be requested to correct errors or omissions or to clarify
ambiguities, or to incorporate project improvements or additional details identified by
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the Review Board during its reviewsAequired, Offerors may then submit revised
technical proposals as well as modifications to their price proposals. The Review
Committee will complete its evaluations of the revised proposals.

11. Following a complete review of the proposals, the Review Catmenshall make its
recommendation to the County Administrator or his designee based upon the criteria
included in the RFP. While price shall be considered, it need not be the sole selection
factor. Award shall be made to the fully qualified vendor wholdeesh determined to
offer best value in response to the RFP and whose price proposal is within the budget
ceiling included in the Countyds operatin

12. The County shall submit information for pgmject evaluation when requestedtbg
Commonwealth of Virginia DesigBuild/Construction Management Review Board
(AReview Boardo) .

13. The County Administrator or his designee may set forth such additional procedures, not
inconsistent with the provisions of this section or the rules andatéoyus of the
Review Board, and consistent with the procedures for the procurement of
nonprofessional services through competitive negotiations, as deemed necessary and
appropriate to affect the selection and evaluation of Offerors and the award of design
build and construction management contracts.

Reporting requirements:

14. The Department General Services must report by December 1 of each year to the
Governor and the Chairmen of the House Committee on Appropriations, the House
Committee on General Laws$e Senate Committee on Finance, and the Senate
Committee on General Laws and Technology the following information: (i) the number
of projects reviewed pursuant to Articles 22(84380 and 3 (82.2-4381) and (ii) for
each project (a) the identity of the state public body or covered institution and a
description of each such project, (b) the estimated cost of the project at the time of th
Department's review, (c) the recommendation made by the Department concerning the
proposed procurement method, and (d) the final procurement method used by the state
public body or covered institution

15. The County is subject to the provisions of this ¢deapnd shall report no later than
November 1 of each year to the Director of the Division of Purchases and Supplies on
all completed capital projects in excess of $2 million, which report shall include at a
minimum (i) the procurement method utilized) {he project budget, (iii) the actual
project cost, (iv) the expected timeline, (v) the actual completion time, and (vi) any
postproject issues.

16. The Department must consolidate received report data and submit the consolidated data

to the Governor and @irmen of the House Committee on Appropriations and the
Senate Committee on Finance by December 1 of each year.
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Section 1.32.5
Contracts Authorized under the Public-Private Education Facilities and
Infrastructure Act (PPEA) and Public-Private Transportation Act (PPTA)

The PubliecPr i vat e Education Facilities and I-nfrastr
Private Transportation Act (the APPTAO0) all ows
public-private partnerships for the devetoent of a wide range of projects for public use if the

public entity determines there is a need for the project and that private involvement may provide

the project to the public in a timely or catective fashion. In accordance with the PPEA and

PPTAQii del ines (the AGuidelinesod) adopted by th
they may be amended from tir@time), the County Administrator or his designee will follow the
Guidelines to receive and evaluate proposals submitted pursuanfi®EAeand/or PPTA.

Section 1.32.6
Alternative Method of Procurement; Reverse Auctioning

1. The purchase of goods or nonprofessional services, but not construction or professional
services, may be made by reverse auctioning. However, bulk purchases of d@smod
used in road and highway construction and maintenance, and aggregates shall not be made
by reverse auctioning.

2. As used in this section, the term "reverse auctioning” means a procurement method wherein
bidders are invited to bid on specified goods@nprofessional services through réale
electronic bidding, with the award being made to the lowest responsive and responsible
bidder. During the bidding process, bidders' prices are revealed and bidders shall have the
opportunity to modify their bidnices for the duration of the time period established for
electronic bidding.

Section 1.33

General Procedure

1. The purpose of this article is to enunciate the public policies pertaining to governmental
procurement from nongovernmental sources, to incledergmental procurement which
may or may not result in monetary consideration for either party. This article shall apply
whether the consideration is monetary or nonmonetary and regardless of whether the
county, the contractor, or some third party is ptdow the consideration.

2. All single or term contracts for goods and services other than professional services when
the estimated cost is expected to exceed one hundred thousand dollars ($100,000) shall be
purchased from the lowest responsive, responsititieh after due notice inviting bids.

3. Construction of improvements estimated to cost more than fifty thousand dollars
($50,000.00) shall be procured only by competitive sealed bidding.
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Section 1.33.1

Open Market Procedure for Purchases of One Hundred Thousand Dollars, or Less

1. All purchases of goods and services other than professional services, when the estimated
value is not expected to exceed one hundred thousand dollars ($100,000.00), may be made
in the open market, without newspaper advertisemettwithout observing the procedures
prescribed by divisions 2 and 3 of this article, unless the purchasing agent determines that
the public interest demands such procedure. Purchases under this subsection that are
expected to exceed five thousand dol(&5000.00) shall require, whenever possible, the
informal solicitation of a minimum of four (4) bidders or offerors and shall be awarded to
the lowest responsive, responsible bidder in accordance with the standards set forth in
section 1.563. Nothing hein shall restrict the Purchasing Agent from using formal
processes for procurements of less than $100,000.00.

2. Small purchases in an amount up to, but not exceeding five thousand dollars ($5,000.00)
may be purchased directly by a department in accordamiceules and regulations
established by the purchasing agent; these purchases need not follow the competitive
bidding process. Maximum limits may be established for each department by the
purchasing agent up to, but not exceeding, five thousand d&@&(00.00).

3. In making a purchase under this section, when bidding is required, the purchasing agent
shall solicit bids by mail, electronic means, telephone, or in person from prospective
vendors.

Section 1-33.2

Competitive Bidding State-Aid Projects
No contract for the construction of any building or for an addition to or improvement of an existing
building by the county for which state funds of not more than one hundred thousand dollars
($200,000.00)n the aggregate or for the sum of all phases ardract or project either by
appropriation, granin-aid or loan, are used or are to be used for all or part of the cost of
construction shall be let except after competitive sealed bidding or after competitive negotiation
as provided under Section 8213803, Code of Virginia. The procedure for the advertising for bids
and for letting of the contract shall conform to this article.

Competitive Bidding Federal Projects (Grants)
The County shall follow the requirements of 2 C.F.R. § 200.326 and 2 C.F.ROBa/pgpendix
I, by inclusion of clauses as required by the Grantor. This may include-Bag@n requirements,
Copeland AntiKickback Act, Contract Work Hours and Safety Standards Act, The Stafford Act,
Clean Air Act and the Federal Water Pollution Coh#ct, Byrd Anti-Lobbing Amendment,
Debarment and Suspension review, and/or other clauses as may be required.

Section 1.33.3

Contracts or Purchases not to be Subdivided to Avoid Requirements of Article
No contract or purchase shall be subdivided todatiee requirements of this article.

155



Section 1.33.4

Certain Contracts and Expenditures Prohibited
No officer, department or agency shall, during any budget year, expend or contract to expend any
money or incur any liability, or enter into any contratiet by its terms involves the expenditure
of money, for any purpose, in excess of the amounts appropriated for that general classification of
expenditure. Any contract, verbal or written, made in violation of this policy shall be null and void.
Any officer or employee of this county who shall violate this section shall be guilty of a
misdemeanor and, upon conviction, thereof, shall cease to hold his office or employment. Nothing
contained in this section, however, shall prevent the making of contrabts spending of money
for capital improvements to be financed in whole or in part by the issuance of bonds, nor the
making of contracts of lease or for services for a period exceeding the budget year in which such
contract is made, when such contract isyptted by law.

Section 1-33.5
Permitted Contracts with Certain Religious Organizations; Purpose; Limitations

1. ltis the intent of the county, in accordance with the Personal Responsibility and Work
Opportunity Reconciliation Act of 1996, P.L. 10493, topermit us to enter into contracts
with faith-based organizations for the purposes described in this section on the same basis
as any other nongovernmental source without impairing the religious character of such
organization, and without diminishing thdigeous freedom of the beneficiaries of
assistance provided under this section.

2. For the purposes of this section, "falthsed organization” means a religious organization
that is or applies to be a contractor to provide goods or services for prograted hynthe
block grant provided pursuant to the Personal Responsibility and Work Opportunity
Reconciliation Act of 1996, P.L. 16¥93.

3. Isle of Wight County, in procuring goods or services, or in making disbursements pursuant
to this section, shall not (discriminate against a faHbased organization on the basis of
the organization's religious character or (ii) impose conditions that (a) restrict the religious
character of the faitbased organization, except as provided in subsection F, or (b) impair,
diminish, or discourage the exercise of religious freedom by the recipients of such goods,
services, or disbursements.

4. We shall ensure that all invitations to bid, requests for proposals, contracts, and purchase
orders prominently display a nondiscrimation statement indicating that the Isle of Wight
County does not discriminate against fdiised organizations.

5. A faith-based organization contracting with Isle of Wight (i) shall not discriminate against
any recipient of goods, services, or disbursgienade pursuant to a contract authorized
by this section on the basis of the recipient's religion, religious belief, refusal to participate
in a religious practice, or on the basis of race, age, color, gender or national origin and (ii)
shall be subjedb the same rules as other organizations that contract with public bodies to
account for the use of the funds provided; however, if the-beifed organization
segregates public funds into separate accounts, only the accounts and programs funded with
public funds shall be subject to audit by the public body. Nothing in clause (ii) shall be
construed to supersede or otherwise override any other applicable state law.
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6. Consistent with the Personal Responsibility and Work Opportunity Reconciliation Act of
1996 P.L. 104193, funds provided for expenditure pursuant to contracts with Isle of Wight
County shall not be spent for religious worship, instruction, or proselytizing; however, this
prohibition shall not apply to expenditures pursuant to contracts, if@amntyie services of
chaplains.

7. Nothing in this section shall be construed as barring or prohibiting alfaséd
organization from any opportunity to make a bid or proposal or contract on the grounds that
the faithbased organization has exercised thktr as expressed in 42 U.S.C. (8 20D e
et seq.), to employ persons of a particular religion.

8. If anindividual, who applies for or receives goods, services, or disbursements provided
pursuant to a contract between Isle of Wight County and aldaglel organization, objects
to the religious character of the faitlased organization from which the individual receives
or would receive the goods, services, or disbursements, Isle of Wight County shall offer the
individual, within a reasonable period of Brafter the date of his objection, access to
equivalent goods, services, or disbursements from an alternative provider.

9. Isle of Wight County shall provide to each individual who applies for or receives goods,
services, or disbursements provided pursuaatdontract between Isle of Wight County
andafattbhased organization a notice in bold fa
selection of a charitable or faittased provider of services nor the expenditure of funds
under this contract is an endorsarhof the provider's charitable or religious character,
practices, or expression. No provider of services may discriminate against you on the basis
of religion, a religious belief, or your refusal to actively participate in a religious practice. If
you olject to a particular provider because of its religious character, you may request
assignment to a different provider. If you believe that your rights have been violated, please
discuss the complaint with your provider or notify the appropriate persodiaated in
this form."

Section 1.34

Emergency Purchases

1. In case of an emergency which requires immediate purchase of supplies or contractual
services, the purchasing agent shall have the authority to secure, by the open market
procedure set forth in Seéah 1.33, at the lowest obtainable price, any supplies or
contractual services, regardless of the amount of the expenditure. A full report of the
circumstances of an emergency purchase so made shall be filed by the purchasing agent in
the contract file.

2. The purchasing agent shall prescribe, by rules and regulations, the procedure under which
emergency purchases by heads of departments may be made outside of normal county
business hours.
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Section 1.34.1

Modification of Contract

1. No contract which has ba approved by the County Board of Supervisors may be modified
or changed by amendment, change order, or any other agreement without the prior approval
of the County Board of Supervisors unless (i) such modifications, in the aggregate, do not
increase thamount of the contract by more than twefitge (25) percent of the original
amount of the contract, or fifty thousand dollars ($50,000.00), whichever is greater, (ii)
such changes are the result of unforeseen circumstances or changed conditions ethcountere
during the progress of the performance of the contract, and (iii) such changes are directly
related to the performance of the purpose of the contract. Extensions of time to perform a
contract may be granted without prior approval of the county coursiided such
extensions involve no increase in cost to the county. In no event shall the aggregate of all
modifications increase the cost of the contract beyond the amount appropriated for the
project.

2. The County may extend the term of an existing confoatervices to allow completion of
any work undertaken but not completed during the original term of the contract.

Section 1.35

Inspection and Testing of Supplies or Contractual Services

1. The purchasing agent shall inspect or supervise the inspectidirdefiveries of supplies
or contractual services to determine their conformance with the specifications set forth in
the order or contract.

2. The purchasing agent shall have the authority to authorize departments having the staff and
facilities for adegate inspection to inspect all deliveries made to such departments under
rules and regulations which the purchasing agent shall prescribe.

3. The purchasing agent shall have the authority to require chemical and physical tests of
samples, submitted with biédsd samples of deliveries, which are necessary to determine
the quality and conformance of such samples with the specifications. In the performance of
such tests, the purchasing agent shall have the authority to make use of lalfacitiey
of any deprtment of the county government or any outside laboratory.

Section 1-36

Discrimination Prohibited

1. In the solicitation or awarding of contracts, the county shall not discriminate against a
bidder or offeror because of race, religion, color, sex, natamgih, age, disability, status
as a service disabled veteran, or any other basis prohibited by state law relating to
discrimination in employment.

2. For the purposes of this section, "service disabled veteran” means a veteran who (i) served
on active dutyn the United States military ground, naval, or air service; (ii) was discharged
or released under conditions other than dishonorable; and (iii) has a service connected
disability rating fixed by the United States Department of Veterans Affairs.
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Section 1.36.1

Required Contract Provisions: Unauthorized Aliens; Employment Discrimination
by Contractor Prohibited; Drug-Free Workplace to be Maintained by Contractor

1. The county shall include in every contract, that the contractor does not, and shall not during
the performance of the contract for goods and services in the Commonwealth, knowingly
employ an unauthorized alien as defined in the federal Immigration Reform and Control
Act of 1986, as amended.

2. The county shall include in every contract of over terutfand dollars ($10,000.00) the
provisions in subsections (1), (2), and (3) herein:

a. During the performance of this contract, the contractor agrees as follows: The Contractor
will not discriminate against any employee or applicant for employment becbresze,

religion, color, sex, national origin, age, disability, or any other basis prohibited by state

law relating to discrimination in employment, except where there is a bona fide

occupational qualification reasonably necessary to the normal opeshttmcontractor.

The contractor agrees to post in conspicuous places, available to employees and applicants
for employment, notices setting forth the provisions of this nondiscrimination clause.

b. The contractor, in all solicitations or advertisemémt®mployees placed by or on
behalf of the contractor, will state that such contractor is an equal opportunity employer.

c. Notices, advertisements and solicitations placed in accordance with federal law, rule or
regulation shall be deemed sufficidot the purpose of meeting the requirements of this
section.

d. The contractor will include the provisions of the foregoing paragraphs a., b. and c. in
every subcontract or purchase order of over ten thousand dollars ($10,000.00) so that the
provisionswill be binding upon each subcontractor or vendor.

e. During the performance of this contract, the contractor agrees to (i) provide a drugfree
workplace for the contractor's employees; (ii) post in conspicuous places, available to
employees and applicarfte’ employment, a statement notifying employees that the
unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled
substance or marijuana is prohibited in the contractor's workplace and specifying the
actions that will beaken against employees for violations of prohibition; (iii) state in all
solicitations or advertisements for employees placed by or on behalf of the contractor that
the contractor maintains a drfige workplace; and (iv) include the provisions of the
foregoing clauses in every subcontract or purchase order of over ten thousand dollars
($10,000.00), so that the provisions will be binding upon each subcontractor or vendor.

f. For the purposes of this subsection, "dfiege workplace" means a site for the

performance of work done in connection with a specific contract awarded to a contractor in
accordance with this subsection, the employees of whom are prohibited from engaging in
the unlawful manufacture, sale, distribution, dispensation, possession dranse o

controlled substance or marijuana during the performance of the contract.
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Section 1.36.2

Public Inspection of Certain Records

1. Except as provided herein, all proceedings, records, contracts and other public records
relating to procurement transamis shall be open to the inspection of any citizen, or any
interested person, firm or corporation, in accordance with the Virginia Freedom of
Information Act (8 2.13700 et seq., Code of Virginia, 1950, as amended).

2. Cost estimates relating to a proposeacprement transaction prepared by or for the county
shall not be open to public inspection.

3. Any competitive sealed bidding bidder, upon request, shall be afforded the opportunity to
inspect bid records within a reasonable time after the opening oflalbbt prior to award,
except in the event that the purchasing agent decides not to accept any of the bids and to
reopen the contract. Otherwise, bid records shall be open to public inspection only after
award of the contract.

4. Any competitive negotiationfferor, upon request, shall be afforded the opportunity to
inspect proposal records within a reasonable time after the evaluation and negotiations of
proposals are completed but prior to award, except in the event that the purchasing agent
decides not taccept any of the proposals and to reopen the contract. Otherwise, proposal
records shall be open to public inspection only after award of the contract.

5. Any inspection of procurement transaction records under this section shall be subject to
reasonable sgrictions to ensure the security and integrity of the records.

6. Trade secrets or proprietary information submitted by a bidder, offeror or contractor in
connection with a procurement transaction or prequalification application submitted
pursuant to sectinl.36.2 shall not be subject to public disclosure under the Virginia
Freedom of Information Act; however, the bidder, offeror or contractor must invoke the
protections of this section prior to or upon submission of the data or other materials, and
must icentify the data or other materials to be protected and state the reasons why
protection is necessary. Information leading to the decision to award, including prices and
other factors, shall be made public.

Section 1.36.3

Exemptions
1. The provisions of dingions 1, 2, 3, 4 and 5 of this article, except for Section 1.33.4, shall

not apply to contracts for the printing of ballots, statements of results or other materials
essential to the conduct of an election. The provisions of division 6 of this artidlbeshal
applicable to such contracts.

2. The following transactions are hereby exempt from the provisions of divisions 1, 2, 3, 4 and
5 of this article, except for Section 1.33:

a. Purchases on state contracts, from the state department of corrections ané from th
statepur chasing depart ment warehouse, or fr
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b. Legal services, law books and supplies for the county attorney and the
commonwealth's attorney, and expert witnesses and other services associated with
actual or potential litiggon and administrative proceedings.

c. Purchases for water, sewer, electric, telephone and other utility services and motor
vehicle license plates.

d. Purchases for special police work that is certified to the Purchasing Agent, are
needed for undercover padioperations. Such natescriptive writing shall be
available for public inspection; however, a description of items bought that is
detailed enough to disclose the nature of such operations, or put such operations at
risk, is protected.

e. Purchases of seces or goods: (i) that are performed or produced by persons, or in
schools or workshops, under the supervision of the Virginia Department for the
Blind and Vision Impaired; or (ii) that are performed or produced by employment
services organizations thaffer transitional or supported employment services
serving individuals with disabilities.

f. In the administration of the public assistance program and the fuel assistance
program, goods and personal services may be procured for direct use by the
recipiens of such programs without competitive sealed bidding or competitive
negotiations if the procurement is made for an individual recipient. Contracts for the
bulk procurement of goods or services for the use of recipients are not exempted
from the requiremds of this article.

g. The county may enter into contracts without competitive sealed bidding or
competitive negotiation for insurance if purchased through an association of which
it is a member if the association was formed and is maintained for the pofpose
promoting the interest and welfare of and developing close relationships with
similar public bodies, provided such association has procured the insurance by use
of competitive principles and provided that the purchasing agent has made a
determinationn advance after reasonable notice to the public and set forth in
writing that competitive sealed bidding and competitive negotiation are not fiscally
advantageous to the public. The writing shall document the basis for this
determination.

Section 1.37

Purchase of Handguns by Retired Officers

1. The purchasing agent is authorized and directed to allow arym@lsworn law
enforcement officer who retires after at least twdivg (25) years of service to purchase
the service handgun issued to him by thentp at a cost of one dollar ($1.00) for the
weapon

2. Upon retirement of either a-B handler or a KO dog used in police work, the handler may
request to purchase the dog for a fee set as fair and reasonable by the Sheriff. Nothing
herein shall require ¢hhandler to purchase the animal, or require the County to allow the
sale.

161



Section 1.38

Purchase of Boots or Helmet by Retired Firefighters
The purchasing agent is authorized and directed to allow:

1. Any full-time firefighter who retires after at leastenty-five (25) years of service to
purchase the helmet and/or boots issued to the firefighter by the county at a cost of one
dollar ($1.00) for the helmet and/or one dollar ($1.00) for the boots; and

2. Any full-time firefighter who retires after at leasnht(10) years of service, but fewer than

twenty-five (25), to purchase the helmet and/or boots issued to the firefighter by the county
at the fair market value of the helmet and/or boots.

DIVISION 2. - COMPETITIVE BIDDING

Section 1-39
Prequalification Generally; Prequalification for Construction

1. Prospective contractors may be prequalified for particular types of supplies, services,
insurance or construction, and consideration of bids or proposals limited to prequalified
contractors. Any prequalificatigorocedure shall be established in writing and sufficiently
in advance of its implementation to allow potential contractors a fair opportunity to
complete the process.

2. Any prequalification of prospective contractors for construction shall be pursuant to a
prequalification process for construction projects adopted by the purchasing agent.

The application form used in such process shall set forth the criteria upon which the qualifications
of prospective contractors will be evaluated. The application foath rggyuest of prospective
contractors only such information as is appropriate for an objective evaluation of all prospective
contractors pursuant to such criteria. Such form shall allow the prospective contractor seeking
prequalification to request, by etking the appropriate box, that all information voluntarily
submitted by the contractor pursuant to this subsection shall be considered a trade secret or
proprietary information subject to the provisions of Section 1.36.2.

In all instances in which theupchasing agent requires prequalification of potential contractors for
construction projects, advance notice shall be given of the deadline for the submission of
prequalification applications. The deadline for submission shall be sufficiently in advahee of

date set for the submission of bids for such construction so as to allow the procedures set forth in
this section to be accomplished.

At least thirty (30) days prior to the date established for submission of bids or proposals under the
procurement ofhe contract for which the prequalification applies, the purchasing agent shall
advise in writing, each contractor that submitted an application, whether that contractor has been
prequalified. In the event that a contractor is denied prequalificatiowyritien notification to

such contractor shall state the reasons for such denial of prequalification and the factual basis of
such reasons.
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A decision by the purchasing agent denying prequalification under the provisions of this subsection
shall be finaland conclusive unless the contractor appeals the decision as provided in Section 1.49.
The purchasing agent may deny prequalification to any contractor only if he finds one (1) of the
following:

1.

The contractor does not have sufficient financial abilitgedorm the contract that would
result from such procurement. If a bond is required to ensure performance of a contract,
evidence that the contractor can acquire a surety bond from a corporation included on the
United States Treasury list of acceptableesucorporations in the amount and type

required by the public body shall be sufficient to establish the financial ability of such
contractor to perform the contract resulting from such procurement;

The contractor does not have appropriate experiengerform the construction project in
guestion;

The contractor or any officer, director or owner thereof has had judgments entered against
him within the past ten (10) years for the breach of contracts for governmental or
nongovernmental construction, inding, but not limited to, desighuild or construction
management;

The contractor has been in substantial noncompliance with the terms and conditions of prior
construction contracts with the county without good cause. If the county has not contracted
with a contractor in any prior construction contracts, the purchasing agent may deny
prequalification if the contractor has been in substantial noncompliance with the terms and
conditions of comparable construction contracts with another public body withadit go

cause. The purchasing agent may not utilize this provision to deny prequalification unless
the facts underlying such substantial noncompliance were documented in writing in the
prior construction project file and such information relating thereto divéime contractor

at that time, with the opportunity to respond,;

The contractor or any officer, director, owner, project Administrator, procurement
Administrator or chief financial official thereof has been convicted within the past ten (10)
years of a éme related to governmental or nongovernmental construction or contracting,
including, but not limited to, a violation of the following portions of the Code of Virginia,
1950, as amended: (i) Article 6, (8 21367 et seq.) of Title 2.2, (ii) the Virginia
Governmental Frauds Act (8 18498.1 et seq.) of Title 18.2, (iii)) Chapter 4.2 (8§ 568L6

et seq.) of Title 59.1, or (iv) any substantially similar law of the United States or another
state;

The contractor or any officer, director or owner thereatisently debarred pursuant to an
established debarment procedure from bidding or contracting by any public body, agency of
another state or agency of the federal government; and

The contractor failed to provide to the purchasing agent in a timely manpanrformation
requested by the purchasing agent relevant to subdivisions 1 through 6 of this subsection.
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Section 1-39.1

Use of Brand Names
Unless otherwise provided in the invitation to bid, the name of a certain brand, make or
manufacturedoes not restrict bidders to the specific brand, make or manufacturer named; it
conveys the general style, type, character and quality of the article desired; and any article which
the purchasing agent in his sole discretion determines to be the ethatl sgecified, considering
quality, workmanship, economy of operation, and suitability for the purpose intended, shall be
accepted.

Section 1.40

Notice Inviting Bids

1. The notice inviting bids referred to in Section 1.40 shall be posted on a publiacnbullet
board at the office of purchasing, or published in a newspaper of general circulation, or
both, and may be posted on a website normally used for such postings, at least ten (10) days
prior to the date set for the receipt of bids. Such notice shalbdie@general description of
the articles to be purchased, or sold, and shall state where bid forms and specifications may
be secured and the time and place for opening bids. Such notice shall state the procedure for
the withdrawal of a bid due to err@rd include a declaration that the County does not
discriminate against faithased organizations

2. In addition to the notice referred to in subsection (a) above, the purchasing agent may
solicit bids directly from vendors in the business of providing tmengodity or service
desired.

Section 1.40.1
Pre-Bid Conferences

For complex equipment, supplies, repairs or construction projectbicpoenferences with
prospective bidders may be called, when deemed necessary, by the purchasing agent.

Section 1.40.2

Submission, Opening and Tabulation of Bids
Bids shall be submitted, sealed, to the purchasing agent and shall be identified as bids on the
envelope. Such bids shall be opened in public at the time and place stated in the public notices,
and a tabulationfall bids received shall be available for public inspection. Electronic bids may
be received when sent to an email address with controlled access. They shall not be opened except
by authorized staff, until the time and place described in the solicifatigrublic opening.

Section 1-40.3.

Bid evaluation.
Evaluation of bids shall be based upon the requirements set forth in the invitation, which may
include special qualifications of potential contractors and any other criteria such as inspection,
testing quality, workmanship, delivery and suitability for a particular purpose, which are helpful
in determining acceptability. The county may consider best value concepts when procuring goods
and nonprofessional services, but not construction or professernales. The criteria, factors and
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basis for consideration of best value and the process for the consideration of best value shall be as
stated in the procurement solicitation.

Section 1-40.4.

Withdrawal of Bid Due to Error

1. A bidder for a public constation contract, other than a contract for construction or
maintenance of public highways, may withdraw his bid from consideration if the price bid
was substantially lower than the other bids due solely to a mistake therein, provided the bid
was submittedn good faith, and the mistake was a clerical mistake as opposed to a
judgment mistake, and was actually due to an unintentional arithmetic error or an
unintentional omission of a quantity of work, labor or material made directly in the
compilation of the lal, which unintentional arithmetic error or unintentional omission can
be clearly shown by objective evidence drawn from inspection of original work papers,
documents and materials used in the preparation of the bid sought to be withdrawn. The
bidder shalbive notice in writing of his claim of right to withdraw his bid within two (2)
business days after the conclusion of the bid opening procedure and shall submit original
work papers with such notice. Such mistake shall be proved only from the origitkal wor
papers, documents and materials delivered as required herein. The work papers, documents,
and materials submitted by the bidder shall, at the bidder's request, be considered trade
secrets or proprietary information subject to the conditions of Sectd@n2l

2. A bidder for a norconstruction contract may withdraw his bid from consideration in
accordance with the procedures set forth in subsection (a) above.

3. No bid may be withdrawn under this section when the result would be the awarding of the
contract @ another bid of the same bidder or of another bidder in which the ownership of
the withdrawing bidder is more than five (5) percent.

4. If a bid is withdrawn under the authority of this section, the lowest remaining bid shall be
deemed to be the low bid.

5. No bidder who is permitted to withdraw a bid shall, for compensation, supply any material
or labor to or perform any subcontract or other work agreement for the person or firm to
which the contract is awarded or otherwise benefit, directly or indireabiy, fhe
performance of the project for which the withdrawn bid was submitted.

6. The purchasing agent shall notify the bidder in writing within five (5) business days of his
decision regarding the bidder's request to withdraw its bid. If the purchasinglagerst
the withdrawal of a bid under the provisions of this section, he shall state in such notice the
reasons for his decision and award the contract to such bidder at the bid price, provided
such bidder is a responsible and responsive bidder. At thetsaenthat the notice is
provided, the purchasing agent shall return all work papers and copies thereof that have
beensubmitted by the bidder.
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Section 1.41

Bid Bonds

Except in cases of emergency, all bids or proposals fotraosportatiorrelated

construction contracts in excess of five hundred thousand dollars ($500,000.00) or
transportatiofrelated projects authorized under Article 2 (§ 3308 et seq.) of Chapter 2

of Title 33.2 that are in excess of two hundred fifty thousand dollars ($Z600)&nd

partially or wholly funded by the Commonwealth shall be accompanied by a bid bond from
a surety company selected by the bidder which is legally authorized to do surety business in
Virginia, as a guarantee that if the contract is awarded to sddbrbthat bidder will enter

into the contract for the work mentioned in the bid. The amount of the bid bond shall not
exceed five (%) percent of the amount bid.

No forfeiture under a bid bond shall exceed the lesser of (i) the difference betweeah the bi
for which the bond was written and the next low bid, or (ii) the &wount of the bid bond.

Nothing in this section shall preclude the purchasing agent from requiring bid bonds for
construction contracts anticipated to be less than five hundred titbdstars
($500,000.00) for notransportatiorrelated projects or two hundred fifty thousand dollars
($250,000.00) for transportatiaelated projects authorized under Article 2, (§ 3308 et
seq.) o Chapter 2 of Title 33.2, and partially or whollydedh by the Commonwealth.

Section 1.41.1

1.

Bonds for Other than Construction Contracts

At the discretion of the purchasing agent, bidders may be required to submit with their bid a
bid bond, or a certified check, in an amount to be determined by the pogchgent and
specified in the invitation to bid, which shall be forfeited to the county as liquidated
damages upon the bidder's failure to execute within ten (10) days a construction contract
awarded to him or upon the bidder's failure to furnish anyired performance or payment
bonds in connection with a contract awarded to him as specified in the request for bids.

The purchasing agent may require successful bidders to furnish a performance bond and a
payment bond at the expense of shecessful bidder, in amounts to be determined by the
purchasing agent and specified in the invitation to bid, to ensure the satistaetgrietion

of the work for which a contract or purchase order is awarded.

Section 1.42

Award of Contract to Lowest, Responsive, Responsible Bidder

The purchasing agent shall award contracts governed by this division to the lowest responsive,
responsible bidder. When the terms and conditions for multiple awards are provided in the
invitation for bids, awards may be mademore than one (1) bidder. In determining the lowest
responsive, responsible bidder, in addition to price, the agent shall consider:

1. The ability, capacity and skill of the bidder to perform the contract or provide the service

required.
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2. Whether the bider can perform the contract or provide the service promptly or within the
time specified, without delay or interference.

3. The character, integrity, reputation, judgment, experience and efficiency of the bidder.
4. The quality of performance of previous c@uifs or service.

5. The previous and existing compliance by the bidder with laws and ordinances relating to
the contract or service.

6. The sufficiency of the financial resources and ability of the bidder to perform the contract
or provide the service.

7. The quality, availability and adaptability of the supplies or contractual services to the
particular use required.

8. The ability of the bidder to provide future maintenance and service for the use of the subject
of the contract.

9. The number and scope of conditoattached to the bid.
Section 1.42.1
Award of Contract to Other than Low Bidder
When the award of a contract under this division is not given to the lowest bidder, a full and

complete statement of the reasons therefore shall be prepared by the pgrapestrand filed
with the other records relating to the transaction.

Section 1.42.2

Bidder Negotiation with Lowest Responsible
Unless canceled or rejected, a responsive bid from the lowest responsible bidder shall be accepted
as submitted; except thiithe bid from the lowest responsible bidder exceeds available funds, the
purchasing agent may negotiate with the apparent low bidder to obtain a contract price within
available funds.

Section 1.42.4

Bid Deposits
When deemed necessary by the purclggagent, bid deposits shall be prescribed in the public

notices inviting bids. Unsuccessful bidders shall be entitled to return of the surety where the
purchasing agent has required such. A successful bidder shall forfeit any surety required by the
purchasg agent upon failure on his part to enter into a contract and provide all required
documents within ten (10) days after the award or as otherwise provided by the purchasing agent.
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Section 1.43

Cancellation, Rejection of Bids; Waiver of Informalities

1. Aninvitation to bid, a request for proposal, any other solicitation, and any and all bids or
proposals, and parts thereof, may be modified, cancelled or rejected. The reasons for
cancellation or rejection shall be made part of the contract file.

2. The puchasing agent may waive informalities in bids.
Section 1.43.1

Tie Bids
In the case of a tie bid, after taking into consideration cash discounts for early payment, if any,
preference shall be given to goods produced in Isle of Wight, goods or serndoesiuction
provided by Isle of Wight persons; otherwise to a Virginia person; if no such choices are available,
then the tie shall be decided by lot.

Section 1.44

Performance and Payment Bonds

1. Upon the award of any (i) public construction contraceexing five hundred thousand
dollars ($500,000.00) awarded to any prime contractor, or (ii) construction contract
exceeding five hundred thousand dollars ($500,000.00) awarded to any prime contractor
requiring the performance of labor or the furnishingnatterials for buildings, structures or
other improvements to real property owned by the county, such contractor shall furnish to
the county the following bonds:

a. A performance bond in the sum of the contract amount conditioned upon the faithful
performane of the contract in strict conformity with the plans, specifications and
conditions of the contract.

b. A payment bond in the sum of the contract amount. Such bond shall be for the
protection of claimants who have and fulfill contracts to supply labor terrabs to the
prime contractor to whom the contract was awarded, or to any subcontractors, in the
prosecution of the work provided for in such contract, and shall be conditioned upon the
prompt payment for all such material furnished or labor supplipeédormed in the
prosecution of the work. "Labor or materials" shall include public utility services and
reasonable rentals of equipment, but only for periods when the equipment rented is
actually used at the site.

2. Each of such bonds shall be executediy (1) or more surety companies selected by the
contractor which are legally authorized to do surety business in Virginia.

3. Such bonds shall be payable to the County of Isle of Wight. Each of the bonds shall be filed
with the County of Isle of Wight, or@esignated officer or official thereof.

4. Nothing in this section shall preclude the purchasing agent from requiring payment or
performance bonds for construction contracts for one hundred thousand dollars
($100,000.00) or less.
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5. Nothing in this section sl preclude such contractor from requiring each subcontractor to
furnish a payment bond with surety thereon in the sum of the full amount of the contract
with such subcontractor, conditioned upon the payment to all persons who have and fulfill
contracts wkich are directly with the subcontractor for performing labor and furnishing
materials in the prosecution of the work provided for in the subcontract.

Section 1-44.1

Action on Performance Bond
No action against the surety on a performance bond shiatblnght unless within one (1) year
after (i) completion of the contract, including the expiration of all warranties and guarantees, or
(ii) discovery of the defect or breach of warranty, if the action be for such.

Section 1-44.2

Actions on Payment Bonds

1. Any claimant who has a direct contractual relationship with the contractor and who has
performed labor or furnished material in accordance with the contract documents in the
prosecution of the work provided in any contract for which a payment bond hagibe®n
and who has not been paid in full therefore before the expiration of ninety (90) days after
the day on which such claimant performed the last of such labor or furnished the last of
such materials for which he claims payment, may bring an actisa@npayment bond to
recover any amount due him for such labor or material, and may prosecute such action to
final judgment and have execution on the judgment. The Obligee named in the bond need
not be named a party to such action.

2. Any claimant who has direct contractual relationship with any subcontractor from whom
the contractor has not required a subcontractor payment bond under Section 1.565.2 but
who has no contractual relationship, express or implied, with such contractor, may bring an
action on tle contractor's payment bond only if he has given written notice to such
contractor within ninety (90) days from the day on which the claimant performed the last of
the labor or furnished the last of the materials for which he claims payment, stating with
substantial accuracy the amount claimed and the name of the person for whom the work
was performed or to whom the material was furnished. Any claimant who has a direct
contractual relationship with a subcontractor from whom the contractor has required a
sulrontractor payment bond under Section 1.44, but who has no contractual relationship,
express or implied, with such contractor, may bring an action on the subcontractor's
payment bond. Notice to the contractor shall be served by registered or certified malil
postage prepaid, in an envelope addressed to such contractor at any place where his office is
regularly maintained for the transaction of business. Claims for sums withheld as retainage
with respect to labor performed or materials furnished shall nstitject to the time
limitations stated in this subsection.

3. Any action on a payment bond must be brought within one (1) year after the day on which
the person bringing such action last performed labor or last furnished or supplied materials.
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Section 1-44.3

Alternative Forms of Security
1. Inlieu of a bid, payment or performance bond, a bidder may furnish a certified check,
cashier's check, or cash escrow in the face amount required for the bond.

2. If approved by the county attorney, a bidder may furnishrk or savings and loan
association's irrevocable letter of credit on certain designated funds in the face amount
required for the bid bond. Approval shall be granted only upon a determination that the
alternative form of security proffered affords pratec to the county at least equivalent to
a corporate surety's bond.

Section 1.44.4

Construction Contract Provisions Barring Damages for Unreasonable Delays
Declared Void

1. Any provision contained in any public contract for construction entered into afteoJuly
1, 1991, that purports to waive, release, or extinguish the rights of a contractor to recover
costs or damages for unreasonable delay in performing such contract, either on his behalf or
on behalf of his subcontractor if and to the extent setdéyds caused by acts or omissions
of the county, its agents or employees and due to causes within their control is against
public policy and is void and unenforceable.

2. Subsection (a) shall not be construed to render void any provision of a publicttotra
construction that:

3. Allows the county to recover that portion of delay costs caused by the acts or omissions of
the contractor, or its subcontractors, agents or employees;

4. Requires notice of any delay by the party claiming the delay;
5. Provides foliquidated damages for delay; or
6. Provides for arbitration or any other procedure designed to settle contract disputes.

7. A contractor making a claim against the county for costs or damages due to the alleged
delaying of the contractor in the performanc&®fvork under any public contract for
construction shall be liable to the county and shall pay it for a percentage of all costs
incurred by the county in investigating, analyzing, negotiating, litigating and arbitrating the
claim, which percentage shak equal to the percentage of the contractor's total delay claim
which is determined through litigation or arbitration to be false or to have no basis in law or
in fact.

8. If the county denies a contractor's claim for costs or damages due to the alleget)ds]
the contractor in the performance of work under any public contract for construction, it
shall be liable to and shall pay such contractor a percentage of all costs incurred by the
contractor to investigate, analyze, negotiate, litigate and asgbitra claim. The percentage
paid by the county shall be equal to the percentage of the contractor's total delay claim for
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which the county's denial is determined through litigation or arbitration to have been made
in bad faith.

Section 1.45

Retainage on Construction Contracts

1. In any public contract for construction which provides for progress payments in
installments based upon an estimated percentage of completion, the contractor shall be paid
at least ninetyiive (95) percent of the earned sum wipatyment is due, with not more than
five (5) percent being retained to assure faithful performance of the contract. All amounts
withheld may be included in the final payment.

2. Any subcontract for a public project which provides for similar progress paysteadtde
subject to the same limitations.

Section 1.45.1

Deposit of Certain Retained Funds on Certain Contracts; Penalty for Failure to
Timely Complete

1. Commencing January 1, 1990, the county, when contracting directly with contractors for
public contrats of two hundred thousand dollars ($200,000.00), or more, for construction
of highways, roads, streets, bridges, parking lots, demolition, clearing, grading, excavating,
paving, pile driving, miscellaneous drainage structures, and the installation of geeste
sewer lines and pumping stations where portions of the contract price are to be retained,
shall include in the bid proposal an option for the contractor to use an escrow account
procedure for utilization of the county's retainage funds by so itacia the space
provided in the proposal documents. In the event the contractor elects to use the escrow
account procedure, the "escrow agreement"” form included in the bid proposal and contract
shall be executed and submitted to the county within fif(@Bhcalendar days after
notification. If the "escrow agreement” form is not submitted within the fiftisgnperiod,
the contractor shall forfeit his rights to the use of the escrow account procedure.

2. In order to have retained funds paid to an escr@mtaghe contractor, the escrow agent,
and the surety shall execute an "escrow agreement” form. The contractor's escrow agent
shall be a trust company, bank or savings institution with its principal office located in the
Commonwealth. The "escrow agreenieand all regulations promulgated by the county
entering into the contract shall be substantially the same as those used by the
Commonwealth of Virginia Department of Transportation.

3. This section shall not apply to public contracts for construction fiooads, public transit
systems, runways, dams, foundations, installation or maintenance of power systems for the
generation and primary and secondary distribution of electric current ahead of the
customer's meter, the installation or maintenance of tetephelegraph or signal systems
for public utilities and the construction or maintenance of solid waste or recycling facilities
and treatment plants.

4. Any such public contract for construction with the county, which includes payment of
interest on retairefunds, may require a provision whereby the contractor, exclusive of
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reasonable circumstances beyond the control of the contractor stated in the contract, shall
pay a specified penalty for each day exceeding the completion date stated in the contract.

5. Any subcontract for such public project which provides for similar progress payments shall
be subject to the provisions of this section.

Section 1.45.2

Multi-Term Contracts

1. Unless otherwise provided by law, a contract for goods, services or insurance may b
entered into for any period of time deemed to be in the best interest of the county provided
the term of the contract and conditions of renewal or extension, if any, are included in the
solicitation and funds are available for the first fiscal peridtetime of contracting.
Payment and performance obligations for succeeding fiscal periods shall be subject to the
availability and appropriation of funds therefore.

2. When funds are not appropriated or otherwise made available to support continuation of
performance in a subsequent fiscal period, the contract shall be void.

DIVISION 3. - COMPETITIVE NEGOTIATION
Section 1.46

Competitive Negotiation Generally
Competitive negotiation is a method of source selection which involves individual discussions
between the county and the offeror on the basis of responses to the county's request for proposals.
The source selection methods of competitive negotiation incorporates Sections 1.36.2, 1.39, 1.39.1
and 1.40, 1.54.4 and 1.57, in addition to the provisionkisfdivision.

Section 1.46.1

Request for Proposals
A request for proposals shall be in writing and indicate in general terms that which is sought to be
procured, specifying the factors, and indicating whether a numerical scoring system will be used in
evaluating the proposal, and containing or incorporating by reference the other applicable
contractual terms and conditions, including any unique capabilities or qualifications which will be
required of the contractor. In the event that a numerical scoygtgmns will be used in the
evaluation of proposals, the point values assigned to each of the evaluation criteria shall be
included in the Request for Proposal or posted at the location designated for public posting of
procurement notices prior to the dugedand time for receiving proposals

Section 1.46.2

Public Notice
Public notice shall be given at least ten (10) days prior to the date set for receipt of proposals, by
posting on a public bulletin board at the office of purchasing, and by publicatonewspaper or
newspapers of general circulation in the area in which the contract is to be performed, so as to
provide reasonable notice to the maximum number of offerors that can be reasonably anticipated to
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submit proposals in response to the paldictequest. In addition, proposals may be posted on a
public website or solicited directly from potential contractors.

Section 1.46.3
Receipt of Proposals

No proposals shall be handled so as to permit disclosure of the identity of any offeror or the
cortents of any proposal during the process of negotiation.

Section 1.46.4

Evaluation Factors
The request for proposals shall state the relative importance of price and other evaluation factors.
The request for proposal shall include the specifics of articpkar scoring system that will be
used.

Section 1.46.5

Discussion with Responsible Offerors and Revision of Proposals
As provided in the request for proposals, discussions may be conducted with responsible offerors
who submit proposals determined ®rigasonably susceptible of being selected for award for the
purpose of clarification to assure full understanding of, and conformance to, the solicitation
requirements. Offerors shall be accorded fair and equal treatment with respect to any opportunity
for discussion and revision of proposals and such revisions may be permitted after submissions
and prior to award for the purpose of obtaining best and final offers. In conducting discussions,
there shall be no disclosure of the identity of competing oevoof any information derived
from proposals submitted by competing offerors.

Section 1.47

Award
Award shall be made to the responsible offeror whose proposal is determined in writing to be the
most advantageous to the county taking into considergtioa and the evaluation factors set forth
in the request for proposal. No other factors or criteria shall be used in the evaluation. The contract
file shall contain the basis on which the award is made. When the terms and conditions for multiple
awards a provided in the request for proposal, awards may be made to more than one (1) offeror.

Section 1.47.1

Contracting for Professional Services

1. Competitive negotiation procedure. The purchasing agent shall engage in individual
discussions with all offereardeemed fully qualified, responsible and suitable on the basis
of initial responses and with emphasis on professional competence to provide the required
services. Repetitive informal interviews shall be permissible. Such offerors shall be
encouraged to aborate on their qualifications and performance data or staff expertise
pertinent to the proposed project as well as alternative concepts. The request for proposal
shall not, however, request that offerors furnish estimates ohmans or cost for
services. These discussions may encompass nonbinding estimates of total project costs,
including where appropriate, design, construction, anetirtde costs. Methods to be
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utilized in arriving at price for services may also be discussed. Proprietary information

from competing offerors shall not be disclosed to the public or to compeFitors.

architectural or engineering services, the public body shall not request or require offerors

to list any exception to proposed contractual terms and conditions, sasterms and
conditions are required by statue, regulation, ordinance, or standards developed pursuant to
§ 2.21132, until after the qualified offerors are ranked for negotiatidhthe

conclusion of discussions, outlined herein, on the basisabdi&yion factors published in

the request for proposals and all information developed in the selection process to this
point, the purchasing agent shall select in the order of preference two (2) or more offerors
whose professional qualifications and pragubservices are deemed most meritorious.

Negotiations shall then be conducted, beginning with the offeror ranked first. If a contract
satisfactory and advantageous to the county can be negotiated at a price considered fair
and reasonablend pursuant toontractual terms and conditions acceptable to the public
body,the award shall be made to that offeror. Otherwise, negotiations with the offeror
ranked first shall be formally terminated and negotiations conducted with the offeror
ranked second, and sa antil such a contract can be negotiated at a fair and reasonable
price.

Should the purchasing agent determine in writing and in his sole discretion that only one (1)
offeror is fully qualified, or that one (1) offeror is clearly more highly qualified a
suitable than the others under consideration, a contract may be negotiated and awarded to
that offeror. Once formally terminated, negotiations may not be reopened with any offeror.

. Multiphase professional services contracts satisfactory and advargdageba county for
environmental, location, design and inspection work regarding construction infrastructure
projects may be negotiated and awarded based on qualifications at a fair and reasonable
price for the first phase only, when completion of thdiergphases is necessary to provide
information critical to the negotiation of a fair and reasonable price for succeeding phases.
Prior to entering any such contract, the county shall state the anticipated intended total
scope of the project and determinavriting that the nature of the work is such that the

best interests of the county require awarding the contract.

. Contracting for multiple projects. A contract for architectural or professional engineering
services relating to construction projects rbaynegotiated by the county, for multiple
projects provided (i) the projects require similar experience and expertise, (i) the nature of
the projects is clearly identified in the request for proposals, and (iii) the contract term is
limited to one (1) yeaor when the cumulative total project fees reach the maximum cost
authorized in this paragraph, whichever occurs first. Such a contract may be renewable for
four (4) additional ongrear terms at the option of the county. Under such contract, (a) the
fair and reasonable prices, as negotiated, shall be used in determining the cost of each
project performed; (b) the sum of all projects performed in one (1) contract term shall not
exceedseven hundred fifty thousand dollars ($750,0@0Y (c) the project feef any

single project shall not exceede hundred fifty thousand dollgi®150,000.0} or five

hundred thousand dolla¢$500,000 per contract term. Anynusedamounts from the first
contract term shall not be carried forward to the additional term pE€titiwe negotiations

for such contracts may result in awards to more than one (1) offeror provided (1) the
request for proposals so states and (2) the county has established procedures for
distributing multiple projects among the selected contractoragltite contract term.
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4. The County shall not procure architectural or engineering services through a job order
contract.

Section 1.47.2

Contracting for Other Than Professional Services
Selection shall be made of two (2) or more offerors deemed to bejélified and best suited
among those submitting proposals, on the basis of the factors involved in the request for proposal,
including price if so stated in the request for propdsahe case of a proposal for information
technology, as defined in&2-2006 a public body shall not require an offeror to state in a proposal any
exception to any liability provisions contained in the Request for Propdegbtiations shall then be
conducted vith each of the offerors so selected. Price shall be considered, but need not be the sole
determining factor. After negotiations have been conducted with each offeror so selected, the
purchasing agent shall select the offeror which, in his opinion, hasthmbest proposal, and
shall award the contract to that offeror. When the terms and conditions for multiple awards are
provided in the request for proposal, awards may be made to more than one (1) offeror. Should the
purchasing agent determine in writiagd in his sole discretion that only one (1) offeror is fully
gualified, or that one (1) offeror is clearly more highly qualified than the others under
consideration, a contract may be negotiated and awarded to that offeror.

DIVISION 4. - DEBARMENT
Section 1.48

Authority to Debar or Suspend
After reasonable notice to the person involved and reasonable opportunity for that person to be
heard, the purchasing agent is authorized to debar a person for cause from consideration for award
of contracts. The debaent shall not be for a period of more than three (3) years. The purchasing
agent is authorized to suspend a person from consideration for award of contracts if there is
probable cause to believe that the person has engaged in any activity which rdigint lea
debarment. The suspension shall not be for a period of more than three (3) months. The causes for
debarment include:

1. Conviction for commission of a criminal offense as an incident to obtaining or attempting
to obtain a public or private contract,subcontract, or in the performance of such contract
or subcontract;

2. Conviction under state or federal statutes of embezzlement, theft, forgery, bribery,
falsification or destruction of records, receiving stolen property, or any other offense
indicating alack of business integrity or business honesty which currently, seriously and
directly affects responsibility as a county contractor;

3. Conviction under state or federal antitrust statutes arising out of the submission of bids or
proposals;

4. Violation of cantract provisions, as set forth below, of a character which is regarded by the
purchasing agent to be so serious as to justify debarment action:
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a. Deliberate failure without good cause to perform in accordance with the specifications
or within the time limi provided in the contract; or

b. A recent record of failure to perform or of unsatisfactory performance in accordance
with the terms of one (1) or more contracts; provided, that failure to perform or
unsatisfactory performance caused by acts beyond theokohthe contractor shall not
be considered to be a basis for debarment; or

5. Any other cause the purchasing agent determines to be so serious and compelling as to
affect responsibility as a county contractor, including debarment by another
governmental ity for any cause mentioned in this section, or for violation of the ethical
standards set forth in division 6 of this article.

Section 1.48.1

Decision to Debar or Suspend
If the purchasing agent shall debar or suspend a person, the purchasingalbessusha written
decision to debar or suspend. The decision shall state the reasons for the action taken and inform
the debarred or suspended person involved of his rights concerning judicial or administrative
review.

Section 1.48.2

Notice of Decision
A copy of the decision required by Section 1.48.2 of this division shall be mailed or otherwise
furnished immediately to the debarred or suspended person.

Section 1.48.3

Finality of Decision
A decision under Section 1.48.3 of this division shall bd fana conclusive, unless the debarred
or suspended person within ten (10) days after receipt of the decision appeals to the purchasing
agent pursuant to Section 1.49.

DIVISION 5. - APPEALS AND REMEDIES FOR BID PROTESTS
Section 1.49

Ineligibility of Bidder, Offeror or Contractor

1. Any bidder, offeror or contractor, other than one (1) who has been debarred pursuant to
Division 4 of this article, refused permission to, or disqualified from participating in public
contracts shall be notified in writing. Sucbtite shall state the reasons for the action taken.
This decision shall be final unless the bidder, offeror or contractor appeals within thirty (30)
days of receipt thereof by invoking the administrative appeal procedure established by the
purchasing agenif any or in the alternative by instituting legal action as provided in
Section 1.50.1 of this division.
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2. If, upon appeal, it is determined that the action taken was arbitrary or capricious, or not in
accordance with the Constitution of Virginia, stasube regulations, the sole relief shall be
restoration of eligibility.

Section 1.49.1

Appeal of Denial or Withdrawal of Bid

1. A decision denying withdrawal of bid shall be final and conclusive unless the bidder
appeals the decision within ten (10) dafter receipt of the decision by invoking the
administrative procedures established by the purchasing agent, if any, or in the alternative
by instituting legal action as provided in Section 1.50.1 of this division.

2. If no bid bond was posted, a bidder &d withdrawal of a bid under the provisions of
Section 1.40.4 prior to appealing shall deliver to the purchasing agent a certified check or
cash bond in the amount of the difference between the bid and the next lowest bid. Such
security shall be releasedly upon a final determination that the bidder was entitled to
withdraw the bid.

3. If, upon appeal, it is determined that the decision refusing withdrawal of the bid was
arbitrary or capricious, the sole relief shall be withdrawal of the bid.

Section 1.49.2

Determination of Non-Responsibility

1. Following public opening and announcement of bids received on an invitation to bid, the
purchasing agent shall evaluate the bids. At the same time the purchasing agent shall
determine whether the apparent low biddaesponsible. If the purchasing agent so
determines, then he may proceed with an award in accordance with the provisions of
Section 1.42. If the purchasing agent determines that the apparent low bidder is not
responsible, he shall proceed as follows:

a. Pror to the issuance of a written determination of-nesponsibility, the purchasing
agent shall (i) notify the apparent low bidder in writing of the results of the evaluation,
(i) disclose the factual support for the determination, and (iii) allow tparapt low
bidder an opportunity to inspect any documents which relate to the determination, if so
requested by the bidder within five (5) business days after receipt of the notice.

b. Within ten (10) business days after receipt of the notice, the biddesubayit rebuttal
information challenging the evaluation. The purchasing agent shall issue his written
determination of responsibility based on all information in his possession, including any
rebuttal information, within five (5) business days of the tiateeceived such rebuttal
information. At the same time, the purchasing agent shall notify the bidder in writing of
his determination.

c. Such notice shall state the basis for the determination, which shall be final unless the
bidder appeals the decision kit ten (10) days by invoking the administrative
procedures as provided in Section 1.49.2, or in the alternative by instituting legal action
as provided in Section 1.50.1
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d. The provisions of this subsection shall not apply to procurements involving the
prequalification of bidders and the rights of any potential bidders under such
prequalification to appeal a decision that such bidders are not responsible.

2. If, upon appeal pursuant to Section 1.50.1 or Section 1.49.2, it is determined that the
decision of thgurchasing agent was arbitrary or capricious, and the award of the contract
in question has not been made, the sole relief shall be a finding that the bidder is a
responsible bidder for the contract in question. If it is determined that the decisien of th
purchasing agent was arbitrary or capricious, the relief shall be as set forth in Section 1.50.

3. A bidder contesting a determination that he is not a responsible bidder for a particular
contract shall proceed under this section, and may not protestdine ar proposed award
under Section 1.49.3 of this division.

4. Nothing contained in this section shall be construed to require the county when procuring
by competitive negotiation to furnish a statement of the reasons why a particular proposal
was not deerd to be the most advantageous.

Section 1.49.3

Protest of Award or Decision to Award

1. Any bidder or offeror may protest the award or decision to award a contract by submitting
such protest in writing to the purchasing agent no later than ten (10) dayhafaward or
the announcement of the decision to award, whichever occurs first. No protest shall lie for a
claim that the selected bidder or offeror is not a responsible bidder or offeror. The written
protest shall include the basis for the protestthrdelief sought. The purchasing agent
shall issue a decision in writing within ten (10) days stating the reasons for the action taken.
This decision shall be final unless the bidder or offeror appeals within ten (10) days of the
written decision by invakg the administrative procedures established by the purchasing
agent, if any, or in the alternative by instituting legal action as provided in Section 1.50.1 of
this division.

2. If prior to an award it is determined that the decision to award is arbaragpricious,
then the sole relief shall be a finding to that effect. The awarding authority (county council
or purchasing agent) shall cancel the proposed award or revise it to comply with the law. If,
after an award, it is determined that an awardadraract was arbitrary or capricious, then
the sole relief shall be as hereinafter provided. Where the award has been made but
performance has not begun, the performance of the contract may be enjoined. Where the
award has been made and performance hamb#ue awarding authority (county council
or purchasing agent) may declare the contract void upon a finding that this action is in the
best interest of the public. Where a contract is declared void, the performing contractor
shall be compensated for thest of performance up to the time of such declaration. In no
event shall the performing contractor be entitled to lost profits. A decision to award shall be
deemed to be arbitrary and capricious if it is not in accordance with the Constitution of
Virginia, applicable law or regulation, or the terms and conditions of the invitation to bid or
request for proposal. Nothing in this subsection shall be construed to permit a bidder to
challenge the validity of the terms and conditions of the invitation to elqmest for
proposal.
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3. Where the awarding authority (county council or purchasing agent) determines, after a
hearing held by it, or its designee, following reasonable notice to all bidders, that there is
probable cause to believe that a decision to awasdbased on fraud or corruption or on an
act in violation of the ethics in public contracting as set forth in Division 6 of this article,
the county council or the purchasing agent, as the case may be, shall not award the contract
to the offending bidder.

Section 1.49.4

Effect of Appeal Upon Contract
Pending final determination of a protest or appeal, the validity of a contract awarded and accepted
in good faith in accordance with this chapter shall not be affected by the fact that a protest or
appeal habeen filed.

Section 1.49.5

Stay of Award During Protest
An award need not be delayed for the period allowed a bidder or offeror to protest, but in the event
of a timely protest, as provided in Section 1.49.3, or the filing of a timely legal actioovésear
in Section 1.50.1, no further action to award the contract shall be taken unless there is a written
determination by the purchasing agent that proceeding without delay is necessary to protect the
public interest or unless the bid or offer would egpi

Section 1.50

Contractual Disputes

a. Contractual claims, whether for money or other relief, shall be submitted in writing no later
than sixty (60) days after final payment; however, written notice of the contractor's
intention to file such claim shalble been given at the time of the occurrence or beginning
of the work upon which the claim is based. Nothing herein shall preclude a contract from
requiring submission of an invoice for final payment within a certain time after completion
and acceptance tfie work or acceptance of the goods. Pendency of claims shall not delay
payment of amounts agreed due in the final payment.

b. A procedure for consideration of contractual claims may be included in each contract. Such
procedure, which may be incorporatatb the contract by reference, shall establish a time
limit for a final decision in writing by the purchasing agent.

c. A contractor may not invoke the administrative procedures established by the purchasing
agent, if any, or institute legal action as pdad in Section 1.62.1 of this division, prior to
receipt of the decision on the claim, unless the purchasing agent fails to render such
decision within the time specified in the contract.

d. The decision of the purchasing agent shall be final and conclusiess the contractor
appeals within six (6) months of the date of the final decision on the claim by the
purchasing agent by invoking the administrative procedures established by the purchasing
agent, if any, or in the alternative by instituting legadiarcas provided in Section 1.62.1 of
this division.
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Section 1.50.1

Legal Actions

a. A bidder or offeror, actual or prospective, who is refused permissiasdisqualified from
participation in bidding or competitive negotiatsor who is determined n¢o be a
responsible bidder or offeror for a particular contract, may bring an action in the circuit
court for the County of Isle of Wight challenging that decision, which shall be reversed
only if the petitioner establishes that the decision was anpitracapricious, or, in the case
of denial of prequalification, that the decision to deny prequalification was not based
upon the criteria for denial of prequalification as set forth in Section 1.39.

b. A bidder denied withdrawaif a bid under Section 1.40.4 of this Code may bring an action
in the circuit court for the County of Isle of Wight challenging that decision, which shall be
reversed only if the bidder establishes that the decision was clearly erroneous.

c. A bidder, offer@ or contractor may bring an action in the circuit court for the County of Isle
of Wight challenging a proposed award or the award of a contract, which shall be reversed
only if the petitioner establishes that the proposed award or the award is not sin hone
exercise of discretion, but rather is arbitrary or capricious or not in accordance with the
Constitution of Virginia, applicable law or regulation, or the terms and conditions of the
invitation to bid or request for proposal. In the event the appareritder, having been
previously determined by the purchasing agent to be not responsible, is found by the court
to be responsible, the court may direct the award of the contract to such bidder in
accordance with the requirements of this section andthiation to bid or request for
proposal. The provisions of Section 1.49.3(b) shall apply to any such award.

d. If injunctive relief is granted, the court, upon request of the county, shall require the posting
of reasonable security to protect the county.

e. A contractor shall bring an action involving a contract dispute with the county in the circuit
court for the County of Isle of Wight.

f. A bidder, offeror or contractor need not utilize the administrative procedures of section
1.50.2 of this Code; but ihbse procedures are invoked by the bidder, offeror or contractor,
the procedures shall be exhausted prior to instituting legal action concerning the same
procurement transaction unless the county agrees otherwise.

g. Nothing herein shall be construed to @etthe county from instituting legal action against
a contractor.

Section 1.50.2

Administrative Appeals Procedure

a. The purchasing agent shall establish an administrative procedure for hearing protests of a
decision to award or an award, appeals fromsafito allow withdrawal of bids, appeals
from disqualifications and determinations of r@sponsibility, actions of debarment or
suspension, and appeals from decisions on disputes arising during the performance of a
contract, or any of these. Such adrsirative procedure shall provide for a hearing before a
disinterested person or panel, the opportunity to present pertinent information and the
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issuance of a written decision containing findings of fact. The disinterested person shall not
be an employee dhe county and no member of the panel shall be an employee of the
county. The findings of fact shall be final and conclusive and shall not be set aside unless
the same are fraudulent, arbitrary or capricious, or as grossly erroneous as to imply bad
faith, or in the case of denial of prequalification, such findings were not based upon the
criteria for denial of prequalification as set forth in Section 1.39. No determination on an
issue of law shall be final if appropriate legal action is instituted inelimanner.

b. Any party to the administrative procedure, including the county, shall be entitled to institute
judicial review if such action is brought within thirty (30) days of receipt of the written
decision.

DIVISION 6. - ETHICS IN PUBLIC CONTRACTING

Section 1-51

Purpose
The provisions of this division supplement, but do not supersede, other provisions of law,

including, but not limited to, the State and Local Government Conflict of Interests Act3E201

et seq.), the Virginia Governmental Frauds £818.1498.1 et seq.), and Articles 2 and 3 of

Chapter 10 of Title 18.2 of the Code of Virginia, 1950, as amended. The provisions of this division
apply notwithstanding the fact that the conduct described may not constitute a violation of the State
andLocal Government Conflict of Interests Act.

Section 1-52

Definitions
For the purposes of this division, the following words and phrases shall have the meanings
respectively ascribed to them by this section, unless a different meaning clearly appeding f
context:

1. County employee shall mean any person employed by the county, including elected
officials or appointed members of governing bodies.

2. Immediate family shall mean a spouse, children, parents, brothers and sisters, or any
person living in tik same household as the employee.

3. Official responsibility shall mean administrative or operating authority, whether
intermediate or final, to initiate, approve, disapprove, or otherwise affect a procurement
transaction, or any claim resulting therefrom.

4. Pecuniary interest arising from the procurement shall mean a personal interest in a contract
as defined in the State and Local Government Conflict of Interests Act-(812Q et seq.,
Code of Virginia).

5. Procurement transaction shall mean all functitvas pertain to the obtaining of any goods,

services or construction, including description of requirements, selection and solicitation
of sources, preparation and award of contract, and all phases of contract administration.
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6. Nominal value. So small, sliglor the like, in comparison to what might properly be
expected, as scarcely to be entitled to the name, but in no case to be more than twenty
dollars ($20.00).

Section 1.53

Proscribed Participation by Public Employees in Procurement Transaction
Except @ may be specifically allowed by of Section 831112, subdivisions A2 and A3, Code of
Virginia, 1950, as amended, no county employee having official responsibility for a procurement
transaction shall participate in that transaction on behalf of the conety the employee knows
that:

1. The employee is contemporaneously employed by a bidder, offeror or contractor involved
in the procurement transaction; or

2. The employee, the employee's partner, or any member of the employee's immediate family
holds a positin with a bidder, offeror or contractor such as an officer, director, trustee,
partner or the like, or is employed in a capacity involving personal and substantial
participation in the procurement transaction, or owns or controls an interest of more than
five (5) percent; or

3. The employee, the employee's partner, or any member of the employee's immediate family
has a pecuniary interest arising from the procurement transaction; or

4. The employee, the employee's partner, or any member of the employee'satarfeadily
is negotiating, or has an arrangement concerning, prospective employment with a bidder,
offeror or contractor.

Section 1-54

Solicitation or Acceptance of Gifts
No county employee having official responsibility for a procurement transactidrsghit,
demand, accept or agree to accept from a bidder, offeror, contractor or subcontractor any payment,
loan, subscription, advance, deposit of money, services or anything of more than nominal or
minimal value, present or promised, unless consideraff substantially equal or greater value is
exchanged. The county may recover the value of anything conveyed in violation of this section.

Section 1-55

Disclosure of Subsequent Employment
No county employee or former county employee having officepeasibility for procurement
transactions shall accept employment with any bidder, offeror or contractor with whom the
employee or former employee dealt in an official capacity concerning procurement transactions
for a period of one (1) year from the cdssaof employment by the county unless the employee
or former employee provides written notification to the county council prior to commencement of
employment by that bidder, offeror or contractor.
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Section 1-56

Gifts by Bidders, Offerors, Contractors or Subcontractors
No bidder, offeror, contractor or subcontractor shall confer upon any county employee having
official responsibility for a procurement transaction any payment, loan, subscription, advance,
deposit of money, services or anything of moanthominal value, present or promised, unless
consideration of substantially equal or greater value is exchanged.

Section 1-57

Kickbacks

a. No contractor or subcontractor shall demand or receive from any of his suppliers or his
subcontractors, as an inducem for the award of a subcontractor or order, any payment,
loan, subscription, advance, deposit of money, services or anything, present or promised,
unless consideration of substantially equal or greater value is exchanged.

b. No subcontractor or suppliehal make, or offer to make, kickbacks as described in this
section.

c. No person shall demand or receive any payment, loan, subscription, advance, and a deposit
of money, or services, or anything of value, in return for an agreement not to compete on a
courty contract.

d. If a subcontractor or supplier makes a kickback or other prohibited payment as described in
this section, the amount thereof shall be conclusively presumed to have been included in the
price of the subcontract or order and ultimately bornthbycounty and will be recoverable
from both the maker and recipient. Recovery from one (1) offending party shall not
preclude recovery from other offending parties.

Section 1-58

Purchase of Building Materials, etc., from Architect or Engineer Prohibited

a. No building materials, supplies or equipment for any building or structure constructed by or
for the county shall be sold by or purchased from any person employed as an independent
contractor by the public body to furnish architectural or engineeringcesy but not
construction, for such building or structure or from any partnership, association or
corporation in which such architect or engineer has a personal interest as defined in Section
§2.1:3101, Code of Virginia, 1950, as amended.

b. No building maerials, supplies or equipment for any building or structure constructed by or
for the county shall be sold by or purchased from any person which has provided or is
currently providing design services specifying a sole source for such materials, supplies o
equipment to be used in such building or structure to the independent contractor employed
by the county to furnish architectural or engineering services in which such person has a
personal interest as defined in Section 8101, Code of Virginia, 195@&s amended.

c. The provisions of subsections (a) and (b) shall not apply in cases of emergency.
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Section 1-59

Penalty for Violation
Willful violation of any provision of this division shall constitute a class | misdemeanor. Upon
conviction, any county enigyee, in addition to any other fine or penalty provided by law, shall
forfeit his employment.

DIVISION 7. - Purchasing Card (Pcard) Policy

Section 1- 61 Purpose

The purpose of this policy is to provide guidelines and procedures to governthe Céustyoé o f Wi ght 6 s
Purchasing Card (Pcard) Program. The Pcard Program has been established to provide County departments and
agencies with an efficient means of purchasing goods and services. The Pcard Program and policy is intended

to:

1 Reduce the volumefaaccounts payable transactions and associated administrative costs by
consolidating multiple vendor payments while providing departments aéwmieg convenience.

1 Provides a convenient method for small purchases and to faciitatereerce, includingnternet
purchases and/or payments.

1 Ensure that procurement of goods and services with purchasing cards is accomplished in accordance

with the County's Purchasing Policy to carry out the program.
1 Facilitate good management practices and proper trackaxpehditures.
1 Ensure that appropriate internal controls are established to prevent fraud and unauthorized purchases.
1 Provides excellent value through rebates earned by making purchases on Pcards.

The County of Isle of Wight (County) utilizes an eleotecdPurchasing Card (Pcard) Program that provides the

County the opportunity to streamline procedures for procuring small dollar goods and services. All purchases
must comply with the Countyds Pcar donRlbemadefgr and Pur
official County busines$ersonal use of the Pcard is prohibited and can result in employee discipline up to and
including termination of employment from the County.

Pcard services are obtained through participation in the\Bidgecontracadministered by the Virginia
Department of Accounts (DOA), in conjunction with the Virginia Department of General Services, Division of
Purchases and Supply (DGS/ DPS). Bank of America i

Section 1- 62 Applicability

These procedures apply to all cardholders, their supervisors, and those authorized to use or administer cards.
The Director of Budget & Finance has overall responsibility for the Pcard program and has established this
policy for its utilization. ThéDirector of Budget & Finance appoints the Pcard Administrator and designated
backup, who administer the Pcard Program.

Definitions:
1 Approving Official: The Department Head or his/or her designee authorized to approve purchases
and code transactions topdetmental line items.
1 CardholderThe Cardholder shall make purchases and process transactions in accordance with this

policy. Purchases and returns should be recorded on a Pcard log in a timely manner. The transactions
shall be reconciled to the banktetaent and processed using the Bank of America online system.
All documentation shall be submitted to their Cardholder Manager each cycle. An electronic format
is preferred.

1 Proxy Reconcilertn some departments administrative personnel are tasked éserpthe actual
Cardholder during reconciliation processes. This usually occurs when the cardholder does not have
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access to a computer to input data. The Proxy Cardholder can perform those tasks normally assigned
to the Cardholder. A Proxy Cardholder nrayt have the role of Cardholder Manager for the same
Cardholder.

1 Cardholder Manageif he Car dhol der Manager (usually card
ensure all purchases under his/her approval authority are in compliance with this policy, and are
accurate and necessary to conduct County busi
statement. The Cardholder Manager shall utilize the Bank of America online system (Works) each
cycle to sigroff on the approved transactions.

1 Department ldad:The Department Heasd responsible for all Pcard activity in their department and
shall appoint Cardholder Managers. The Department Head or designee shall analyze each
Cardhol derdés usage and spending | ThenDepastmento e n st
Head shall minimize credit exposure by limiting the humber of cards to essential personnel who
frequently purchase goods or services, establishing reasonable credit limits, and coordinating
appropriate MCC restrictions (Accommodations, Gamt®ls, Oil/Gas, Restaurant/Food, and Travel)
through the Pcard Administrator.

i Purchasing Card Administratofhe County employee in Purchasing assigned by the Director of

Budget & Finance to administer the Purchasing Card Program.

Purchasing Card Issuérhe financial institution issuing the purchasing cards, Bank of America.

Program ManagerAn additional employee that may be assigned by Department Head to be

responsible for fiscal oversight of his/ her d

shall not be cardholders.

= =4

Section 1- 63 Assignment of the Purchasing Card (Pcard)

1 Pcards will be issued to individual employees who frequently purchase goods or services at the
discretion of the Director of Budget & Finance. Each Pcard displaysthetCqudé s name, i ndi
name, the Countybs Feder al l denti fication Num
date. The Department Head must make all requests for Pcards.

1 The Department Head must submit a completediesform andthe cardholdeagreement to the

Pcard Administrator for processing. Upon receipt ofrdmriest and theardholder greement, the
Pcard Administrator will request a Pcard from the Bank of American. Card orders take approximately
five business days to be issued by thalBof America.

1 When the Pcard Administrator receives a purchasing card from the issuing card company, the
cardholder will be required to complete training administered by the Purchasing Agent and Pcard
Administrator and personally take receipt of ther@c@ihe cardholder will be given a copy of the
Purchasing Card Policy and required to provide signature affirming their understanding and intended
compliance of all requirements. The Pcard Administrator will notify the requesting department upon
issuance foall Pcards.

1 Pcards shall be secured by the Cardholder at all times. Purchases are only to be made by the
cardholder whose name is on the cihader no circumstances shall a Pcard be shared with another
County employeeThe account number shall not bedd, mailed or emailed to any vendor. The
card number and expiration date may be provided verbally to trusted vendors. Web orders shall only
be made on a secure website that starts with https://. Cardholders should not make photocopies of the
Pcard.

Mandatory Training

Prior to the issuing of a Pcard, and annually thereafter, all Cardholders and Cardholder Managers shall
successfully complete training by the Director of Budgé&igance and the Pcard Administrator. The training

classis classroombasedrCdh ol ders t hat violate the Countyds Pca
additional training class in order to maintain the Pcard privileges.
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Section 1- 64 Cardholder Spending Limits for Small Purchases

The Delegation of Authority that has bg@ovided to each cardholder sets the maximum dollar amount for each
single purchase (Single Transaction Limit) and a credit limit for all purchases made with a purchasing card within
a given billing cycle (3@ay Limit). Individual cardholder limits aretablished upon issuance of the Pcard based

on recommendations provided by the Department Head and approved by the Pcard Administrator.

Regardless of the individual Pcard limits, no purchase transaction shall exceed established procurement threshold
$5000) as provided by the Countyds Purchasing Manua

Section 1- 65 Use of Purchasing Card
Use of the Pcard must meet the following conditions:

1 The Pcard is to be used only for County purchases and travel expenses that meet a public purpose as
outlined in County policy or edetermined by the County Administrator

1 No ot her person is authorized to use the Card|

1 Cardholders must obtain a customer copy of the charge slip and the detailed receipt or all purchases

made using the Pcar@ihe charge slip and detailed receipt will become the accounting documents.
The business purpose with item description must be documented on all receipts. These records are to
be scanned and attached to the transaction in Works.

1 It is recommended thatl @lurchases be entered into a log or other records to use in reconciliation of
the statemenfttach receipts and records to this documaiitreceipts and records of transactions
should be scanned and provided to the Approving Official, Cardholder MaRapgram Manager,
if applicable, and Pcard Administrator.

1 Visa automatically charges a 1% fee for all international transactions. This is in addition to currency
conversion fees.

Section 1- 65.1 Documentation for Purchases below $5,000:

1 Telephone Ords - When a detailed charge receipt is not provided with the order, the cardholder
shall provide a written explanation that it was a telephone purchase and provide a description of the
item(s), date of purchase, amount and merchant name which will séheschsrge receipt. When
merchandise is received the receipt or packing slip should be scanned and attached to the Pcard
transaction when closing the monthly statement.

1 Internet Orders Most sites provide order confirmations/receipts eithdiraor via email. These
receipts should be printed as the supporting documentation for the purchase. The cardholder shall
submit documentation giving an explanation that it was an Internet purchase and provide a
description of the item(s), date of purchase, anduat which will serve as the charge receipt. This
documentation shall be scanned and attached with the monthly statement in Works.

1 Meals-Det ai |l ed receipts are required for all me a
The business purposedhattendees must be documented on all business meal receipts. This shall be
scanned and provided to the Pcard Administrator with the monthly statement.

Section 1- 65.2 Documentation, Reconciliation and Payment Procedures

1 Missing Documentation: If for soe reason (other than for telephone and Internet orders as described
above) the cardholder does not have detailed documentation of the transaction he/she must prepare a
written explanation. The explanation must include a description of the item(s), qaieclodse,
amount, merchant's name, and why there is no supporting documentation. Instances of frequent abuse
of this provision (as determined by the Pcard Administrator) may result in cancellation of the
purchasing card.

1 Cash Advances Prohibited: All caalvances using the Pcard are prohibited. This includes cash
advances through cash back, bank tellers or automated teller machines, and gift certificates.
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1 Taxes: Cardholders are responsible for knowing the County's tax exempt status and must make every
attempt to avoid paying unnecessary taxes.

1 The County is exempt from Virginia Sales and Use Tax. The County is typically exempt from other
states' sales tax when the order is placed by telephone or Internet. However, the County is not exempt
from other statésales tax when the purchase is made in that state. The County is also exempt from
some federal excise taxes, such as the excise tax on tires, fuel, and firearms. The County is not exempt
from all taxes. The County is subject to Meals and Lodging taotesxédmple.

Section 1- 65.3 Payment and Invoice Procedures

i Departments are required to use the Bank of A
Cardhol ders will be required to complete tra
accoumability system prior to receiving their Pcard. The Pcard Administrator is also available to
provide additional technical assistance as needed.

1 The payment processing date due to the Purchasing Departme2&8dheach month to facilitate
a timely @mpliance review prior to the scheduled automatic draft payment date for all purchases
made by cardholders at the end of each billing cycle. Charges that have been reviewed, accepted, and
properly coded by the appropriate Approving Official in thdina Pcard system will be expensed
accordingly in the financial system. Charges that have not been noted as compliant in Bank of
America System will be recorded in the financial system as an advance to the cardholder. Instances
of frequent abuse to this provisi may result in cancellation of the Pcard.

1 Each department must provide to the Pcard Administrator the names of Approving Officials and the
accounts each will be responsible for reviewing and maintaining within theegourchasing card
system at thertie of card issuance. The cardholder must provide all detailed receipt(s) (sales drafts)
received at the time of purchase in addition to written documentation of any telephone orders or other
purchases for which detailed receipts were not provided to tpeipg Official. Noncompliance
may result in denial of future use of Pcards. Charges not reviewed by the date established and posted
to the financial system as an advance to the cardholder may become a future payroll deduction to
cover charges, if not ceed.

1 The Cardholder reviews charges, notes any errors, assigns accounting codes to each item, completes
the comment field (required), and forwards to the Cardholder Manager and/or Approving Official
for documented approval of purchases. The Approvingi@ffmay also assign accounting codes to
each item that is purchased by the Cardholder and will accept a charge Hirlegponchasing card
accounting system when required documentation has been received from the cardholder in a timely
manner. The Apmaving Official will scan the corresponding receipts, and forward this information
to the Pcard Administrator by thetB®f each month. Certification of all purchases is required by
each cardholder, with verification performed by an Approving Officialh&ge will remain as not
reviewed in the ofine purchasing card system when the required documentation has not been
received from the cardholder by the fifth of the following month.

1 It is the cardholder's responsibility to provide his/her Approving @ffigith the detailed receipt(s)
for each billing cycle if travel or extended leave is scheduled at the time the charges are to be reviewed
in the online purchasing card system. At any time, should the Approving Official not receive all of
the detailed regipts, it will be his/her responsibility to contact cardholders and obtain the necessary
documents.

If a cardholder does not have any transactions on his/her Pcard for a particular billing cycle, no charges will
appear in the online purchasing card sysh (unless adjustments for previously billed transactions are
processed during that cycle.

Program Managerdéds assigned by the Department Head n
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