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GWRC Employee Handbook 
 
WELCOME TO THE GEORGE WASHINGTON REGIONAL 
COMMISSION 
 
In 1968, Virginia was divided into planning districts comprising counties, cities and towns based on 
common geographic, historical and economic characteristics.  A “Planning District Commission” (PDC) 
is a political subdivision of the Commonwealth chartered by the local governments of each planning 
district under the Regional Cooperation Act.  There are currently 21 PDCs in Virginia, and each 
comprises elected officials appointed to the Commission by the member local governments.   

The member governments of the George Washington Regional Commission are the City of 
Fredericksburg and the counties of Caroline, King George, Spotsylvania and Stafford, which together 
constitute “Planning District 16.”  Each of the member localities is represented on the Commission by 
two members of its Board of Supervisors or, in the case of Fredericksburg, the City Council.  It is the 
mission of GWRC to coordinate planning to ensure economic competitiveness, reduce redundancy in 
government, improve efficiency, enhance services and improve implementation time of regional 
projects.   

While it is the role of the GWRC’s Board of Commissioners to establish policy direction and provide 
broad oversight, the day-to-day operations of the Commission are the responsibility of the Executive 
Director, who reports directly to the Board.  In addition to the Executive Director, there are also 
directors who manage the Fredericksburg Area Metropolitan Planning Organization (FAMPO), the 
Regional Planning Program and GWRideConnect.  All of the Commission’s directors are supported by 
mid-level, junior professional and administrative staff. 

Some of GWRC’s main functions are: 

• Providing a collective voice for the region.  GWRC, by virtue of its collaborative nature, is often able 
to make a stronger case in matters of regional importance than any locality could make on its own. 

• Carrying out the urban and rural transportation planning processes.  Policy oversight for the former 
is provided by the FAMPO Policy Board, whose jurisdiction is the “urbanized area” of the Region 
(Fredericksburg, Spotsylvania and Stafford).  The rural transportation program is carried out on 
behalf of and in cooperation with Caroline and King George counties, whose Commission members 
serve as non-voting members of FAMPO. 
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• Providing the services offered by GWRideConnect, the regional rideshare brokerage that assists 
persons who are seeking daily transportation to worksites in Washington D.C., Northern Virginia, 
Richmond, Dahlgren and other employment centers in and around Planning District 16. 

• Working collaboratively with regional transit providers, including Fredericksburg Regional Transit, 
which provides bus transportation throughout Planning District 16. 

• Managing three federally-funded telework centers as part of the “NoCommute.org” program.  The 
three centers operated by the Commission are located in Spotsylvania (which is known as the 
“Fredericksburg Regional Telework Center”), Stafford and Woodbridge . 

• Collecting and maintaining demographic, economic and other data, which includes acting as a state 
data center affiliate in cooperation with the Virginia Employment Commission. 

• Supporting the work of affiliated regional organizations, including the Rappahannock River Basin 
Commission; the Rappahannock Regional Disability Services Board; the Rappahannock Economic 
Development Corporation; the Fredericksburg Regional Chamber of Commerce, the Fredericksburg 
Regional Alliance and others. 

• The Commission’s funding comes from federal and state grants as well as contributions from our 
member localities.  As employees of GWRC, we must always be cognizant of our responsibility to 
use these public finds effectively, efficiently and with the highest degree of integrity. 

• Our continued success depends on our professionalism, and high performance.  As a member of our 
team, you will have an impact on our region, both today and in the years to come.  Please read this 
Handbook carefully; it should answer many of your questions about our policies, standards, and 
expectations, as well as certain details about your employment with the Commission. 
 

Welcome to the Commission! 
 

Comment [TW1]: Remove reference to 
telework centers 
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GWRC AND YOU 

The Commission’s greatest asset is its staff, without which the important work undertaken by GWRC 
could not be accomplished.  As a member of the Commission staff, you have a unique opportunity to 
positively influence the quality of life in our region for decades to come through the work you do here.  
This also places on you a tremendous responsibility. 

We believe that it takes hard work, integrity and commitment to create and maintain a strong 
employment relationship.  The Commission is firmly dedicated to this premise and expects all of its 
employees to share that dedication.  For its part, the Commission provides salaries and wages that are 
competitive in the regional labor market as well as a benefits package and work environment that are 
exceptional by any standard. 

Because GWRC is a governmental agency and must effectively respond to its clients’ (i.e., the public’s) 
needs, its Board of Commissioners and Executive Director retain the sole right to change the 
Commission’s organizational structure, compensation system, work hours and schedules, job 
responsibilities, benefits, work location, policies, procedures and other terms and conditions of 
employment.  

It is important to recognize that this Handbook is neither a contract nor an agreement of 
employment.  The policies and procedures in this document do not promise you: 

• How long you will be employed by the Commission; 
• The precise hours you will work; 
• Particular working conditions; 
• What position you will hold now or may hold in the future; 
• What salary you will be paid; or 
• The specific criteria that will be used in disciplinary or termination cases. 

Of course, if you ever have a question or concern about work conditions, please bring it to the attention 
of the Executive Director.  We encourage our employees to let us know what we can do to build and 
enrich our Commission. 
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OUR COMMITMENT TO EQUAL EMPLOYMENT OPPORTUNITY 

The Commission is committed to both the principles and practice of equal employment opportunity.  
This means that decisions on new hires, promotions, job assignments, compensation, benefits, 
professional development, and performance management and other terms and conditions of 
employment are made without regard to race, color, creed, religion, national origin, age, sex, sexual 
orientation, marital status, disability, military veteran status or other factors defined by federal or state 
laws.  

We know equal opportunity requires more than just our statement of values to create a non-
discriminatory workplace.  For us, this is a moral as well as a legal obligation.  We are committed to 
ensuring that every employee is treated with dignity and respect and that they extend that same 
respect to everyone with whom they interact as a GWRC employee.  This includes members of the 
public, public officials, colleagues, consultants, etc. 

People with Disabilities 

People living with disabilities can bring valuable skills and perspectives to our Commission.  Disabled 
persons with the training, knowledge and experience necessary to perform the essential functions of 
particular jobs are encouraged to seek employment opportunities with the Commission, and when 
hired, will be expected to meet the same performance standards as any other Commission employee. 

An individual with a disability is a person who: A person is considered disabled: 

• if he or she has a mental or physical impairment that substantially limits one or more major life 
activities, 

• has  or a record of such impairment, or; 
• if he or she is perceived as having a major impairment., even though the person does not have such 

an impairment 

Our Commission provides reasonable accommodations for qualified, disabled employees as well as 
applicants for employment.  If you believe you need a reasonable accommodation to do your job 
effectively (or to participate in a job interview), please see (onr contact) the Executive Director.  The 
nature and level of reasonable accommodation will be determined on a case-by-case basis with input 
from you, the Executive Director and others who can provide assistance to determine a mutually 
satisfactory outcome. 
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Non-Retaliation 

Retaliation of any kind by the Executive Director, Commission members, our employees, clients or 
vendors toward another employee or applicant, who in good faith opposes perceived discriminatory 
practices or participates in any proceedings, based on allegations of discrimination as a party, witness, 
or in any other capacity, will not be tolerated.  
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ETHICAL PRACTICES 

Conflict of Interest 

As an employee of GWRC, you have an obligation to honor the responsibility and trust placed in you 
by the Commission.  You also are expected – at all times – to act in a manner that is in the best interests 
of the Commission.  Accordingly, you are expected to avoid becoming involved in situations that could 
create real or perceived conflicts of interest between your own personal interests and the best interests 
of the Commission.  No employee shall use his/her position, or the knowledge or authority gained as a 
result of their employment with GWRC, in a manner that creates a real or perceived conflict of interest. 

To meet this standard of ethical behavior, you cannot engage in any activity, with or without pay, that 
may appear to:  

• affect the objectivity and independence of your judgment and/or conduct of your duties for the 
Commission; or 

• create a negative impression of the Commission. 

Examples of situations that may create real or perceived conflicts of interest include, but are not limited 
to: 

• engaging in outside employment (i.e., a second job while still employed by GWRC) that conflicts 
with your normal work hours at the Commission; 

• accepting outside employment from a commercial interest with business currently before the 
Commission or one that is likely to have business before the Commission at any point in the future; 

• appearing to represent the interests of the Commission without the express permission of the 
Executive Director and/or the Executive Committee; 

• having any interest in a business that sells goods or services to the Commission or the localities it 
serves; and  

• accepting any benefit or gift beyond a common courtesy (minimal value). 

If you have any questions regarding a potential conflict of interest, please refer to the State and Local 
Government Conflicts of Interest Act (2.2-3100 et seq.) or discuss them with the Executive Director. 

Code of Behavior and Conduct 

The Commission – in consultation with the Executive Director – has established rules and regulations 
describing the conduct and behavior expected from our employees and that which is not acceptable.  
This code of conduct is designed to:  

• support the efficient operation of the Commission; 



GWRC Employee Handbook - Effective July 21, 2008/updated April 20, 2015Effective July 21, 2008/updated April 
20, 2015/updated May 4, 2018 
                                                                                                                                              9 

• maintain our high standards of service to our members; and 
• create a positive work environment for all employees and one in which is conducive to engage in 

business with members of the public, public officials, consultants and others. 

Expected Standards of Conduct 

• You are expected to meet the following standards of conduct at all times: 
• treat all visitors, clients and staff with courtesy, dignity and respect; 
• perform all assigned responsibilities to meet or exceed identified standards of quality and efficiency; 
• adhere to scheduled work times and strive for consistent punctuality; 
• conduct any and all personal business during non-working hours, unless it is unavoidable and 

necessary to do so during working hours; 
• provide proper notice when unable to work or to report on time; 
• know and comply with all safety and security rules; 
• adhere to the Commission’s dress code; 
• maintain a clean and well-groomed appearance at all times; and 
• maintain an orderly and clean work place. 

Prohibited and Unacceptable Behavior 

The following list (which is not intended to be all-inclusive) illustrates conduct that is not acceptable by 
employees or members of GWRC, regardless of whether such conduct takes place in a GWRC facility 
or at another location: 

• insubordination or refusal to follow instructions concerning a job-related matter; 
• violation of standards of ethical behavior or conflict of interest;  
• falsifying or altering any Commission record or report, such as an application for employment, 

medical report, time sheet, expense account, absentee report, etc.; 
• improper and unauthorized disclosure of confidential information; 
• use of profanity or abusive language, including racial, ethnic or gender-based slurs; 
• physically or verbally threatening, intimidating or attacking any person; 
• disorderly conduct of any kind; 
• sexual harassment of any person; 
• theft, destruction, defacement, abuse or misuse of Commission property or that of any other 

organization or individual; 
• ingesting, possessing, distributing, selling or dispensing illegal drugs or narcotics; 
• reporting to work with alcohol and/or illegal drugs and narcotics in your system;  
• possession of firearms or other weapons while on the job and/or while on Commission premises, 

whether or not the employee holds a permit for said weapon; 

Formatted: Font: +Body (Palatino Linotype)
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• gambling or solicitation of gambling (including sports “pools”) while on the job and/or while on 
Commission premises; 

• engaging in reckless or otherwise unsafe behavior, including practical jokes;  
• improper or inappropriate personal attire or appearance.  

• Engaging in such conduct will subject you to disciplinary action, up to and including 
termination.  Other inappropriate conduct not listed here also may be a basis for disciplinary action, 
up to and including termination.  

 

Formatted: Normal, Indent: Left:  0.25",  No
bullets or numbering
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EMPLOYEE RECORDS AND INFORMATION 

 
Employee records of current and former employees are confidential and are maintained by the 
Operations Manager.  You are entitled to see your own records and should contact the Operations 
Manager should you wish to do so.  Although you may not remove any information from your 
personnel file, you are entitled to have copies of any information contained in it. 

It is important to recognize that, as a public agency, GWRC and its employees fall under the 
jurisdiction of the Virginia Freedom of Information Act (FOIA).  Certain employment-related records or 
current and former employees are public records, including some information contained in their 
personnel folders.  However, certain information is exempt under FOIA, although it may still be 
requested by a member of the public. 

If the Commission receivesd a request for any of your employment-related records – not just those that 
are exempt from FOIA – the Executive Director will notify you in writing immediately to either 1.) 
inform you that information from your personnel records have been requested and will be released to 
the requestor (who shall be identified to you), or 2.) seek your consent to release a personnel record that 
is exempt from public review under FOIA.  If you consent to the release of the information that is 
otherwise exempt, you must do so in writing to the Executive Director within tenhree (103) business 
days of receiving notification.  If you deny the request, or if you fail to respond to the Executive 
Director’s notification within three ten (103) business days, the requestor will be notified that you have 
denied his or her request and the information will not be released.  In that case, the requestor may 
appeal that decision to the  general district court and ultimately to the circuit courtVirginia Freedom of 
Information Commission (FOIC).  If the court FOIC upholds  the Commission’s decision to withhold 
records, your denial, the information will not be released.  If the court FOIC overrules the 
Commission’s decision to withhold records, your denial, you will be informed of that decision and the 
information will be released to the requestor. 

The privacy of your personal medical information is protected under the federal Health Insurance 
Portability and Accountability Act, commonly known as “HIPAA.” 

It is important that you keep your benefits and personal information current and accurate.  Changes in 
things such as marital status, address, phone numbers, beneficiaries, etc. should be reported to the 
Operations Manager. 

 

Comment [DP2]: Unless there is a need for an 
extension, there is a five-business day time 
limit. Waiting 10 days is too long 
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INTERNAL AND EXTERNAL COMMUNICATIONS 

Phones and Mail Systems 

Commission telephones are for business calls.  During working hours, if you make or receive an 
essential personal call, please keep it brief.  Similarly, Commission postage is for business use only.  

Electronic Communications (E-Mail and Internet) 

To enable our employees to do their jobs effectively and efficiently, GWRC provides employees with 
access to the Internet and electronic mail (e-mail).  The Commission encourages its employees to use 
the Internet and e-mail for GWRC related business, but all use of the Internet and e-mail at GWRC, via 
GWRC-owned or supplied equipment, or in the course of GWRC business, is subject to the following 
guidelines:  

• All e-mails sent or received while working on the GWRC network or any Commission-owned 
computer is the property of GWRC. 

• Only GWRC employees are authorized to use the Internet and send or receive e-mail using the 
GWRC network or any Commission-owned computer. 

• GWRC e-mail accounts and Internet access are provided for business purposes.  The use of e-mail or 
the Internet for personal matters should be kept to a minimum. 

• Neither the Internet nor e-mail shall be used to solicit others for commercial ventures, religious or 
political causes, outside organizations or other non-business-related purposes. 

• The receipt, transmission, dissemination or use of copyrighted materials in violation of copyright 
laws is prohibited. 

• The unauthorized receipt, transmission, dissemination or use of any trade secret, proprietary or 
confidential information belonging to GWRC or to a GWRC client or contractor is prohibited. 

• The unauthorized receipt, transmission, dissemination or use of any confidential or proprietary 
information related to clients, contractors, agents, representatives or employees of GWRC is 
prohibited. 

• Any use of the Internet or e-mail for the transmission or dissemination of discriminatory, offensive, 
intimidating, threatening or harassing material or language is prohibited. 

• Any use of the Internet or e-mail for the transmission or dissemination of material or language with 
sexual content, such as sexually focused images, messages or cartoons, is prohibited. 

• Any use of the Internet or e-mail that violates any federal, state or local law or regulation is 
prohibited. 



GWRC Employee Handbook - Effective July 21, 2008/updated April 20, 2015Effective July 21, 2008/updated April 
20, 2015/updated May 4, 2018 
                                                                                                                                              13 

Any violation of this Policy will result in disciplinary action up to and including termination.  For 
example, use of the Internet or e-mail for the transmission or dissemination of ethnic slurs, racial 
epithets, profanity or anything that can be reasonably construed as being offensive or constituting 
harassment of others based on their race, national origin, gender, sexual orientation, age, disability, 
religious or political beliefs, or military veteran status may constitute grounds for disciplinary action, 
up to and including termination.   

Monitoring 

The Executive Director or his/her designee may, at any time and without notice, monitor any 
employee’s use of Commission-owned communications or electronic equipment, including, but not 
limited to the Internet, e-mail accounts, voice mail, computer files and cameras.  Employees should 
have no expectation of privacy when using GWRC-owned communications or electronic equipment.  

Mass Media Communications 

All requests for information or interviews from media sources or similar contacts must be referred to 
the Executive Director unless the employee receiving that request has been authorized by the Executive 
Director to officially communicate with the media on behalf of the Commission.  Such authorization 
shall be automatically afforded to Commission employees holding the title of Director unless said 
authorization is withheld by the Executive Director.  When communicating with the press regarding 
Commission business, employees should strictly refrain from offering personal opinions or making 
statements that contradict official GWRC policy positions.  All employees will be held responsible for 
statements they have made or which have been attributed to them in any medium, so extreme care 
should be taken when speaking with reporters. 
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COMMISSION PROPERTY AND EQUIPMENT  

Use of Property and Equipment 

The Commission is committed to providing its employees with a professional office environment and 
the equipment necessary to perform their jobs at a high level.  Such resources include servers, 
computers, software, printers, Internet access, telephones (including cell phones), cameras and other 
equipment.  

It is expected that all Commission employees will treat GWRC property and equipment with the 
utmost care and that they will adhere to the "Ethical Practices" and the "Internal and External 
Communications" policy described in this Handbook.  In addition, employees are expected to adhere to 
the following:  

• Commission property and equipment is a reflection of GWRC and should be used and presented in 
a way that promotes a positive perception of the Commission.   

• Commission property and equipment – including software – may not be used by an employee to 
perform work for another employer or organization, including work performed as a volunteer. 

• The Commission holds licenses for the software it uses to carry out its professional obligations.  
Loading Commission software into an employee’s privately ownedprivately-owned computer is 
expressly prohibited, unless approved in advance by the Executive Director. Software piracy is a 
serious offense that may result in an employee’s immediate termination from the Commission.  

• Employees are required to immediately report operating problems or damage to property or 
equipment to the Information Technology (IT) Manager.  

• Employees may borrow Commission equipment for telecommuting or other purposes with the 
approval of the Executive Director.   

• Certain pieces of Commission property and equipment may be used in the office by other entities 
that have a working relationship with the Commission, with the prior approval of the Executive 
Director.  At the discretion of the Executive Director, Commission-owned equipment may be loaned 
to other entities, and in such cases an authorized representative of the entity borrowing the 
equipment will complete and sign a “GWRC Equipment Loan Request Form,” which will be 
countersigned by the Executive Director.  Borrowers shall be subject to the terms and conditions of 
the GWRC’s “Internal and External Communications” and “Commission Property and Equipment” 
policies contained in the GWRC Employee Handbook. 

• Any borrowed equipment must be returned to the Commission by the date indicated on the “GWRC 
Equipment Loan Form”, or; when the work assignment for which it was borrowed has been 
completed, or; when the Executive Director requests the return of the equipment, or; when the 
employee separates from the Commission. 



GWRC Employee Handbook - Effective July 21, 2008/updated April 20, 2015Effective July 21, 2008/updated April 
20, 2015/updated May 4, 2018 
                                                                                                                                              15 

• Any damage that occurs to GWRC equipment that is borrowed and used outside the protection of 
the GWRC network and/or firewall shall be the sole responsibility of the borrower. 

Computer Resources 

The Commission's computer resources are vital to GWRC’s daily business operations.  As a 
government agency, GWRC may be specifically or randomly targeted for malicious activities that 
compromise data integrity, disclose confidential information, perform theft of service, or cripple the 
computer resources in part or in whole. The Commission has implemented various computer security 
measures to reduce the likelihood and severity of malicious activities.  However, employees are 
expected to adhere to the following measures to ensure that computer equipment functions properly 
and to reinforce computer security measures. 

• The Commission’s IT Manager is the only employee authorized to perform maintenance or 
programming on any Commission server.  Other employees should avoid touching any GWRC 
server.  With the approval of the Executive Director – in consultation with the IT Manager – other 
qualified IT professionals may be authorized to work on a Commission-owned or operated server. 

• Employees shall not compromise the existing security measures of computer resources including, 
but not limited to, disabling firewalls or anti-virus software, altering computer and share 
permissions, or running unauthorized file-sharing software on workstations. 

• Employees shall not install software or hardware on Commission computers without the prior 
consent of the IT Manager, who shall consult with the Executive Director as necessary.  Prohibited 
items include, but are not limited to, USB devices, additional network cards, digital assistants, 
digital cameras, printers, personal software, etc. 

• Extreme care must be taken when opening files attached to e-mails.  Files should only be opened 
from senders who are known to you; never open an attachment from an unknown sender.  If you 
inadvertently open an attachment from an unknown sender, you must report that immediately to 
the IT Manager. 

• Employees shall use the utmost discretion when discussing local and remote access to computer 
resources.  Employees are responsible for keeping their network login information (username, 
password and domain name) private to outside persons.  The Executive Director must approve an 
employee’s disclosure of network log-in information to an outside person, even for work purposes.  
In such instances, the employee shall immediately change his/her password after the outside person 
no longer needs to log in to the Commission's network, and report the new password to the IT 
Manager. 

• Employees shall not discuss the Commission's static IP addresses, firewall configuration, password 
policies or known network vulnerabilities with anyone outside the Commission. 
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• To prevent unauthorized access to computer resources, employees shall log off or lock their 
workstation if it will be unattended, and shall shut down their workstation at the end of each 
workday.  
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PERFORMANCE STANDARDS 

Harrassment 

Sexual Harassment 

Sexual harassment is a form of sex discrimination against either a male or female.  The Commission 
does not tolerate any form of sexual harassment toward its employees by the Executive Director, 
Commission members, other employees, visitors, guests, vendors or clients, nor will it tolerate sexual 
harassment of any person by a Commission employee when that employee is performing his/her 
official duties.  The Commission is deeply committed to maintaining a dignified, professional and 
hostility-free work environment.  

Sexual harassment includes unwelcome or unsolicited sexual advances, requests for sexual favors, 
and/or other verbal or physical contact or conduct of a sexual nature, where:  

• accepting, putting up with, and/or submitting to explicit or implied contact or conduct that is made 
a term or condition of employment, either explicitly or implicitly; 

• employment decisions are made based on the person accepting, submitting to or rejecting such 
conduct or contact; 

• unwelcome conduct is intended to, or does in fact, unreasonably interfere with a person's work 
performance, 

• an intimidating, hostile or offensive work environment is created.  

Examples of sexual harassment include, but are not limited to, deliberate and/or repeated, unwelcome 
or unsolicited gestures, comments, jokes, etc.  These may include:  

• comments or jokes about a person's sexual activities (real or imagined) or any part of their anatomy; 
• offering to give someone a raise in exchange for allowing sexual favors or contact; 
• rejecting unwanted contact or conduct which may unfairly brand the target of such contact/conduct 

as being an “uncooperative” or “difficult” employee; 
• using profane, sexually-oriented language; 
• unwanted physical contact of any kind, particularly such things as pinching, massaging, deliberately 

bumping into someone, etc. 

Other Workplace Harassment 

Any unwelcome verbal, written or physical conduct that either denigrates or shows hostility or 
aversion towards a person on the basis of race, color, religion, national origin, sex or age, that: (1) has 
the purpose or effect of creating an intimidating, hostile or offensive work environment; (2) has the 
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purpose or effect of unreasonably interfering with an employee’s work performance; or (3) affects an 
employee’s employment opportunities or compensation.  

Examples of conduct that may rise to the level of harassment include: 
• verbal remarks (epithets, derogatory statements, slurs, jokes),  
• physical contact (assaults, physical interference with movement or work, touching),  
• visual displays (displaying of printed or photographic materials, objects), 
• other actions that are demeaning or hostile. 

Non-sexual forms of harassment include the same types of elements, except that the unwelcome 
conduct is based on the targeted person's race, religion, disability, sexual orientation, or other protected 
status.  

Procedure and Investigation 

The Commission has procedures to respond quickly and responsibly to harassment complaints.  
Although we understand that reporting harassment can be uncomfortable and difficult, you are 
encouraged to do so as soon as possible after the alleged harassment occurs.  When alleged harassment 
is reported, an investigation will be conducted to resolve the situation.  The Commission does not 
tolerate any form of retaliation against a person who, in good faith, reports what he or she believes to 
be sexual or other forms of harassment at the workplace.   

If you believe you are, or have been, the subject of harassment, or believe that another person is being 
harassed, promptly report the facts of the situation to the Executive Director.  If the Executive Director 
is the source of the harassment, report the situation to a member of the Commission. Under no 
circumstances shall the individual alleging harassment be required to file a complaint or report with 
the alleged offender. 

Once alleged harassment is reported, the Executive Director or a designee of the Commission will 
immediately investigate the allegation to determine whether there has been any actual harassment, and 
will then take appropriate action.  The investigation process will maintain as much confidentiality as 
possible, and all employees and other individuals involved in the investigation will be informed to 
maintain strict confidentiality during and after the investigation. 

Once the investigation is complete and it is determined that an employee has engaged in actual 
harassment, that employee may be subject to disciplinary action up to and including termination.  If it 
is determined that a non-employee has engaged in harassment, appropriate action will be taken to 
ensure the situation is resolved.  Finally, if the investigation reveals that the alleged harassment was, in 
fact, purposefully contrived by the accuser, that employee shall also be subject to disciplinary action, 
up to and including termination. 
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Romantic or Sexual Relationships between Employees 

The Commission strongly discourages any involvement of a romantic and/or sexual nature between 
employees, and expressly prohibits such involvement between supervisors and employees reporting 
directly to them.  It is the Commission’s belief that romantic/sexual involvement between employees – 
and especially between supervisors and subordinates – can seriously compromise the harmony and 
productivity of the workplace.  If it is determined that a supervisor and a subordinate have engaged in 
a romantic or sexual relationship, both employees shall be subject to disciplinary action, up to and 
including termination. 

Dress Code 

You are expected at all times to present a neat, professional, business-like image and to exercise good 
judgment in applying our dress code policy.  As always, if you interact with guests or are representing 
the Commission outside the office, you should dress appropriately for the standards of the 
organization you are visiting or the function you are attending. 

The Commission’s normal dress standard is “business casual," which is less formal than traditional 
business attire but “dressier” than normal weekend attire.  For example, appropriate business casual 
attire would include knit collared shirts, skirts, casual pants, etc.  Examples of inappropriate attire 
include, but are not limited to blue jeans, T-shirts, flip-flops (men) , shorts, sneakers, mini-skirts, 
cropped shirts, halter tops, athletic wear (warm-up suits, jerseys, etc.), form-fitting outfits (spandex), 
sweatshirts and tank tops (men),and any form of clothing that is revealing, tattered, torn, dirty or that 
carries an offensive message (such as profanity or graphic sexual imagery).  In cases such as when an 
employee is required to perform maintenance or office organization tasks, or will conduct fieldwork 
outdoors in conditions under which normal office attire would be inappropriate, denim jeans and/or 
sneakers may be worn.   

If you do come to work in unacceptable attire, the Executive Director may instruct you to go home and 
change clothes and then return to work in acceptable attire.  Employees who consistently violate the 
Commission’s dress code will be subject to disciplinary action. 
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HIRING PRACTICES 

The Commission intends to fill each open position with the “best qualified candidate” for the position.  
This means the candidate selected has been determined to most closely meet all of the requirements for 
the position.  Our hiring process is based on other guidelines and practices related to the best interests 
of GWRC, and in all cases applicable public hiring practices will be followed. 

Employment of Relatives 

Due to the relatively small number of staff employed at GWRC and the related potential for conflict of 
interests, no relatives of current employees shall be considered for employment.  Relatives are defined 
as spouses, domestic partners, children, parents, brothers, sisters, grandchildren, aunts, uncles, first 
cousins, grandparents and brothers- and sisters-in-law.  Additionally, a person with whom a GWRC 
employee is currently involved in a romantic relationship (i.e., their boyfriend or girlfriend) shall not be 
considered for employment with the Commission. 

Introductory Period 

All new employees begin their employment with GWRC with a ninety (90)-day Introductory Period.  
The purpose of the Introductory Period is to closely evaluate how you adapt to your new work 
environment, including your job responsibilities and interactions with co-workers, your supervisor and 
the Executive Director.  During the Introductory Period, you will receive feedback from your 
supervisor about your progress as well as guidance on improving your performance, if needed.  At the 
end of your Introductory Period you will receive an evaluation of your progress.  If your Introductory 
Period was successful, your immediate supervisor will discuss future performance expectations and 
standards with you. 

If your Introductory Period is deemed to have been unsuccessful, your employment will may be 
terminated.  However, if your Introductory Period was unsuccessful for reasons determined to be 
beyond your control, it can be extended for an additional ninety (90) days by the Executive Director in 
consultation with your immediate supervisor. 

With the exception of holidays, paid benefit leave as described in the “Benefits” section of this 
Employee Handbook cannot be used until after the employee’s Introductory Period has been 
completed.  Benefit leave will accrue during the Introductory Period. 

 

Comment [DP3]: This may give the 
impression that a probationary employee has a 
right to be terminated for certain reasons. 
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any reason, except for reason of unlawful 
discrimination of any kind (even if it is beyond 
the employees control).  



GWRC Employee Handbook - Effective July 21, 2008/updated April 20, 2015Effective July 21, 2008/updated April 
20, 2015/updated May 4, 2018 
                                                                                                                                              21 

DRUG AND ALCOHOL-FREE WORKPLACE 

You are expected to report to work in a lucid and professional manner appropriate to representing the 
Commission and carrying out your work responsibilities.  Reporting to work with alcohol or controlled 
substances not prescribed to you in your system will subject you to corrective action up to and 
including termination.  This includes unlawful manufacture, distribution, dispensation, possession or 
use of alcohol or controlled substances on Commission premises, or while representing the 
Commission away from Commission premises.   

If you are required to take medication that will be in your system during work hours, it is your 
responsibility to use them in strict accordance with your doctor’s or pharmacist’s instructions, or in 
accordance with the instructions and warnings provided on over-the-counter medications.  If you 
suspect that medication you are taking is affecting your ability to carry out your work duties, it is your 
responsibility to immediately consult your doctor or pharmacist and then to inform your immediate 
supervisor.  In such cases you may use accrued sick leave until such time that you are able to return to 
work in condition to carry out your responsibilities. 

For the purposes of this policy, it is irrelevant whether you have a drug or alcohol dependency 
illness or your behavior is an isolated incident.  

If you are convicted of violating any criminal drug statute in the workplace while on GWRC business 
or away from Commission premises, you must report the conviction to the Executive Director on the 
first regular workday following the conviction.  Appropriate corrective action will be taken based on 
the facts of the particular situation. 
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HOURS OF BUSINESS AND PAY PERIODS 

Business Hours 

The normal Commission work week is forty (40) hours, and its normal business hours are 8:00 a.m. to 
4:30 p.m., Monday through Friday.  Employees are required to take a half-hour lunch break.  Each bi-
weekly pay period begins 12:01 a.m. on Monday and ends on midnight on Sunday. 

Flexible Scheduling, Compressed Work Weeks and Telework 

The Commission understands the importance of flexibility both in helping its employees balance work 
and family obligations, and in mitigating the ever-increasing costs of commuting.  For these reasons, 
the Commission allows it employees – within certain limits – to take advantage of one or more of the 
following work arrangements. 

Flexible Scheduling 

With the prior approval of their immediate supervisor, employees are allowed to start and end their 
workdays at times outside of normal business hours, i.e., starting before or after 8:00 a.m. and ending 
their day before or after 4:30 p.m., Monday through Friday.  In all cases, the approval of a proposed 
alternative work schedule will be considered based primarily on the Commission’s and its clients’ needs 
and secondarily on the employee’s unique circumstances.  Since GWRC is a public agency and its staff 
must be available to meet the needs of its clients, coverage in the office during business hours is 
essential and must not be compromised by alternative work schedules. 

Compressed Work Weeks 

As is the case is with many public and private organizations, the Commission recognizes the value of 
reducing employee commute trips, both to the employees themselves and to society in general by 
reducing fossil-fuel consumption and traffic congestion.  For these reasons, the Commission offers 
those employees whose job responsibilities will facilitate it, the opportunity to work four 10-hour days 
a week, with the fifth day off.  To ensure adequate office coverage, participating employees will split 
into roughly equal groups of two, with one group working Monday-Thursday and the other Tuesday-
Friday.  It is also possible to choose a day in the middle of the week as the “compressed day off,” but in 
any case, participating employees may not change their compressed schedule without the prior consent 
of their immediate supervisor and the Executive Director. 

 



GWRC Employee Handbook - Effective July 21, 2008/updated April 20, 2015Effective July 21, 2008/updated April 
20, 2015/updated May 4, 2018 
                                                                                                                                              23 

The exception to this rule includes the following.  If a work assignment (such as a meeting) is 
scheduled for the compressed day off, the employee may alter his/her schedule to have another day off 
that week.  Also, in the event the employee’s schedule in a given week requires that he/she be in the 
office every day of that week, the employee will suspend his/her compressed schedule and work a 
normal five-day schedule that week.  Furthermore, during weeks which contain a Commission holiday, 
all compressed schedules will be suspended. 

Telework 

The Commission is proud to have been in the forefront of “telework” (also known as 
“telecommuting”), having operated telework centers since 1994 under a contract with the U.S. General 
Services Administration.  As with compressed work schedules, telework is a highly-valued option for 
employees that also results in significant benefits to society.  Employees whose jobs lend themselves to 
telework may be allowed to do so, either occasionally or as a regular part of their weekly schedules.  
Approval for occasional telework is at the discretion of the employee’s immediate supervisor.  In cases 
where an employee is requesting a regular telework arrangement, approval shall be required from both 
the employee’s immediate supervisor and the Executive Director.   

As is the case with all of the three preceding work arrangements, the Executive Director reserves the 
right to terminate or alter an individual employee’s alternative work arrangement – in consultation 
with the employee’s immediate supervisor – at any time and for any reason.   

Timesheets 

All employees are required to submit accurate, documented timesheets to the Executive Director at the 
end of each pay period.  Since our revenues are often based on grants, all employees must report and 
charge their time to the appropriate grant and/or activity.  Tampering, altering, or falsifying time sheets 
in any manner may result in corrective action, including termination of employment.   

Direct Deposit 

Commission employees are required to have their paychecks electronically deposited directly into their 
personal bank accounts.  Direct deposit forms can be obtained from the Operations Manager.  

Pay Day 

Employees are paid by direct deposit every other Friday for all time worked through the end of the 
current payroll period.  If a scheduled payday falls on a holiday, you will be paid the day before.  
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ATTENDANCE 

Regular attendance and punctuality demonstrate conscientiousness and are essential for you to 
maintain effective job performance and to help the Commission maintain employee morale.  We rely 
on each other’s support in the work we do.  Of course, while the Commission places great importance 
on maintaining a consistent attendance level, it also recognizes that occasionally you may need to be 
away from work for a variety of reasons.  To address these occasional needs, employees earn a 
generous amount sick leave that can be used when you are sick, if you need to see a doctor, or if you 
need to care for a member of your immediate family who is sick.  Sick leave may not be used as 
additional annual (vacation) leave or to take care of personal business, such as consulting your 
attorney, teacher meetings, etc.  Annual leave or a floating holiday should be used when personal 
business requires you to be out of the office on a regular work day. 

You are responsible for providing your immediate supervisor with as much advance notice as possible 
when you know that you will be absent from work.  When an unexpected situation arises and you are 
unable to come to work or will arrive more than fifteen (15) minutes late, you must contact the office 
immediately, preferably by 8:30 a.m.  Habitual lateness or excessive absences are unacceptable and may 
result in disciplinary action, up to and including termination. 
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OUTSIDE EMPLOYMENT 

With the prior approval of your immediate supervisor and the Executive Director, you may hold 
another job outside the Commission as long as you meet and maintain the conduct and performance 
standards of your job with GWRC.  You will be evaluated using the Commission’s performance 
standards for your job and will be subject to the Commission’s scheduling requirements, regardless of 
any existing outside work requirements.  If your outside employment interferes with your job 
performance or creates a conflict of interest, you may be asked to terminate your outside employment 
in order to remain an employee with GWRC.  
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COMPENSATION ADMINISTRATION 

Job Descriptions 

Each position at GWRC has a job description that includes the essential functions of the position.  Your 
job description should help you understand the importance of your role to support the Commission’s 
goals and contribute to our success.  Your performance will be measured toward achieving the 
performance criteria and standards for your job description.  If you don’t already know it, it is 
important for you to be familiar with your job description and its performance criteria.  

Employee Status 

GWRC has three types of employees: 

Regular Full-Time employees work eighty (80) hours per two-week pay period. 

Regular Part-Time employees work twenty (20) hours or more but less than forty (40) hours per week.  
Employees in this category are eligible for benefit leave – such as vacations, holidays, etc. – on a 
prorated basis according to the hours worked. 

Temporary Employees are hired for interim assignments on either a full-time or part-time basis to 
supplement our workforce to meet specific needs.  Employees in this category are not eligible to 
participate in the benefit programs.  However, they are eligible to receive legally mandated statutory 
benefits such as Workers’ Compensation and Social Security. 

In keeping with the Fair Labor Standards Act, employees are either: 

Exempt Employees who are paid on a salaried basis and are not entitled to receive overtime pay or 
compensatory time off for working more than forty (40) hours per week; or 

Non-Exempt Employees, who are paid on an hourly basis and are entitled to receive overtime pay or 
compensatory time off (earned at the rate of one and one-half times their regular hourly rate for each 
hour worked beyond forty (40) hours in a given week).  

Non-exempt employees must seek prior approval from their immediate supervisor and the Executive 
Director if they expect to work more than forty (40) hours in a regular work week (i.e., Monday 
through Sunday).  However, in almost all cases, non-exempt employees will not be allowed to work 
more than forty (40) hours a week. 
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Exempt employees are not eligible to receive either overtime pay or compensatory time off.  They are 
salaried employees who are paid for the actual work that they do – not the number of hours they work 
– even when completing the required assignments requires them to work more than forty (40) hours a 
week. 

NOTE:  From time to time, the Commission may use contract workers.  These individuals are hired and 
paid by a third party (such as a consulting firm or an employment agency) or are individual 
consultants.  These workers are not employees of GWRC.  

Salary Administration 

The Commission’s compensation program is administered by Stafford County and is intended to 
provide wages and salaries that are fair and equitable with the external labor market to attract, retain, 
reward and motivate our employees.  Annual salary increases are contingent upon available funding 
and will be based on the level of performance you demonstrate to achieve results in your position.  The 
Executive Director or your immediate supervisor will evaluate your performance annually using our 
performance review process.  At the beginning of each performance review period, the Executive 
Director or your immediate supervisor will work with you to develop specific goals for you to achieve 
during the next performance period.   

Overtime 

Non-exempt employees are entitled to receive overtime pay at the rate of one and one-half times their 
regular hourly rate of pay for all hours worked over forty (40) hours in a workweek.  
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WORK RELATED EXPENSES 

Reimbursement of Personal Expenses 

If you are required to use your personal automobile to attend meetings or if you are required to work 
assignments outside of the office, you will be reimbursed in accordance with the current Internal 
Revenue Service (IRS) mileage reimbursement rate.  Mileage to out-of-office meetings or work locations 
will be reimbursed whether the employee leaves from the office or from home.  Similarly, mileage 
accumulated by returning from a late afternoon or evening meeting directly to the employee’s home 
will also be reimbursed.  Under no circumstances may an employee seek reimbursement for mileage 
from his or her home to their regular place of work. 

Normal out-of-pocket expenses (such as meals, tolls, etc.) will also be reimbursed when the 
reimbursement request is accompanied by a dated receipt.  All reimbursement requests, including 
those for mileage, must be approved by the employee’s immediate supervisor or the Executive Director 
and should be submitted no later than the timesheet submittal date for the last pay period of the month 
in which the expenses were made.   

Professional Association Membership 

Within budgetary constraints, GWRC will pay for one professional association membership (such as 
the American Planning Association, American Institute of Certified Planners, Institute of 
Transportation Engineers, etc.) for each planning or professional staff member.  Approval for such 
memberships rests solely with the Executive Director.  If you are interested in pursuing a professional 
membership, contact your immediate supervisor or the Executive Director.   
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PERFORMANCE MANAGEMENT 

The Executive Director or your immediate supervisor will conduct an annual performance review with 
you to maintain effective two-way communications and improve your productivity.  Performance 
reviews are designed to assist you in developing or maintaining strong work performance, 
relationships and professional capability, and to enable the Commission to assess how well you are 
performing in these areas.  These discussions will provide you with the opportunity to let the Executive 
Director and your immediate supervisor know how you feel about your job and related situations.  
Performance reviews provide the employee and supervisor with an opportunity to discuss and 
understand each other’s expectations.  

The Commission firmly believes that each employee owns and controls his or her performance.  To 
maintain the quality of services we deliver for our clients, you are expected to set high standards for 
yourself and to maintain strong job performance.  If your performance trend is not positive, a 
performance improvement program may be initiated to help you improve your performance.  

Performance Improvement Process 

Your immediate supervisor is responsible for identifying performance problems and to “coach” you to 
improve your overall performance.  The performance improvement process is progressive, since the 
intent is to help you understand the nature of the performance issues, how they may be corrected, 
provide a realistic time frame for improvement, and assess the outcome of your efforts to improve your 
overall performance.   

While this process gives you the opportunity to improve performance, you have the ultimate 
responsibility to achieve the expected level of performance.  The process begins with your immediate 
supervisor counseling you on the identified performance issue(s) and making sure you understand 
why it constitutes unacceptable performance.  Following this, your supervisor will work with you to 
establish a performance improvement plan and schedule.  Both the counseling session and 
performance improvement plan that results from it will be documented.  Follow-up sessions between 
your supervisor and you will enable you both to review your progress and your performance trend.  
During this timeframe, you need to demonstrate a positive trend toward improving your job 
performance.  If at the end of the performance improvement period it is determined by your supervisor 
that you have not made the necessary improvement in your performance, you will be dismissed from 
your position and your employment with the Commission will be terminated.   
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In some situations, your performance may involve a serious violation of Commission policies and 
standards.  As a result, the following would occur: 

• You may be suspended from work without pay to emphasize the seriousness of your situation and 
to clearly communicate to you the risk of termination of your employment if the problem is not 
resolved to the Executive Director’s satisfaction. 

• You may be terminated immediately, with or without notice, if it is deemed by the Executive 
Director to be in the best interest of the Commission, its employees and/or its clients.  

Problem Resolution Process 

We provide you with an open door process to resolve employment-related concerns.  This procedure 
encourages an objective and impartial problem resolution process that works to preserve on-going 
working relationships.  This process is designed to facilitate communications and create greater 
understanding among the Commission’s employees, their supervisors and the Executive Director.  

Our problem resolution process has three steps: 

Step One:  Present your problem to the Executive Director.  The Executive Director will investigate 
your issue, review the results of the investigation’s findings and respond to you within five business 
days one week, if possible.  In the case of day-to-day operating issues (e.g., an employee’s 
dissatisfaction with his/her work schedule), the Executive Director’s decision will be final.  

Step Two:  If the issue is of a serious nature (e.g., alleged misconduct, wrongful discharge, etc.), and a 
mutually satisfactory resolution is not reached at conclusion of Step One, you may present your issue 
in writing to the Executive Committee of the Commission.  The Executive Committee will review the 
request and determine if it is of a serious nature and not a day-to-day operating issue.  If it is 
determined that the issue is of a serious nature, you will be notified as soon as possible after the 
Executive Committee receives your written request, and the request will be advanced to Step Three.  

Step Three:  The Executive Committee will investigate the issue.  This investigation will include the 
review of any written documentation as well as interviews with the individuals involved and any 
witnesses to the allegation.  You will be notified in writing as soon as possible after completion of Step 
Three.  The decision of the Executive Committee will be final.  
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LEAVING THE COMMISSION 

Resignation 

If you voluntarily leave the Commission, you are expected to provide the Commission with at least two 
(2) weeks’ written notice of your decision to terminate your employment.  This notice period provides 
sufficient time to complete administrative processes related to your final paycheck and benefits.  You 
are expected to provide your immediate supervisor with full and complete project/work status reports, 
and you will be asked participate in a voluntary exit interview to give us valuable information about 
your decision to leave and our employment practices.  All company property must be returned to the 
Executive Director on or before your last workday; failure to do so will delay the processing of the 
payment for your unused benefit leave time and could result in legal legal action against you should 
you fail to return Commission property. 

Termination 

If your employment is terminated by GWRC, you may not be given advance notice of your 
termination.  You may be asked to leave the premises immediately after being notified of your 
separation from GWRC.  In this case, no severance pay will be awarded.  No pay in lieu of notice is 
given.  All Commission property must be returned at the time of termination.  All wage payments 
owed to you will be mailed to your home address pending the return of all Commission property. 

Grant Funding Expiration 

If your position is funded through a specific grant, your employment will be terminated when the 
grant expires or the work associated with the grant is complete. 

COBRA 

If you choose to resign or are terminated for any reason, you are eligible to continue your health 
insurance coverage for up to eighteen (18) months under the federal Consolidated Omnibus Budget 
Reconciliation Act, better known as “COBRA.”  Under COBRA, you are required to pay the total cost of 
the health insurance premium (i.e., the employer and employee share of the premium) as well as all 
applicable co-pays.  Additional information, documents and enrollment forms are available from the 
Operations Manager.  

Accrued Leave Time 

Following their separation from the Commission, regular full and part-time employees shall be paid 
out for all of their accrued annual (vacation) leave up to maximum amounts highlighted in the “Benefit 

Comment [DP4]: I am not sure what this 
means.  

Comment [EG5]: Tim, can you clarify? 
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Leave” section and unused floating holidays.  Additionally, unused compensatory time shall be paid 
out at the rate of 1.5 hours for every hour of compensatory time earned.  Unused sick leave will not be 
paid out to separating employees unless they have served full-time with the Commission for at least 
sixty (60) consecutive months, in which case they will be paid out for twenty-five (25) percent of their 
unused sick leave, not to exceed eighty (80) hours. 
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BENEFIT LEAVE 

VacationAnnual (Vacation) Leave 

Regular full-time employees shall earn annual (vacation) leave based on their years of service with the 
Commission, as follows: 

• Less than 4 years (48 months) of service: 8 hours per month 
• 4-15 14 years (49-180 months) of service: 12 hours per month 
• More than 15 14 years of service: 16 hours per month 

The service-time thresholds are based on the employee’s anniversary date.  For example, an employee 
who started with the Commission on July 1, 2006 will begin earning 12 hours per month of annual 
leave beginning with the pay period that encompasses July 1, 2010. 

Regular part-time employees who work at least twenty (20) hours per week also earn annual leave 
immediately upon starting regular part-time employment with the Commission.  Annual leave is 
accrued based on the following schedule: 

Hours Worked Per Pay 
Period  

Leave Time Accrued  

Less than 20 hours  None  

20-39.9 hours  1 hour  

40-59.9 hours  2 hours  

60 hours or more  3 hours 

Hours   worked   per 
pay period 

Leave 
Accrual 

Leave 
Accrual 

Leave 
Accrual 

 0-4 
 

4- 14 
 

14+ 
 Less than 20 hours -0- -0- -0- 

20- 39.9 hours 1 hour 1.5 2 
40- 59.9 hours 2 hours 3 4 
60 +hours 3 hours 4.5 6 
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Temporary full-time and temporary part-time employees do not earn annual leave. 

Regular full-time employees may carry over a maximum of forty (40) hours of annual leave into the 
new calendar year.  At the close of business on the last weekday of the calendar year, any unused 
vacation leave in excess of forty (40) hours will be lost.  Therefore, employees are strongly encouraged 
to carefully plan to use all of their vacation leave before the end of the calendar . 

Regular fullpart-time employees may carry over a maximum of 240 hours of annual leave into the new 
fiscal calander year.  At the close of business on the last weekday of the fiscal calander year, any 
unused vacation leave in excess of 240 hours will be lost.  Therefore, employees are strongly 
encouraged to carefully plan to use all of their vacation leave before the end of the calendar year.  

Regular or part-time employees may carry over hours in relation to percentage of hours worked in a 
scheduled week.  For example, a regular part-time employee who normally works 20 hours per week 
may carry over a maximum of 120 hours of unused annual leave into the new calendar year.  Using the 
previous example, any unused vacation leave in excess of 120 hours will be lost at the close of business 
on the last weekday of the year. 

Holidays 

The Commission observes the following official holidays: 

• New Year’s Day 
• Martin Luther King Day 
• Presidents’ Day 
• Memorial Day 
• Independence Day 
• Labor Day 
• Veterans’ Day 
• Thanksgiving Day 
• Friday after Thanksgiving 
• Christmas 

Each employee also receives two floating holidays: one for Lee-Jackson Day and one for Columbus 
Day.  Floating holidays may not be broken up, i.e., all eight (8) hours (or the adjusted amount for part-
time employees) must be used on the same day.  They must also be taken in the same fiscal 
calandercalender year in which they are earned.  Floating holidays cannot be carried over to the 
following fiscal calandercalendar year. 

Comment [DP6]: Not sure I understand this 
section. There is a maximum cap for part-time 
employees but not for full-time employees?  
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Employees shall also observe any day so appointed as a legal holiday by the Governor of Virginia or 
the President of the United States. 
 
Sick Leave 
 
The Commission provides employees with a generous amount of sick leave which can be used when 
the employee is too sick to come to work, has a contagious illness that could jeopardize the health of 
other staff members, is required to see a health professional or when a family member (such as a child) 
is ill and requires the care of the employee.  It is expected that employees will use sick time responsibly 
and only as intended.  The use of sick leave for vacation or personal business is prohibited. 
 
For employees hired prior to April 1, 2015 the following policy applies: 
 
Regular full-time employees shall earn sick leave based on either their years of service with the 
Commission or their service time in the Virginia Retirement System – whichever is greater - as follows: 
 

• Less than Five (5) full years (meaning sixty (60) months) of service - Eight (8) hours per month 
• Five (5) full years or more of service - Twelve (12) hours per month 

 
As with annual leave, the service-time thresholds for sick leave are based on the employee’s anniversary 
date.  For example, an employee who started with the Commission on July 1, 2006 will begin earning 12 
hours per month of sick leave beginning with the pay period that encompasses July 1, 2011. 
 
Regular part-time employees who work at least twenty (20) hours per week also earn sick leave after 
one full year of service, based on the following schedule: 
 

Hours Worked Per Pay Period Leave Time Accrued 
Less than 20 hours None 
20-39.9 hours One (1) hour 
40-59.9 hours Two (2) hours 
60 hours or more Three (3) hours 

 
Temporary full-time and temporary part-time employees do not earn sick leave. 
 
There is no maximum accumulation of sick leave.  Upon separation from the Commission, full-time 
employees with at least sixty (60) consecutive months of service to the Commission (based on their 
anniversary date) will be paid out for twenty-five (25) percent of their unused sick leave in an amount 
not to exceed eighty (80) hours of pay, which will be disbursed as additional salary and subject to all 
normal payroll taxes. 
 
For those hired after April 1, 2015, the following sick leave policy applies: 
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Maximum sick leave accrual 4 hours per pay, Maximum 480 hours, 25% sick leave payout – Max of 80 
hours. 
 
Family Medical Leave Act 
 
The Family Medical Leave Act (FMLA) may entitle an employee to twelve (12) weeks of paid or unpaid 
leave in a twelve (12)-month period which coincides with the calendar year, i.e., January 1-December 
31.  Leave is allowed under FMLA to care for a child after birth, adoption or state placement of a child 
with an employee for foster care; to care for a spouse, child or parent who has a serious health 
condition; or for a serious health condition that makes an employee unable to perform the essential 
functions of his or her job. 
 
To qualify, an employee must have been employed, although not necessarily continuously, for at least 
twelve (12) months and must have worked at least 1,250 hours in the previous twelve (12) months.  The 
employee is required to provide thirty (30)-days’ notice if the absence is foreseeable.  If the leave of 
absence is not reasonably foreseeable, this notification must be made as soon as possible before the 
leave is to begin. 
 
Bereavement Leave 
 
At the sole discretion of the Executive Director, regular full- and part-time employees may be granted 
up to five (5) consecutive workdays of bereavement leave in the event of the death of an immediate 
family member.  This leave is granted with pay and is not charged against an employee’s other leave 
accruals.  “Immediate family members” are defined as an employee’s spouse, domestic partner, 
children, parents, stepparents, siblings and grandchildren, as well as their spouse’s parents, children, 
grandchildren and siblings. 
 
Up to three (3) consecutive workdays of bereavement leave may be granted in the event of the death of 
an employee’s grandparent (regardless of where they live), or a blood relative (or that of his or her 
spouse) living in the employee’s household. 
Civil Leave 
 
Civil leave will be granted with full pay for any required absence resulting from serving on a jury or 
appearing as a witness in a criminal or civil trial.  The employee is required to give reasonable notice 
concerning the need for civil leave.  Civil leave will not be granted if the employee is a defendant in a 
criminal trial. 
 
Military Leave 
 
The Commission believes strongly in supporting its employees who are members of any branch of the 
U.S. military.  Regular full-time and part-time employees, regardless of service time with the 
Commission, are eligible for military leave, either with or without pay.  Temporary employees – 
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whether full-time or part-time – are not eligible for military leave.  Details pertaining to military leave 
are available by consulting the Stafford County Human Resources Department. 
 
Leave without Pay 
 
The Executive Director may grant leave without pay for an excused absence when the employee does 
not have sufficient leave credit to cover an absence during a given pay period.  Further, the Executive 
Director may grant leave without pay to employees for periods beyond fifteen (15) consecutive days, 
subject to the following conditions: 
 

• All annual, sick and compensatory leave balances must be exhausted before leave without pay 
can be approved; 

• Annual and sick leave credit shall not accrue during leave without pay; 
• An employee who anticipates being on approved leave without pay for fifteen (15) consecutive 

days or more shall consult the Executive Director in advance of the absence to ensure 
continuation of health insurance coverage and other applicable benefits. 

 
Additional information on all categories of leave can be further reviewed in the publication “County of 
Stafford – Administrative Policies and Procedures.”  Employees can access a copy of this publication in 
the library or from the Commission’s Operations Manager.   

Formatted: Bulleted + Level: 1 + Aligned at: 
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SAFETY AND HEALTH 
 
Safety and Worker’s Compensation 
 
The Commission is strongly committed to providing a safe and healthy work environment for all its 
employees.  If you are injured at work, report your injury immediately to the Executive Director or 
your immediate supervisor and complete an “Accident Incident Report” (AIR).  Reporting an accident 
immediately allows us to provide you with the appropriate medical care.  Additionally, the 
information gleaned from the AIR may help the Commission determine how to prevent similar 
incidents from occurring in the future. 
 
We also need information from you in order to comply with the requirements of the Commonwealth’s 
Workers’ Compensation law.  If your injury is covered under Workers’ Compensation you may be 
entitled to additional medical and income benefits.  Accident Incident Report forms are available from 
the Operations Manager.  If you have additional questions regarding Workers’ Compensation, contact 
the Operations Manager.  
 
Smoking 
 
Smoking in any of the Commission’s offices is strictly prohibited.  Additionally, the Commission 
reserves the right to prohibit smoking anywhere on the premises., including outdoors.   
 
Workplace Violence 
 
Violence of any kind in the workplace (including any designated GWRC parking areas) is completely 
unacceptable, whether perpetrated by employees, invited guests or uninvited visitors.  Violence 
includes, but is not limited to, intimidation, threats, physical attack, property damage or the use or 
possession of a weapon of any kind.  Acts of violence will be addressed swiftly, including calling the 
police, if warranted.  Furthermore, violation of the Commission’s policy against workplace violence 
will result in the immediate termination of the violator’s employment with the Commission. 
 
Severe Weather 
 
If weather conditions become severe, GWRC employees will follow the office closing and/or delayed 
opening policy utilized by the City of Fredericksburg.  Employees can find out what the City will do 
during a particular weather incident by visiting www.fredericksburgva.gov or by watching or listening 
to the following news outlets: NBC 4, Fox 5, ABC 7, CBS 9 (Washington);  Channels 8 and 12 
(Richmond); WGRZ-FM (95.9), WGMS-FM (103.5), WFLS-FM (93.3), WTOP-FM (107.7), WBQB (101.5), 
and WGRZ (104.5). 
 
If the decision is made by the City that all “non-essential” personnel should stay home, the 
Commission’s office will be closed and the employees will be paid, with no time charged against his or 

Comment [DP7]: I am not aware of the right 
to prohibit smoking outside only inside.  
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her other leave accruals.  If the office is open but you cannot come in, you must contact your immediate 
supervisor or the Executive Director.  In that case you will be allowed to use either annual leave or a 
floating holiday, or, with the permission of your supervisor, you may telecommute or take the day as 
your “compressed day off,” assuming you have not already had your compressed day off in the 
current pay period.  In any case, you must use your own judgment in determining whether you are 
able to come to work during periods of inclement weather. 
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APPENDIX A – SCHEDULE OF BENEFITS 

 
You will be provided with an up-to-date description of all current commission benefits, including those 
provided through Stafford County.  Benefits provided are subject to change, and when they do, you 
will be provided with an updated description. 
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APPENDIX B – EMPLOYEE ACKNOWLEDGEMENT 

 
1, ____________________________________________, have received a copy of the GWRC Employee 
Handbook.  I have read it in it’s entirely and fully understand it, especially the relationship as defined 
in the “GWRC and You” section of the Handbook. 
 
I understand that I am responsible for being aware of and adhering to changes to this Handbook as 
time and circumstances require.  I also understand that nothing contained in the GWRC Employee 
Handbook shall be deemed an employment contract between GWRC and me for either employment or 
for the provision of any benefit.  These policies are no more than broad, internal guidelines, which 
GWRC may revise as necessary.  No promises regarding employment or inducements to take 
employment have been made or offered to me other than in the GWRC offer letter of employment, and 
I understand that no promises are binding unless made in writing by the Executive Director of GWRC. 
I understand that it is my responsibility to read and comply with the policies contained in this 
Handbook and any revisions made to it.  
 
I understand that I have the right to terminate my employment at any time and for any reason, and that 
GWRC retains the same right. 
 
 
____________________________________________ ____________________________________________ 
Employee’s Signature Date 
  
 
I further acknowledge that I have been delivered the following items from GWRC: 
 GWRC Employee Handbook 
 State and Federal Tax Forms 
 I-9 Employment Eligibility Form 
  
  
____________________________________________  
Employee’s Signature  
  
  
____________________________________________ __________________________________________ 
Employee’s Printed Name Date 
  
  
____________________________________________ __________________________________________ 
Executive Director’s Signature Date 
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