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Lommercial Technolegy Group, LLL

May 27, 2010

West Virginia Regional Jail and Correctional Facility Authority
1325 Virginia Street, East
Charleston, WV 25301

RE: RFQ #RJC677
To Whom It May Concern:

] am pleased to submit our proposal for an automated time and attendance time clock
system for the West Virginia Regional Jail and Correctional Facility Authority.

The staff of Commercial Technology Group with over 25 years of experience is the local
industry leader in the automated time and attendance industry. We are certified to sell,
implement, and support the following time and attendance systems:

= [dentalronics CeleriTime

s  Time America Genesis Pro
* Time America Genesis SQL
= Time America TA100 Pro

=  Time America XactTime

*  Qgest TimeForce

*  Qqgest TimeForce I

Although all of the above products are available for us to sell and install and all will work
with the Hand Geometry time clocks, we chose to propose for you the Identatronics
CeleriTime software - predominately because it is the only one of the above systems that
allows us to configure variable-length pay periods, such as the semi-monthly pay periods
at WVRIJA that can be 14, 15, or 16 days in length as required by Addendum 1 of this
RFQ. There are other advantages of the CeleriTime System as well including the flexible
report writer and the ease of integration of the system with other applications, including
Payroll and HR software. |

Thank you for giving us the opportunity fo submit our proposal.

Sincerely,

./Iﬁw[z/ A a)&ﬂ

Patricia C. Ward

888 Qakwood Road, Suite 330 (304} 345-020!1
Charleston, WV 25314 Fax (304) 345-0356
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State of West Virginia

Department of Administration

Purchasing Division

2019 Washington Street East

Post Office Box 50130
Charlestoh, WV 25305-0130

Commercial Technology Group, LLC
888 Oakwood Road, Suite 330
Charleston, WV 25314

Requestfor: TBEL o : SRR .Y
Quotation _ RJCE77 1

KRISTA FERRELL
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GENERAL TERMS & CONDITIONS
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP)

1. Awards will be made in the bast interest of the State of West Virginia.

2. The SBtate may accept or refect in part, or in whole, any bid.

3. Prior to any award, the apparent successiul vendor must be propefly registered with the Purchasing Division
and have paid the required $125 fee. -

4, All services performed or goods delivered under State Purchase Order/Contracts are to be continued for the
taerm of the Purchase Order/Contracts, contingent upon funds being appropriated by the Legislature or othetwise
being made available, In the event funds are not appropriated or otherwise available for these services or goods

this Purchase Order/Contract becomes void and of no effect after June 30.

5. Payment may only be made after the delivery and acceptance of goods or services.

6. Interest may be paid for late payment in accordance with the West Virginia Code.

7. Vendor preference will be granted upon written request in accordance with the West Virginia Cede.

8. The State of West Virginia fs exempt from federal and state taxes and will not pay or reimburse such taxes.

9. The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days wrilten nofice fo the sefler.

10, The laws of the State of West Virginla and the Legisfative Rules of the. Purchasing Plvision shall govern the
purchasing process,

11. Any reference to automatic renewal is hereby deleted. The Contract may be renewed only upon mubual written
agreement of the partles.

12. BANKRUPTCY: In the ovent the vendoricontractor files for bankrupicy protection, the State may deem
this contract null and void, and terminate such confract without further order.

13, HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Govemment HIPAA Business Associale
Addendum (BAA), approved by the Attorney General, is available onling at www.state.wv.us/admin/purchasefvrc/hipaa.htm

and is hereby made part of the agreement. Provided that the Agency meets the definition of a Cover Entity
{45 CFR §160.103) and will be disclosing Protected Health Information (45 CFR §160.103) to the vendor,

14. CONFIDENTIALITY: The vendor agrees that he or she will not disclose to anyone, directly or indirectly, any such
personally identifiable information or other confidential information gained from the agency, uniess the individua! who is
the subject of the information consents to the disclosure in writing or the disclosure is made pursuant fo the agehcy's
policies, procedures, and rules. Vendor further agrees to comply with the Confidentiality Policies and Information
Security Accountability Requirements, set forth in http/fvww. state. wv. us/admin/purchase/privacymoticaConfidentiality pdf

15, LICENSING: Vendors must be licensed and in good standing in accordance with any and all state and local laws and
requirements by any state or local agency of West Virginia, including, but not limited to, the West Virginia Secretary
of State's Office, the West Virginia Tax Depariment, and the West Virginia Insurance Commission. The vendor must
provide all necessary releases to obtain informalion to enable the director or spending unit to
verify that the vendor is licensed and in good standing with the above enities.

16, ANTITRUST: In submitting a bid to any agency for the State of West Virginia, the bidder offers and agrees that
if the bid Is accepted the bidder will convey, sell, assign o transfer to the State of West Virginia all rights, title and interest
in and to ali causes of action it may now or hereafter acquire under the antitrust laws of the United States and the State of
West Virginja for price fixing and/or unreasonable restraints of irade relating to the particular commodities or setvices
purchased or acquired by the State of West Virginia. Such assignment shall be made and becoms effective at the time the

purchasing agency tenders the initial payment to the bidder.
| certify that this bid is made without prior understanding, agreement, or connestion with any corporation, firm, mitad

iiability company, partnership, or person or entity submitting a bid for the same malerial, supplies, equipment or
services and is in all respects fair and without collusion or Fraud. | further certify that | am authorized to sign

the cerlification on behalf of the bidder or this bid.

INSTRUCTIONS TO BIDDERS
1. Use the quotation forms provided by the Purchasing Division. Complete all sections of the quotation form.
2, tems offered must be in compliance with the specifications. Any deviation from the specifications must be clearly
indicated by fthe bidder. Altemates offered by the bidder as EQUAL fo the specifications must be clearly
defined. A bidder offering an altemate should atiach complete specifications and fiteraiure to the bid. The
Purchasing Division may waive minor deviations to specifications.

-3, Unit_prices-shall-prevalil-in-case-of-discrepancy-—All-quetations-are-considered-F-©.B.-destination-unless-afternate—————

shipping terms are clearly identified in the quotation,

4. All quotations must be delivered by the bidder to the office listed below prior to the date and time of the bid
opening. Failure of the bidder to deliver the quotations on time will result in bid disqualifications: Department of
,hdministration, Purchasing Divisicn, 2019 Washington Street East, P.O. Box 50130, Charleston, WV 25305-0130

5. Communication during the solicitation, bid, evaluation or award petiods, except through the Purchasing Division,

is strictly prohibited (W Va. C.S.R. §148-1-6 8).
Rev, 12/15/08
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Purchasing Division RJC677 2

2019 Washington Street East

Post Office Box 80130

Charleston, WV 25305-0130 KRISTA FERRELL
BhG-558-2594

REG'L JAIL & CORR'L AUTH'Y
VARIQUS LOCALES AS INDICATED
BY ORDER

Commercial Technology Group, LLC
b 888 Oakwood Road, Suite 330
. Charleston, WV 25314

D4/28/2010
EN

BID ENING TIME 01:3GPM

THE BIDDER IS RESPONSIBLE FOR ENSURING| THEY HAVE
COMPLETED THE INFORMATIION REQUIRED ON [THE ATTENDANCE
SHEET. THE PURCHASING DIVISION AND THE STATE AGENCY
WILL NOT ASSUME ANY RESPONSIBILITY FOR A BIDDER-S
FAILURE TO COMPLE|TE THE PRE-BID ATTENDANCE SHEET. IN
ADDITION, WE REQUEST THAT ALL POTENTIAL BIDDERS INCLUD
THEIR E-MAIL| ADDRESS AND FAX NUMBER.

ALL POTENTIAL BIDDERS ARE REQUESTED TO| ARRIVE PRIOR TO
THE STARTING TIME| FOR [THE PRE-BID. BIDDERS WHO ARRIVE
LATE, BUT PRJIOCR T THE| DISMISSAL OF THE TECHNICAL
PORTIGN OF THE PRE-BID| WILL BE PERMITTED TO SIGN IN.
BIDDERS WHO ARRIVE AFTER CONCLUSION OF THE TECHNICAL
PORTION OF THE PRE-BID, BUT DURING ANY| SUBSEQUENT PART
OF THE PRE-BID WILL NOT BE PERMITTED T SIGN THE
ATTENDANCE SHEET.

TECHNICAL QUESTIONS CONCERNING THIS SOLICITATION MUST
BE SUBMITTED, IN WRITING TO KRISTA FERRELL IN THE WEST
VIRGINIA STATE PURCHAS|IING DIVISION VIA MAIL AT THE
ADDRESS LISTED IN THE BOBY OF THIS RFO, VIA FAX AT
504-558-4115, OR VIA EMAIL AT KRISTA.S.FERRELLOWV.GOV.
DEADLINE FOR| ALL [TECHNICAL QUESTIONS I|$ 05/17/2010
AT THE CLOSE{ OF BUSINESS. ANY TECHNICAL QUESTIDNS
RECEIVED WILLL BE ANSWERED BY FORMAL ABDDENDUM ISSUED BY
THE PURCHASING DIVISION AFTER THE DEADLINE HAS LAPSED.

" EXHIBIT 10

REQUISITION NO.: ... neenn

ADDENDUM ACKINOWLEDGEMENT

ADDENDUM(S)Y AND HAVE MADE THE NECESSARY REVISIONS TD M

I HEREBY ACKNOWLEDGE RFﬁEIPT“DF“THE”FGLLDNINB CHECKED

L EE E REVERSE SIDE FORTENNS AND CONDITIO
L A f, L ol [GoT-sds- 020 5 /20/20/0
T e ber iFEIN 4511908 A | ADDRESS CHANGES TO BE NOTED ABOVE

WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'




State of West Virginia Request for | T RECNOMBER
Department of Administration  Quotation RICETT 3
Purchasing Division

2019 Washington Sireet East

o B R S G R ﬂ}m‘l ENGET

Post Office Box 50130 )
Charleston, WV 25305-0130 KRISTA FERRELL
304G6~588-~2K94
RFG COPY

REG'L JAIL & CORR'L AUTH'Y
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BY ORDER

TYPE NAME/ADDRESE HERE

BG/28/2010

01:30PM

PROPOSAL, PLANS AND/OR| SPECIFICATION, ETC.

ADDENDUM NO.'S:

ND. 1 .......
NO. 2 ..Y{....
NO. 3 ......
NO. & ...nn .
NO. 5 ......

I UNDERSTAND THAT, FAILURE TO CONFIRM THE RECEIPT OF THE
PDDENDUM(S) MAY BE CAUFE FOR REJECTION OF BIDS.
8]

VENDOR MUST [CLEARLY UNDERSTAND THAT ANY VERBAL
REPRESENTATION MADE OR| ASSUMED TOD BE MADE DURING ANY
ORAL DISCUSS[ION HELD BETWEEN VENDOR'S REPRESENTATIVES
AND ANY STATE PERSONNEL IS NOT BINDING. ONLY THE
INFORMATION [ISSUED IN WRITING AND ADDED TO THE
SPECIFICATIONS BY| AN OFFICIAL ADDENDUM IS BINDING.

- Btiea Ve st
SI

GNATURE
Commerciad. Teehnolygy Gipue, LLe.
COMPANY
J/&XJ/&O/O ......
DATE

NOTE: THIS ADDENDUM ACKNOWLEDGEMENT SHOULD BE SUBMITTE

- NELL i T (o ol e -Sus—odal | shol2olo.

" e mber ]FE"“ G5 11900AS ‘ ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'




State of West Virginia Request for mrmormmEer

Department of Administration  Quotation T
Putchasing Division RICEIT 4
2019 Washington Sireet East

A DRESS CONRESPONDENCE TO ATTENT

Post Office Box 50130 ' '
Charleston, WV 25305-0130 ‘ KRISTA FERRELL
24 -5B8-2H94
RFR COPY
TYPE NAME/ADDRESS HERE REG'L JAIL & CORR'L AUTH'Y
VARIQOUS LCGCALES AS INDICATED
BY ORDER

06/28/2010
BID GPENING D,

BID OPENING TIME _ 01:30PM

WITH THE BID.
REV. 09/21/21009

BANKRUPTCY: | IN THE EVENT THE VENDOR/CONTRACTOR FILES
FOR BANKRUPTICY PROTECT|ION, THE STATE MAY DEEM THE
CONTRACT NULL AND| VOID, AND TERMINATE [SUCH CONTRACT
WITHOUT FURTHER ORDER.

SYSTEM:
NOTICE TO PRDCEED: THIS CONTRACT IS T0 BE PERFORMED
WITHIN 640 CALENDAR DAYS AFTER THE NOTICE TO PROCEED
IS RECEIVED. UNLESS OTHERWISE SPECIFIED, THE FULLY
EXECUTED PURCHASE| ORDER WILL BE CONSIDERED NOTICE TO
PROCEED.

DATES FOR WARRANTY AND| FIRST YEAR'S MAINTENANCE WILL
BECOME EFFECTIVE UPON [THE SUCCESSFUL INSTALLATION AND
ACCEPTANCE DF THE SYSTEM AT ALL LOCATIONS BY THE
AGENCY. SUBSEQUENT MAINTENANCE YEARS WILL BE RENEWABLE
UPON MUTUAL WRITTEN AGREEMENT OF THE VENDOR AND THE
AGENCY AS DEFINED| BELOW ON THE ANNIVERSARY OF THE
EFFECTIVE DA[TE FOR THE WARRANTY AND FIRST YEAR'S
MAINTENANCE.

WARRANTY AND MAINTENANCE ONLY:
EXHIBIT 3
Lt IFE OF. CONTRACT: THIS CONTRACT BECOMES EFFECTIVE ON

THE SUCCESSFUL INSTALLATION AND ACCEPTANCE OF THE
SYSTEM BY THE AGENCY AND EXTENDS FOR Al PERIOD OF ONE

IS NECESSARY TO OBTAIN A NEW CONTRACT [UR RENEW THE

(1) YEAR OR WUNTIL; SUCH "REASONABLE TIME“ THEREAFTER AS
0

ORIGINAL CONTRACT. ~THE "REASONABLE TIME™ PERTOD SHALL
NOT EXCEED TMWELVE] (12)) MONTHS. DURING THIS "REASONABL
TELEPHON DATE

qmmmm%/g ifo / &ngi FOYTYLE D0/ s/28/30/0
Meyn ber NS 1190895 ]— ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR’
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State of West Virginia nguest for ¢ R NOEER T TBRGETTT
Department of Administration uotation
Purchasing Divislon RJC677 L6 |
2019 Washinglon Street East g A SO SP ONENGE TG ATIE
Post Office Box 50130
Charleston, WV 25305-0130 RISTA FERRELL

RFQ COpPY

REG'L JATIL & CORR'L AUTH'Y
VARIOUS LOCALES AS INDICATED
BY ORBER

TYPE NAME/ADDRESE HERE

04/28/20106

BID GPENING DATE: D5/2772010

AGREEMENTS OR MAINTENANCE AGBREEMENTS, |[INCLUDING ANY
ELECTRONIC MEDIUM SUCH AS CD-ROM.

REV. 0b/26/2009
NOT|ICE

A SIGNED BID MUST| BE SUBMITTED TO:

PURCHASING DIVISION
BUILDING 15
2019 WASHINGTON STREET, EAST
CHARLESTON, WV 25305-~0130

BEPARTM[NT OF ADMINISTRATION
I

THE BID SHOULD CONTAIN THIS INFORMATION ON THE FACE OF
THE ENVELOPE| OR THE BID MAY NOT BE CONSIDERED:

SEALED BID
BUYER: KRISTA FERRELL-FILE 21
RFG. NO.: RJLC&77

BID OPENING DATE: 05/27/2010

BID OPENING (TIME: 1:30 PM

PLEASE PROVIDE A FAX NUMBER IN CASE IT IS NECESSARY

0 CONTACT Y[OU RE[EARDING YOUR BID: 3oU -345-0356
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WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'
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Regional Jail and Correetional Facility Authority
Request for Quotation
RJIC6T7

Introduction

A General Information

The West Virginia State Purchasing Division, for the agency, the Regional Jail
and Correctional Facility Authotity of the State of West Virginia, hereinafter referred to
as the “Authority”, is requesting bids from qualified vendors to provide and instalf an
automated time and attendance time clock system inclusive of software, hardware and
biometric hand readers for Ten Facilities, the Central Office and the Training Academy
of the West Virginia Regional Jail and Correctional Facility Authority. The bid for the
system provided must include a 1 year warranty to include parts, labor and any softwere
updates. Also, vendor must include a bid cost for an extended warranty (maintenance)
for years 2, 3, and 4 to include parts, labor and any software updates.

The Authority will be responsible for the purchase of any host computers that
may be required. Vendor must state host computer specifications with this bid. Each
facility has servers utilizing Windows 2003 Operating System. A web based system will
be required,

The contract is to be performed within sixty (60) calendar days after the notice to

proceed has been issued by the West Virginia Regional Jail Authority
Ny

There will be a mandatory pre-bid conference for all the firms interested in
submitting a quotation on __May 12,2010at1:00pm in the Conference Room of the
West Virginia Regional Jail Authority, 1325 Virginia Stréet Bast, Charleston, West
Virginia Failuie to attend the Pre-Bid Conference will result in Disqualification of the
Bidder and Rejection of their Bid.

Mandatory Features:
The System shall include:

Software
Software must automate employee thme and wage calculations;

Real Time data —~ Software must produce real time data with no rounding or estimations;

Benefit Accrual ~ Software must provide the ability to define benefit accrual calcunlations

to automatically update accrual balances ie. vacation and sick days according to WV
Administrative Rule Division of Personnel {Attached)




® Schedule Lockouts — Software must provide the ability to place restrictions on
employees’ ability to clock infout outside of allowable times

@ Payroll — Software must have the ability to provide payroll and management records
within pay period that can be easily integrated into other software applications.

® Reporting — Software must be able to compile data into 2 multitude of reports, to include
but not be limited to; payroll (regular, overtime hours agency wide per employee, and
per facility), managerial (sick time and vacation days), cost analysis (agency wide and/or
per facility). Sofiware must allow the WVRIA to customize reports as required.

® Tracking — Software must be able to track training, tavel, sick time and vacation days.

* Access Control — Software must be able to monitor access with a recorded history by
employee of access times using a biometric hand system.

® Secmity — Software must be able to provide for individual user ID and Password. Filters
must be included which allow only necessary personsel to access certain employees;

® Fase of Use - Software must be Windows based, operated by selecting options from a
drop down menw; training must be provided by vendor

Hardware
& Biomstric Hand Scanning terminal w/user definable data management keys.
® Dursble construction — Although the terminals will be placed indoors they must be

congtracied to withstand an institutional environment.

® Rattery Backup (optional) - must be system compatible and provide up to two hours of
operation.

Incurring Costs:

The Authority and any of its employees or officers shall not be held Hable for any
expenses incutred by any bidder responding to this request for expenses to prepare,
deliver the quotation, o1 to attend any mandatory pre-bid meeting.

There will be one access point for each Facility (10), the Central Office and the Training
Academy. Each location must connect back to the Centr al Office via web access. The
model of each biomefric hand punch will be based on employee capacity and ability to
upgrade if necessary. No more than 55 employees should be clocking infout at any given
time at each facility. Facility names and addresses as well as total number of employees

are listed below;




Facility

Number Of Employees

West Virginia Regional Jail Authority Central Office
1325 Virginia Street, East

Charleston, (Kanawha County) WV 25301

(304) 558-2110

Morzis Criminal Justice Training Center
103 Factory Drive
Glenville, WV 26351

Eastern Regional Jail

94 Grapevine Road

Martinsburg, (Berkeley County) WV 25401
(304) 267-0045

Central Regional Jail

300 Days Drive

Flatwoods, (Braxton County) WV 26601
(304) 765-7904

North Central Regional Jail

#1 Lois Lane

CGreenwood, (Doddridge Connty) WV 26415
(304) 873-1384

Northern Regional Jail

RD 2, Box 1

Moundsville, (Marshall County) WV 26041
(304) 843-4067

Potomac Highlands Regional Jail

13 Dolan Drive

Angusta, (Hampshire County) WV 26704
(304) 496-1275

South Ceniral Regional Jail

1001 Centre Way

Charleston, (Kanawha County) WV 25309
(304) 558-1336

Southern Regional Tail

1200 Airport Road

Beaver, (Raleigh County) WV 25813
(304) 256-6726

36

100

98

86

128

71

83

102

163

10




Southwestern Reglonal Jail
#13 Gaston Caperton Drive
Earl Ray Tomblin Industria) Patk 103
Holden, {Logan County) WV 25625
(304) 239-3032

Tygart Valley Regional Jail
400 Abbey Road

Belington, (Randolph County) WV 26250 101
(304) 637-0382

Western Regional Jail
One O’Hanlon Place

Barboursville, (Cabell County) WV 25504 124
(304) 733-6821

It is the responsibility of the vendor to visit each site to check for the placement of the time
clocks.

Training:

Vendor must provide on-site training for ail users including but not limited to the
following; navigations through the system; scheduling employees; employse data entry
procedures; report generation; administrative rule adjustment; benefit administration and
management of employee data at ten (10) WVRIJA facilities and Central Office. All
users must be proficient in the use of the system after training. Vendor must indicate the
pumber of hours required for training on thelr system fo accomplish this goal, Facility
Jocations, number of employees’ and individuals to be trained listed below,

Facility Number of Personnel
to be Trained
West Virginia Regional Jail Authority Central Office Four to Five
Morrig Crimninal Justice Training Center Four to Five

Eastern Regional Jail

Central Regional Jail

North Central Regional Jail
Northern Regional Jail

Potomac Highlands Regional Jail
South Central Regional Jail
Southern Regional Jail
Southwestern Regional Jail

Four to Five
Four to Five
Four to Five
Four to Five
Four to Five
Four to Five
Four to Five
Four to Five
Four fo Five
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Tygart Valley Regional Jail
Western Regional Jail

Four to Five




Cost, if any, for Manuals and Training Materials must be included in bid cost. Mannals
and training materials are to be turned over to the Authority’s Central Office.

Warranty:

Vendor watranty will include parts and labor at no cost to the agency as well as software
upgrades for the first year. The additional cost for maintenance and upgrades for years
two, three and four are included in the evaluation for award, the additional years
maintenance shall be renewed on an annual basis via change oxder upon written mutual
consent of the parties. Renewal shall be based on the firm fixed quotes provided for the
additional years.

Vendor must submit a bid for extended waranty (maintenance) for years 2, 3 and 4 to
inclade parts, labox and any software updates. Each renewal of maintenance shall be by
change ordet.

Response Time:

Vendor shall respond to a call for service within 1 (one) hour with a call back during
normal business houts of 8:00 am — 4:00 pm.

Vendor shall be required to be on-site within 24 hours of agency request when all
atterapts at curing the problem via other means have been exhausted.

Invoices, Progress Payments:

The Vendor shall submit invoices, in arrears, to the Agency at the addzress on the face of
the purchase order labeled “Invoice To™ pursuant to the terms of the contract.

Charges for service calls are to be billed on a per call basis only after troubleshooting via
telephone with the facility has been unsuccessful with no resohution found or determined.
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COST SHEET
Description ‘

Biometric Time Keeping System (Hardware and Software)
{Includes: 1 Year Warranty)
Central Office

Facilities and Training Center
Maintenance/Software Upgrades

Year 2
Year 3
Year 4

Subtotal A: $

Per Hour Estimated Total
Houars

Field Technicaian Rate $ 10 $
Training on System Operation per Facility$ 12 $

Subtotal B: 3

** Note. The above estimated hours are for bid evaluation purposes only.

Total (Subtotal A+Subtotal B): $

Requirements Specifications for host computer

Optional Pricing

Battery Back Up (per unit) Is
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RCH NO. 8867 P 3/
Trovh  Rddenduny S\
COST SHEET
Descriplion Cost

Biometric Time Keeping System (Software)

(Includes: 1 Year Warvanty)

* Central Office (Hardware per pages 10-11 of the RFQ)

2, 176.®

Jﬁmjw ;/Sna m.&u g

Total (Subtotal A+Subtotal B):

* Fagilitles and Training Conter (Herdware per pages 10-11 of the RFQ) B 934,09
Maintenance/Software Upgrades
Vesr 2 $ b, 4659
Year 3 $ ¢, 465.°°
Year 4 $  t dbm°
* Number of employees per facility. ’

Subtotal A: $ (o7 522

Per Hour Estimated Total
Hours ‘

TField Technician Rate 18 Lo 00 10 $ (0 £,
Training on System Operation per Facili}$ =7 ¢ 12 5 & 00.°°

Subtotal B: $ [ XD.9 J

$

#* Note: The above estimated hours are for bid evaluarion purposes only,

(o2 720, %

/11‘“!/*‘7/37

Reguirements Specifications for host computer (if requwed)

Optional Pricing

—|Rattery Back Up-(per-unit)

5 /50.%




Attachment 1

WEST VIRGINIA ADMINISTRATIVE RULE
DIVISION OF PERSONNEL

CThapter 29-6-10
Series I
2005 amended

Subject: Administrative Rule of the West Virginiz Divisioh of Personnal
Section 1. General

t.1. Scope~- This rule implements the provisions set forth in W.Va. Code §29-6-1 et seq. regarding
clagsification plans, pay plans; open compstitive examinutions, promotions, layoff and recall, appointments,
dismissals, demotions and other matters consisient with W Va Code §29-6-1 ot 5eq.

1.2, Authority - This rule is issued under the authority of W.Va Code, §29-6-10.
1.3. Piling Date - June 3,2005.
1.4 Bffective Date - July 1, 2005.

Section 2. Preamble. The general purpose of.the Division of Persennel is to attract to the service of this State
persomnnel of the highest ability and integrity by the establishment of 2 system of personnel administration based on
werit principles and scientific methods goverming the appointment, promotion, transfer, layoff, removal, discipline,
classification, compensation, and welfare of its smployees, and other incidents of state empioyment All
appointments and promotions o positions in the elassified service shall be made solsly on the basis of merit and
fitness and ne person shall be in any enlawful way favored or discriminated sgainst with respect to any incident of
state eraployment because of his or her political or religious opinions 07 =ffiliations ot race, gender, age, disebility,
or national origin. All employment positions not in the clussified servive, with the exception of the State College
System of Webt Virginia and the Untversity System of West Virginia, are included in 2 classification plen knows as
classified-exempt service.

Section 3. Definitions
3.1 Accrie: To increase or accumulate periodically of by increment

3% Avcrual Rater The grouping by the cumulative years of eligible employment which is used to
detarmine the rate of secruel of annual leave benefits

3.3 Administrator: Any person who fills a satutorily created position within or related 10 an agency or
board (other than a board member) and who is designated by statute as the commissioner, deputy commissioner,
nssistant commissioner, director, shancellor, chief, executive director, executive secretary, superintendent, deputy
superintendent o1 other administrative title, however desipoated,

34, Agency: Any administrative department of state government , inchiding any autherity, board, burean,
commission, committes, council; division; section, office, or any eounty health department

35 Ajlocation: The agsignment of a position to a class by the Divector of Personnel on the basis of the
dutios performed and responsibilities assumed.

2.6 Annual Leave: An earned empioyes bezefit of paid time off from work with prior approval of the |
appointing authority or designes
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37 Appeal: The complaintto the State Personnel Board to correct or reverse an afleged injustice done or
errer conmitted,

38. Appointing Authority: T he executivé or administrative bead of an agenty who is anthorized by statute
to appoint employees ia the classified or classified-cxempt service By written notification to the Director of
Personmel, the eppointing authority mey delegate specific powers authorized by this rule to persons who satisfy the
definition of employee as established in this rule

39 Appointment: The act of hiring an applicant for employment

310, Assembled Examination: An exemination which, due to the testing process used, necessitates that
applicants come 1o a testing location.

111 Availability: The ifidication, by an gligibie, of the employment location and conditions under which
employment would be actepted including, but not timited to, salary and starting date of employment

3.12. Board: The State Personnel Board as provided for in W.Va Code §29-6-7 whose members are
appointed by the Governor with the advice and consent of the: Senate

313, Carry Forward Days: The maximuvm sumber of annual leave days which ¢an be accredited for use us
of the first day of January based on an employee's length of serviee category

114 Certification: The official list of eligibles given to an eppointing autherity for filling vacencies

3.15 Class or Class of Positions: One or more positions sufficiently similar in duties, training, eXperience
and responsibilities, as determined by specifications, that the same title, the same qualifications, and the same
schedule of compensation and benefits may be equitably applied to each position in the class

1 16. Classification Action: The actions of aliocation, reaflocation, classification, and reclassification.

1.1% Classification Plan: The plan by which pesitions in the classified service and classified-exempt
service have been allocated by class.

3.18 Class Specification: The official deseription of a class of position which describes the nature of
work, previécs examples of work performed, and knowledges, skills, and abilities, and states the generally accepted
minimum gualifications required for employment

3.19 Classified Employse: An employee who ocoupies a position allceated to a class in the classified
service.

320 Clasmsified-Exempt Service: As established by statute, those positions which sstisfy the definitions for
"ciass" zad "classify” but which are not covered under the Division of Personnel merit system standards or by the
State College System of West Virginia or the University System of West Virginia,

321 Classified Service: Those positions which satisfy the definitions for "class" and "classify" and which
are covered under the Division of Personnel merit system standards.

3.22, Claseify: The process of escertaining, analyzing, and evaluating the duties and responsibifities of
positions to determine the number and kind of classes existing in the service and to group the positions in classes

3 23. Compensation Plan: The official schedule of pay rates, the range assigned to each class of positions
and the salary regulations used in pey administration in the classified service

3 24. Daily Rate: The usual rate of pay for the pay period divided by the total number of workdays plus
paid holideys in the pay period for an employes whose positon is assigned to & monthly pay rate,
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325. Date of Separation: Last day of work of employees separating due to dismisssl, voluntary
resignation, volnntary retirement; layoff, or sudden death; e date of death of employees who die whils on paid or
unpaid ledve; or the date of notification by emplayses resigning of retiring due to disability as verified by »
physician

1.26. Day: Usless otherwise specified, the use of "day” mesns a calender day
3.27. Demotion: A change is the status of an employee from a position in one class to 2 position in another
class of lower rank as mneastred by salary range, minimum qualifications, or duties, or a reduction in an employee's

pay to a lower rate in the pay range assigned to the class.

3.28. Director: The Director of Personnel, as provided in W.Va. Code §29-6-6 and §29-6-9, who serves a3
the sxecutive head of the Division of Personnel, or his or her designee.

329 Disability: A physical or mental impairment which substantiafly imits one or more of 4 person's
major life activities, a record of a physical or menta} finpaiment which substantially limits one or more of a person’s
major life activities, or regarded as a physleal or mental fmpairment whicl substantially limits one or more ofe
person’s major life activities.

3.30. Diseretiopary: Open to individusl choice or jadgement.

3 31. Dismissal: The separation from employment for good cause of an empioyee by an appointing
authority.

3.32. Division: The Division of Personnel,

3 33. Division of Personnel: The division of the Department.af Administration responsible for the system
of personnet administration for the classified and classified-exempt service.

3.34 fffective Date: The established date an action takes place

3 35. Eligible: An applicant accepted for 2 Division of Personnel examination wha receives a final passing
seore and whose name is listed on the register established for the clags of position.

336 Bmergency Appointment: An appointment, for not mors than thirty (30) calendar days in any twelve
{12) month period, necessitated by a state of emergency

3.37. Employee: Any person who lawfuily oceupies 2 position in an agency and who is paid a wage o
salary and who hes not severed the employee-employer relationship

3.38 Bxempt Service: All positions specifically exempted from the classified service by stamte or
statptory authority

3.59 Existing Employee: Any person employed by an sgency or permanent empioyment ir 2 classified or
classified-exempt position.

3 40, Fitness; suitability to perform all essential duties ofa position by virtue of mecting the established
minimum qualifications and being otherwise qualified

3.41 Full-time Employee: Any employee who works the full work schedule established for the agency.

3 42 Gricvance: Any claim by one or more affected classified or state classified-exempt employees
alleging 2 violation, a misapplication or & misinterpretation of the statutes, policies, mies, regulations or written
agreements under which the employees work, filed in accordance with the provisions of W .Va Code §29-6A-1 ot
seq.
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343, Hourly Rate: The total nnual salary {exchuding anmusl inerement) divided by 2,080 hours for full-
time permanest and temporary salaried employees or divided by the aemal number of hours worked annually for
part-time permanent and temporary salaried employees. For hourly employees, the hoarly rate is the actual rate
established by the State Personnel Board.

3 .44. Immediate Family: Consists of the parents, shildren, siblings, spouse, parents-in-law, children-in-
law, grandparents, grandehildren, step-parents, step-siblings, stepchildren, and individuels in 2 jegal guardianship
refationship.

3.45. Incapacity: Anillness of or injury to an employee which temporarily prevents him or ber fom
performing the essential duties of his or her pesition

3.46. Insumbent: Any employee occupying = position.
3.47. Intra-Agency Transfer: Any transfer within 2 single agency
3 48 Inter-Agency Transfer: Any transfer from one agency to another.

349 Intermittent Appointment: Any appointment from a registerto a position which requires performance
* . g M 1] r
on an jrregular or "as needed" basis for no mors than 945 hours in 2 twelve month period.

3.50. Irzeguler Part-time Employment Any appointment from & register for employment in a position for
which work hours vary front pay period to pay period and are less than the full-time work schedale established by the
agency.

3.51. Job Abendonment: The absence from work under such conditiens as to be synonymous with
restgnation.

332 LastDay of Pay: The calendar date and hour an employce's pay ¢eases.
3 53, LastDay of Work: The last calendar date and hour an smployee is physically on the job,

3.54 Latera! Class Change: The movement of any eraployes from one class to another class in the same
pay grade

3.55 Layoff: A reduction in the number of employees caused by a reduced work load, curtailment of finds
or reorganization

3 56 [imited Term Bmployment: Employmentofa limited duration including, but not limited to, 50~day
exempt, 30-day emergency, temporary, intermittent and student appointments and seasonal employment with a state

forest, park or recreational area.

3.57 Loocal Office: Any unit of an agency which provides servicss to a specified section of the State and
has employees reporting to locations other than the state office headguarters.

3.58 Minimum Qualifications: The least experience and/or iraining required by the State Personne} Board
for employment in # class of position and admission to an examination for that class of position.

3.59. Month: Any ofthe twelve parts into which fie celendar year is divided
3 60 Ninety-Day Exempt Appointment: Employment for no more than ninety (90) working days in a yesr,

3.61 Open Competitive Examination: An exeminstion which permits the competition of all persons who
meet the publicly announced minimum reqairements for a class of position.

1.62 Driginal Appaintment: Initial empioyment of an individual inta the classified service as a result of
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selection From a certification of names from a register established by open competitive examination of from a
preference register.

3.63 Part-time Employee: Any person who works less than the full-time work schadule established for an
agency.

3 64, Part-time Professional; Arny classified-exempt employes engaged in professional gervices without
administrative duties and who works no more than half the agency's full-ime work schedule.

365 Pay Differential: A type of salary adjustment specifically approved by the Board 1o nddress
circumstances such as class-wide recruitment and/or retention problems, segionally specific geographic pay
disparities, apprenticeship program requirements, shift ditferentials for specified work periods, and temporery
upgrade programs.

3.66 Pay Increment: The percentage incresse amounts established by the State Personnel Board to
implement pay practices including hiring rates, salary advansements, and pay on promotion .

3.67. Pay Rate: One of the monthly or hourly rates within the pay range established by the State Personnel
Board for each class inchided in the approved pay plan; the ugual rate of pay

368, Per biam: A daily sllowance.

3.69. Permanent Emyployee: Any employee who was hired from a registet and who has completed the
probationary period preseribed by the State Personnel Board for the job class

370 Physician/practitioner: A person Hoensed ender the laws of & state to practice medicine or 2 medical
practitioner approved by the Public Employeés Insurance Agency

371 Polioymaking Pesitions: A position in which the person petupying it: &) acts as an advisor o or
formutates plans for the implementation of broad goals for the exeeutive or administrative head of the agency; b} is
in charge ¢f & major administrative component of the agency; and ¢} reparts directly and is direcily accountable to
the administrative or executive head of the agency.

3.72. Position: An authorized and identified group of doties and responsibilities assigned by the proper
authority requiring the fulitime or pert-time employment of at jeast one persea

3.73. Position Description: The document prepared by the position supervisor or the employing agency
and approved by the appointing suthority, which desoribes the officially assigned duties, responsibilities, supervisory
relationships and other pertinent information relative to a position. This documest is the basic source of offtcial
information in position allocation. Position description foxms shail be prescribed by the Director

3 74. Postmerked; An official United States postal marking showing the mailing date.
3.75. Probationary Period: A specified trial work period preseribed by the State Personne] Board designed
io test the fitness of an employse selected from 2 competitive Hst of eligibles for the position for which an original

appointment has been received.

3.76. Promotion: A change in the status of an empivyee from a position in one clags to & vacant position in
another class of kigher rank as measnzed by salary 1angs and increased level of duties and/for responsibilities

3.77. Provisional Appointment: The hiring of an employee to filta pesitiofx pending the administration of
an open campetitive examination and the establishment of & register

3.78. Realiocation; Reassignment by the Directos of Persomnel of a position from one ¢lass to a differest
class on the basis of a sigaificant change in the kind or level of duties and responsibilities assigned to the positien.
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3.7 Reclessification: The revision by the Stats Persomne] Board of the specifications of a class or class
series which results in a redefinition of the nature of the work performed and = reassignment of positions based on
the new definition and mey include a change in the title, pay grade, o7 minimum qualifications for the classes
involved.

3 80 Register: An official list of eusremily available eligibles for & job classTanked in the order of the final
—soore as a result of the Division of Personsel examination for the class of positien for competitive appointment or In
geniority order for preference hiring of laid-off permansnt classified employees ‘

3.81 Regular Part-time Employment: Employment in % position for which werk hours are the same from
pay period o pay period but are less than the full-time work schedule established for the agency.

3.82. Relnstatement; A type of re-employment of s former bcrmaneut ciassificd employee

1.83 . Resignation: Voluntary separation from employment, ineluding job abandonment, by &n employee.

3 84 . Salary Adjustment: A salary change resuiting from a revision of the pay pisn, the reassig:imcnt of a
class to a different pay grade, a Board approved pay differential, o temporary classification upgrade, a general wage

increase mandated by the Legistature or the Governor, or the correction of payroll errors

385 Selary Advancement: A discretonary advancement in salary granted in recognition of the quality of
job performance.

3.86 Saiary' Range: The approved monthly and smual salary for & class which includes the minimum,
maximum, and intervening steps,

3.87 Selary Schedute: The official schedule of salaries approved by the Governor songisting of multiple
pay grades with minimum and maximum rates of pay for each grade

3 88 Service: Fotal sligible employment time which may be used for determining the rate of accrual of
annual leave.

3 89 Sick Leave: An earned employee benefit of paid time off as specified by this rule for illnesses,
injuries and other circumstances.

3.90. Student Employee: An employee working for a limited period of tme under the current Student
Bxempt Poliey approved by the Board.

3.91. Suspension: Bisciplinary action taken by an ageney to tesmporatily relieve an entployee of his or her
dities and place the employee on leave without pay:

3.92 Temporary Appointment: The hiring of an employee fom & tegister for a period not to exceed 6
months.

3 93, Terminal Aanual Leave: The balance of an employse's acorued and nnased annual leave as of that
employee's last day of work

194 Termination: Separation from employmentby the appointing authority as a result of the expiraﬁon of
a limited term appointment or at the end of the period of need during Hmited term employment

3.95 Title Change: 1he revision in the title of a class.

366 Trapsfer: The movement of an employes to a different subdivision or geographic location of the
same or a different agency
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3 97. Unassembled Examination: An examination procedure which does not require persons being
examined to gather ata test site and which doss not jnclade a written examination

3 98 . Vacancy: An nnfilled budgetery position tn the classified service to be filled by original appointmeant,
prometion, demotion, lateral class change, transfer, or reinstatement.

399 Veteran: Any personwho fuHills the requirements of one of the following conditions:

2. Served on active duty anytime between December 7, 1941, and July 1, 1935, However, any person wWho was a
Reservist called to active duty berween February 1, 1955 anéd October 14, 1976, must mest subdivision b, of this
subsection;

b, Served on active duty anytime betwoen July 2, 1955 and Drcrober 14, 1976 or a Reservist called to active duty
between Febraary 1, 1855 and October 14, 1976 and wha served for more than 180 days,

¢ Entered on active duty between October 15, 1876 and September 7, 1980 or a Reservist who entered op active
duty between October 15, 1676 and October 13, 1982 and received 2 Campaigr Badge or Expeditionary Medal or is
a disabled veteran; o7

4. Hnlisted in the Armed Forces after September 7, 1980 or entered active duty other than by enlistment on or after
October 14, 1982 and

1. cempleted 24 months of continuous active duty or the fuil period called or ordered to active duty, o was
discharged under 10 U.S C. 1171, or for hardship under 10115 O 1173 and received or wag entitted to
receive a campaign badge or expsditionary medal; or

2. is a disabled veteran

3.100. Veterans' Preference Points: An additional 5 points added to the final passing seore on an open
competitive examination of any veteran as defined by this rule. An additional 3 points ars available to those veterans
who alsc have a current and compensable gervice connected disshility or who bave received a Purple Heart award.
To receive veterans' preference points, separation from active duty must have been under honorablie conditions. This
inclsdes henorable and general discharges A clemency discharge does not meet the requirement of this subsection
Active duty for training in the military reserve and national guard programs is not considered active duty for
pumposes of veteran preference Veterans' preference points are not added to fisal passing scores on promotional
examinations

3 §101. Work Schedule: Designation of the periods of time during whick work is performed.

3.102. Workweek: The time period of seven sonsecutive days, beginning and ending at specified days and
tirnes, during which work is performed and work hours reported for compliance with applicables federal and state
Iabor laws

3.103, Year: Twelve (12) consecutive month peried, unless otherwise specified.
Sectior 4. Classification Plang

4.1. Preparation of Plens - The Board, sfter conferring with the appointing authorities concerned, shall
formelly adopt and make effectivea comprehensive classification plan for all positions in the classified and the
clagsified-exempt service. The plan shall be based on an investigation and analysis of the duties and responsibilities
of each position, and each position shail be aliocated by the Director of Personnel, after consultation with the
appeinting authority concerned, to its proper class in the clessification plan. When complete, the classification plan
shall izclude for each class of positions an appropriate title, a description of the duties and responsibilities, and the
minimum requirements of training, experience, and other gualifications

4.2, Revision of Plans - The Board may abolish or changs existing classes of positions, or may add new




clasees in the same manner as the classification plans were originally sdopted.

43. Incumbents of Reallocated Positions - When a position is reallocated t0 & different class, the Board
¢hall not consider the incumbent eligible to continue in the position unlzss he or she would have been eligible for
original appointment, promotion, transfer, or demotion, to & position of the new class while serving in the position as
sreviously allocated. I ineligible to contizne in the position, be or she mey be transferred, promoted, or demoted by
appropriate action in accordance with the provision of this mle as the Directer may determine to be applicable In
amy tase in which the incumbent is ineligible to continue-in the position, and he or she is not transferred, promoted or
demoted, the provisions of this ruls regarding separations applies.

4 4. Class Specifications - The Director shall constder the class specification in allocating positions and
shall interpret it as follows:

{(2) Class specifichtions are descriptive only and are not restictive. The ase of a partioular expression of
duties, gualifications, requirements, or cther attributes shall notbe held to exclude others not mentioned

(b) In determining the class to which any position shall be allocated, fae specifications for each ciass shall
be considered as 5 whole The Director shall give consideration 10 the general duties, specific tasks, responsibilities
required, qualifications and relationships to other classes ag affording together a pictere of the positions that the class
intended 1o include

{¢) A class specification is a general description of the kinds of work charagteristics of positions properly
atlocated to that class and not as preseribing what the duties of any position are nor as fimiting the expressed or
iplied authority of the sppointing authority to prescribe or alter the duties of any position.

(d) The fact that 21l of the actaal tasks performed by the lacumbent of 2 position do not appear in the
specifitations of a class to which the position has been allocated does zot mean that the pasition is necessarily
excluded from the class, nor shall any-one example of 2 typical task taken without relation o the other parts of the
specification be construed as determizing that a position should be allocated to the class.

(e) The statement of minfmum qualifications expresses the minimum background in terms of education,
experience, and/or ieensure generally necessary for a new employee to suceessiilly perform the required duties of
positions in the job class

{f) 'The Directer shali consider clags specifications as a primary source of authority fos the content of
examinations for the class and for the evaluation of qualifications of applicants for examinatdons Supplemental job
information, obtained through job analysis, may be nsed as a further basis for examinations and minimum
qualification standards Provisiong for the substitation of related experience, educztion, or other gualifications for
specific education and/or sxperience requirements may be made in specific examination annouacensents for
particular positions, even thongh these provisions are not part of the class specification In cases of recruitment
difficultiss or wnique positions requirements, the Director, in conperation with the appointing authority, may use his
or her diseretion in inteypreting minimum experience, training and/or licensure 1equizrements and in acgepting
equivalent experience, treining and/or licensure

4.5, Position Descriptions
(a) Position description forms shall be prescribed by the Director.

(b) The position deseription is an official record of the dutles and responsibilities assigned to a position aad
chall be used by the Division of Personnel to allocate the position to its proper class.

{c)} The position deseription shall include a current deseription of assigned duties and responsibilities and
other pertinent information concerning a position. In contrast to general definitions of the level of work and
responsibilities, the position description shall include specific duties and responsibilities agsigned to a position by the
app ointing authority
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(d) The pesition description shall not be construed in any way o Hmit the expressed or imyplied authority of
the appointing authority to preseribe oy siter the duties of any position.

(¢} Position descriptions shall be kept current by the appointing authority for each position under his ov het
jarisdiction. When the appointing authority significantly alters the duties and responsibilitiss of 2 position, the
sppointing authority shall prepare and forward 2 revised position description te the Director.

{f) If 2n appointing authority fails to notify the Director of significant alterations in the duties and
responsibilities of a position, the incumbent in the position may file with the Director 2 written request for a review
of bhis or her position.

4 6. Reclassification

{2) Upon its own initiative, or at the request of an appointing authority, the Board may reclassify positions
by the creation or abolishment of classes, or the revision of the definition of the work of the classes bronght about by
changing work methods, new technology or reorganization.

{b} For each position affected the appointing authority shall provide a current description of the duties and
responsibilities assigned.

(£) 1hke employesin the position at the time of & reclassification is entitled to confinue to serve in that
positien, provided that the employee mosts any licensure or certification requirements

(&) Any incumbent in a position reclassified under shis sebdivision has the right to a reconsideration of the
action by the Director. After filing with the Director & written request for reconsideration in a manner and form
prescribed by the Director, the employss shall be given a reasonable opportunity to be heard by the Director The
interested appointing authority shall be given the same opportunity to be heard.

47 Position Reallosation - Whenever substantial changes cocur in the duties and responsibilities
permanently assigned to a position, the Disector shall reallocate the position to its propey class. The incumbent of
the appointing authority may seek 2 reconsideration of the allocation action by submitting a written requast to the
Dirsctor within ten {10) calendar days of the effective date of the action. The Director shall not reallocate a position
based on temporary changes in the duties and responsibilities assigned to the positon '

48, Temporary Classification Upgrade With the approval of the Director, an appointing authority may
temporasily upgrade the classification of an employee temporarily performing the duties of a position in a higher pay
grade due to a separation or an extended leave of absence, for a short-term praject, or in an emergency situation. A
temporary classification epgrade shall be within the same service, classified or classified -exempt, 2nd, sxcept for
clagses alioeated to the approved howrly pay schedule, shall be for a continuous period of no fess than 30 days and no
more than six months The Drirector, at his or her discretion, may extend the period of a temporary classification
upgrade period by increments of three months or less. The Board shall establish salary, qualification, and
administrative standards for implementation of this subsection.

49 Classification Plan for the Classified-Exempt Serviee

(a) Upon the recommendation of the Direstor, the Board shall adopt and make effective a
classification plan for the classified-exempt service. 1his plas shalt be developed and maintained so that all
positions sufficiently similar with respect to type, diffieulty, and responsibility of work ate included in the same
clase The plan shall be based on an analysis of the duties and responsibilities of each podition, and sach position
shall be allocated by the Director of Personnel to its proper class in the plan. '

{b) Back appointing authority shall report to the Director the establishment of new positions or
any material changes in the duties and responsibilities of existing positions in the classified-exempt gervice. The
Director may at any fime recuire the appolating autherity to sebmit a statement of the duties and responsibilities of
incumbents of any position in the classified-exempt service.
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- {c) The appoizting authority shall, on the appropriate specified forms, report to the Director my
changes in class title, pay, and status of aay employee in the classified-exempt service

(8) If & appointing rethority wishes to request names of applicahts for consideration for
employment in the classified-exempt service, he or she shall make the request on appropriate forms specified by the
Director In no eventshall s classified service vacanay be filled from a cenification prepared for a classified-exempt
service vacancy -

(&) The employee affected by the allocation of a position to a class may fite with the Director 2
written request for reconsideration and shell be given a ressonable opporfunity to be beard by the Director. The
appointing authority shall be given Tike opportunity to be heard The employee shall submit fhe request for
reconsideration of o classification action in writing within ten (10) calendar days of the effective date of the
classiftcation action.

Section 5 Compensation Plan and Salary Administration

Pursuant to the provisions of the W Va Code §29-6-10(2), the fouowing salary regulations in this section
apply to classified empicyees

5.1. Purpose and Intent - To attract qualified employees and retain them in the clagsified service, the Board
shall endeavor 1o provide through the pay plan adequate compensation based on the principles of equal pay for equsl
work emong the various agencies and en comparability to pay rates established in other public and private agencies
and businesses.

52, Preparation of the Plan - After consultation with the appointing authorities and State fiscal officers and
after & public hearing, the Director and the Board shall prepare end subrmit to the Governor for his or her approval
any revision of the pay plan. The pay plan shall include salary schedules contaiding multiple pay grades with
minimum and maximum rates of pay for each grade.and a plan of implementation. The pay plan shall also include 2
market rate for each grade which shall be established by the Director to approximate the market inidpoint pay level
among southeastern state governments sefected by the Director The Board may make periodic ameadments to the
pay plan in the same manaer.

53 . Adoption of the Plan - The plan becomes effective only after ithas been approved by the Governor
The epproved pay plan constitutes the official schedule of salaries for the classified servics

5 4. Implementation of Plan

{8) Assignment of Classes - The Board shail assign each olass of positions to an appropriate pay grade
consistent with the duties outhined in the class specification No salary shall be approved by the Director of
Personns] wnless it conforms to one of the pay rates in the pay grade sssigned to the employee's class of position.

(b} Entry Salary - The entry salary for any employee shall be ai the minimum salary for the class including
any applicable Board approved pay differential. However, an individual possessing pertinent fraining or experience
above the minimum required for the class, as determined by the Director, may be appointed at a pay rate above the
minimum, tp to the market rate of the selary range, unless otherwise preseribed by the Board. For each pay
tncrement absove the minimum, the individual must have in excess of the minimum requirements at leastsix months
of pertinent experience or equivelent pertinent training. The Director may authorize appointment al a rate ebove the
market rate where the appointing authority can substantiate severe or unusual reerniting difficnities for the job class.

(c) Standard Rates of Pay - The compencation plan applies to ali classes of positions in the classified service
unless specifically excepted by statute or statutory suthority. It provides standard pay rates for full-time employees
for regularly established working heours in aill offices and departments. The salary or wage peid is determined by the
pay grade to which the class of the position has been allocated. All employees, lacinding those serving in positions
on & pari-time bagis, shall be paid in proportion to the actual time worked.

{d) A dditional Pay - Except for authorized overtime, Board approved pay differentials, or other statutorily
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requited and/or zuthorized payments, appointing authorities shall make no pay additional to the regular salary to any
pmployee The rates as provided do not include reimbursements for actual and necessary expenses incurred incident
to employment such as travel expense. Additional duties imposed or volunteered are not an exception to this mle.

{£) Availability of Funds - Before an agency makes salary adjustments and advancements in accordance
with this rule, its fisca) officer shall certify that fands for this purpose are available.

(1) Salary Adjustments

1 New Plan

a. Upon adoption of @ new pay plan the Board shall require and may gpprove or modify 3
plen of application which assures as nearly as possible that all incumbents in the clegsified serviee receive equal
treatment in terms of pay.

b. An incumbent whose satary fatle below the minimum rate of the new range shaH have
his ar her salary sdjusted to the new minimuam, .

¢. An incumbent whose salary fajls dbove the maximum rate of the new range shall
maintain his or her current salary and is ineligible for salary advancements

2. Pay on Reclassification
a. Higher minimum
1 ‘When a class is reassigned by the Boerd to a salary range having a higher
minimum, the salaries of those incwnbents befow the sew minimum shall be adjusted to the new minimum.
2. Where the salary of the incumbent coincides with a pay rate in the new range, the
salary shall remain unchanged
b. Lower Minimum
1 When a class is reassigned by the Board to a salary range having a lower
minimumm, the salaries of those incumbents which are within the new range shall remain unchanged.
2 Where the selary of the incwmbent is above thé maximum rate of the new
range, the satary shall remain unshanged and the incumbent is ineligible for salary advancemonts,
o. The Board, by formal action, may approve or modify 2 plan of application on
reciassification other than those described in subparagraphs 5 4.(f)2.2 and 5.4 ()2 b of this rale based on .
documented recrnitment and/or retention difficuities or consideration of equal treatment in terms of pay for
reclassified employees

3. Fay on Poditior Reellocation - When 2 position is reallocated 1o a different class, the salary of
the incumbent shell be adjusted in accordance with salary regulations for promotion, demotion and lateral class
change. :

4 Pay Differentials - The Board, by format action, may approve the establishment of pay
differentials to address circum stances such as class-wide recruitzent and retention problems, regionally specific
geo graphic pay disparities,, shift differsntials for specified work periods, and temporary upgrade programs. Inall
cases, pay differentials shiil address circumstances which apply to reasonably defined groups of employees (ie by
- job class, by participation in e specific program, by regional work iocation, ete.), not individual employees.

5. Separation from Employment - Salary sdjustments are not given to employees separating from
State employment whose last day of work oceurs prior to the pffective date of a new pay plan and who are continned
cn the payroll beyond that date for payment of terminal annual leave

5.5 Pay on Promoticn - When an employee is promoted, the employes’s pay shall be adfusted as follows:

(a) Minimum Increase - An employee whose salary is at the minimum rate for the pay-grade of the current
class shall receive an increase to the minimum rate ofthe pay grade for the job class to which the employee is being
promoted. An employee whose salary is within the range of the pay grade for the current clags shall receive an
increase of one pay inerement, as established by the State Personnel Board, per pay grade advanced to & maximum of
3 pay grades, or an increase to the minimum rate of the pay grade for the job class to which the employee is being
promoted, whichever is greater, In no case shall an employes receive an increase which causes the employee’s pay to
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exeeed the maximum for the pay grade to which he or she is being promoted,

(b} Exceptions :
1. If the salary of an employee being promoted is at or above the méximum rate of the pay grads
1o which the employee is being promoted, or, if his or her salary is within one pay increment, as established by the
State Personnel Board, of the maximom rate of the pay grade to which ke or she is being promoted, the employee
shaH receive an increase of one pay increment with the promotion

2. If an employee has been demoted or reailorated 10 a clasg ata lower pay grade with no
reduction in pay and is promoted or reatlocated within the next twenty-four months within the same agency, no
consideration shall be giver to the pay grade(s) reduced in the demotion or reallocation when calculating pay on
promotion as provided in subdivisions 5.5(a} and (b} of this rule

{z) Additional Increass - The appointing authority may grant additional incrementel increases, as
established by the State Personnel Board, fo an employse being promoted if the employee has suificient
gualifications in excess of the minimum required for the new class. The employee must possess at least six months
of pertinent experience or an squivalent amount of pertinent training for each additional incremental inerease
granted. In no case shall the additional incremental increase cause the employes’s pay to exceed the maximuym for the
pay prade to which he or she is being promoted.

3.6 Pay on Demotion

(8} T he appointing authority hes the diseretion to reduce or not reduce the pay rate of any employee who is
demoted if the employee’s pay 1ate is within the pay range of the job class to which the employee is demoted,

(b} The appointing authoiity shall reduee the pay rate of an employee who is demoted if the émployee’s
current pay rate is above the maximum pay rate for the job class to which the employee is demoted. The reduction
may be to any pay rate within the pay range of the job class to which the employee is demoted 25 long as the pay raie
does not exceed the maxinoum pay rate of the pay range  1fthe demotion is to a formerly held job class and the
employes's current pay rate is above the maximum pay rate for the job class, the reduction may be to any pay rate
within the pay range of the job class to'which the smployee fs demoted or to his or her last pay rate in the formerly
held job class, even if the last pay rate is sbove the maximmum pay rate for the job class

5.7. Pay on Lateral Class Change - Any employee who receives a lateral class change shall be paid the
same saiary received prior to the change except in cases where the change is to an agency or job class for which the
Board has approved, or the Legislatare has authorized, a higher pay range for the pay grade.

5.8. Pay or Reinstatement - The sslary for an employes who is reinsiated shall be at the minimum salary
for the class including any applicable Board approved pay differential However, an individual possessing pertinent
training or experience above the minimum required for the class, as determined by the Director, may be appointed at
a pay rats sbove the minimum, up to the market rate of the salary range, unlesy otherwise preseribed by the Board.
For sach pay increment above the minimum, the individual must have in excess of the minimum requirements at {east
six months of pertinent experience or eguivalent pertinent training T he Director may authorize reinstatement at a
rate above the market rate where the appointing authority can substantiate severs or unusual recruiting difficulties for
the job cless, or where the reinstated employee’s last salary as a-classified employee was above the market rate

59 Salary Advancements

{2} Basis - All saiary advancements shall be based on muerit a5 evideaced by performance evaluations and
other recorded indicators of performance.

(b} Eligibility - Salary advancements are limited to permanent employees.

{t) Amount - Salary advancements are limited to a maximum established and sublect to change by the
3tate Personnel Board, and shall not cause the new salary to exceed the maximum of the pay grade to which the
employee's class is allocated. The State Personnel Board shall esteblish the maximum for salary advancements by
policy on implementation of the pay plan [i ¢. as 0f 5/1/94, no more than 10% In any 12-month pericd] as specified
in subsection 5 2. of this rale
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(d) Exceptions - An employee with seven yesrs of total state service who has atained the maximam or
above in the range, or for whom a salary advancement would-result in his or her salary exceeding the maxitem in the
range for the class is sligible for a salary advancement. The salary advancement is Himited to the difference between
two pay increments [i ¢. as of 5/1/94, wo pay increments equal 10%) and the twtal percentage of &l} other increases
in pay in the immediately preceding twelve month period exsept geners] wage increases mandated by the Legislature,

(¢} Effective Dates - Salary advancements for permanent employess are efiective on or afier the date on
which the employess become eligible for the selary advancements.

5.10. Annual Increment Increase - The Board, by formal zotion, may establish wniform procedures which
shall ke foliowed by all State agencies and spending usits for compensating eligible employees of the State and ifs
spending units for the annual increment increase provided for in W.Va. Code §5-3-2,

Section 6. Applications and Examinations
6.1 Character of Examinations

{a) Examinations for eppointment to a position in the classified service shalibe conducted on an open
competitive basis. Examinations skall be practical in natare, shall be constructed to reves] the capacity of the
appiicant for the particular position for which he or she is competing, and shall be rated obj ectively.

(b) Examinations shall, to the extent possible, be developed on the basis of objective analysis of the job and
with the participation of appropriate job experts in the affected agencies and may inctude: written tests, performance
tests, ratings of training and experience, oral examinations, job simulations, or other assegsment procedures shown to
be related to the content of the job and/oy to be predictive of successiul job performance

fe) All examination scoring procedures shall be ohjective. Test weights shall be established to reflect the
relative importance of duties performed in the job clags  Test weighting and scoring procedures shell be applied
consistently to the examinations of all applicants

6.2. Notice of Bxaminations

(a) I he Director shall give public apnouncement of 411 open competitive examinations at least 15 days in
advance of the closing date for receipt of applications He or she shall make every yeasonable effort to ativact
qualified persons to compete in these examinations. Notices of examinations and other publicity may be restricted to
the places where additional eligibles are needed  Public arnouncement of sxeminations shall specify the title and
galary range of the class of position, the duties to be performed , the minimum qualifications required, the {inai date
on whick applications will be accepied, and all other conditions of competition.

The announcement shali also inciude any special minimum or substitute position gualification standards which will
be used in evalgating applicants, The Director sball develop all announced qualifications for exemination or the
basis of information countained in class specifications a5 well as job analysis information obtained with the
participation of appropriate fob experis in affeoted agencies

63 Filing Applications

{a) All applications shall be mede os forms preseribed by the Director end must be filed with the Division
on or prior to the closing date specified in the anncuncement or postmarked before midnight of thet date. The
appHeations shall be completed in full and may require the incluston of documents verifying pertinent education,
training, licensure, eligibility for veterans' preference points, or any other information which the Director may
considernecessary. All applications shall be signed and sworn to or affirmad by the applicant The Director may
verify any information provided on or with an application.

(b) The Director may provide for continucus receipt of applications and for holding examinations as
needed.

6 4. Disqualification of Applicants
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fa) The Director may refuse to examine an applicant, or after examination, may disqualify the applicant or
remove bis or her name from & register or certification, or refuse to certify any eligible on a register ifs

1. he or she is found o lack any of the preliminary requirements established for the examination or
by statate for the class of position;

2 e or she has a disability and is intapable of performing the essential functions of positions in
the ¢lags with or without reasoneble accommodation;

3. be or she has been convicted of an infamons crime or other crime involving moral mrpitude
which has a reasonable connection to the position/elass for which he or she is applying;

4. he or she has made s false statement of material fact or has misrepresented his or her
qualifications in his or her application;

5. he or che has previously been dismissed from any public servive for delinquency, misconduet,
or other similar cause;

&. he or she has wsed or attempted to vse political pressure or bribery to securs an advantage in the
examination or appointment; .

7. he or she has direstly or indirectly obmined information regarding exeminations te which he ot
she was not extifled;

8. he or she has failed to submit his or her application correctly or within the prescribed time
fimits;

9. he or she has taken part.in the compilation, administration, or correction of the exemination;

10. be or she has taken the same examination less than 60 days prior to the date of the curent
examination;

11. at least three Formes emplayers state that they would not re-employ him or her, or otherwise
indicate that his o1 her services ag an employes were unsatisfactory or that he or she is lackiig in charagter and
fitness for the position he or she applied for;

12. the register from which he o1 she it certified is for a class for which oral gkills are essential
and an om! examination wes not a part of the exsmination process, and at least two apencies have interviewed him of
her and repott that he or she is not considered to be suitable for & position in the class he or she was interviewad for;

13. he or she is not sligible to work in the Uinited States; )

14 he or she fails to comply with any other reasonable requirements egtablished by the Dirsctor
for the position; or

15. he or she has otherwise violated provisions of this rule.

(b In order to be admitted to «n open competitive examination, 2n applicant shall have satisfied ail publicly
announced minimum qualifications of the position for which be or she has requested an examination, except that he
or she may be admitted if he or she is qualified in all respects except for: {1} & deficiency of no more than six months
of qualifying training and, at the time of apphcation, he or she is engaged in educational pursuits that will qualify him
o1 her; or (2) 2 deficiency ofno more than one month of qualifying experience and, at the time of application, he or
she is employed in work that will qualify him or her. An applicant admitted to an examination with deficiencies in
mintmum qualifications who passes the examination, is not eligible for employment until the minimum qoalifications
have been satisfied The applicant is responsible for furnishing evidence of subsequently satisfying the minimum
qualifications.

~ {c) The Dirsctot shall notify a disqualified applicant of his or her disqualification, and shall notify an
applicant who is pot admitted to an examination because of failure to meet the preliminary requirements by letter to
his or her last-known address.  The Direotor may permanently disgualify from examination eny applicent
disqualifisd under the provisions of paragrephs 64 (2} 3, 4,5, 6,7, and 14 of this rule

(d) Any applicant whose application for examination has been rejected may tequest that the Director
reconsider his or her gualifications. The Director shall consider the request if it is submitted in writing and received
not later then fifteen (15) calendar days following the dats the rejection notice was postmarked. The Direcctor may
admit an applicant to an examination pending the outcome of the written request for reconsideration Admission to
‘an examination wrder these ciroumstances shall not constitute assurance of a passing prade with respect to any
portion of the examination process.

(¢} Within thirty (30) calendar days after a properly submitted request for reconsideration is received, the
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Director shell report his or her decision in writing to the applicant. The Drector shall determine that uniform rating
or review pracedures have been applied. A rating in zny part of an examination shall not be charged unless the
Director finds that an error has been made. Any corrsction resulting from the reconsideration shell not affect a
certification or appointment that has already been made from a register,

§.5. Contuet of Examinations

{a) Writien tests shall be econducted in as many places as are necessary for the convenience of the
applicants, as are practicable for proper administration , and when found necessary by the Director to administer
more effectively a continpons recritment program as provided for in subdivision 6.3(b) of this rule The Directoy
may designate such monitors as may bs necessary to conduct examinations under instructions prescribed by him or
her, 2nd may also arrange for the nse of public buildings ta which to conduct the examinations. The Director shall
provide for the compensation ¢f monitors and assistants in secordance with the approved budget for thar purpose.

(b) Applicants taking competitive assembled examinations shali present personal identificadion which
includes n signature or photograph prior o admission to an examination Applicants without proper identification
shall not be sdmitted to examinations

66 Scoring Examinations

{&) The Director shall determine a final scors for each applicant's examination, computed in accordance
with the weights for the several parlts established by the Director Failure in any part of an examination may
disgualify the applicant in the entire examination and may disqualify him or her from participation in subsequent
parts of the examination. All applicants for the same pasition shall be accorded uniform and equal treatment in all
phases of the examination procedures ’

(b} Any veteran (as defined in Section 3 of this Rule) who claims veteran's preference and who has made a
passing grade in an open competitive examinztion shall have five points added to his or hér final carned score An
additfonal five points shall be added to the apgmented eamed score of any veteran with a compensable
service-connected disability or who has been awarded the purpie heart. Any person claiming veteran's preference or
disability preference shall submit satisfactory proof of his or her service oy disability to the Director of Personnel
Veterans® preference points are not added to final passing scores on promoticnal examinations.

{c} The Director shall ntilize appropriate scientific techniques and procedures in rating the reguits of
examinations and in determining the final scores of competitors

6.7 Rating Training and Experience - If training and experience form a part of the tow} examination, the
Trirector shall determine a procedars for the cvaluation of the training and experience qualifications of the verious
applicants The formula used in the evaluation may include an appraisal of the recency and quality as well as
quantity of experience and the pertinency of the training

68 Oral Examinations -~ When an oral examination forms part of a total examination for a position, the
Director shall appoint one or meore oral examination boards &s needed Any person actively engaged in the work of
any political organization, o any person holding political office, shall not serve as 2 member of any of the boards.

6 9. Notice of Examination Results - Each applicant passing ail parts of the examination shall be notified
by mail by the Director of his or her final score as scon as practica] after the scoring of the examination has been
completed and the register established. An eligible, upon request and presentation of praper identification, is entitled
to information concerning his or her relative position on a register T he Director shall notify an applicant who fails
any part of the examination or the total examination '

6.10. Special Bxamination - The Director may modify examination procedures to afford reasonable
accommedation to otherwise qualified disabied applicants The modifieations may inclode changes in the existing
testing procedures or the use of specific evaluations of the appl icants' observable job skills and/or the applicants’
record of past performance, experience and training.




6 11. Correction of Brrors - 1f, within thirty days after receipt of his or her score notice, an applicant
notifies the Director of & manifest error in the scoting of an examination or other evalation ofthe applicant's
qualifications, the Director shall, after verification of the error, promptly correct that eryor. The Director shall send
Formal written natice of the correction to the applicant. These corrections of errors shall not invalidate any
certifications or appointments made prior o cotrections of the errors.

™ ™ & 12 Examination Records - he Dirsctor is responsible for the maintenance of all records pertincut to the
examination program ia accordance with official retention schedales and shall hotd the records in confidence as
specified in W Va Code §29B-1-1 st seq and §5A-8-21 end §5A-8-22

Section 7 Registers
7.1. Estsblichment of Registers -

(2} Competitive registers: After each examination, the Director shafl prepare a register of persons
with passing grades, The names of these persons shall be placed on the register in the order of thelr final ratings
starting with the highest.

(b} Preference registers: After the layoff of permanent clessified employees, the Direstor shall
prepare registers of qualified permanent classified employeés who have been faid off. The names ofthese smployees
shatl be arranged on the register in order of seniority

7.2. Duration of Registers

{a) Competitive Ragisters: The life of scores on a register shall be one year from the date of establishment,
but this period moy be reduced by the Director If the Director reduces the 1ife of a register, he or she shall notify
each eligible remaining on the register to this effect by mail to his or her last-known address.

(b) Preference Registers; A laid off permanent clagwsifisd employee is eligible for employment from 2
preference register for no Jonger than one year and the eligibility ceases immediately upon employmentina
ciassified position,

fc) Notice of Vacanefes: It is the duty of the appointing authority to notify the Director as far in advence as
possible of vacancies which may occur in the agency. The Director is reaponsibie for determining the adequacy of
existing registers and for the establishment and msintenance of appropriate registers for all positions exciusive of
axempt positions

(d) The Director shall nullify a register for any of the following reasons:

1. Changes in the minimum qualifications ox classification standards of a elass of positions;
2 Abolishment of the class for which the register was established; or
3 Substantial revision of the examination nsed to establish the register

{€) When a register is declared null and void by the Director, he or she shall notify the affected persons of
the actien in writing at their Iast known address

7.3 Removal of Names from Registers
{2) Competitive Registers: The Director may remove the name of an eligible from a register:

| forany of the cauges stipulated in subdivision 6.4(a) of this rle;

2. on evidence that the eligible cannot be located by letter to his or her last knovn address;

3. onreceipt of & statement from the eligible declining an appointment and stating that he or she
no longer desires consideration for an appointment; or, '

4 ifhe or she declines an offer of a probationary appointment for the cless for which the register
was established in 2 location for which he or she has declared himself or hewmelf available.
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(b} Preference Registers: The Drirector may remove the name of an eligible from a preference register:

1 forany of the causes stipulated in subdivision 7 3(a) of this rule;
2 upon appointment of the eligible to 2 clagsified paosition; or
3. on evidence that the eligible does not meet the applicable standards of guatifications and fitness
for a position
{c) The Director shall notify the eligible by mail to his or her last-known address thet his or her name has
bean removed Fom the register and the reasons for the removal. All notices of changes of address shall be filed in
writing by eligibles with the Director. ’

() Any person whose name has been remaved from & register ellegedly for rsasons spetified in this rule
may appeal 1o the Board for reconsideration. The appeal must be filed in writing with the Director witkin fifteen (153)
calendar days after the date on which notification to the applicant was postmarked The appeal shall stase the reasons
why the applicant shonld not be removed from the register.

(&) The Board shall review all relevant information to determine if the action appealed was taken in
accordance with this rule. Within thirty (30) caleridar days after a properly submitied appeal is received, the Director
shall repost the Board’s deciston in writing to the applicant

7 4. Reinstatement to Register

{2) A person who has had his or hex hame withdrawn from a register at his or her request may have his o1
her name reinstated on the currently effective register for the same position class provided that the original register is
a¢01l in effect and that his or her examination score is still valid. Fis or herrank on the register shdllbe determined by
his o1 her final eatned examination score.

(b) Reinstatement to a register as provided for in the previous subdivision is subject to the following

conditions:

1. The person petitioning the reinstatement shall make his or her reguest to the Director in writing
and shall furnish whatever information the Director may require

2. No person may be reinstated to a register who does not satisfy the current minimum
qualifications for the position class for which the register is maintained The Director may require that he or she pass
an appropriate examination in the case of position clagses requiring special skilis,

3. No persen may be reinstated to ategister from which he or she hes been o1 may be digqualified
under subsections 6 4, 7.3, or 8 2 of this rule.

Section 8 Certification of Eligibles

8.1. Request for Certification - If 2 vacancy occursin any position in an agency or if new positions are
establiched and new employees are needed, requisitions shall be submitted by the appointing authority to the Director
upon & preseribed form. This requisition shall state the number of positioas to be filled in each clags, identifying
each class title and all otker pertinent information

8.2 Certification Methods

{2) Upon receipt of a requisition, the Director shall first certify and submit to the appeinting authority the
names of available persons from the appropriate preference register If no appropriate preference repifter exists, the
Director shell then certify and submit to the appointing suthority the names of available persons from the eppropriate
competitive register esiablished ag a result of open competitive examination for the class of position The mimber to
be certified and submitted will be governed by this subdivision. Nothing in this subdivision shall be construed a3
altering the exhaustion point of a register as deseribed in subdivision 7.2(2) of this rule

"1 The Director shall first certify and submit the names of all available eligibles from the
appropriate prefergnce register Tf there are no available quelified eligibles on the appropriate preference register,
then the Dirsutor shall certify the top ten names or the names of any persons scoring at or above the ninetieth
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peraentile o the open competitive examination. 1he Director may certify additional names at his or her discretion.

2. If the competitive register established 2s a result of & Division of Personpel cxamination for a
specific class of position is exhausted, the Director may certify names from the register, or registers, most
appropriate. If there is no register which the Director considers appropriate, then the Director may certify and submit
names from 4 register eseablished as desoribed in subsection 7.1 of this rule.

3 Appeintments may be madefrom 2 certification anytime within six months of the date of the
cerification Six months after the date of the cettifieation, the certification shall be nult and void

{b) If an eligible receives a probationary or permanent appointment, the appointment constitutes for its
duration, & waiver of bis or her right to certification from any other register on which hig or her name appears fora
clags of position, the salary of which is cither equal to or fower than that salary covered by his or her appointment,
uniess at the time of the sppointment ke or she requests in writing that his or her name be retained for centification
from the register or registers. Ifa laid-off permanest ciassified state employee receives a probationary or permanent
appointment o 2 classified position, that employes is no longer cligible for appointment from any preference register.

{¢) The name of each employee whose name appears on a register for a class of position with » higher salary
range than the salary range of his or her present class of position shall be certified and submitted by the Director and
given consideration by the agency for the higher clags of position if his or her name is reached

{} If in the exercise of his or her choice provided under subsection 9.2 the appointing authority passes over
the name of an eligible on & competitive register in connection with three separate appointments he or she has made
from the regisier, written request may be mede of the Director that the name of the eligible be omitted from any
subsequent certification of the same appeinting authority from the same competitive register  The name of the ‘
eligibie shalt thereafter not be certified to the appointing anthority from that register for future vacancics in that clasg
of position, or from subsequent registers established for that class of position. However, upon change of the person
eceupying the position of appointing authority, the Director shall reinstate the name of that person for certifying
purposes and shail inform the agency of the réinstatement I, subsequently, the eligible is interviewed by the agency
and rejected once for the same position, his or her name shall ot again be certified for that position to that agency
duging the tenure of the then inewmb ent appointing authority '

(e} An eligible may be considered not available by the Director if ke or she fails to reply to a wyltten inquiry
after five days of to telecommunication withia 48 hows in addition to the time required for the transmission of the
inquiry to his or her fast-known address and the reply to the inquiry.

23, Selective Certification - Any certification may Himit consideration to orly those individuals who
possess specific qualifications determined to be essential for performance of the duties of a specific position
Selective certification must be approved by the Director.

{a) If a specific position requires special qualifications that are not commeon to 2l positions in that elass, the
appointing authority may request that certification be limited to candidetes possessing those qualifications Eligibles
shall have adequate opportunity for special qualification consideration. The specific criteria for the restrietion of
cerfification shall be based on the duties of Sie position as verified by job analysis or by an official position
deseription and wriiten justification.

{4) The Direetor of Personnel may approve a request for selective certification by gender if the appointing
authority provides written justification which cleerly shows that only persons of the required gender can perform the
duties of the position and the Director has confarred with the Human Rights Commission

{¢% The Director of Personnel may Hmit cerfification to candidetes availeble to work &t the location of the
job. The Director of Personnel may further lmit certification googtephically when the duties of the position require
rapid response to unscheduled emergencies during off duty hours The appointing authority shall provide writtan
justification of any request for geographic selective certification based on essential duties of the positieon  The
Director shail catablish the boundaries of the acceptable geographic areas based on the specific location and demands
of the job. The appointing autho rity shall consider candidates tiving outside the boundary if they are willing to
relocate to the area.
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(&) Except for preference certifications, fhe Director may determine, for certain unskilied or semiskiiled job
classes for which no previous edueation, trainiag, or experience is required, that eligibles may be selected for
certification by lot. In those cases, all eligibles shail bave equal opportunity for certification. No rank order shail be
establishied for the register  Selection for certification by fot will be determined as vacancy requests are seceived
Ounce the certification has been made for  particular vacancy, & new cettification shall not be issued for the same
class and location for sixty days. The employing agency shall offtr opportunities for interviews to cendidates in the
order in which they appear on the certification. Itis the responsibility of the employing agency to insure, to the
extent practicable, that appointments from the sertifioations are made based on job-related merit and fitness

8.4 Corrections of Errors

(a) Inthe event that a name is certified fn ¢rror and the error is discovered before one of the named
applicants is notified that he or she is appointed, the Direstor shal] withdraw the erroneous certification and make 2
corrent certification. Ifa certification is to fill more than one pasition, the Director shalt withdraw only that pordon
of it pertaining to positions for which applicants have not been notified that they are sppointed |

(b) Intheevent a name is centified in error and fhe ertor is discovered after one of the named applicants is
_notified that e or she is appointed but prior to the effective date of the appointment, the Director shall withdraw the
certification and appointment as in subdivision (a) of thig subsection untess:

1 Acceptance of the appointment caused the named applicant to change his or her piace of
residence; or,

2. Acceptance of the appointment caused the named applicant to resign from a position that cannot
be regained.

{c} In the event a name is certified in error and the evror is discovered after the effective date of the
appointment of one of the named applicants, the appointment shall continue

Section & Appointments
9.1. Appointees in Positions Added to the Classified Bervice

(A} When additional state agencies or parts of state agencies are added to the classified service by execative
order of e Goversor with the consent of the Board and the appointing authority concerned, and when additional
county oz municipal agencies are added to the classified service by agreement between the local government and the
Director with the approval of the Board, 2 date for the addision shall be fixed by agreement

by All appointments made on and after that date to the positions added to the classified service shall be
made in accordance with this rule.

{c) The Director shall adminigtes qualifying examinations to any person employed in a position added 1o
the classified service who has been employed in that position continuonsly for six months immediately prior to the
addition. If recornmended by the appointing authority, the Director may admit the employee to a qualifying
examination regardiese of the minimum qualifications for the class te which his or her position is allocated The
appointing suthority shall eppoins each person passing the qualifying examination for probationary or permanent
employment. Ihe gualifying examinations shall be held within six months after the date of addition of the position
to the olassified service The examinations shall include appropriate written and performance tests where these tests
are included in open competitive examinations for the class The eppolntng suthority shall, within thirty days afiér
the examination, separate from employment any employee who fails to pass the gualifying examination unless there
are no available eligibles on the register for the class, o which case his or her employment may bs continved bat he
or she must be separated from employment within thirty days after certification of available eligibles.

{d) The appainting authority shall, within thirty days of the date of affitiadon, separate from employment
any person employed in a position added to the ¢lassified service for less than six months preceding that date of
affiliation enless there are no available eligibles on the register for the class 1f there are no available eligibles, his oy
her employment may be continued but he or she must be separated from employment within thirty days after




certification of available eligibles, He or she may be given a probationary appointment if he or she has passed an
open compstitive examination for the class and is eligible for appointment within the provisions of subssction 9.2 of
this rule.

{2) In making the eppointments provided for in subdivisions 9.1{c) and {d) of this rule the appointing
anthority may count empioyment in the agenty immediately prior to the appointments as part or all of the
probationary peried required under Section 10 of this tule. The appointing authority shall promptly report to the
Drirector his or her decision for the records.

9 2. Original Appointments

{2) Appointing avthorities shall make all originat appnintmlenfs to classified positions in actordance with
this rule. An appointing authority shall select for cach posifion first from the eligibles on an appropriate preference
register in accordarce with subdivision 12.4 (i) of this role. Upon exhaustion of the preference register, the
appointing authority shall select for each position from the top ten names on the register, incinding any persons
scoring the same as the tenth name, or any persons seoring at of above the ninetieth percentile on the open
competitive examination, as provided by subsection 8.2 of this rule. The appointing authority may exclude the
names of those cligibles who faited to enswer or who deelined appointment or of those etigibles to whom the -
appointing aathosity offers an objection in writing besed on subsection 6.4 of this rule and the objection is sustained
by the Director.

{b) In selecting persons from arong these certified, the appointing suthority may exsmine their applications
and reports of investigations and may interview them. Final selection shall bs reported in writing by the appointing
authority to the Director,

(e If the cligible selected declines the appointment, the appointing authority shalf transmit evidence of
declination and other data to the Director for the permanent record. The Director may consider an eligible as having
declined appointment if the eligible fails to reply after five days in addition to the timg ellowad for transmission of -
the letter and retarn of reply, or 48 hours, if notified by telegram. Ifan eligible accepts an appointment but fails o
present himself or herself for duty ai the time and place 5p ecified withont giving reasons for the delay satisfactory to
the appolnting anthority znd the Director, he or she shall be constdered to have declined the appeintment

9 3. Provisional Appointments

© (a) ¥ there are urgent reasons for filling a position and there i no sppropriate preference rogister and there
are fewer than fhree availabis eligibles on the competitive register established as a result of an examination for the
posttion, and no other appropriate register exists, the appointing authority may submit to the Division of Personnel
the name of  person to fil} the position pending examination end establishment of & register. If that person’s
qualifications have beet certified by the Director as meeting the minimum gualifications s to trafring and
experience for the position, that person may be provistonally appointed to fill the existing vacancy until an
appropriate register is established and appointment made from the register 1he position must be classified and
minimum qualiﬁcatibﬁs established for the position in ascordance with this wle before provisional eppointments may
be made No provisionai appointment shall be continred for more than thirty days after an appropriate register has
been ostablished for the class of position and in no event for more than 6 months from the date of appointment, ner
shatt suceessive provisional appointments of the same person be permitted, nor shall 2 position be filled by repeated
provisional appointments.

{b) T ime spent on 2 leave of absence without pay shall not extend the period of a provisional appointment.
94 Intermittent Appoininrents

(s) The Director shall prepare lists of names of persons who have sucoessfully passed an examination for
intermittent positions The {ists shalt consist of the names of the successhul eandidates amanged in the order of final
scores on the examiaetion Appointing authorities shall make their selection for sach position from the ten highest
available names on the listor from the names of any persons scoring at or above the ninetieth percentile Onee a
person hasyeceived an intermittent appointment in accordence with this subdivision he or she may be given
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successive intermittent appointments without regard to standing on the [ist.

{b) In 2o case shall intermittent employment of an individusl continne for more than 945 hours worked
and/or hours of paid sick and/or appual leave in any twelve-month period beginning with the date of the original
intermittent appeintment, nor shall an intermittent appointment be preceded or followed by a tetnporary appointment
or any other limited term employment within the twelve-month period.

9.5 Temporary Appointmenis

{a) Ifan employee is needed for 2 temporary periad, the Director shall make a centification of the names of
thoge eligibles who have indicated a willingness to accept temporary employment in the order of their places on an
appropriate competitive register. The Director shall make the certification in the manner prescribed in Section 8 of
this rule. Appointing antharities shall make temporary appointments in the same manner as presctibed in this rule for
probationary appoiniments

{b) The duration of & temporary appointment shall be limited to the period of the need and in no event shell
a temporaty appointment continue for more than & consecntive months in any twelve-month period. The aCGEplance
or refusal of a temporary appointment shall not affect an eligible's standing on a register or his or her ehigibility for a
probationary appoiniment Successive temporary appointments to the same position shall not be made nor shall an
employee receive continned temporary appointments in the same agenty, nor shall a temporary appeintment be
preceded or followed by an intermittent sppointment or 2ny other Hmited term employment within the twelve-month

period.

9 6. Limited Term Employment - Appointing authorities may employ individuels for a Jimited period of
time in accordance with the provisions of this Rule and W .Va Code §2¢.6-1 et seq Limited term employment
includes, but is not limited te, 30-day emergency, 90-day exempt, tempotary, intermittent, and student appointments
and seasonal employment with a state forest, paik or recreational area

9.7. Posting of Job Openings - Whenever a job opening eccurs in the classifiéd service, the appointing
autharity shall post a notice within the building, facility or work ares and throughout the agency that candidates will
be considered to fill the job opening The notice shall be posted for at least ten (10} working days before making an
appointment to fill the job opening. The notica chall state that a job opening has oceurred, deseribe the duties to be
perfoimed, and the class to be used to fill the job opening.

(&} The term job opening refers to any vacancy to be filled by original appointment, promotion, demotion,
lgteral class change, reinstatement, of transfer exeept any vacancy filled as a resuit afan employee exercising his or
her bumping rights as provided in subdivision 12.4 (g} of this rute.

(b) The pesting notice shall include 2 description of the dutles to be performed by the pereon selected, the
minimum qualifications for the positon, the job ciass to be used in filling the job opening, the salary level o1 range
that will be considersd, the full -time egqaivalent for the position, and the job focation

(c) An established closing date, if any, for the receipt of applications shall allow sufficient lime to ensure
that the job vacancy circulation has been posted throughout the agency for ten (10) working days. The naming of an
individual to fitl the position is the appointment and is not altered by the fact that the individual will not assume the
duties until s later date. Therefore, the agency shali not make an sppointment fo & pesition prior 1o the deadiine for
receipt of applications as listed on the posting.

(d} The appointing anthority shall give due consideration of those employees who apply and are eligible for
the posted vacaney.

(&) If a posted vacancy is not filled within six months of the established closing date, the appointing
authority must re-post the vacancy prior to an appointmeat to the vacant position.

(f) Any employes in the classified servies who betisves that the posting time and notice requirements of this
subdivision have been vichted or who is denied consideration forthe job opening has the right to initiate 2 grievance
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a5 provided for in W Va Code §29-6A-1 et 58q

{g) The vacancy posting requirements fn this subdivision shall apply w0 ali clagsified position vacancies
except demotions with prejudice apd/or ransfers for canse:

Section 10. Probationary Period
16.1 Nature, Purpose, and Duration

(2) T he probationary period is & trial work period designed to allow the appointing authority an opportunity
te evahuate the ability of the employee to effectively perform the work of his or ber position and to adjust himself or
herself 1o the organization and progrzm of the agency It is an integral part of the examination process and the
appointing authority shell use the probetionary period for the most effective adjustment of & new employse and the
elimination of those employees who do ndt meet the requiréd standards of work.

(b} Appointing authorities shall make all original appointments to permanent positions from officially
promulgated registers for a probationary period of not more than one year. The Board shall fix the length of the
probationary period for each class of position  The appointing suthority shall notify the Director of Personnel when o
probaticnary period has been completed and permanent status has been granted, This subdivision shall notbe
construed to prohibit applization of time served in a provisional status to completion of a probationary period. The
period of provisional appointment may apply toward completion of the probationary period only for that past served
continnously, in the same class, and immediately prior to an original appointment However, itis the respensibility
of the appointing sutherity to state in writing at the time permanent status is being granted that te time served in a
provisional status hus been applied toward completion of a probationary period

(¢} Time spent by probationary employees on a leave of absence without pay extends the probationary
period

19.2 Conditions Preliminary to Permanent Appointment

{a) Four weeks priot to the end of the probationary period, the appointing authority shall obtain from the
probationary employee's supeivisor 2 statement in writing recommending that the employee be continued or not be
contimued in service This statement shall include an appraisal of the employee's services and shounld include 2
service rating in conformity with the system of performance evaluation prescribed by the Director. 1fthe appointing
authority determines that the services of the employee shall be retained, the eppointing authority shalt notify the
smployee and the Director of Personnel of the action no later than the last day of the probationary period

{b) Ir: the event the appointing authority takes no action on the status of a probationary employee before the
expiration of the probationary period, either to retain or terminate, the employee shall be considered as having
attained permanent status Permanent status begins the first day following the expiration of the probationary peried,

10.3. Demotions during Probation - The serving of a probationary period shall not, of itself, preventan
employee from being demoted to a pesition in a lower class, provided he or she meets the minimurs quelifications of
the lower class However, the appointing authority may not take this action until the employee has been presented
with the reasons in writing and has been given a reasonable time to reply in writing, or to appear personally and reply
to the appointing authority or his or ber designee. The appointing authority shall not take this action until the
employee has sompleted one-third of the probationary periad. The probationary period for the class of position to
which the employee is demoted begins with the date of demotion

104 Transfers during Probation ~ An appointing suthority shall not transfer an employee during his or her
probationary peried to a position in another class An appointing euthority shatl not transfer an employes, certified to
a vacancy on a geographic selective certification in accordance with the provisions of subgection 8.3 ofthis rule,
from that geographic ares fo any other geo graphic area or class.

10.5. Dismissal during Probation
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{2) If at any time during the probatienary period, the appeinting authority determines that the services of the
amployee are unsatisfactory, the eppointing authority reay digmiss the employee i accordance with subsection 12.2.
of thistule Ifthe appointing authority gives the fifieen calendar days notice on or before the last day of the
probationary period, but less than fifteen calendar days in advance of that date, the probationary period shall be
extended fificen days from the date of the potice and the employes shall not attain permanent stasus. Ihis extension
shall not apply to employees serviag a twelve month probationary period

{b) The Director may restore the nams of 2 dismissed probationary appointee who has been dismissed to the
register from which he or she was certified, in accordance with the procedure deseribed in subsection 12 7 of this
rule, but the Directar shall not in the fature certify the name of that person to the same appointing suthority from the
same register

Section 11, Promotions, Demotions and Iransfers
11 1. Method of Making Promotions

{2} in filling vacancies, appointing authorities shall make 2n effort to achisve = balance between promotior
from within the service and the introduction into the sarvice of qualified new employees Whenever practical and in
the best interest of the servive, an appeinting authority may fill a vacancy by promotion, after consideration of the
sligible permanent employees in the agency or in the classified service based on demonstrated capacity and quality
and length of service.

¢b) The Director must certify that a candidate for promotion possesses the qualificativns for the position as
. get forth in the specifications for the class of position for which he er she is a candidate, and the appointing authority
may require the candidate to qualify for the new position by a promotional competitive or non-compsetitive
examination administered by the Direetor.

e

11.2.  Promotion by Competitive Examination

(2) 1f it is determined by the appointing suthority to fill vacancies in a particuizr class of position by
promotion by competitive examination, the examination shall be given under the direction of the Director To be
eligible for promotion, an employse must, at the time the promotion is effective, have permanent status and must
mest the minimum qualifications a3 to training and experience for the class of position A promotienal competitive
examination shall cousist of any combination of the following: written tests, ratings on training and experience,
evaluation of recorded service ratings and senjority, performance tests and oral exeminations  The co mbinatiod in
each case and the procedure for the determination of the passing grade shall bs announced by the Director in advance
of the examination, and shall take into consideration approved practices '

¢{b) The Director shali place the names of a1l employess who receive a passing prade on a promotional
register for the class of position in order of their examination ratings.

{c) If a promotional and an eriginal register exist, the Director shall certify the same number of names from
gach register in accordance with Section 8 of this rule The appointing authority may make his or her selection from
the names submitted from either register, giving such preference to present employees as the good of the service will
permit.

113 Promotion by Noncompetitive Examination - 1£ it is determined by the appointing authority to fill a
vacancy by a non-competitive promoticnal examination, an employes proposed for promotion shall be examined by
the Director in accovdance with subsection 11 2 ofthis rule, and if found to qualify for the class wili be certified

{1.4. Demotions - There are two types of demation, demotion with prejudice and demotion without
prejudice. A demotion with prejudice is a reduction in pay andfor a chanpe in job class to a jower job class due to the
tnability of an employee io perform the duties of 2 position oz for improper conduct A demotion witheut prejudice is
2 change in job class of an employee to a lower job class, 2 transfer of an employes to a lower job class, ora
reduction in the employes’s pay due to business necescity. An appointing authority mey demote a permanent
employee after presenting the smployee with the reasons for the demotion stated in writing, and allowing the
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employee a reasonable time to-reply in writing, or upos request to appear personally and reply to the appointing
antherity oz his or her designee. The appeinting authority shall file the sitement of reasons for the demotion and the
reply with the Director of Persomnel  An appointing authority may demote & probationary employee as provided for
in subsection 10 .4 of this rule.

11.5. Lateral Ciass Change - An appointing suthority may move a permanent employes from 2 position in
one ciass to & vacant position in another class in the same pay grade if the employee is found by the Director to
qualify for the vacant position

11.6 Treasfers

(2) Except as etherwise provided in subsection 104 of this rule, sppointing authoritias may transfer a
permanent employee from a position in one organizational subdivision of an agency to a position in another
organizational subdivision of the same or another agency at any time. In the case of inter~agency transfers, an
appointing euthority shall tranafer all hours of sccumulated annual and sick leave and all service credit with the
employee, An appointing authority shall not treat an inter-agency mansfer a3 a resignation and shall notrequirs an
employse transferring inter-agency to submit a resignation letter except when the employee is resigning from a
classified position to accept employment in a classified-sxempt position.

(v} Appointing authorities shall report all inter and intra-agency transfers within & class to the Director on
appropriate forms at the time of the transfer. The Director shall approve transfers to comparzble ciasses prior to the
transfers and shall require that the employes meet the minimum guelifications of the new clasg

Section 12. Separations, Suspension, and Reinstatement

12 1. Resignations - An employee who resigns shall present the reasors for the resignation in writing to the
appointing authority. The eppointing authority shall forward a copy of the resignation to the Director of Personnel
who shall record the resignation. 1f2 written resignation cannet be obtained, the appointing anthorily shall notify the
Director of Personnel in writing of the resignation of the employee and the circumstances of the resignation The
appointing authority shall not treat an intra-agency nor an inter-agency transfer as a resignation except when the
employes is resigning from & classified position to accept employment in a classified-exempt position ‘

12 2, Dismissals

{a) An appoiating authority may dismist any employee for cauge Priorto the effective date of
the dismissal, the eppointing authority or his or her designee shall: meet with the employee in 3 predetermination
conference ahd advise the employee of the contemplated dismissal; give the employee otal notice confirmed in
writing, or written notice of the specific reagon or reasens for the dismissal; and, give the employee & minimum of
fifteen calendar days advance notice of the dismissal to allow the employee a reasonable time to reply to the
dismissal in writing, or upon request to appear petsonally and reply to the appointing authotity or his or her degignee
The appointing authority ghall file the reasons for dismissal and the reply, if any, with the Director of Personmel. A
predetermination conference and fifteen days notice are not required when the public interests are best served by
withholding the notice or when the ceuse of dismissal is gross misconduct. An appointing suthority mey dismiss an
employee after oral notice stating specifio reasons, confirmed in writiag, when the dismissed employee's aotion(s)
constitute a threat to the safety or welfars of persons or property.,

(b) An appointing authority may require thet ex employee dismissed for pause immediately vacate
the workplace, or an smployee dismissed for cause may elect fo do so. If the appointing suthority requires a
dismissed eraployes to immediately vacate the workplace in liew of working during the notice period, or if an
employee whe receives notice of dismissal for cause elects to immediately vacate the workplace, the employes is
entitled to receive severance pay atiributable to the time he or she otherwise would have waorked, up to 2 maximum of
fifteen calendar days after vacaﬁng the workplace. Receiptof severance pay does not affect any other right to which
the employee is entitled with respect to the dismissal ’

{c) An appoitting euthority may dismiss an employee for job abandonment who is absent from
work for more than three consecutive workdays without notice to the appointing suthority of the reason for the
abseace as required by esteblished agency policy. The dismissal is effective fifteen calendar days after the
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appointing authority notifies the empleyee of the dismissal Under circumstances in which the term job abandonment
becomes synorymons with the term resignation, an employee dismissed for job abandonment is not eligible for
SgVerance pay.

12.3. Suspension - An appointing authority may suspend any empioyes without pay for cause or to condnst
an investigation regarding an employee's condust which has a reasonable connection to the employee’s performance
of his or her job. The suspension shall be for a specific period of time, exeapt where an employee is the subject of an
indictment or other eriminal proceeding . Accrued ieave shell not be paid to employees during any period of
suspension Prior to the effective dete of the suspension, the appointing authority or his or her designes shall: meet
with the employse in 2 predetermination conference and advise the empioyee of the contemplated suspension; give
the employse ora) notice confirmed in writing, or written notice of the specific reagon or reasons for the suspension;
and, give the employee a minimum of three working days advence notice of the suspension to aflow the employee
being suspended a reasonable time to raply in writing, or updn request to appear personaily and reply to the
appointing authority or his or ber designes. A predetermination conference and three working days advance notice
are not reguired for employees in certain cases when the public interests ars bast served by withholding the notice
The appointing authority shall file the statement of reasons for the suspension and the reply, if auy, with the Director
of Personnetl,

12 4, Layeoff

{2) When it becomes necessary by reason of shortage of work o1 fonds, abolition of position, material
changes in duties or orgagization, or to permit reinstatement of employees released from periods of mifitary service
in the armed forees of the United States or 1o implement the provisions of this subdivision, the appointing authority
may initiate a layoff in sccordence with the provisions of this rute

(b} Organizational Unit. The appointing authority shall submit 1o the State Personnel Board for approval 2
description of the unit or units to which a layoff will apply The organizational unit may be an entire agency,
division, bureau, ar other organizational wnit,

{c} Prior to the separation or demotion without préjudica of any employee by layoff, the appointing
authority shall file with the Director a proposed pian which shall include:

1. astatement of the circumstances requiring the layoff;
2. the approved organizational unit(s) in which the proposed layoff will take place; and,
3 = list of the employees in each class affscted by the layoff in order of retention,

{d} Tt is the duty of the Director to verify the details on which the lists are based and to notify the appointing
authority in writing of the plan's approval

(e) The plan followed by the appointing autherity shalt be available, upon request in writing, fo any
sraployee or adversely affected former employees.

{f) Order of Seperation ARer the appointing authority bas determined the number of positfensto be
sbolished and the Board has approved the organizational unit to which the layoff will apply, the order of separation
shall be applied in the following manner:

1. employees without permanent status in the same class or clagses identified for lzyoff in the
following order: emergency, ainety -day exempt, student, seasonal, contract, intermittent, temporary, exempt part-
time professional, provisional, and probationary.

2. permanent employees by job class on the basis of tepure a8 a permanent employes of a state
agency or in the classified serviee regardless of job class or fitle No tenute credit accrues for periods during which
terminal annual Teave is paid ner for periods during which as employes is not paid 2 wage or salary except for
military teave, educational leave, or periods during which the employes is paid temporary totel disability benefits
under the provisions of WV Code §23-4-1for a personai injury received in the sourse of and resuiting from zovered
empleyment as 2 permanent employee ofa state agency or in the classified service, or ynless otherwise provided by
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State or Federal statute. In the event of a tie in the order of separation, the appointing authority or his or ber
representative and those employses who are tied shall agree on a meand of breaking the tie by eithera coin toss or lot
drawing and shall notify the Dircetor in writing of the agreement and the resulis,

(2) Bumping Rights A permanent employee who is to be laid off may request a atera! class change or an
demgtion, withont prejudice to s job class in a lower pay grads in the occupational group in the seme unit-approved
by the Board for reduction in force vnless the results would be to eause the layoff of another permanent employee
who possesses greater senioity than the employee who is exercising the vequest for lateral class change or demotion
without prejudice. The employee requesting the lateral class change or demotion without prejudice must be available
for the work schedule and &t the work location of the job to which he or she hes requested the changs or demotion A
permanent employee who is laid off under these provisions s a result of another employee having a greater seniority
requesting  lateral class change or demotion with prejudice has the same bumping rights as provided for in this
procedure. The Director shall develep the eccupitional groups in the classified service based on shmilarity of wotk
and required knowledges, skills and abilities.

{h) Salary Reductions for Layoff. Selary reductions resulting from p ovislens of this sibdivision shali
follow subsection 5.6 of this rule for pay on demotion.

( 1) Recall, Recall of 2 permanent employee shall be to the agency as s whole and in reverss order of the
layoif to the class from which the employee was laid off or any lower class in the class series ot to any class
previonsty held in the occupational group A permanent empioyee shall romatn on the recatl list for the tength of his
or het tenure on the date of the layoff or for & period of two years, whickever is fess. The agency shall first consider
for reemployment those former permanent employees whose names appeer on the recal] list for the class in which 2
vacancy has occurred and no original appointment of a new employee or reinstatement of a former permanent
employes shall be made to the class until all former permanent erployees on the recall list have been given first
chance of refusal of the vacaney. A permanent employee shell be recalled to jobs within the county wherein his or
her last place of employment i3 located or within 4 contiguous county The agency shall notify any iaid off
permenent employes who is eligible for recall to a position under these provisions by certified mail of the vacancy It
is the responsibility pf the employee to notify the ageney of any change in mailing address.

(j) Preference Hiring When filling vacancies at agencies, appointing authorities shall, for 3 period of
twelve months after the layoff of a permanent classified employes in another agency, give preference to those laid-off
quslified permanent classified employees based on seniority and fitness over ali but existing employess of the agency
or its facilities. This preference shell not supersede the recali rights of employees who have been faid off in the
agency Preference hiring shall be accomplished by origina] appointment .

(k) Reporting. The appointing authority shall report the names of all employees who are to be faid off to the
Director in writing no later than the date notification of the layoff is mailed to the smployee.

(1) Appeals Employees shall file appeals from layofis in accordance with W Va, Code §29-0A-1 et seq.

12.5. Like Penalties for Like Offenses - In dismissals for cause and other disciplinary actions, appointing
authoritics shall impose like penalties for like offenses.

124 Reinstatement

{a) A former employes who had attained permanent status under the Division of Personnel who has resigaed
ot who hias been laid off is eligibie for reinstatement, provided that he or she has been certified by the Dirsctor as
meeting the corrent minimum qualifications as to training and experience of the ofass of position to which he or she is
being appointed. Prior to making the certification, the Director may require the employee to pass a qualifying
examination The Director may refuse W reinstate a former employes for eny of the causes stipulated in subdivision
6.4.(a}) of this mle

(b} Appointing authorities shall reinstate provisional, probationary, or permanent employees who leave the
classified service to enter the armed forces of the United States in time of war or national emergency or nnder
compulsory provisions of taw of the United States in time of peace to their former positious or 1o positions of like




40

clags, sepiority and pay within 30 days following apphication provided that within 50 days after release from active
military service the employees indicate in writing or in person 1o the agency their readiness and ability to return to
classified employment. Veterans hospitatized immediately on release from the armed services dus to
service-connected disabilities must apply for reinstatement within 90 days of their release from hospitatization

(c} Any veteran who Had Been in the armed services of the United States and who has been granted militsry
leave from one of the agencies and who retures to the agency shall be granted ali within-grade salary adjustments and
may be granted salary advancements he or she would have received had he or she remained i active status in the
classified service He or she shall be credited with zl} annual and sick leave accumulated and unused zt the time the
mititary leave began. The appointing authority shall uniformly apply the provisions in this subdivision to all veterans
within an agency having had military leave and who return to the agency

Septionld  Reconsideration - Any applicant or employee may request that the Director reconsider a decision which
directly affocts the applicant or empioyee, Unless otherwise specified in this rule, the request must be submitted in
writing withia fifteen days of the spplicant’s or employee's notification of the decision. Within thirty days of receipt
of the applicant’s or employee’s request for reconsideration, the Director shall rotify the epplicant or employes of his
or her dectsion.

Section 14. Attendance and Leave I[n compliance with West Virginia Code §21-5C-1 etseq., §2-2-1 etseq, §15-5-
152, and §28-6-10 the foliowing provisions apply fo classified employees

141 Official Holidays

{a) Employees shallbe reieased from work with pay in observance of the following official holidays © New
Year's Day, the first day of January; Martin Luther King's Birthday, the third Monday of Jamuary; Lincoln's Birthday,
the twelfthi day of February; Washington's Birthday, the third Monday of February; Memorial Day, the last Monday
in May; West Virginia Day, the twentieth day of June; Iudependence Day, the fourth day of Juty; Labor Day, the first
Monday of September; Columbus Day, the second Monday of October; Veterans' Day, the eleventh day of
November; Thanksgiving Day, the fourth Thursday of November; Christmes Day, the twenty-fifth day of December,;
any day on which an slection (Primary, General, or Special) is held thronghout the Stats, and, such
other days as the President, Governor ot other duly constitated authoriry proclaim to be official holidays or deys of
special bservance or thanksgiving, or days for the geperal cessation of business

(b) When a holiday falls on a Sunday, the following Monday shat] be observed as the official holiday
When 2 holiday falis on a Saturday, the previous Friday shall be observed as the official holiday. When Christmas or
Mew Year's Dey oceurs op Tuesday, Wednesday, hursday, or Friday, the last half of the seheduled workday
immediately preceding the holiday will be given as time off not to exceed four hours. ‘When an agency must modify
holiday observances to zecommodate around-the~tlock shifts or other special needs, the agency shall notify
employees in advance of the modification and shall schedule alternate holiday observances on days as close as
possible fo the holidays The total amount.of paid time off for holidays shall not exceed eight hours per full day
holiday.

(¢) Part-time employces are entitled to receive iime off with pay for holidays, regardiess of whether the
holidays fall within the empioyees’ regular work schedules, in proportion to the amount of fime worked as compared
to the employer's standard workweek for a full-time employee

~ {d) Anemployee must either work or be on approved pald jeave for either the fuli scheduled workday
before or the full scheduled workday after the holiday and cither work or be on approved paid leave for any fraction
of the scheduled warkday before or the schednled workday after the holiday to receive pay for the holiday. No
employee is entitied to payment for any holiday fhat aceurs prior to the firet day of work or afrer the date of
separation (sub-section 3 25)

(’e)f‘——.kgeneies—sheliumake-—reasonab!c,acwmmo,datiﬂn,‘,t,uhan employee’s religious holidays as required by law
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14.2. Agency Work Schedules - Each appointing authority shall egtablish the work schedule for the
employees of his or her ageney. The work schedule shall specify the number of hours of actual attendance on duty
for full-time employees during a workweek, the day and time that the workweek begins and ends, and the time that
each work shift beging and ends The werk schedules and chenges mast be sabmitted to the Director within fifieen
{15) calendar days after employees eommence work ander the scheduls.

14.3. Annual Leave

{a) Amount, Accrual - Except &8 stherwice poted in this rule, each cmployee &5 eligibls to accrue annual
leave with pay and benefits. The table below iists the rates of accrua) acoording to the empioyee"s length of service
category and the number of hours of annual leave that may be carried forward from one ealendar year 10 znother
Annual save is accrued at the epd of cach pay pericd or on the last workday for separating employees 1t may he
prorated for employees granted & medical leave of absence or satisfying the eonditions for epproval of a medical
icave of absence in accordance with sibdivision 14 8(c) 6f this rule. Prorated leave is computed in proportion to
norma} hours worked snd/or hours of paid sick and/or annusl leave during the pay period based o the proper length
of service category Annual leave cannot be acomed for hours not paid nor for hottrs worked beyond the normal
workweek which shall not exceed 40 hours

Length of Service Category Acerual Rate: Hours Equal To Cerry-forward Rate: Hours Bqual 1o
Less than 5 years of qualifying 1.25 days/month 30 days

service

5 years but less than 10 years of 1 50 days/month 30 days

qualifying service '

10 years but less than 15 yeats of 1 75 daysimonth 35 days

qualifying service

15 years or more of qualifying 2 00 days/month 40 days

service

(b} Service to Qualify - Qualifying service for length of service catogory is based on State employment of
employment in the classified service Mo service credit aceres for periods during which an employee is notpaid g
wags or salary unless otherwise provided by State or Federa) statnte,

{c) Requesting, Granting - Acorued annugl ieave shall be granted at those times that will not materially
affect the agency's efficient operation or when requested under the provisions of W Va. Code §21.5D-] et seq., the
Parental Leave Act and 29 U.8.C §2601-26534, 1 he Femily and Medical Leave Act of 1993 The employee shall
request ganuel leave in advance of taking the leave except ss notéd eleewhere in this subdivision. Annual leave may
not be granted in advance of the employee's socrual of the leave, Apencies are encouraged 10 grant annual feave
when hazardous conditions make going to and from work difficult,

(d) Coverage

1 30-day emergency, per diem, student, geasonal, of 90-day exempt employees shall not acernge
annuai leave

2. Annual leave acerued by provisional, intermittent, irregular part-time and temporary (appointed
from the repister) employees shall be computed in proportion to normal hours worked and/or hours of paid sick
andlor annual leave during the pay period not to exceed the full-time work schedule of the erzployer, These
employees must take their acerued annual leave prior to the expiration of the period of appointment, inless
immediately followed by an appointment from the register, or the leave is forfeited

3 Annusl leave acerued by part-time employees shel be computed in proportion 10 normal hours

worked and/or hours of paid s:ckfﬁﬁ&fﬁr"a‘nnuaiflcavefd'nrin-gf‘th_e—payper—ied»hased‘onLﬁm,pmp,sr,]mg;h of gervice
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cRtegory.

() Mizimum Charge - The minimum charge against annual ieave shall be one quarter (%) hour Additional
leave shall be in multiples of a quarter houwr

{f) Separation from Employment - The appointing anthority shall pay an employee who separates from
employment for any reason for all acerved and wnnsed annualieave. An employee does not accrue annual eave after
his or her date of separation. The payment shall be made according to one of the following methods:

1. An employee may elect to be paid in semi-monthly installments at his or.her usnal rate of pay as
if employment were continuing until the pay peried during which the acerved annual leave is exhausted If the last
day for which leave payment is due falls before the day on which the pay period ends, terminal annual leave payment
for those days within that pay period shail be caleulated using the daily rate for the half-month in which e last day
ont payroll occuts. Bmployess in positions allocated to job clesses agsipned to an hourly pay schedule or per diem
pay schedule approved by the Board shall be paid sccording to those stendard procedures  Na deductions may be
rade for contributions toward retirement from the payment for terminal annual leave;

2. Any cligible employees as defined in W Va. Code §5-5-1 who is separated from employment by
resignation, layoff, dismissal, retirement, death, or termination, may be paid in a jump sum, at his o1 her option, for
aperved and voused annual leave. Terminal znnual leave payment for an smployee who selects & jump sum payment
shall be celoulated as if employment were contimuing until the pay period during which the acerned annual leave is
exhausted in accordance with paragraph one of this subdivision. Employees in positions allocated to job classes
assigned to an hourly pay schedule or per diem pay schedule approved by the Board shall be paid according to those
standard procedures T he lomp sum payment shall be madeby the time of what would have been the smployee's
next regular pay day had his or her employment continued No dednctions may be made for edntributions toward
retivernent from the lump sem payment; or

3 An employse whe retires may elect not to receive payment for any or all terminal annual leave
and mey apply the baiance towards extended insurance coverage upder guidelines estzblished by the Public

Employees {nsurance Agency of to acquire additionat credited service in the appropriate state retirement system
(g) Transfer of Anpual Leave

1 When a classified employee transfers or otherwise changes employment from one ageacy to
another, all service credit and hours of acerued annual jeave shall be transterred. The previous employer shall
provide written documentation of the employee's anniwal leave balance to the other agency within thirty (30) ealendar
days after the employee commences work.

o Annual leave acorued while in exempt or classified-exempt permanent emplioyment shall be
transferred to classified employment.

() When Sick Leave Exhzusted - Arnnuai leave, if requested, shall be granted in circumstances when sick
Teavs or the sick leave allowance foi an employee’s immediate family is exbausted The provisions of subdivision
14.4.(g) of this ule regarding the necessity for a physician's statement when sick Jeave is used apply when annual
leave is used under these cireumstances v

t4.4 Sick Leave

(2) Accrual - Except as otherwise ﬁrovided in this mbdivision, each empioyee shall receive socrued sick
leave with pay and henefits. Sick ieaye is computed on the bagis ofhours equal to | § days per month for full-time
employees Sick leave is accrued at the end of each pay pericd or on the last workday for separating employees It
may be prorated for employees granted a medical leave of sbsence or satisfying the conditions for approval of a
medical leave of absence in ascordance with subdivision 14.8{¢) of this rule. Prorated leave is computed in
proportion to normal hours worked and/for hours of paid sick and/or annual leave during the pay peribd  Sick leave
cannot be acemed for hours not peid nor for hours worked beyond the normal workweek which shall not exceed 40
hours Fhere is unlimited acownuiation of sick leave.
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{b} Coverage

1. Sick leave shall net be accorded 30-day emergency, 90-day exempt, student, or per diem
employees

2 Provisional, temporary (appeinted from the repister), frregular part-time and intermittent
employees shall accrue sick leave in proportion to normal hours worked and/or hours of paid sick and/or annual
leave in the pay period. The leave expires at the termination of the peried of employment unless imifiediately
followed by an appointment from the register for & permanent position.

3 Part-time, probationary, and permanent employees shall acerve sick leave with pay and benefits
in proportion to hours they are employed to work annuatly.

{c) Minimum Charge - The mintmem charge against sick Ieave is one quarter (%) hour Additional leave is
charged in multiples of one gquarter hour,

{6) Maximum Charge - The maximem charge against sick feave is one work year per substantially
coutinuons absence. The appointing authority may at his or her discretion grant additional accraed sick leave if the
employee's disability, ag verified by a phiysician, is not of such a nature as to render the employee permanently
unable to perform the ess¢ntial duties of the positien,

{e) Separation from Employment - Sick leave does not recrue after the date of sep aration as defined in this
rate.

1. Retirement - An employes eligible fo retire at the time of separrtion from employment may use
umsed sick leave to purchase extended insurance coverage upoa retirement under puidelines established by the
Public Employees Insurance Agency or wpon retirement to acquire additional eredited service in the state retirement
system under guidelines established by the Consolidated Public Retirement Board.

2 All Other Separations - All accumulated sick feave shall be cancelled as of the date of
separation. If an employee returns to eligible employment, as provided in subdivision (b) of this subsection, within
twelve (12) calendar months, including the first working day the reinstatement could be accomplished, all cancelled
sick leave shall be restored However, if the employee retums to eligible employment after more than twelve {12)
calendar months from the effective date of separation of employment, no more than thirty (30) days of cancelled sick
ieave shall be restored 1 an employee is recalled from a layoff all cancelled sick Jeave sheil be restored

{f} Granting - Bick leave may not be granted in advance of the employee’s aceruzl of the leave Appointing
authorities shall grant accrued sick leave requested by employees for the following reasons:

I Hinegs - 8ick leave shall be granted in the event of an illness of, or injury to, an employee which
incapacitates him or her from performing his or her duties ;-

2. Death in the immediate family of the employee - Sick leave shall be granted up to 3 days to an
empioyee for the death of any member of his or her immediate family as defined in this rule; ;

3. Exposure to Contagious Disease - Sick leave shall be granted in the case of exposure to a
contagious disease when & physician determines and states in writing that the employee’s presence on duty may
jecpardize the health of others;

4 Pregnency - Anincaprcity due to pregnancy shall be ebarged to sick leave under the same
conditions applying to any illness;

5 Routine Dental and Medical Appointments-Employee - Routine dental and medjeal
appointments for treatment or examination of the employee shall be charged to sick leave Reasonabie trave! time
for the appeintments may also be charged to sick leave not to exceed a fotal of three hours per ocourrence ;

§. Illness and/or Routine Deatal end Medical Appoltments-immediate Family - Absence for
illoess or routine medical and dental appointments of 2 member of an employee's immediate family as defined in this
ruleshail be charged to accrued sick leave, not to exceed 40 hours per calendar year. Reasonable travel thme for the
appoiatments may aiso be charged to sick leave not to exceed a totz] of three hours per oceumrence; or,

7. Woark related illbess or infury - An emplovee Tay elect {0 use sick leave due to a personal
injury received in the course of and resulting from coversd employment with the State or its political subdivisions in
pecordance with W Va. Code §23-4-1. However, an employes who elects not to use sick leave under this paragraph
must zpply for a medical leave of absence without pay as provided under part 14.8(c}i 2.2 of this rule.
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(g) Physician’s Statement

1. The Director shall prescribe a physiciar's statement form to be supplied by ali ageneies 1o its
employees. All agencies shall use this form or an alternate form or method, approved by the Director, to obtain the
necessary information.

2. Within two days of return to work, an employee shall firnish a prescribed physician’s statement
{orm from the attending physiciar/practitionet for sll consecutive days of sick leave granted beyond thres working
days, If the employee’s physician/practitionsr has placed restrictions or limitations on the employee’s work activities, J—
the erployee must furnish the prescribed physician’s statement immediately wpon veturn to work  The physician's
statement form shall specify the period of incapacity and state thatthe employee was unabie to perform his or her job
or that the employer's absence was due to reasons provided in Paragraph 14 4()6 of this rule for 2 member of the
emplioyee’s immediate family. .

3 In the absence of a prescribed physicien's statement form, the entire absence shall be charged te
unauthorized leave 25 provided in subsection 14.6 of this rule, and the employee's pay shall be docked the following
pay period for the entire period of absence The appointing awthority shall notify the employee in writing that hisor
her pay is being docked.

4 For extended periods of sick leavs, a presoribed physician's statement form confirming the
necessity for continued leave must be submitted within thirty (30) calendar days of the commencement of the sick
leave snd must indicate 2 date the physician will relezse the emiployee to retura to work or a date the physician will
re-evaluate the employee’s medical condition. For employees being re-evatuated, an additional physician's
statement must be submitted ypon re-evaluation. Failore to produce the reguired statement is grounds te terminate
further sick leave benefits and the appointing authority shall immediately place the employee on unmuthorized feave
and notify the employee in writing of such action as provided in subsection 14 6 of this rule. This written notice
shal! aliow the employee fifteen days to submit the reguired physician’s statement  Failure of the employee to
submit the required statermnent within the fifteen day notics period, except for satisfactory reasons submitted in
advance to the ap peinting authority, Is cause for dismissal. The necessity for absence because of exposure to
contagious disease must be verified on & prescribed physician's statement form regardless of the jength of absence.

{h) Return At L ess Than Full Duty - The appointing suthority may perrmit an employee to return to work
from sick leave at less than full duty, but the terms of return the shall be in writing and are subject o review by the
Direcior. The review may include the requirement of additional information from a physician regarding the
employee's ability to perform the essential duties ofhis or her job.

| Any denial of 2n employee's request to retum to work at less than full duty must be spproved by
the Director.

2 The Director may deny the request to return to work at less than full duty under conditions
inchading, but not limited to, the following:

(2) the employee cannot perform the sssential duties ofhis or het job;

(b3 the narure of the employee's job is such that it may aggravate the employee's medical
condition; or, ’ '

' (¢) the approval of the request would seriously impair the conduct of the agency's
business
3. Approval of a return to work at less than full duty shall be granted for no longer than 30 days.

Requests to continue at less than full duty for more than 30 days shall fall under the same re.quiremenis ag an original
recquest,

{i} Transfer of Sick Leave

1. When a classified employee transfers or otherwise changes employment from one agency to
another, alt hours of accrned sick leave shall be transferred  The previous employer shall provide written
documentation of the sick leave balance to the other agency within thirty (30) calendar days after the employee
commences work.

2 Al the discretion of the appointing suthority, sick leave accrued while in other State
employment may be transferable to covered agency employment,

(i) liiness Whiis on Annual Leave - An employes whe becomes il] and who is admitted 1o 2 hospital or hag
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medical services performed in an emergency room white on previcusly approved snnnal leave may request thatall or
part ofthe ime spent in a hospital or emergency room be charged to sick leave. The employes shall request that
action immediately upon return to work and shall provide a physician's statement or hospital statement listing the
specific dates of hospitalization or emergency room services. Sick leave may be charged only for the period of time
the employee is hospitalized or in the emergency room. The remainder of the time shall be charged to anmual leave

14.5. Suspecied Leave Abuse - When an employee appears o have a pattern of leave abuse, including such
fraquent use of sick ieave as to render the employee‘s services undependable, the appointing suthority may request
appropriate substantiation of the employee's claim for leave, for example, verification of an illness ofless than three
days [he appointing suthority shell give the employee prior written notice of the reguirement for appropriate
substantiation.

14 6 Unauthorized Leave - When an employee is absent from work withowt suthorization for sick or
annual leave, the appointing authority shall dock the employee's pay in the next pay period for enrequal amount of
time paid during which no work was performed. The appointing authority shali notify the employee in writing that
his o her pay is being docked and that the unauthorized leave is misconduot for which discipline is being imposed
The appointing aithority shall nse un uthorized loave only in cases when the employce fails to obtain the appropriate
epproval, according to agency poticy, for the abseace. The ap pointing authority shall transmit notice of the action in
writing to the Director of Personnel. '

14 7. Overtime Work and Holidey Work - An appointing anthority or his or her designated representative
may require en employee to werk in excess of the prescribed working hours or on holidays when

the work is considered necessary to the public interest. Compensation shall be made in aceordance with the Fair
L abor Standards Aet 0f 1986 and W.Va. Codé §2i-5(C)-1 ¢t seq

14 & Legve of Absence Without Pay

() Personal Leave - An sppointing authority may grant a permanent, probationary, or provisional
employes & leave of absence without pay for a specific period of time which normaily should not exceed one year
The employee shall apply for the leave of absence ih writing to the appointing authority. If the appointing autherity
approves the request, the approval shall be in writing. A leave of absence without pay may exceed the normal one
year limitation and the appointing authority may grant the leave of absefice 2t his or her discretion based oo the
agency's personnel needs Time spent by provisional employees for leaves of absence does not extend the
provisional period limitation. Written approval of the appointing authority is required in all cases Approval of
personal leave is diseretionary with the apptinting avthority.

(b) Family Leave - The Boerd, by formal action, may establish uniform procedures, which shefl be
followed by all appointing authorities, for granting leave to eligible employees under the provisions of W Va Code
§21-5D.} et seq., the Parental Lesve Act, and 20 U.S.C § 2601 -2654, the Family and Medical Leave Act 01993

(c) Medical Leave; Notice to Employee

1 An injured or ill permanent employee upo  writien application to the appointing authority shali
be granted & medical leave of absence without pay not o exceed six {6 months within a twelve month period
provided:

a The employee (1) hes exhausted all sick leave and makes spplication no latet than
fifteen (15) calendar days following the expiration of ail sick leave or {2) has elected not to use sick leavs for a
personal injury received in the course of and resulting from covered employment with the State or its political
subdivisions in aceordance with W . Va Code §23-4-1 and makes application no later than fifteen {15} calendar days
following the date o which the employee filed a claim for Worker's Compensation ;

b. The employed's absence is due to an filness or injury which is verified by a
physicizafpractitioner on the prescribed physician's statement form stating that the employes is unabls to perform his
or her duties and giving a date for the employee’s retum to work or the date the employee’s medical condition will be
re-evaluated;

c. A prescribed physician's staternent form is submitted each time the employes’s
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condition is re-evainated to confirm the necessity for continued leave; and,
d The disability, as verified by a physician/practitioner on the prescribed physician's
statement form, is not of such mature as to render the employee permanently unzble to perform bis or her duties.

2. The appointing ‘authérity shall, at teast 15 days prior to, if possibie, but so later than five {5}
days following the expiration of the employee’s sick leave, mail to the employee a written notice of the employee's
right to a medical leave of absence without pay and informing him or her that the leave will not be granted ifhe or
she fails to apply within the time limits specified in subparagraph 14 8(c)l.a ofthis rale

{d} End of Ledve

1. Atthe expiration of a leave of absence without pay, the employee shall be roturned to daty to
either his or her former position, or one of comparable pay and duties, without loss of rights, unless the position is oo
longer available due to & reduction-in-force

2. ifthe leave of sbsence without pay was granted due to personal iilness, the employee must
furnish from the atiending physician/practitioner a preserived physician's statement form indicating the ability of the
employes 1o retirn to work  ‘The appginting authority may permit an employee to retarn to work at or before the
expiration of the Jeave of absence at-less than full duty, but the terms of return are subject to the same conditions
specified in subdivision 4 4(h} of this rule.

3. Failure of the employee to report promptly at the expiration of a leave of absesce without pay,
éxcept for satisfactory reasons submitied in advance to the appointing 2uthority, is cause for dismissel

{e) Reporting Procedures - The appointing suthority must report 2 leave of absence without pay to the
Director The appropriate forms must incluede the provision of this Rule vnder which the teave is being granted, the
employee's last date on the payroll, and the specific anticipated date for retum to duty

14 9. Military Leave

(a) State Active Duty and Reserve Military Service - In accordance with the provisions of West Virgina
Code §15-15-1{a), &ll officers and empleyees of the State who are members of the National Guard or of zny of the
reserve components of the armed foroes of the federal govemment are entitied to a leave of absencs from
employment without loss of pay, status, or efficiency rating, on al} days during which they ere engaged in drills or
parades , or for examination to determine fitness for duty, inactive duty training, funeral honors duty for the State or
federal government, active duty for training or active service for the State ull to include reasonable travel time to and
from the duty location, for 2 maximum petiod of thirty working days in any one calendsr year when ordered or
aurhorized by proper authority. 1he term "without loss of pay " means that the employee continues to receive his or
her normal salary or compensation, notwithstanding the fact that the employes may have received other
sompensation during the same period. An employes need not exhaust atl annnal leave or sick ieave Furthermore,
the feave of absence is considerad as time worked for the ageney in computing seniority, elighility for salary
increase and experience with the agency . The terms of this subdivision do not apply unger the provisions of any
military selective service act. An employee shall provide to the appointing suthority advance written or verbal
notification of an obligation o1 intention to perform military duty and such written orders or other dogumentation, if
availible, in support of the request for military leave None of the wnused days of military leave for which an officer
or employes is eligible under this subdivision may be carried over and used in the next calendar year An employee
on extended federal active duty or fuil-time National Guard duty is eligible for leave provided in this subdivision
only in the year he or she is calied to active duty, and in subsequent years only after he o1 she has been discharged
from military duty and returned to State employment

(b) Federal Active Duty - In accordance with the provisiens of West Virgina Code §15-1F-1{b), all officers
and employees of the State who are ordered or calied to active duty by properly designated federal authority are
eligible for an additional leave of absence from employment without loss of pay, stats, or efficiency rating for a
max imun period of thirty working days for each single call to active duty, active duty for training, initial active duty
for training, or full-time National Guard duty, all 10 include reasonable travel time to and from the duty location. All
officers and employees of the State calied to federal active duty or full-time National Guard duty who have not used
a1l or some portion of the thirty working days of military leave granted by subdivigion (a}of this subsection are
gligible to use thoss unused days in the same calendar year prior to using the thirty days for which they ar¢ eligible
ander this subdivision, up to 2 maximem of sixty days for a single caltto active duty None of the unused days for
which an officer or employee is eligible under subdivision (a) may be carried over and used in the next calentiar year.
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An employes on extended federal active duty or full-time National (Guard duty is eligible for leave provided in
subdivision (a) of this subsection only in the year he or she is calied 10 active duty, and, in subsequent years, onty for
a subsequent call to daty and only after he or she has been discharged from military duty and returned to State
emaployment. The term "without loss of pay” means that the employes shall continue to receive his or ber normal
salary or compensation, notwithstanding the fact that the employee may have received other compensation from
federal or state sources during the same period,

{c) Other than as provided ie subdivision (b) of this subsection, any employee hired for permanent
emptoyment eztering the U.S. armed gervices in time of war, national emergency or under compuisory provisions of
law of the U.S. in time of peace sball be granted a leave of absence from his or her service with the sgency. Upon
completion of and discharge from the armed services and within the applicable time period prescribed by federai
statrze, rule, or regulation regarding return to employment, the empioyee has the right to resume his or ber service
with the agency without any prejudice to his or her statms, merit rating or standing by reason of the absence, in
accordance with subdivision) 12.6(b} of this rule. An employee shall be credited with alf annual leave and sick leave
not used af the commencement of his or her military leave in accordance with subdivision 12 6(c} of this rule. This
subdivision shall not be construed:

1 As zm attempt to enlarge of to extend the length of employment of any temporary employee or to
create a definite term where no definite term with respect to the position previousty existed;

2. As providing that the salary paid by the agency shall continue to be paid to the employee while
he or she is not performing the duties of his o1 her position with the state because of the services with the ammed
foroes of the United States; or,

3 As having precedence over the provisions of any applicable federal statute, rule, or regulation
regarding military leave or re-eniployment rights with which this subdivision is inconsisient ¢r in confliet including,
but pot limited to, the Uniformed Services Employment and Reemployment Rights Act

1410 Court, fury, and Hearing Leave

{2) Upon application in writing, an employes hired for permanent employment shall be granted leave with
pay when, in cbedience to 2 subpoena or dlrection by proper authority, he or she serves upon a jury or appears as 2
witness before any court or judge, zny legislative committee, or any officer, board, or body avthorized by law wo
conduct any heating or inguiry This subdivisior shall not apply in cases where the employee is a litigant, defendant
or other principal party or has a personal or familial interest in the case or proceeding. This subdivision shall not be
construed: .

1 to deprive, prohibit, or infringe upon the rights of any employee who is a pasty to, or 2 witness
in, a grievance proceeding or a court of taw proceeding tesulting from the course of his or her State and/or classified
employment; or, ]

2 1o deprive, prohibit, or infringe upon the rights of any employee in their pursuit of personal or
civic responsibilities whife on annual leave or a personal feave of absence ’

(b} The employee ¢hall furnich such written confirmation of the absence as is required by the Directar
14.11. Bducation Leave

{a) Subsidized by Agency - An agency authorized by law to subsidize advanced educationsl training for
classified emplayees may grant to selected employees educational leave subject to conditions stipulated by that
apency. The procedures for granting educational leavs and compensatory payment shall be filed with the Director of
Personnel Ihe leave shall be considered as continnous employment, except that employees while on educational
leave shall not acerue sick leave or annual leave, nor are the emiployees eligible for salary advancements

{b) Non-subsidized by Agency - A personal leave of absence may be granted for educational purposes in
conformance with the requirements of subdivision 14 8(a) of this rule

14.12. Suppiemental Attendance and l.eave Regulations - Each agency shall prepare supplemental riles as
may be requived  The rules shall mot enhance nor diminish the benefits afforded by this subsection Copies of eli
rutes shall be filed with the Director who mey approve, amend o7 disapprove the supplemental rules
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[4.13 Distribution of Regulations - Bach agenr:y shall make available to cach of its employees a copy of
this attendance and leave rule together with the apency's own supplemental attendance and leave rules.

14.14. Leave Records - Bach agency shall maintain 2 cuirent leave record of its employees' acerned and
used leave. Each employee shall have access to his or her lsave records subject to the appropriate agency's
sstablished mles Supervisors and employees shall attest to the aceuracy of the records on a periodic basis, but not
fess than swice annnally

Section 15. Performance Bvaluations

The Director of Personnel, after consultation with the appointing anthorities, and with the approval of the

Board, shall establish and make effective a system of performance evaluation designed to provide 2 valid evaluation
of the quality end quantity of work performed by employees. Insofar as practicsble the system of performance
evaluation in the classified service shall be sandardized Ihe eppointing avthority shall prepare and record
evaluations for all permanent employees at regular intervals not to exceed twelve months. The appointing authority
shall congider performance evaluations as well as other recorded indicators of performaace in determining salary

" advancements and in making promotions, demotions, and dismissals. The appointing authority shall notify an
empioyee of his or her performance evaluation in writing and shall retain copies of performance evaluations in the
employee’s personnel record ’

Section 16, Political Activities
16 1 Prohibition of Political Activities

{a) An appointing avthority shall not appoint, promote, demote, or dismiss any persor in the clessified
service or in any way favor or discriminate against any person with respect to sach employment becanse of his or her
political opinions or affiliations Nothing in this subdivision shali be construed as precluding the dismissal of any
smployee who may be engaged in subversive activities or found disioyal to the nation

{(b) Mo person shall seek or attempt to use sny political endorsement in connection with any appointment in
the classified service,

(e) No person shall use or promise to use, directly or indirectly, any official authority or influence, whether
possessad or anticipated, to secure or attempt to secure for 2ny person an appointment or advantage in appointment
te & position in the classified service, or an increase in pay or other advantage in employment in any position, for the
purpose of influencing the vote or political action of any person, or for any consideration

(d) No employes in the classifisd service or member of the Board or the Director shal, directly or
indirectly, solicit or recsive any assessment, subscription or contribution, or perform any service for any political
party, commitiee or candidate for compensation, other than for expenses actually ncurred, or in any manner take part
in soliciting any assessment, subscription, contribution or service of any empioyee in the classified service.

{e) Notwithstanding any other provision 6fthe West Virginia Code, no employes in the classified service
shall:

1. ¥se his or her official authority or infludnce for the purposepf interfering with or affecting the
result of an election or a nomination for office; '

2 Directly or indirecily coerce, attempt to coerce, command or advise a state or local officer or
employse 10 pay, lend or contribute anything of value to a party, committee, organization, ageney or person for
politieal purposes; or

3. Be acandidate for any national or state paid public office or court of record; or hold any paid
public office; or be a candidate or delegate to any state or national political party convention, a member of any
national, state or local committee for a political party, or a finaneial agent or treasurer within the meaning of the
provisions of W.Va Code §3-8-3, 4, or 5{e¢). Other types of partisan or nonpartisan political campaigning and
management not inconsistent with the provisions of this subdivision and with the provisions of sebdivision (d) of this
subsection, are permifted




¢£) Poiitical participation pertaining to constimtional amendments, referendums, approvel of municipal
ordinances or activifies are not prohibited by the provisions of this subdivision.

(g) Any classified employee who becomes a candidate for any paid public office as permiited by this
subéivision shall request and receive 2 leave of absence without pay for the period of the candidacy, commencing
upon the filing of the certificate of candidacy. Iithe employee withdraws his or her candidacy, he or she shall return
from thedeave of absence immediately upon such withdrawal. 1fthe employee is not elected, he ot she ghall return
from the leave of absence immediately afier the official eanvass of votes. At the expimation of the Jeave of absence
without pay, the employes shall be returned to duty to either his or her former position or one of comparable pay and
duties, without fess of rights, unless the position is no longer available duc to a reduction-in-forse. If elected, the
emplovee shall resign or be dismissed from the position in the classified service to be effective no later then the date
of assuming the elective office.

16.2. Application of the Hatch Act~ Any classified or classified-exempt employee whe, as a normal and
foveseeable incident of his or her princigle activity, performs daties in connection with programs financed wholly or
in part by loans or grants made by the United States or a federal agency is subject to provisions of the Hatch Act for
State and I ocsl Government Employees restricting political activity, 5 USC 1501-8 Each appointing authority shall
inform afl classified and classified exempt cmployees of these provisions and employees shal adhere to these
provisions

16.3. Additional Prokibition for Highways Employees - No person may be appointed or employed i any
capacity by the Division of Highways who is a cendidate orholds any public office or is 2 member of any political
party committee. An employee of the Division of Highways maynotbe a candidete for or hold any public office or
be & member of any political party committee  An employse of the Division of Highways who becomes # candidate
for or halds any public office or becomes a member of any political party committee shall restgn or be dismissed
fromn his or her position with the divisien immediately on the dete of the iiling of candidacy o the date of assuming
the public office or the political party committee mewmbership. |

164 Additional Prohibition for Rehabilitation Services Employees - No empioyee engaged in the
administration of fhe Vocational Rehabilitation program shall take ari active part in the managetent of political
camypnigns or participate in any political activity, exoept that he or she shall retain the right to vote as be o1 she may
please and to express his or ker opinions as a citizen on ell subjects. They shall not solicit or receive, nor shall they
be obliged to contribute or render any service, assistance, subscription, zssessment, or contribution for any political
purpose.

Section 17. Employment Conflicts

17.1 Other Employment. No employee shall hold other public office or have conflicting
employment while in the classified service Determination of the conflict shall be made jointly by the appointing
authority and the Board, or may be specifically delegated by the Boaréd to the appointing authority, who shall
consider whether the other employment: (13 will be in conflict with the interests of the agency; (2) will interfere with
ihe performance of the employee's official duties; (3) will ase orappear to use information obtained ih connection
with official duties which is not generally available to the public; or, (4) may reasonably be regarded as official
action

17 2. Nepotism. No appointing authority shall inflasnce or attempt to influence the cmploy:ﬁent or
waorking conditions of his or her immediate Tamily It isthe responsibility of the appointing authority to administer
the employment of relatives of any agency employes in a congisient and impartial manner

No employee shall directly supervise a member of his or her immediate family. More specifically, no
employee shall review or audit the work of a member of his or her immediate family, ot take part in discussions
concerning employment, assignment, compensation, discipline or related matters involving a member of his or her
immediate family. In the event that an individusl, through marriage, adoption, ete. is placed in 2 prohibited business

relationship with a member of his or her immediate family, the situation shall be resolved within thirty calender days.

Resolution may be made by transfer, reassignment, resignation,, ete. of one of the involved employees or by other
accommodation which protects the interests of the public
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Section 18, Payroll Certification

{a) Mo state disbursing or anditing officer shell make or approve or take any part in making or approving
any payment for personal service to any person holding a position in the classified service uniess the payroll voucher
or account of the pay bears the certification of the Director, or of his or her authorized agent, that the persons named
in the voucher or account have been appointed and smployed in accordance with the provisions of this rule. The
Director may for proper cause withhold certification from an entire payroll or from any specific item or items on the
payrail The Director may, however, provide that certification of payrolis may be made once every six months, and
the certification shall remain in effect except in the case of any officer or employee whose status has changed afier
the last certification of his or her payroll. In the latter case no vouscher for payment of salary to the employee shall be
isswed or payment of salary made without further certification by the Director

(b) If the Director wrongfully withkolds certification of the payroit voucher or zecount of any employee, the
employee may maintain a proceeding in the courts to compel the Director to certify the payroll voucher or account

Section 19, Resords andRéports

Each agency shall establish and maintain a personned record for each employee, showing the employee’s
name, title, organizational unit, salary, changes in status, performence sveinations, and such other personnel
information as may be considered pertinent The Direstor shall maintain applications for sxamination for af least one
year after the date of the application. A1l personpel records sheli be open to the inspection of the Board but shall
otherwise be held confidential by each agency and the Director in accordance with section 21 of this rule

Section 20 Confidentiality

The business of the division shall be conducted in such 2 manner as to ensure the privacy rights of all
applicants and employees, in acoordance with West Virginiz Code §298-1-1 et seq ., the State Freedom of
Information Act ané §5A-8-1ct seq., the Pubiic Records Management and Preservation Act Examination scoring
keys, applicant and employee residential addresses and phone nombers, applicant and employee medical information,
and other information which the Director may deem corfidential shall be maintained under strictest confidentiality
and released only upon proper written authorization of the applicant or employee or by order of 2 court of competent
jurisdiction

Section 21 Duties of State Officers; Legal Proceedings to Securs Corpliance; Penalties

21.1 Duties of State Officers - Pursuantto W Va Code §29-6-12, all agencies’ officérs and employees
shall comply with and aig in 2}} proper ways in carrying out the provisions of W Va. Cods §29-6-1 et seq., and the
rules and orders promulgated in acsordance with W Va. Code §29-6-1 et seq. All officers and employees shall
furnish any records or information which the Director or the Board may request for any purpose of W Vg, Code §28-
6-1 ot seq Al officers and employees shall comply with ail rules, policies and orders of the Director or the Board
and shail not increase nor diminish any benefits affordéd any classified employee by the rales, or orders

21.2 Legal Proceedings to Secure Compliance - Pursvant to W.Vza. Code §29-6-12, the Director may
institute and maintain any sction or proceeding at law o1 in equity which ke or she considers necessary or appropriate
to secure compliance with W Va. Code §29-6-1 et seq,, ag&d the rutes and orders promutgated under the cods,

21.3 Penalties

{a) Any person who willfully violates any provision of W Va Qodé, §29-6-1 et seq or of this rule is guilty
of a misdemeanor, and, upon conviction therecf; shall be fined not less than one hundred dollars nor more than five
hundred dollars, or imprisoned in the county jail for 2 period not to exceed one year, or both fined and imprisoned
Furisdiotion under this subdivision shall be in a court of record exercising eriminal jurisdiction within the county
where the pffense is committed

{b) Any person who is convicted of a misdemeanor under W Va. Code §29-6-] et seq is, for a period of
five years, ineligible for appointment to or employment in 2 position in the classified or classified-exempt service,
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and if'he or she is an offiver or employee of the state, shall forfeit his or her present office or position

Section 22 Grievance Procedure - An employee hired for permanent employment may file = grievance with the
Educatior and State Employess Grievance Board as provided for in W .Va. Code, §29-6A-1 et seq.

Section 23. Trairing and Development

23.1. Each egency is responsible for providing fanctional training to employess of the agency based upon
the ageney's needs and resources and the employes's needs and cepabilities Seiection of employess for training and
development shall ensure equal opportunity and shall not discriminate on the bass of race, sex, age, religion,
national origin, politica affiliation, disability or ny other nen-job releted factore,

23 2 The Disecior of Personnel shall make avaitable to the agencics technical assistance in the aress of
orgatization and human rescurce development, needs assessment, determination of appropriate development
strategies, course design, training techniques, training evaluation 2nd coordination of fraining among the agencies,

23 3. The Director shall provide training courses on specific aspects of personnel administration ender
Division of Personnel law and this rule, and shall designate employees by class, or by duties, who must attend each
type of course

23.4. The Director shall make available to the agencies training and development spportunities that are
broadly applicable to many classes in all agencies Employee selection for the training and development
opportunities shall be consistent with established agency and Division of Personnel nomination procedures.

Section 24. Employee Represeatative Organizaetion Bulletin Boards

A bulletin board of a limited size shall be provided for posting notices of employee representative
organizations. The bulletia boards shall be placed in convenient and generally accessible locations in ail workplaces
where the members of the organizations are employed Provisions shall be made for separate bulletin boards for each
etnployes representative organization The cost of the bulletin boards shall be assumed by the requesting employes
ar the employee's representative organization The boards shall be used exclusively by the employes representative
organization snd for erganization purposes only

ISection 25. Authority of the Board

The State Personnel Board is autkorized to interpret the application of this rule to any public body or entity
and to establish by formal action programe and projects for 2 maximuzm of ove year outside of the provisions of this
rute, including, but not limited to, programs or projects designed to respond to public disaster or emergency.

Section 26 . Amendments

¥ znd when it appears desirable in the Interests of good administration, the State Personne! Board, after
public notice ard public hearing and legislative approval, may arnend the rules as it becomes necessary
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. Below please find the answers to the technical questions regarding RJC877 for an

Automated Time and Attendance System for the WV Regional Jail and Correctlonal
Facility Authority,

1) For the biometric hand punch time clocks, will a maximum of 512 employees for each

clock be sufficient? If not, how many of the clocks will need o be able to handle more
than 512 employees?

Biometric hand punch fime clocks, with a maximum capacity of 512
employees, are sufficient for the 10 facilities and the training center. However, a
hand punch time clocks for the Central Office focation would require only a -
maximum capacity of 50 employees.

2. In my experience of working with West Virginia State agencies, | have found that
both the first and second semi-monthly pay periods per month vary in length depending
on the number of days in the month. Pay period definitions are as follows:

30-Day Month; Pay Periods are (1) from the first day of the month through the

fifteenth day of the month and (2) from the sixteenth day of the month through the last
day of the month.

31-Day Month: Pay Periods are (1) from the first day of the month through the

sixteenth day of the month and (2) from the seventeenth day of the month through the
last day of the month.

28 or 29-Day Month: Pay Periods are (1) from the first day of the month through the

fourteenth day of the month and (2) from the fifteenth day of the month through the last
of the month.

Are these the pay period definitions that are used by WV Regional Jail and
Correctional Facility Authority and, if so, must the Automated Time and Attendance.
- System have the ability to conﬂgure these variable Eength pay periods?

Yes. The pay periods, as defined above, are required by the Auditor's Office for
the State of West Virginia. The Automated Time and Attendance System for the
West Virginia Regional Jail Authority must have the ability to configure these

variable length pay periods for regular time hours as well as a configuration for
overtime hours.
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: Deseription Lost
Biometric Time Keeping System (Sofiware) A O L4, 99
(Includes: 1 Year Warranty)
* Central Office (Hardware per pages 10-11 of the RFQ) $ 2. 176X

Maintenance/Software Upgrades
Year2

Year3

Yeard

* Number of employees per facility.

Subtotal A: 8
Per Hour Estimated Total
Hours .
Field Technician Rate $ Lo, 09 10 $ Zn 0, °
Training on System Operation per Facllity$ 57, 9° 12 3 &0, 0%
Subtotal B: $ [ R, 99

%% Note: The above estimeted howrs are for bid evaluation purposes only,
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COST SHEET
- Deseription Cost
Biometric Time Keeping System (Software) Ao\ O Y, 09
(Tnciudes: 1 Year Warranty)
* Central Office (Hardware per pages 10-11 of the RFQ) 8 o (76, X

* Facilitles and Training Center (Hardware pert pages 10-11 of the RFQ) 3 3. 934,09
Mazintenance/Software Upgrades

Year 2 8 b, 445797
Year 3 8 & d465.9°
Year 4 $ le 445 od
* Number of employees per facility.

Subtotal A: $ (o7, 52129

Per Hour Estimated Total
Hours .

Field Technician Rate $ Lo, 07 10 $ o0 P
Training on System Operation pet Facilif}$ 57) 99 12 $ G600, 0P

Subtotal B: $ [ Ra0 2°
#* Note: The ahove estimated hours are for bid evaluation purposes only.

Total (Suvtotal A+Bubtotal B): $ / g 72/, 00

Requirements Specifications for host cemputar (if mqu:red)

) nam J’/

Optional Pricing

Battery Back Up (perunif) B /5o (2]




Regional Jail and Correctional Facility Authority

General Information Requirements: RFQ #RJC677

The West Virginia State Purchasing Division, for the agency, the Regional Jail
and Correctional Facility Authority of the State of West Virginia, hereinafter
referred to as the “Authority”, is requesting bids from qualified vendors to
provide and install an automated time and attendance time clock system inclusive
of software, hardware, and biometric hand readers for Ten Facilities, the Central
Office, and the Training Academy of the West Virginia Regional Jail and
Correctional Facility Authority. The bid for the system provided must include a 1
year warranty to include parts, labor, and any software updates. Also, vendor
must include a bid cost for an extended warranty (maintenance) for years 2, 3,
and 4 to include parts, labor and any software updates.

The pricing includes a 1-year warranty to include parts, labor, and any software
updates. Additional extended warranty (support and maintenance) prices for
years 2, 3, and 4 to include parts, labor, and software service updates are included.

The Authority will be responsible for the purchase of any host computers that may

be required. Vendor must state host computer specifications with this bid. Each
facility has servers utilizing Windows 2003 Operating System.

Computer, cabling, and power specifications are included in this quotation in the
section titled “System Specifications.”

The contract is to be performed within sixty (60) calendar days after the notice to
proceed has been issued by the West Virginia Regional Jail Authority.

A sample Implementation Schedule with relative dates is included in this
quotation in the section titled “Statement of Work”. This Implementation
Schedule will be completed within 60 days from the Purchase Order issue date.

There will be a mandatory pre-bid conference for all the firms interested in
submitting a quotation on May 12, 2010 ar 1:00 PM in the Conference Room of
the West Virginia Regional Jail Authority, 1325 Virginia Street East, Charleston,
West Virginia. Failure to attend the Pre-Bid Conference will result in
Disqualification of the Bidder and Rejection of their Bid.

The following representatives of Commercial Technology Group, LLC were
present at the pre-bid meeting: Pat Ward, Patty Sweeney, Heather Bowersox.




Regional Jail and Correctional Facility Authority

Mandatory Feature Requirements Addendum Q &A Sheet

Software Requirements-

Software must automate employee time and wage calculations, |
The CeleriTime System will automate the calculation of employee time and
wages. It will eliminate manual calculations of time cards or timesheets.

Real time data - Software must produce real time data with no rounding or
estimations,

The flexible pay rules engine of CeleriTime allows configuration that will
produce real time data with no rounding or estimations.

Benefit Accrual - Software must provide the ability to define benefit accrual
calculations to automatically update accrual balances ie vacation and sick days
according to WV Administrative Rule Division of Personnel;

Benefit Time accruals and tracking will be configured to accrue or grant benefit
time and automatically update benefit time balances as per the RFQ attachment
“WV Administrative Rule Division of Personnel”

Schedule Lockouts - Software must have the ability to place restrictions on
employees’ ability to clock in or out outside of allowable times.

With the proposed HP3000 Hand Biometry time clocks, entry schedules may be
defined and then assigned to employees. Entry schedules specify days and times
when a terminal will accept an employee’s punch or entry. With this feature you
can: lock out tardiness, lock out early birds, force late arrivals and early
departuares to notify the supervisor in order to punch, control punching by time of
day and control punching by day of week. Supervisors may be allowed to
override a lockout.

Payroll - Software must have the ability to provide payroll management records
within pay period that can easily be integrated into other software applications.
The CeleriTime Time and Attendance Software can be configured for custom pay
periods, allowing configuration of the pay periods of varying lengths that apply to
WYV Regional Jail and Correctional Facility Authority. An optional interface

utility called Import Wizard allows easy integration from and into other software
applications.



Reporting - Software must be able to compile data into a multitude of reports, to
include but not limited to; payroll (regular and overtime hours agency wide per
employee, and per facility) managerial (sick time and vacation days), cost
analysis (agency wide and/or per facility) also must allow WVRJA to customize
reporis as required.

The CeleriTime Report Center includes the ability to design customized reports as
required. Sorting and filtering of reports are available by employee, facility, or
agency wide, as well as additional labor levels if configured. Our Implementation
and Training services will include custom-designed reports for WV Regional Jail
and Correctional Facility Authority. Additionally, WVRIJA may generate ad hoc
reports as desired. Please see the “Sample Reports™ section of this quotation for a
sampling of reports generated in the CeleriTime Report Center.

Tracking - Software must be able to track training, travel, sick time, and vacation
days.

The CeleriTime Software may be configured with an unlimited number of pay
codes, which can hold hours or dollars. These pay codes will be named to
coincide with types of hours/dollars you wish to track and can include training,
travel time, sick time, and vacation. Also, labor levels and configurable activity
codes may be defined for tracking special type of pay or hours such as training
and travel. Accrued benefit time such as sick time and vacation time can be
tracked as used and available balances will be available.

Access control- Software must be able to monitor access with a recorded history
by employee of access times using biomeiric hand system.

The HP3000 data collection devices will record the actual times that employees
clock in and/or clock out. This data wiil be available with unlimited history in the
software.

Security - Software must be able to provide for individual user ID and password.
Filters must be included which allow only necessary personnel to access ceriain
employees.

Security in CeleriTime allows multiple templates to be defined and assigned to
supervisors, giving access to only the desired functionality of the system.
Additionally, employees may be assigned to one or multiple Employee Groups.
Supervisors are allowed access by Employee Groups to only certain employees.
A hierarchy of verification (sign offs) may be established with an unlimited
number levels from direct supervisors to agency director.

Ease of use- Software must be Windows based; operated by selecting options from
a drop down menu, training must be provided by vendor




The CeleriTime software is modular in nature with easy-to-use and intuitive menu
options. The workstation installation of the software allows for installation of
one, many, or all modules depending on what functionality the user should have
access to. Training for the users is included in our Implementation and Training
Services as listed on our Cost Summary.

Hardware

Biometric Hand Scanning terminal w/user definable data management keys.
The proposed HP3000 hand scanning terminals include two programmable
function keys which may be used for labor level transfers or activity code
transfers.

Durable construction-although the terminals will be placed indoors, they must be
constructed to withstand an institutional environment.

The HP3000 Hand Biometric Reader is constructed of injection-molded plastic,
which is pound for pound stronger than steel, yet lightweight and attractive. The
terminals have a silicon rubber keypad, which creates a seal against the outside
elements, including those found in a spilt cup of coffee. The terminal comes with
an integrated wall-mounting bracket.

Battery Backup (optional) must be system compatible and provide up to two hours
of operation.

‘The HP3000 Hand Biometric Reader has an internal Lithium battery keeping your
data safe even if the power is out for weeks. The terminal’s internal Lithium
battery not only holds the memory, but also keeps the time and calendar accurate.
With the addition of the optional internal 2-hour battery backup (included in
pricing), all functions are 100% operational if power is removed. Once power
resumes, the battery automatically recharges.

Incurring Costs:

The model of each biometric hand punch will be based on employee capacity and
ability to upgrade if necessary.

The employee capacity for the HP3000 Hand Biometric Reader is 512 employees.
These clocks have two levels of optional upgrades of employee capacity. They
may be upgraded to either 9728 employees or 32512 employees each.

Vendor’s responsibility to visit each site for the placement of time clocks.
Commercial Technology Group personnel will visit each site to check for
placement of the time clocks and to install the clock back plate and mount the
clock. It is our understanding that network cabling and power will be supplied by

the Authority.



Vendor must provide on-site training for all users including but not limited to the
following; navigations through the system; scheduling employees; employee data
entry procedures; report generation; administrative rule adjustment; benefit
administration and management of employee dara ar 1) WVRIJA facilities and
Central Office. All users must be proficient in the use of the system after training.
Vendor must indicate the number of hours required for training on their system to
accomplish this goal.

ComTech will provide on-site training as necessary for all users. The System
Operator training course lasts approximately 4 hours and will include employee
data entry procedures, scheduling employees, management of employee data,
benefit tracking, and report generation. The System Administrator training course
lasts approximately 2 hours and will include benefit time administration,
interfaces as applicable, basic administrative rule adjustment, and other
administrative responsibilities, More advanced administrative rule adjustments
are normally performed by our certified support technicians and will be covered
under your support agreement.

Cost, if any for manuals and training materials. Manuals and training materials
must be turned over to the Authority’s Central Office.

Manuals and training materials are included in the cost summary as part of the
Implementation and Training services. They will become the property of the
Authority’s Central Office upon completion of the training.

Warranty:

Vendor warranty will include parts and labor at no cost to the agency as well as
software upgrades for the first year.

The system includes a warranty that includes parts and labor at no additional cost
to the agency and software service upgrades for the first year.

The additional cost for maintenance and upgrades for years 2, 3 and 4 are
included in the evaluation for award, the additional years maintenance shall be
renewed on an annual basis via change order upon written mutual consent of the
parties and shall be based on the firm fixed quotes provided in the additional
years.

Support and maintenance pricing for years 2, 3, and 4 are included in the cost
summary and include parts, labor, and software service upgrades.




Response Time:

Vendor shall respond to a call for service within 1(one) hours with a call back
during normal business hours of 8:00 am —4:00 pm _

ComTech will respond to service calls within 1 hour with a call back during
Normal business hours of 8:00 AM to 4:30 PM Monday through Friday. We will
provide a combination of phone-based, web-based, and onsite support and
maintenance as needed.

Vendor will be required to be on site within 24 hours of agency request whern all
attempts at curing the problem via other means have been exhausted.

ComTech will be onsite within 24 hours as needed to cure support and
maintenance issues.

Invoices, Progress Payments:

The vendor shall submit invoices, in arrears, to the Agency at the address on the
face of the purchase order labeled “Invoice To” pursuant to the terms of the
contract.

ComTech will follow these accounting requirements.

Charges for service calls are billed on a per call basis only after troubleshooting
via telephone with the facility has been unsuccessful with no resolution found or
determined.

Service calls will be covered under the Support and Maintenance Agreements
between ComTech and the Authority.

Addendum No 1 Questions, Answers, Responses:

For the biometric hand punch time clocks, will a maximum of 512
employees for each clock be sufficient? If not, how many of the clocks will
need to be able to handle more than 512 employees?

Biometric hand punch time clocks, with a maximum capacity of 512
employees, are sufficient for the 10 facilities and the training center.
However, a hand punch time clocks for the Central Office location would
require only a maximum capacity of 50 employees.

We included the HP3000 hand punch time clock in our bid for ALL locations
because it fits all of the bid requirements. It has programmable function keys, has
a maximum capacity of 512 employees (and is upgradeable) AND allows for

schedule restrictions at the clock.

Lower-priced models do NOT meet all of the requirements.



(The HP1000 clock does NOT have programmable function keys and has a _
maximum capacity of only 100 employees (not upgradeable) and does NOT allow
for schedule restrictions at the clock.)

(The HP2000 clock has a maximum capacity of 512 employees (not upgradeable)
and does NOT allow for schedule restrictions at the clock.)

- In my experience of working with West Virginia State agencies, I have found that
both the first and second semi-monthly pay periods per month vary in length
depending on the number of days in the month. Pay period definitions are as
Sfollows:

30-Day Month: Pay Periods are (1) from the first day of the month through the
fifteenth day of the month and (2) from the sixteenth day of the month through the
last day of the month.

31-Day Month: Pay Periods are (1) from the first day of the month through the
sixteenth day of the month and (2) from the seventeenth day of the month through
the last day of the month. '

28 or 29-Day Month: Pay Periods are (1) from the first day of the month through
the fourteenth day of the month and (2) from the fifteenth day of the month
through the last of the month.

Are these the pay period definitions that are used by WV Regional Jail and
Correctional Facility Authority and, if so, must the Automated Time and
Attendance System have the ability to configure these variable length pay
periods?

Yes. The pay periods, as defined above, are required by the Auditor’s Office
for the State of West Virginia. The Automated Time and Attendance System
for the West Regional Jail Authority must have the ability to configure these
variable length pay periods for regular time hours as well as a configuration

for overtime hours.

CeleriTime is one of the few Automated Time and Attendance Systems available
that allows for custom-defied pay periods that will allow for configuration of
variable length pay periods as required by the West Virginia Jail Authority.
Please see configuration screen shot for custom pay periods that follows.
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Regional Jail and Correctional Facility Authority

Additional Features and Benefits

Features

Employee Timesheets
o Automatic calculation of employee worked time based on configuration of your
pay rules
Easy addition or edit of employee clock-in or clock-out times if needed
Detailed audit trail for all employee timesheet entries
Use customized employee filters to work with a group of employees at one time
User preferences allow customization of the Operations Center where employee
timesheets are viewed
o Manage by exception — focus only on timesheets with errors
Attendance Tracking
o Automatic tracking of employee attendance infractions such as late clock-ins and
early clock-outs
o Force supervisors to enter a pre-configured note to attendance infractions if
desired ‘
Pay Rules Engine
o Multiple overtime calculations
o Activity codes allow “special” time or wage calculations for different types of
pay
Automated holiday rules
User configurable Pay Policies and Pay Matrices
Wage modifier (add, multiply, or both)
Automatic calculation of average hourly overtime rate
Employee Schedules
o Advanced scheduling tools such as shift templates and schedule patterns allow
for quick, easy schedule generation
o Employee schedules can roll forward automatically without any manual entry
after initial setup
Pay Periods
o User Defined Pay Periods allow for configuration of pay periods of varying
lengths such as the semi-monthly pay periods for WV State Government
Agencies.
Security
o Mandatory login and password for each software user
o User profiles define which portions of the application a user may access
o Employee groups define which employees a supervisor / manager may edit,
view, Of report.
o Users can be granted access only to the modules necessary to perform their
management / supervisory duties

0O 00C0

0000

Reports
o Dynamic built-in report writer enables the operator to report on all data produced
by the software
o Generate reports for private or public use
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Report generation available from Operations Center or Report Center

Report shortcuts aliow for easy generation of frequently used reports

Reports can be automatically generated and emailed

Query Builder allows the User to “fine tune” their selections with all of the report
selection operators

Reports can be selected for any range of dates, either relative or specific,
including both historical and curent data

Reports can be views on the screen, printed, or exported in a variety of formats

= Growth Capabilities

O000C0O0D0

Benefits

Unlimited number of Pay Codes

Up to ten Labor Levels

Unlimited Employee Groups

Unlimited Sign Off Levels

Unlimited Overtime Rules

Unlimited Premium Pay Rules

Upgrade to an unlimited number of employees and users

= Compliance with the Fair Labor Standards Act (FLSA)

O
(o}
e}

Accurate and reliable method of collecting employee’s worked time
Automatic tracking of regular and/or overtime in “real-time”
Unlimited history satisfies record-keeping requirements of the FLSA

* Increased Efficiency

e}
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Managers can focus on managing, not timecard/timesheet handling
Elimination of manual calculation of employee’s worked time

Possible elimination of manual keying of payroll hours into EPICS payroll
Elimination of payroll errors with availability of up-to-the-minute pay data

* TImproved Employee Morale

Q

O

Employees of equal status treated equitably through uniform application of pay
policies across employee groups.
Ability to provide automatic reports to supervisors regarding employees’

attendance issues.
)

s Decreased Labor Costs

o]

Easy generation of comprehensive management reports to help track and manage
your labor costs

»  Secure Access to Employee Information Secure

o
o]

Supervisors can access only authorized functions or views in the software
Supervisors can access only data on certain employees or employee groups
within the company

» Increased Payroll Accuracy

O

Calculation or keying errors eliminated



Access to comprehensive management information

o

o

Generation of customized reports by selecting date range, employee filiers, report
sections, report fields, and sort orders.

Ability to get labor and/or attendance information anytime without waiting for
payroll processing

Efficient tracking of labor by cost center (such as department and/or location)




SERVER REQUIREMENTS

Daiabase Server (60 Concurrent Users)

Operating System | Windows 2003 Server

Processor (CPUY Duatl Xeon Dual-Core 3.0 GHz Dual Xeon Quad-Core 3.0 Ghz
Memory (RAM) 16 GB 64 GB

Disk Space 7 GB available - CeleriTime Database

Digplay 1024 x 768

Database SQL Server 2005 SQL Server 2005 x64

Network Gigabit Ethernet Fiber

Note: The Dual Xenon Dual Core or Dual Xeon Quad-Core requires 2 CPU license for SQL Server

All computers require CD-Rom Drive, USB port, or access to network drive to facilitate software installation.

CeleriTime Terminals require 10 MB Ethernet connection, Terminal Services is needed in most WAN
environmenis.

CLIENT PC REQUIREMENTS (If not using Terminal Services)

Client PCs

Pentium |V 1.6 GHz
512 MB (1 GB Windows Vista)
100 MB available

1024 x 768

100 MB

BIOMETRIC HANDPUNCH TiMECLOCK REQUIBREMENTS

Requirements for an Ethernet Handpunch Clock
= A TCP/IP Network
» CAT 5 cable
= If network is faster than 10BaseT a switching hub will be needed
= Static IP Address, gateway address and subnet address if needed
= Port 3001 opened

Power: A 120VAC duplex outiet should be within 5 feet of the hand reader. The supplied RS! plug-in power supply
has a 6 feet (182 cm) long cable.




Best Practices - SQL Server

SQL. Server 2005 is preferred over SQL Server 2000, for its increased performance.

SQL Server 2005 supporis larger amount of memaory than SQL Server 2000, This increased memory
capacity has a significant impact on performance,

The Xeon processors are capable of running 64 bit operating system. To realize full benefit of this processor
you should use Windows 2003 x64 operating system, and SQL Server 2005 x64 Standard edition.
Microsoft licenses SQL Server per physical CPU. Dual-Core and Quad-core processors count as only one
CPU, Using dual-core or quad-core processors will significantly reduce licensing costs, when compared
against equivalent number of processors in a multi-processor computer.

X64 System increase scalability of SQL Server {provided appropriate increases in memory)

X64 Systems use significartly more memory for basic functions and processes. Consider installing 2 or 4
times the memory in X64 system versus what you in a non X84 system.

More is always better. More memory, more Level 2 cache, and faster hard drives will result in better
performance. ‘

Network between Database Server and Terminal Server and Web Server shoutld be Gigabit Ethernet or
Fiber, using a switched architecture.

While it is possible to run other processes on the Database Server, this is a drain on server performance
and is NOT recommended. It is highly recommended that a separate XP workstation be used to run
CeleriTime Totalizer, CeleriTime Punch Coltection Engine, and CeleriTime Terminal Communications.

Best Practices - Terminal Server

The Xeon processors are capable of running 64 bit operating system. To realize full benefit of this processor
you should use Windows 2003 x64 operating system,

X64 Systems use significantly more memory for basic functions and processes. Consider installing 2 or 4
times the memory In X84 system versus what you I a non X64 system.

More is always better. More memory, more Level 2 cache, and faster hard drives will result in better
performance.

Network between Terminal Server and Database Server should be Gigabit Ethernet or Fiber, using a
swiiched architecture.

While it is possible to run other processes on the Terminal Server, this is a drain on server performance and
is NOT recommended.

Several smaller terminal servers usually perform better than one large terminal server

Database Backup

Power Interruptions, hardware or network failure, and other unexpected circumstances can lead to unrecoverable
data loss. We strongly recommend the purchase and scheduled use of a backup/archival solution.

Recommendation Disclaimer

System recommendations are published only as a guide. These recommendations are based on information
available as of the last updated date of this document.

Performance and response time are affected by many factors:

Server Hardware — Operating System, RAM, processor(s) speed, hard disk subsystem performance
Client PC Hardware - Operating System, RAM, processor speed, hard disk performance

Network - NIC performance, cable type, topology, available bandwidth

Database — size, number of concurrent users, type of user activity

Demands made by other software on the above resources.
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Statement of Work

Scope

Commercial Technology Group will work closely with your system administrator through the
implementation to help you successfully automate your time and attendance process.

Personnel

The following Commercial Technology team members will be working with you during the
course of your project.

Patricia C. “Pat” Ward
Implementation Manager
Phone: 304-345-0201 ext. 405
Fax: 304-345-0356

Email: patw;@comtechwv.cgm

Education and Certifications:

L
¢+
L

*

B.S. Business Administration, Accounting

Certified Public Accountant

Certified reseller for CeleriTime, TimeFotce, TimeForce I, Genesis Pro, Genesis SQL,
TA100 Pro, and XactTime .
Certified trainer for CeleriTime, TimeFosce, TimeForce IT, Genesis Pro, Genesis SQL,
TA100 Pro, and XactTime

Experience:

Pat Ward has been involved with automated time and attendance systems for over 23 years.
She has completed numerous implementations, provided custom configurations, and
provided on-going support for time and attendance customers.

Pat will guide you through the implementation, complete the configuration of your software
rules, and provide training to the system administrator and users of the software.

Patricia L. "Patty” Sweeney
Software Specialist

Phone: 304-345-0201 ext. 404
Fax: 304-345-0356

Email: gaMS@comtecbwv.com

Education and Certifications:

¥
¢+

*
+

CompTia Certified A+
College level CISCO classes
Over 1200 hours of electronics training



¢ Computer technology class

SQL database class

¢ Certified support specialist for CeleriTime, TimeForce, TimeForce II, XactTime, TA100
Pro, Genesis Pro, Genesis SQL

*

Experience:
Patty Sweeney has been supporting and mstalling time and attendance systems for over nine
years. She has worked in computer, equipment, and software support in numerous fields.

Patty will oversee the installation of the software and database on your network, mnstallation of

the software on workstations, and establish communications between the wotkstations, time
clocks, and the database server.

Deliverables

The following is a list of all project deliverables and services, except options, as stated in the cost
summary.

¢ CeleriTime for up to 1500 employees / 60 users
¢ Accruals Module for CeleriTime
¢ Twelve (12) HP3000 Biomeiric Time Clocks with Battery Backup
+ Implementation and Training services
¢ Annual Support on the software
¢ Annual Maintenance on the time clocks
Services

Commercial Technology Group will provide the following services 1o WV Regional Jail and
Correctional Facility Authority

+ Configuration
We will configure the software based on your completion of the CeleriTime
Configuration Survey. We will work with your payroll personnel to test the
configuration for accuracy.

+ Installation
We will work with your staff to install the CeleriTime software and the database.
Communications between workstations and the badge terminals will be established
and tested. '

¢+ Training
As part of the implementation process, our staff will provide training to the system
administrator(s) of CeleriTime. We are equipped to handie a variety of training

needs. Training will be done at onsite at your facility(ies).



¢ Maintenance/Support
Our software support agreement includes unlimited telephone support, unlimited
web-based support, on-site support as deemed necessary, and periodic delivery of
software service updates. Our maintenance agreement on the HP3000 terminals
includes on-site service calls as needed and periodic preventative mainfenance visits.




Sample
Time & Attendance
Implementation Checklist

Preparation Phase

Day 5 Have Implementation Planning Meeting ComTech / Customer
Day 10 Complete Configuration Survey ComTech / Customer
Day 10 Finalize impiementation calendar ComTech

Day 10 Determine adequacy of computing environment ComTech / Customer
Day 15 Document policies and rules as necessary Customer

Day 23 Document configuration parameters ComTech

Day 25 Confirm receipt of hardware/software Com'Tech / Customer
Day 25 Configure system parameters ComTech
Installation Phase

Day 27 Complete installation of cabling and power, if Customer

applicable

Day 28 Install and configure system on site ComTech

Day 30 Train supervisor / system administrator on software | ComTech / Customer
Day 30 Train supervisor on enrolling employees in clock ComTech / Castomer
Day 30 Develop system back-up plan Customer

Day 30 Import Employees ComTech / Customer
Day 40 Hold employee training Customer

Day 40 Enroll Employees in Biometric clock(s), if Customer

applicable

Day 44 Employees start punching on new clock Customer

Days 44-59 | Parallel with old system Customer

Day 35 Configuration Review Meeting ComTech / Customer
Day 55 Make necessary configuration changes Customer

Day 60 Live Pay Period on new system Customer

Prepared: 05/26/10

Page 1 of 1




TidE & ATTENIANCE S

Foaople and Products That fdentity

Efficiency

Eliminate manual processing of time cards

Improve accuracy by eliminating human error

Stop overpaymenis and unauthorized overtime

Guarantee uniform application of pay policies

Manage by Exception—Focus only on timesheets with errors
Real-time data allows pro-active management of your workforce
Managers can focus on managing, not timecard handling

Quickly and easily locate data for wage and hours claims or other legal
inguires

Features

Collect labor data (who, what, where, and when)

Consistently apply complex pay polices

Track attendance issues (absent, late in, early out, long meal,...)
Track accruals (provide up to date balances)

Operations Center—Complete all supervisory task in one place
Complete labor and attendance reports (current and historical data)

Barcode and
Biometric Clocks

" Visitor
Management

AT THE SPEER OF LIGHT 71

Managing your labor resources is crucial to ensuring the future

- success of your business. CelériTime™ provides the tools and
real-time labor data necessary to pro-actively manage your
workforce. This allows you to better manage your labor cost and
improve productivity. CelériTime provides timely data necessary
to make the right choices for your business.

_ _'lnnovatlun

Time and Attendance
¥ at the Speed of: nght

‘_.How rs thls poss&ble'? 5

' CelenT:me was deSIgned
'_éand buiit upon two core .
_.-concepts :

,. On—lme Arch:vmg
“Datais moved toan .
- -on-line_ archive once. |t .
~:is no.longer needed for.
. -calculations. This
" allows reports fo have -
- immediate accessto
. “both current and
_._'_"historical'-data '

n 'Inteihgent Totallzmg
" “Only the data affected "
by a punch paycode .
- edit, or scheduie edlt is
s re~t0tal:zed g

Scalability

CelériTime scales from a
Single PC Solution to a
Multi-Server N-Tier
Solution. Whether you
have 10, 100, 1,000, or

Management
Reports

1D Cards Payroll

10,000 employees there
is a CelériTime solulion
perfect for your business.
As your business grows
so can CelériTime.




CT-HANDPUNCH Terminal

Putting Your Employees Hands to Work!

The CT-HANDPUNCH brings data collection flexibility
together with the sophistication of the most accurate
identification technology available. Hand geometry gives Eliminate Badges
you the ability to use biometrics in the most demanding
work environments.

Eliminate Buddy Punching

Application
« Time & Attendance
« Job Tracking (by work order)

Standard Features

« 512k RAM {up to 1mg) — 530 usersfemployees
» Serial Communications — RS232/RS485

« Barcode Reader

Terminal Opiions

« UPS (Terminal Operations on Battery Backup)

« 10/100 Base T Ethernet Communications Option
« Memory Expansion — 3497 users/employees

» Cover power/wall plate installation option

» Baitery Back-up

Reader Upgrades

« Track Il Magnetic

« Visible Red Barcode

«  Motorola & HID Proximity
» HIDiClass™

Physical Envwonment S
«  8.85" x 11.65" x 8.55" (2230m x 28.6cm x 21.7cm)
«  Weight: 6 Ibs (2.7kg)
« Key Locking Base
» 2 x 16 Character LCD
« 10 Programmable Keypad Function Keys

«  12/24 Hour Format USA/International

o Operatlon Temperature
0%t045° C(32°to + 113° F) : .
:.-Realt;ve Hamtdty 20% to 80% non- condensmg

] 'Storage Temperature S
-10° to 60" C (w io+ 140°.- ) e

-y celeritiime.com -




Commercial Technology Group, LLC
PHONE: (304) 345-0201 FAX: (304)-345-0356

Implementation

Our Implementation Services Help Get You Up-And-Running Quickly and Efficiently!

Features:

e Activation Of Your System

« Installation Of Your Data Engine

¢ instaltation Of Your Administration Tools
+ Instaflation Of PC Time Clock

» Creation Of Your Database

« Configuration Of Your System

« Data Collection Terminat Diagnostics and Setup

Our Solutions Cost Less To Implement
Than Competing Products Because
There Are No Hidden Costs.

Good technical design can result in substandard system
performance if not implemented properly. In addition,
integrating technologies from muitiple vendors can create
confusioh regarding responsibility and accountability. Today's
market requires quick response fo opportuniies and
competition. To meet this need, ComTech provides time and
labor management sclutions along with  implementation
services that are not only comprehensive but also customized
to maet your needs.

Companies that do business with ComTech can expect a
partner that will be there through all phases of imptementation
— from the initial planning phases to the final roll-out. ComTech
provides scalable levels of assistance that are failored to each
implementation. We transform your payroil/human resource
departments into a costeffective robust time and labor
management environment that stands up to all departmental
challenges. Professionai implementation by ComTech speeds
.up the completion process, assures minimum downtime due to

send

ComTech  will
implementation specialist to the customer's site to provide the
customer on-site installation of the software and hooking up
the data collection terminal.

On-Site _implementation - an

Professional implementation from ComTech will speed up the
installation process, assure minimum down-time due to
improper system hookup, and help achieve optimum
performance from your new Time and attendance system.

improper installation, and achievement of oplimum system
performance.

COMMERCIAL TECHNOLOGY GROUP,LLC,888 ODAKWOOD ROAD, SUITE 330, CHARLESTON, WV 25314



Commercial Technology Group, LLC
PHONE: (304) 345-0201

FAX: (304)-345-0356

Training

Education Is The Key To Getting The Most Out Of Your New System!

Features:
» Training On Navigation Through The System

+ Training On Scheduling Employees

« TFraining On Employee Data Entry Procedures
« Training On System Report Generation

« Training On Administrative Rule Adjustments
¢ Training On Employee Data Enfry Procedures
« Training On Time Card Editing Procedures

« Training On Benefit Administration

« Training On System Optiohs

« Traihing On Management Of Empioyee Data

ComTech's Training service provides professional instructor-led
training to make the transition to your time and aliendance
system as simple as possible for all of your employees.
ComTech fraining sessions are designed to provide the tools
your staff will need to use your system successfully in your
business environment. Key conocepis are taught using examples
taitored to your businesses needs. Class sizes are kept small in
order to facilitate the best hands-on learning experience,
providing personal attention for all students.

Easy to follow training materials ensure that students can focus
on learning rather than on taking notes, and that students have
an easyto-use reference guide for after class. ComTech
Training can be provided in two ways:

A Curriculum That Empowers
Customers To Perform At Their Best
To Achieve The Most Benefits From

Qur Systems...

ComTech Classroom — Custorners can get focused fraining with
no distractions by going io ComTech training facilities in
Charleston, West Virginia,

On-Site_Setup & Training - ComTech will send a certified
technical representalive and/or trainer to the customer's site to
provide the customer on-site setup and classroom style training.

No matter which method you choose, professional sefup and
fraining from ComTech will assure you get the highest refurn on
your investment from your time and atlendance system.

COMMERGCIAL TECHNOLOGY GROUP LLC, 888 OAKWOOD ROAD, SUITE 330, CHARLESTON, WV 25314



Commercial Technology Group, LLC

PHONE: (304) 345-0201 FAX: (304) 345-0356
WWW.COMTECHWY.COM

Support/Maintenance

Our Support/Maintenance Services Help Keep Your System Running Worry-Free!

Features:

. Controls cosis
«  Enhances quality

+  Improves system performance

Software Support
= Unlimited direct phone support
° Uniimited direct email support
. Uniimited Web-based support
+  Delivery of enhancements, updates and upgrades

» Standard error correction and modifications

Hardware Maintenance
*  Ongoing maintenance such as quality checks and
cleaning
«  Onsite service for requested repairs

+  Temporary replacement equipment during offsite repairs

Good technical support is a necessity after you have
implemented your Workforce Management System. You want
to be sure you have the ongoing support and maintenance to
keep your software and hardware operating at their full
potential. Today's market requires quick response in the event
of a problem and with our maintenance/support agreements

you can enjoy peace of mind, knowing your system Is covered.

Your labor management software is a mission-critical system
that has an effect on your employees’ payroll. We realize that
unanswered software guestions and hardware problems can

__leave your systems down and you frustrated. That is why we

Quality Customer Support
Maximizes
System Productivity!

technology. We provide assistance in using the software and
communicating with any data collection terminals.

Hardware maintenance — We will send a hardware specialist to
you to provide immediate on-site repair or temporary
replacement of the hardware terminals.

Companies that do business with Commercial Technology
Group can expect a partner that will be there throughout the
lifetime of their system. We provide scalable levels of
assistance that are tailored to your individual needs. Our
professional support assures minimum downtime and optimum

have developed a comprehensive and cost-effective support
and maintenance program.

Software Support — Our support agreements include unlimited
tetephone calls and web-based support with available Internet

system performance,

COMMERCIAL TECHNOLOGY GROUP LLC, 888 OAKWOOD RD, STE 330, CHARLESTON,WV 25314
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Employee Timesheet
Supervisor Approval

05/69/10 - 05/22/10

Date IN Account OUT Daily Weekly Pay Period

05/10/10 Mon 08:00 AM  100/10 05:00 PM 8.00 8.00 8.00

05/11/10 Tue 07.56 AM 100/10 06:00 PM 9.60 17.00 17.00

05/12/10 Wed 07:55 AM 100/10 05:05 PM 8.60 25.00 25,00

05/13/10 Thu 07:56 AM 100/10 05:09 PM 8.25 3325 3325
. 05/14/10 Fri 07:54 AM 100/10 04:55 PM 8.00 41.25 4125

05/17/10 Mon 08:05 AM 100/10 04:30 PM 7.50 7.50 4875

05/18/10 Tue 07:54 AM 10010 04:30 PM 7.50 15.00 56.25

05/19/1G Wed 08:00 AM 100/10 04:30 PM 7.50 22.50 63.75

Pay Code Hours Dollars

Reg 62.50

Ovt 1.25

Total Hours 79.75

Date Time Plafa;&e - Account Amount Count OT Count Holiday
05/20/10 12:00 AM Vac 8.00 False False
05/21/10 12:00 AM Vac 8.00 False False

Unicorn Sofiware CeleriTime - Employee Detail Report
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Employee Detail Report
05/09/10 - 05/22/10

Pay Code Hours  Dollars
Reg 73.00 $901.23
Ovt 0.50 $9.26
Total Hours 73.50 §$910.49

Pay Code Hours Dollars
Reg 40.00 $400.00
Ovt 1.50 $22.50
Total Hours 81.56 $822.50

ﬁ; Code " Hours " Dollars
Reg 62.50 $625.00
Ovt 1.25 $18.75
Total Hours 79.75 $803.75

Unicorn Software CeleriTime - Employee Detail Report



5/27/10 10:51 AM Page 1 of 1

Accruals Report
06/01/09 - 05/31/10

Accraal Code:  Vacation Begin Balance: 00:00

Date TFype Pay Code Comment Amount Balance
10/09/09 Fri Used Vac -08:00 -08:00
11/20/09 Fri Used Vac -08:00 ~16:00
12/31/09 Thu Used Vac -08:.00 -24:00
05/05/10 Sun Adjustment 80.00 56:00
05/20/10 Thu Used Vac -08:00 48:00
05/21/10 Fri Used Vac -08:00 40:00
Accrual Code End Balance

Vacation 40:00

Accrual Code:  Vacation Begin Balance: 80:00
Date Type Pay Code Comment - Amount Balance
08/25/09 Tue Used Vac

Acerual Code
Vacation 80:00

Accrual Code:  Vacation Begin Balance: 56:00
Date Type Pay Code Comment Amount Balance
08/25/09 Tue Used Vac -08:00 48:00

Accrual Code Begin Balance End Balance
Vacation 56:00 48:00

Unicorn Software CeleriTime « Accruals Report
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Exception Report
Missing Punch Report
05/09/10 - 05/22/10

Date T Time Exception
05/17110 Missing Out

o 7

EEAE

Exception
Missing Out

R

éptiem

Exe
Missing Out

e

Excépti‘bn
Missing Out | 0.00

Unicorn Software CeleriTime - Exception Report



327410 11:00 AM

Exception Report Page 1 of 2
05/09/10 - 05/15/10

Date Time i?xce})tionm ' Commer]? Hours
05/12/10 Wed 04:30 PM Late Out 01:00
05/13/16 Thu 07:30 Tardy 00:30

T 22

e

J ol o A
Exception Occurrences Hours
Late Out 1 01:00
Tardy 1 00:30
Unicorn Software

CeleriTime - Exception Report
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Rev. 09/08 State of West Virginia

VENDOR PREFERENCE CERTIFICATE

Certification and application™ is hereby made for Preference in accordance with West Virginia Code, §5A-3-37 (Does notapply to
construction contracts). West Virginia Code, §5A-3-37, provides an opportunity for aualiiying vendors to request {at the time of bid)
preference for their residency status. Such preference is an evaluation method only and will be applied only to the cost bid in
accordance with the West Virginia Code This certificate for application is to be used to request such preference. The Purchasing
Division will make the determination of the Resident Vendor Preference, if applicable

1 Application is made for 2.5% resident vendor preference for the reason checked:

Bidider is an individual resident vendor and has resided continuously in West Virginia for four (4} years immediately preced-
ing the date of this certification; or,

Bidder Is apartnership, association or corporation resident vendorand has maintained its headquarters or principal place of
business continuously in West Virginia for four (4) years immediately preceding the date of this ceriification; or 80% of the
ownership interest of Bidder is held by another individual, partnership, association or corporation resident vendor who has
maintained its headquarters or principal place of business cortinuously In West Virginia for four (4} years immediately
preceding the date of this certification; or,

Bidder is a honresident vendor which has an affiliale or subsidiary which employs a minimum of one hundred state residents
and which has maintained its headquarters or principal place of business within West Virginia continuously for the four (4)

years immediately preceding the date of this certification; oy,

Application is made for 2.5% resident vendor preference for the reason checked:
Bidder is a resident vendor who certifies that, during the life of the contract, on average at least 75% of the employees
wotking on the project being bid are residents of West Virginia who have resided in the state continuously for the two years

immediately preceding submissicn of this bid; or,

Application is made for 2.5% resident vendor preference for the reason checked;

Bidder is a nonresident vendor employing a minimum of one hundred state residents or is & nonresident vendor with an
affiliate or subsidiary which maintains its headquarters or principal place of business within West Virginia employing a
minimum of one hundred state residents whe cerdifies that, during the life of the contract, on average at least 75% of the
employess or Bidder's affiliate’s or subsidiary’s employees are residents of West Virginia who have resided in the state
continuously for the two years immediately preceding submission of this bid; or,

Application is made for 8% resident vendor preference for the reason checked:
Bidder meets either the requirement of both subdivisions (1) and (2) or subdivision (1) and (3) as stated above; oy,

Application is made for 3.6% resident vendor preference who is a veteran for the reason checked:
Bidderis an individual resident vendor who Is a veteran of the United States armed forces, the reserves or the National Guard
and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submitted; or,

. Application is made for 3.5% resident vendor preference who is a veteran for the reagon checked:
Bidder is a resident vendor who is a veteran of the United States amned forces, the reserves or the National Guard, if, for
purposes of producing or distributing the commedities or complefing the project which is the subject of the veridor's bid and
continuously over the entire term of the project, on average at least seventy-five percent of the vendor's employees are
residents of West Virginiz who have resided in the state confinuously for the two immediately preceding vears

Bidder understands if the Secretary of Revenue deiermines thal a Bidder receiving preference has failed to continue o mest the
reqguirements for such preference, the Secretary may order the Direclor of Purchasing fo; (a) reject the: bid; or (b) assess a penalty
against such Bidder in an amount not to exceed 5% of the bid amount and that such penatty will be paid 1o the contracting agenoy
or deducted from any unpaid balance on the contract or purchase order

By subrmission of this cerificate, Bidder agrees to disclose any reasonably requested information to the Purchasing Division and
authorizes the Depariment of Revenue fo disclose to the Director of Purchasing appropriate information verifying that Bidder has paid
the required business taxes, provided that such information does not contain the amounts of taxes paid nor any other information
deemed by the Tax Commissioner to be confidential.

Under penalty of law for false swearing {(West Virginia Code, §61.5.3}, Bidder hereby certifios that this cerifficate is true
and accutate In alt respects; and that if a contract Is issued to Bidder and if anything contained within this certificate
changes during the term of the contract, Bidder will notify the Purchasing Division in writing immediafely.

i ~
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n , P s 8\
Bidder: COMM €L /echﬂo/ogﬂ Ol O signed: 7747104 £l
Date: 5 [ 2%/ 20/ Tite: /Y dewy) ber—

*Check any combinalion of preference consideration(s) indicated above which you are entitfed o receive
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STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

West Virginia Code §5A-3-10a states: No contract or renewat of any contract may be awarded by the state or any of its
pefitical subdivisions to any vendor or prospective vendor when the vendor or prospective vendor or & related parly to the
vender or prospactive vendor is a debtor and the debt owed is an amount greater than one thousand dollars in the

aggregate

DEFINITIONS:

"Debt” means any assessment, premium, penalty, fine, fax or other amount of money owed fo the stafe or any of iis
pofitical subdivisions because of a judgment, fine, permit violation, license assessment, defaulted workers’ compensation
premium, penafly or other assessment presently delinquent or due and required to be paid to the state or any of its
politicat subdivisions, including any interest or additional penaliies acerued thereon :

"Debtor” means any Individual, corporation, partnership, association, limited liability company or any other form or
business association owing a debt to the state or any of its political subdivisions. *Political subdivision” means any county
commissian; municipality; county board of education; any instrumentality established by a county or municipality; any
separate corporafion or instrumentality established by one. or more counties or municipalities, as permitted by iaw; or any
public body charged by law with the performance of a government function or whose jurisdiction is coextensive with one
er more counties or municlpalities. “Related party” means a party, whether an individual, corporation, parinership,
association, fimited liability company or any other form or business association or other entity whaisoever, related to any
vendor by blood, marriage, ownership or contract through which the party has a relationship of cwnership or other interest
with the vendor so that the party will actually or by sffect receive or control a portion. of the benefit, profit or other
consideration from performance of a vendor contract with the party rscelving an amount that meets or exceed five percent

of the total contract amount.

EXCEPTION: The prohibition of this section does not apply where a vendor has confested any fax administered pursuant
to chapter eleven of this code, workers’ compensation premium, permit fee or environmental fee or agsessment and the
matter has not become final or where the vendor has enterad into a payment pian or agreement and the vendor is not in
default of any of the provisions of such ptan or agreement

Under penalty of law for false swearing (West Virginia Code §61-5-3), it is hereby certified that the vendor affims and
acknowledges the information in this affidavit and is in compliance with the requirements as staled.

WITNESS THE FOLLOWING SIGNATURE

Vendor's Name: COW}N\fTC‘J al__Tech ﬂolog Y GV‘OLLP , LS
Authorized Signature: )OQ)(PHOZO{ 4, /LJSL(@@/ > Date: Om//@/ 20/
State of _ U Mo (8 '

County of g , fo-wit;

Taken, subscribed, and sworn to before me this/_a ay of % , 20 M/__Q

My Commission expires Q%’M /M ,{2;{ /?/Z,\ } ,

20 1 3,0
AFFIX SEAL HERE O 0 NOTARY PuaL}sﬁMmﬂ@@Wa/
() P

OFFIGIAL SEAL
NOTARY PUBLIC
\ STATE OF WEST VIRGINIA

53

MELANIE LYN CONRAD

#3 Rose Court
Chariesten, WY 25302 Purchasing Affidavit {Revised 12/15/08)

" My Commission Expires Jan, 11, 2012




