State of West Virginia Request for pmzmmms
Department of Administration  Quotation
Purchasing Division

2012 Washington Street East

Post Office Box 50130

Chatleston, WV 25305-0130

RESTA FERREL&

RFQ €OPY
TYPE NAME/ADDRESS HERE

| PACKARD BUSINESS SYSTEMS
| 3619 7th AVENUE
| CHARLESTON, WV 25312

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

06/28/2010
BID OPENING DATE:

0001 | LS 195-68
1
TIME AND ATTENDANCE TIME CLOCK SYSTEM FOR RJC

REQUEST} FOR QUOTATION
(RFQ

THE WEST VIRGINIA STATE PURCHASING DIVIISION FDR THE
AGENCY, THE WEST VIRGINIA REGIONAL JAIEL AND
CORRECTIONAL} FACILITY AUTHORITY, IS SOLICITING BIDS

TO PROVIDE AND INSTALL| AN AUTOMATED TIME AND

LOCK [SYSTEM INCLUSIVE| OF SOFTWARE,
ARDWARE, AND BIOMETIRC HAND READERS AT (10)

ACILITIES, [THE CENTRAL OFFICE, AND THE TRAINING
CADEMY OF E WEST VIRGINIA REGIONAL JAIL AND
CORRECTIONAL] AUTHORITY| PER THE ATTACHED SPECIFICATIONS.

MANDATORY PRE-BID WILL BE HELD ON MAY 12, 2010 @ 1:00
PM IN THE CONFERENCE ROOM OF THE WV REGIONAL JAIL
UTHORITY @ [1325 VIRGINIA STREET EAST {IN CHARLESTON, W
Li INTERESTED PARTIES] ARE REQUIRED TO| ATTEND THIS
MEETING TO ATTEND] THE MANDATORY PRE-BID SHALL RESULT IN
AILURE DISLIIFICATION OF THE BID. NO ONE PERSON MAY
REPRESENT MORE THAN ONE BIDDER.

E SHEET WILL BE MADE AVAILABLE FOR ALL
OMPLETE. THI1S$ WILL SERVE AS THE
YING ATTENDANCE, AT THE MANDATORY,
OVIDE YOUR COMPANY AND
THE ATTENDANCE [SHEET WILL RESULT
THE BID. THE STATE WILL NODT
NTATION TO VERIFY ATTENDANCE,

N ATTENDANC
POTENTIAL BIDDERS] TO
OFFICIAL DOCUMENT], VERI

RE~BID. FAILURE 70 P
REPRESENTATIVE NAME ON
IN DISQUALIFICATION OF

ACCEPT ANY QOTHER DOCUM

FIGNATU

loye? m”?ay«mf Y Y

(}%ea-,@mf IFF‘*“ 55 0567712 ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING 7O RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED VENDOR'




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

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

2. The State may accept or reject in pari, or in whole, any bid,

3. Prior to any award, the apparent successful vendor must be properly registered with the Purchasing Division
and have paid the raquired $125 fee.

4. All services performed or goods delivered under State Purchase Order/Contracts are to be continued for the
term of the Purchase Order/Contracts, contingent upon funds being appropriated bf the Legislature or otherwise
being made available. In the event funds are not agpropriated or otherwise available for these services or goods
this Purchase Order/Contract becemes 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 pald for late payment in accordance with the West Virginia Code.

7. Vendor preference wilt be granted upon wiitten request in accordance with the West Virginia Code.

8. The Stats of West Virginia is exempt from foderal and state taxes and will not pay or reimburse such taxes.

9. The Director of Purchasing may ¢ance! any Purchase Order/Contract upon 30 days written nofice to the seller.

10. The laws of the State of West Virginia and the Legisiative Rules of the. Purchasing Division shall govem the
purchasing process,

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

12. BANKRUPTCY: In the event the vendorcontractor files for bankruptcy protection, the State may deem
this contract nulf and vold, and terminate such contract without further order.

13. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Government HIPAA Business Associate
Addendum (BAA), approved by the Attorney General, is available online at www.state.wv.us/admin/purchase/vre/hipaa.htm
and is hereby made part of the agreement. Provided- that the Agency meets the definition of a Cover Entity
(45 CFR §180.103) and will ba 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
g]emonaﬂy identifiable information or other confidential information gained from the agency, unless the individual who is

e subject of the information consents to the disclosure in writing or the disclosure is made pursuant to the agency's
policies, procedures, and rules. Vendor further agrees to comply with the Confidentiaiity Policles and Information
Secutity Accountability Requirements, set forth in hitp:/Awww.state wv.us/admin/purchase/privacy/moticeConfidentiality pdf

15, LICENSING: Vendors must be licansad and in good standing in accordance with any and all state and local laws and
requiroments 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 Department, and the West Virginia Insurance Commission. The vendor must
provide all necessary releases fto obtain informalion to enable the dlrector or spending unit to
verify that the vendor Is licensed and in good standing with the above entifies.

16. ANTITRUST: In submitting a bid to any agency for the State of West Virginia, the bidder offers and agrees that
if the bid s accepted thé bidder will convey, sell, assign or fransfer 1o the State of West Virginia all rights, titie and interest
in and to all causes of action it may now or hereafter acquire under the antitrust laws of the United States and the State of
West Virginia for price fixing and/or unreasonable restraints of trade relating 1o the parficular commodities or seyvices

purchased or acquired by the State of West Virginia. Such assignment shall be made and become effactive at the time the

purchasing agency tenders the initial payment fo the bidder.

| certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm, fimited
liability company, partnership, or person or entity submitting a bid for the same material, supplies, aquipment or
services and is in all respects fair and without collusion or Fraud. | further cerlify that 1 am authorized to sign

the certification on behalf of the bidder or this bid.

INSTRUCTIONS TO BIDDERS
1. Use the quotation forms provided by the Purchasing Division. Compiete all sections of the quotation form.
2, ltems offered must be in compliance with the specifications. Any deviation from the specifications must be clearly
indlcated by the bidder. Altemates offered by the bidder as EQUAL to the specifications must be clearly
defined. A bidder offering an alternate should attach complete specifications and literature to the bid. The
Purchasing Divislon may waive minor deviations to specifications.
3. Unit prices shall prevall in case of discrepancy. All quotations are considered F.O.B. destination unless alternate
shipping terms are clearly identified in the quotation.
4. Al quotations must be delivered by the bidder to the office listed below prior to the date and time of the bid
operning. Failure of the bidder to deliver the quotations on time will result in bid disqualifications: Department of
Administration, Purchasing Division, 2019 Washington Street East, P.O. Box 50130, Charleston, WV 25305-0130
8. Communication during the solicitation, bid, evaluation or award periods, except through the Purchasing Division,
Is striclly prohibited (W.Va. C.S.R. §148-1 -6.6).

Rev. 12/16/09
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2018 Washington Street East
Post Office Box 50130
Charleston, WV 25305-0130

RFQ COPY
TYPE NAME/ADDRESS HERE

REG'L JAIL & CURR*L AUTH'Y
VARIOUS LOCALES AS INDICATED
BY ORDER

BRINEED o
06/28/2010
BiD OPENING DATE:

THE BIDDER IS RESPONSIBLE FOR ENSURING THEY HAVE
COMPLETED THE INFORMAT|ION REQUIRED ON THE ATTENDANCE
SHEET. THE PURCHASING| DIVISION AND THE STATE AGENCY
EILL NOT ASSUME ANY RESPONSIBILITY FUREA BIDDER-S

AILURE TO COMPLE[TE THE PRE-BID ATTENDANCE SHEET. IN
DDITION, WEl 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 PRIIOR T THE| DISMISSAL OF THE TECHNICAL
PORTION OF E PR WILL BE PERMITTED TO SI&N IN.
BIDDERS WHO ARRIVEE AFTER CONCLUSION OF] THE TECHNICAL

» BUT DURING ANY, SUBSEQUENT PART
OF THE PRE-B[ID WILL NOT BE PERMITTED T2 SIGN THE
ATTENDANCE SHEET.

TECHNICAL QUESTIONS CONCERNING THIS SQEICITA?ION MUST
BE SUBMITTED IN WRITING TO KRISTA FERRELL IN THE WEST
VIRGINIA STATE PURCHASIING DIVISION VIA| MAIL AT THE
ADDRESS LISTED IN THE BODY OF THIS RFQl, VIA FAX AT
504-558-4115, OR IVIA EMAIL AT KRISTA.S.FERRELLJWV.GOV.
DEADLINE FOR! ALL [TECHNICAL QUESTIONS IS 05/17/2010

AT THE CLOSE{ OF BUSINESS. ANY TECHNICAL QUESTIONS
RECEIVED WILL BE ANSWERED BY FORMAL ADDENDUM ISSUED BY
THE PURCHASING DIVISION AFTER THE DEADLINE HAS LAPSED.

N EXHIBIT 10
REQUISI?IQN Na.: LN L I R L I I L I ]

ADDENDUM ACKNOWLEDGEMENT

I HEREBY ACKNOWLEDGE RECEIPT OF THE FOLLOWING CHECKED
ADDENDUM(S) AND HIAVE M‘ADE THE NECESSARY REVISIONS TO M

SEE BEVERSE SIDE FORTERMS AND CONDIION

e oo Fegr | 6/5/00

i /’Dwfzgm’“ FEEN 51 05¢ 27272 ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'




State of West Virginia Requesg for =
Department of Administration  Quotation
Purchasing Division

2019 Washington Street East

Post Office Box 50130

Charleston, WV 25305.0130

RFQ COPY
TYPE NAME/ADDRESS HERE

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

064/28/2010
B GRENING DATE: 0572772010 BID OPENING TIME.  01:30PH

PROPOSAL, PLANS AND/OR| SPECIFICATIGN, ETC.
ADDENDUM NO.['S:
no. 1 .42¢. ..
no. 2 < ..
NO. 3 vonunde.
NG. & oovendle.

‘NBOSOQQuODQQ

I UNDERSTAND; THAT| FAILURE TO CONFIRM THE RECEIPT OF THE
JADDENDUM(S) MAY BE CAUSE FOR REJECTION OF BIDS.

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

Meria

SISGNATURE ,
élarf.fﬁﬁf{.{‘?"/w

LN BN S LRI 2 I

COMPANY
WA

. LI L B R R I B A I N A O W )

DATE

QULD BE SUBMITTE

NOTE: THIS ADDENDUM ACiKNOWLEDGEMENT S

TITLE FET" ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TO BFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED VENDOR'




State of West Virginia Request for =
Department of Administration  Quotation
Purchasing Division

2019 Washington Street East

Post Office Box 50130

Charleston, WV 25305-0130

AN6-558-2594

RFQ COPY
TYPE NAME/ADDRESS HERE REG'L JAIL & CORR'L AUTH'Y
VARIOUS LOCALES AS INDICATED

BY ORDER

I DAIERRINTRD
06/28/2010
BID OPENING DATE:

OPENING TIME _ 01:30PM

WITH THE BID.

REV. 09/21/20009

ANKRUPTCY: ; IN THE EVENT THE VENDOR/CONTRACTOR FILES
CR BANKRUPTCY PROTECT[ION, THE STATE MAY DEEM THE
CONTRACT NULIL ANDLVOIB, AND TERMINATE SUCH CONTRACT
ITHOUT FURTHER ORDER.

SYSTEM:
OTICE TO PROCEED: THIS CONTRACT IS BE PERFORMED
ITHIN 60 CALENDAR DAYS AFTER THE NOTICE TD PROCEED

IS RECEIVED. UNLESS OTHERWISE SPECIFIED, THE FULLY
XECUTED PURCHASE| ORDER WILL BE CONSIDERED NOTICE TO
ROCEED,

ATES FOR WARRANT|Y AND FIRST YEAR'S MAIINTENANCE WILL
ECOME EFFECTIVE UPON [THE SUCCESSFUL INSTALLATION AND
CCEPTANCE OF THE| SYSTEM AT ALL LOCATIONS BY THE

GENCY. SUBSEQUENT MAIINTENANCE YEARS WILL BE RENEWABLE
UPGN MUTUAL WRITTEN AGREEMENT OF THE VENDOR AND THE
GENCY AS DEFINED| BELOW ON THE ANNIVERSARY OF THE
EFFECTIVE DATE FOR THE| WARRANTY AND FIRST YEAR'S
AINTENANCE.

ARRANTY ANI) MAINTENANCE ONLY:

EXHIBIT 3

LIFE OF. CONTRAET: THIS CONTRACT BECOMES EFFECTIVE ON i

NOT EXCEED ELVEf (12)| MONTHS. DURING THIS "REASONABL

HONE

g S 26y ot
T s o Nt ascrrs 2 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 prrmmes
Department of Administration Quotation
Purchasing Division

2019 Washington Stroet East

Post Office Box 50130

Charlaston, WV 25305-0130

! RISTA FERRELL

RFQ COPY
TYPE NAME/ADDRESS HERE REG'L JAIL & CORR'L AUTH'Y
VARIDUS LOCALES AS INDICATED

BY ORDER

04/28/23 io
BID OPENING DATE:

98/817¢ :  OFENING TIME 01:30P

TIME™ THE VENDOR MAY TERMINATE THIS CONTRACT FOR ANY
IVING THE} DIRECTOR OF PURCHASING 30 DAYS

IC PROVIS|IONS ARE STIPULATED ELSEWHERE
ACT [DOCUMENT, THE TERMS, [CONDITIONS AND
EREIN ARE| FIRM FOR THE LIFE OF THE

ANCELLATION: THE! DIRECTOR OF PURCHASING RESERVES THE

RIGHT TO CANCEL THIS CONTRACT IMMEDIATELY UPON WRITTEN
OTICE TO THE VENDOR IF THE COMMODITIES AND/OR SERVICES]
SUPPLIED ARE[ OF AN INFERIOR QUALITY OR DO NOT CONFORM
TO THE SPECIFICAT/IIONS [OF THE BID AND CONTRACT HEREIN.

PEN MARKET [CLAUSE: THE DIRECTOR OF PURCHASING MAY
. UTHORIZE A [SPEND[ING UNIT TO PURCHASE [ON THE OPEN
WITH ur E FILING OF A REQUIS|ITION OR CBST
. “ITEMS SPECIFIIED ON THIS CONTRACY FOR
IMMEDIATE DELIVERY IN EMERGENCIES DUE TO UNFORESEEN
CAUSES (INCLUDING BUT NOT LIMITED TO DELAYS IN TRANS-
PORTATION OR| AN UNANTICIPATED INCREASE| IN THE VOLUME

THE TERMS AND CONDITIONS CONTAINED IN [THIS CONTRACT
HALL SUPERSEDE Y AND ALL SUBSEQUENT| TERMS AND
ICH MAY APPEAR ON ANY ATTACHED PRINTED
CH AS PRI LISTS, ORDER FORMS, SALES

3 EERE) ¢ FORT A gl RO SR o
meuwa ,éZaﬁﬂ;?éQ%%" i a?%i}b—???’f2¢/ DATE 6;{2/?%
™ 2esivens N g g eIl ADDRESS CHANGES TO BE NOTED ABOVE
WHEN RESPONDING TO RFQ, INSERT NAME AND ADDRESS IN SPACE ABOVE LABELED 'VENDOR'




RFQ COPY
TYPE

State of West Virginia
Dapartment of Administration
Purchasing Division
2019 Washington Street East
Post Office Box 50130
Charleston, WV 25305-0130

NAME/ADDRESS HERE

Request for =
Queotation

REONOVEE
RJC677

RISTA FERRELL
306-558-2506

DDA S CORNE SRR E R TO AT TE

BY

REG'L JAIL & CORR'L AUTH'Y
VARIOUS LOCALES AS INDICATED

ORDER

TIME

REV. 0B/26/2

A SIGNED BID
DEPART
BUIELDIN

2019 WA
CHARLES

THE BID SHOY
THE ENVELOPE

SEALED BID

UYER:
RFG. NOD.:
BID OPENING

ID OPENING
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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 =
Department of Administration  Quiotation
Purchasing Division

2019 Washington Strest East

Post Office Box 50130

Charlaston, WV 25305-0130

RFQ COPY
TYPE NAME/ADDRESS HERE

RJC677 7

KRIS

TA FERRELL

REG'L JAIL & CORR'L AUTH'Y
1 VARIDUS LODCALES AS INDICATED
i BY ORDER

04/28/2010
810 OPENING DATE 05/27/7

A s o [ T i o o L e o A i o e G s o [ - Ay -

e et Ll eI B T ey S S

a4 00
kxxx%x  THIS IS THE END OF RFQ RJCET7 %xx%xx%% TOTAL: #3{3_3/{/

el /SRy e - % ererr P Ll o
P cSoens S5 G547 702 ADDRESS CHANGES TO BE NOTED ABOVE

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




Regional Jail and Correctional Facility Aathority
Request for Quotation
RJC677

1.  Inirvoduction
A. General Information

The West Virginia State Parchasing Division, for the agency, the Regional Jail
and Correctional Facility Authority of the State of West Virginia, hereinafier referred to
as the “Anthority”, 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 atry software updates.

. The Authozity will be responsible for the purchase of any host computers that
may be reqguired. 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
fa¥

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

II. Mandatory Featuves:
The Systen shall include:

Software
® Software must automate employee time and wage calculations;
. Real Time data — Software must produce real time data with no rounding ot estimations;

. Benefit Accrual — Software must provide the ability to define benefit accrual calculations

T w antomatically update acerual balances .. 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 — Sofiware must have the ability to provide payroll and management records
within pay period that can be casily integrated into other software applications.

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

. Tracking — Software must be able to track training, travel, 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.

] Security — Software must be able to provide for individual user ID and Password Filters
must be included which allow only necessary personnel fo access cerfain employees;

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

Hardware
. Biometric Hand Scamning terminal w/user definable data management keys.

. Durable construction ~ Although the terminals will be placed indoors they must be
construcied to withstand an institational environment.

. Battery 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 incured 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 Central Office via web access. The
model of each biometric hand punch will be based on employee capacity and ability to
upgrade if necessaty. 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 Ceniral Regional Jail

#1 Lois Lane

Greenwood, (Doddridge County) 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

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

South Central Reglonal Jail

1001 Cenire Way

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

Southern Regional Jail

1200 Airport Road

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

36

100

98

86

128

71

83

102

103

10




11

Southwestern Regional Jail
#13 Gaston Caperton Diive
Earl Ray Tomblin Industrial Park 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 taining for all users including but not limited to the
following; navigations through the system; scheduling employees; employee data enfty
procedures; report generation; administrative rule adjustment; benefit administration and
management of employee data at ten {10) WVRIA fucilities and Central Office. All
users must be proficient in the use of the system after training. Vendor must indicate the
sumber of houts required for training on their system to accomplish this goal. Facility
locations, 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
Morris Criminal Justice Training Center Fou to Five
Eastern Regional Jail Four to Five
Central Regional Jail Four to Five
Nozxth Central Regional Jail Four to Five
Northern Regional Jail Four to Five
Potomac Highlands Regional Jail Four to Five
South Central Regional Jail Four to Five
Southern Regional Jail Four to Five
Southwestemn Regional Jail Four to Five
Tygart Valley Regional Jail Four to Five
Western Regional Jail Four fo Five




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

Warranty:

Vendor warranty 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 order 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 warranty (maintenance) for years 2, 3 and 4 to
include parts, labor and any software updates. Each renewal of maintenance shall be by
change order.

Response Time:

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

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

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 texms 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 resolution found oz determined




COST SHEET

Description

Biometric Time Keeping System (Hardware and Software)

(Includes: 1 Year Warranty)

Total (subtotal A+Subtotal B):

Central Office
Facilities and Training Center
Maintenance/Software Upgrades e e
Year 2 ' $ 3 ? %‘ au
Year 3 $ -2 . 795°°
Year 4 3 ) £g5ee
. — g B8
Subtotal A: $ 334 91y
7
Per Hour Estimated Total
Hours

Field Technicaian Rate 3 75 10 $ INCLUDED
Training on System Operation per Faciliti $ 75 12 3 gpp °°

Subtotal B: $ Qop°*

$

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

Requirements Specifications for host computer

35 814"

Muwvumurm RE guke ments
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Optional Pricing

Battery Back Up {(per unit)
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Attachment 1 14

WEST VIRGINIA ADMINISTRATIVE RULE
DIVISION OF PERSONNEL

‘Chapter 29-6-10
Series I
2005 amended

Subject: Administrative Rule of the West Virginia Divisioh of Personnel
Séction 1. General

1.1. Scope~ This mle implements the provisions set forth in W.Va, Code §29-6-1 ot seq. regarding
classification plans, pay plens; open competitive examinations, prometions, layoff and recall, appointments,
dismissals, demotions and other matters consistent with W Va Code §29-6-1 et seq.

1.2, Authority - This rule is issued vnder the muthority of W.Va Code, §29-6-10.
1.3. Filing Date - June 3, 2005,
1.4 Bffective Date - Tuly 1, 2005.

Section 2. Preambls. The general purpose of the Division of Person nel is to attract to the service of this State
personzel of the highest ability and integrity by the establishment of 2 system of personne] administration based on
merit principles and scientific methods governing the appointment, promotion, transfer, layoff, remeoval, digcipline,
classification, compensation, and welfare of its employees, and other incidents of state employment All
appointments and promotions to positions in the classified sorvico shall be made solely on the basis of merit and
fitness and no person shall be in any unlawfol way favored or discriminated against with respect to any incident of
state smployment because of his or ber political or religious opinions or affiliations or race, gender, age, disability,
or national erigls. All employment positions not in the clnsyified service, with the exception of the State College
System of West Virginia and the University System of West Virginia, are included in a classification plan known as
classified-exempt service.

Section 3. Definitions
3.1 Acerue: To increase or accumulate pericdicelly or by increment

372 Accrual Rate: Ihe grouping by the cumuiative years of eligible employment which Is used to
determine the mate of scorual of annual Jeave benefits

33 Administrator; Any person who fills a smtutorily created position within or related to an agency or
board (other than a board member) and who is designated by statute as the commissioner, deputy commissioner,
assistant commissioner, director, chan cellor, chief, executive director, exerutive secretury, superintendent, deputy
superintendent ot other administrative title, however designated.

3 4. Agency: Any ad;ninim:rativ@e department of state governiment , including any authority, board, burean,
commisgion, committer, council, division; section, offics, or any county heaith department

35 Allocation: Ihe assignment of a position to a class by the Director of Personnel on the basis of the
duties performed and responsibilities assumed.

36 AnuualLeave: An earned employes benefit of paid time off from wark with prior approval of the
appointing anthority or designee
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37 Appeal: The compleint to the Stata Personnel Board to correct or reverse an alicged injustice done or
error committed.

38. Appointing Anthority: 1he executivé or administrative head of an agency who is anthorized by statute
to appoint employess in the classified or clagsified-exempt service By written notification to the Director of
Personnel, the appointing authority may delegate specific powers anthorized by this nile to persons who satisfy the
definition of employee as established in this rule

39 Appointment; The act of hiring an appﬁcaat for employment

3 10. Assembled Examination: An examination which, due to the testing process used, necessitates that
applicants come to a testing locstion.

331 Avaitability: The indication, by an gligible, of the employment location and conditions under which
employment wonld be accepted including, but not limited to, salary and starting date of employment

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

3 13. Carry Forward Days: The maximum number of annual leave days which can be accradited for use as
of the first day of Jamuary based on an employes's length of service category

314 Certification: The official list of cligibles given to an appointing suthority for filling vacancies

3.15 Class or Class of Positions; Ome or more pogitions sufficiently simi!a:: in duties, training, experience
and respongibilities, as determined by spesifications, that the seme title, the same qualifications, and the same
schedula of compensation and benefits may ba equitably applied to each position in the class

3 16. Classification Action: The actions of sllocation, treallogation, classification, and reclassification.

3.17 Classification Plan: The plan by which positions in the classified service and classified-axempt
service have been sllocated by class.

31.18 Class Specification: The official description of a class of pogition which describes the nawure of
work, provides examples of work performed, and knowledges, skills, and abiiities, and states the generally accopted
minimurmn gualifications required for employment

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

320 Classified-Exempt Service: Ag established by statute, those positions which satisfy the definitions for
“class" and “classify” but which are pot covered under the Division of Personnel merit system standards or by the
Stats College System of West Virginia or the University System of West Virglnia.

321 Classified Service: Those positions which satisfy the definitions for "cians® and "classify” and which
are covered under the Division of Perscnnel merit system standards.

3.22. Classify: The process of ascertainihg, analyzing, and eveinating the dutics and responsibilities of
positions to determine the number and kind of classes existing in the service and to group the positions in classes

323 Compensetion Plan: The official schedule of pay rates, the rangs assigned to sach class of positions
and the salary regulations used in pay administration i 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 holidays in the pay period for an employee whose position is assigned to a monthly pay rate.




325. Date of Scparation: Last day of work of employees separating due to dismissal, voluntary
resignation, voluntary retirement; layoff, or sudden death; the date of desth of employees who die while on paid or
unpaid ledve; or the date of notification by employees resigning or retiring due to dissbility as verified by a
physician

3.26. Day: Unless otherwise specified, the use of "day” means & calendar day
3.27. Demotion: A change in the status of an employee from a position in one class to a position in another
chags of lower rank 5 measured by selary mnge, minimam qualifications, or daties, or a redu ction in an emp loyee's

pay to a lower rate in the pey range assigned 1o the class.

3.28. Director: The Director of Personnel, as provided in W.Va. Code §29-6-6 and §29-6-2, who serves as
the executive head of the Division of Personnel, or his or her designee.

325, Dissbility: A physical or mental impzirment which substantially limita one or more of a persen's
maior life activities, 2 record of a physical or ments] impairment which substantially {imite one or mere of a person’s
major life activities, or regarded as a physical or mental impairment which substantially limits one or more of e
person’s major life activities,

3.30. Discretionary: Open to individual choice or judgement.

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

3.32. Division: The Pivision of Personnel.

3 33, Division of Persommel: The division of the Department of Administration responsible for the system
of personnel administration for the classified and classified-exempt service.

3.34 Bffective Date: The established date en sction takes place

3 35. Elipible: An applicant zocepted for a Division of Porsonnel exemination who recsives a final passing
score and whose name is lsted on the rogister established for the class of pesition.

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

3.37 Employes: Any person who lawiully occupics a position in an agency and who is paid a wage or
salary and who has not severed the employee-employer relationship

3.38 Bxempt Service: All pogitions specifically exempted from the classified service by staiute or
statutary authority

3.39 Existing Employee: Any person cmployed by an agency for permancnt employment in a classified or
clagsified-exempt position.

3.40. Fitness: sultability to perform all essential doties ofa position by virtue of mecting the established
minimum qualificetions and being otherwise qualified

3.41 Fulldime Employee: Any eraployee 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 a violation; a misapplication or a misinterpretation of the statutes, policies, rales, regulations or written
apreements vnder which the employees work, filed in accordance with the provisions of W.Va Code §29-6A-1 et
seq.
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3 43. Howsly Rate: The total annual salary (exciuding annual increment) divided by 2,080 hours for full-
time permanent and temporary salaried employees or divided by the actual number of hovrs worked anmually for
part-time permanest and temporary salaried smployees. For hourly employees, the honrly rate is the actual rate
established by the State Personnel Board.

3 .44. Immediate Family: Consists of the parents, children, siblings, spouse, parents-in-law, children-in-
Iaw, grandparents, grandchildren, step-parents, step-siblings, stepchildren, and individuals in a Jegal guardianship
relationship.

3.45. Incapacity: An illness of or injury to an employes which temnporarily prevents him or her fom
performing the assential duties of his or her position

3.46. mcumbent: Any employee occupying a position.
3.47. Intea-Agency Transfer: Any trancfer within s single agency
348 Inter-Agensy Transfer: Any transfer from one agency to another.

3.49 Intermittent Appointment: Any appointment from a register to  position which requires performance
on an irregular o "as needed" basis for no mote than 945 hours in a tweive month period.

3.50. Irregular Part-time Employment Any appointment from a register for employmentin a position for
which work hours vary from pay period to pay period and are tess than the full-time work scheduie established by the
agency.

3.5t Job Abandonment: The zbsence from work under such conditions 43 to be synonymous with
resignation.

3.52 LastDay of Pay: The calendar date and hour an employes's pay ceases.
3 53. LastDay of Work: The Inst calendar date and hour an employee is physically on the job.

3.54 Lutem] Class Change: The movement of any employee rom one class to anether class in the same
pay grade

3.55 Layoff: A reduction inthe number of employees caused by a reduced work load, curtailment of fands
or reorganization .

356 Limited Term Employment: Employmentof 2 limited duration iacluding, but not limited to, 90-day
exempt, 30-day emergency, temporary, intermittent and student appointments and seasonal employment with g state
forest, park or recreational area.

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

31.5% Mivimum Qualiﬁc'at_ions: The least experience and/or training required by the State Personnel Board
for employment in a class of position and admission ta an examination for that class of position.

3.59, Month: Any ofthe twelve parts into which the calendar year is divided
3 60 Ninety-Day Bxempt Appointment: Employment for no mors than ninety {90) working days in s year.

3.61 Open Competitive Examination: Aw examination which permits the competition of all persens who
meet the publicly announced minimum requirements for & class of position.

3.62 Original Appointment; Tnitial employment of an individual into the classified service a5 a result of
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selection from a certification of names from a register established by open competitive examination or from a
preference register,

3.63 Par-time Employes; Any person who works less then the foll-time work schedule established for an
agency.

3 4. Part-time Professtonal; Any classified-exempt employee engaged in professional services without
administrative duties and who works no more thau half the sgency's foll-time work schedule.

3.65 Pay Differential: A type of salary adjustment specifically approved by the Board to address
circumstances such as class-wide recruitment and/or retention problems, regionally specific geographic pay
disparities, apprenticeship program requircments, shift differentials for specified work periods, and temaporary
upgrade programs.

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

3.67. Pay Rate: One of the monthly or hourly rates within the pay range established by the State Personne!
Board for each class incleded in the approved pey plan; the nsual rate of pay

368, Per Iﬁiem: A daily allowance.

3 69. Permanent Employee: Any employes who was hired from a register and who has completed the
probationary period preseribed by the State Personnel Board for the job class

3 70 Physician/practitioner: A person licensed under the laws of a state ta practice medicine or a medicsl
practitioner approved by the Public Employeés Insurance Agency

371 Policymaking Positions: A position in which the person ocoupying it 2) acts as an advisor to or
formulates plans for the implementation of broad goals for the executive or administrative head of the agency; b) is
in chargs 6f a major administrative component of the agency; and ¢) reports directly and is direcily zceountablte to
the administrative or executive head of the agency.

3.72, Position: An authorized and identified group of duties and respongibilities assigned by the proper
suthority requiring the full-time or part-time employment of at least one person

3.73. Position Description: The document prepared by the position supervisor or the employing egency
and approved by the appointing authority, which describes the officially assigned duties, responsibilities, supervisory
retationships and other pertinent information relative to a position. This document is the basic source of officlal
information in position allocation. Position deseription forms shall be prescribed by the Director

3 74. Postmarked: An official United Stetes postal marking showing the mailing date.
3.75. Probationary Period: A specified trial work period prescribed by the State Personne] Board desi gaad
to test the fitness of an employee selected from a competitive list of eligibles for the position for which an original

appointment has been received.

3.76. Promotion: A change in the status of an employee from & position in one class to 4 vacant position in
another class of higher rank as measured by salary range and increased level of duties and/or respoasibilities

3.77. Provisional Appointment: The hiring of an employee to fill a positioi: pending the administration of
an open competitive examination and the establishment of a registar

3.78. Reallocation: Reassignment by the Director of Personnel of a position from one class toa different
class on the basis of a significant changs in the kind or level of duties and respansibilities assigned to the position.
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3.79 Reclessification: The revision by the State Personnel Board of the specifications of a class or class
series which results in a redefinition of the nature of the work parformed and e reassignment of positions baged on
the new definition and may include a change in the title, pay grade, or minimum qualifications for the classes
invelved.

3 80 Register: An official list of currendy available eligibles for s job class ranked in the order of the final
~geore a3 a result of the Division of Personnel examination for the class of pasition for competitive appointment or in
seniority order for preference hiring of laid-off permanent classified employess ‘

.3:_81 Regular Part-ime Employment: Employment in a position for which work hours are the same from
pay period to pay period but are less than the full-time work schedule established for the zgency.

3.82. Reinstatement: A type of re-employment ofa former ﬁermanam classificd employes

3.83. Resignation: Voluntary separation from employment, including job abandonment, by an employes.

3 84 . Salary Adjustment: A salary change resulting from a revision of the pay plan, the massigaimant ofa
class to & different pay grade, a Board approved pay differentinl, & temporary classification upgrade, a peneral wage

increase mandated by the Legislature’or the Governor, or the cotrection of payroll errors

3 .85 Salary Advancement: A discretionary advancement in salary granted in recognition of the quality of
job performance.

386 Sala:y‘ Range: The spproved monthly and senval salzery for & class which includes the minimum,
maximum, and intervening steps.

3.87 Salary Schedule: The official schedule of salaries approved by the Governor censisting of multiple
pay grades with mintroum and maximum rates of pay for each grade

3 .88 Bervice: Total eligible employment time which may be used for determining the rate of accrual of
annual leave.

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

3.90. Student Employee: An employee working for a imited period of time under the current Student
Exempt Policy approved by the Board.

3.91. Suspension: Bisciplinaiy action taken by an agency to temporarily relieve an employee of his or her
duties and place the employee en leave without pay:

3.92 lemporary Appointment: The hiring of an employes from a register for a period not to exceed 6
months.

3 93, Terminal Annual Leeve: The balance of an employee's acerued and unuged anmmal leave as of that
employee's last day of work

3.94 Termination: Separation from employmentby the appointing authority as a reault of the expiration of
& limited term appointment or at the end of the period of need during limited term employment

3,95 Titte Change: The revision in the title of a class.

396 Iranpsfer: The movement of an employee to a different subdivision or geographic lecation of the
same or a different agency




3 97. Unassembled Examination: An examination procedure which does not require petsons being
examined to gather at a test sie and which does not include a written examination

3 98 . Vacancy: An unfilled budpetary position in the classified service to be filled by original appointment,
promotion, demotion, lateral class change, transfer, or reinstatement.

3.00 Veteran: Any person who fulfills the requirements of one of the following conditions:

a. Served on active duty anytime between December 7, 1941, and July 1, 1955, However, any person who wasa
Reservist called to active duty between Febroary 1, 1955 and October 14, 1976, must meet subdivision b, of this
subsection;

b, Served on active duty anytime between Iuly 2, 1955 and October 14, 1976 or a Reservist called 1o active duty
berween February 1, 1955 and Dctober 14, 1976 aud who served for more than 180 days;

¢ Entered on active duty between October 13, 1976 and Septembe: 7, 1980 0r a Reservist who entered on active
duty between Qctober 13, 1976 ané October 13, 1982 and received a Campaign Badge or Expeditionary Medal oris
a disabled veteran; or

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

1. completed 24 months of continnous active duty or the fall pericd called or ordered to active duty, of was
discharged nnder 10 U8 .C. 1171, o1 for hardship voder 10 ULS C 1173 and recsived or wag entitied to
receive a campaign badge or expeditionary medal; or

Z. is @ disabled veteran

3.100. Veoterans' Prefersnce Points: An additional 5 points added to the final passing score on an opon
competitive exemination of any veterim as defined by this rule. An additional 3 points are available to those veterans
who also have a current and compensable service connected digability or who have received a Purple Heart award.
o receive veterans' proference points, separation from aotive duty must bave been under honorable conditions, This
includes bonorable and gencral 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 duly for
purposes of veteran preferefice Veterans® preference points are not added to final passing scores on promotional
examinations

3.101. Work Schedule: Designation of the pericds of time during which work is performed.

3107 Workweek: The time period of seven consecutive days, beginning and ending at specified days and
times, during which work is performed and work hours reported for compliance with applicable federsl and state
labor laws

3.103. Year; Twelve{12) consecutive month period, unless otherwise specified.
Section 4, Classification Plans

4.1. Preparation of Plens - The Board, dfter conferring with the appointing suthoritics roncerned, shall
formaily adopt and make effeciive a comprehensive classification plan for all positions in the classified and the
classificd-exempt service. The plan shall be based on an investigation and analysis of the duties and responsibilities
of each position, and each position shall be allocated by the Director of Personnel, after consultation with the
appointing authority concerned, to its proper ¢lass in the classification plan. When complete, the classification plan
shall incinde for each class of positions an appropriate title, & description of the duties and responsibilities, ard the
rainimum requirements of training, experience, and other gualifications

4.2 Revision-of Plans - The Bonrd may abolish or change existing classes of positions, or may add new
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classes in the same manner as the classification plans were originaiiy adopted.

43 . Incumbents of Reallocated Positions - When & position is reallocated to a different class, the Board
shall not consider the incumbent eligible to continue in the position nnlese he or she would have been eligible for
original appointment, promotion, transfer, or demotion, to a position of the new class while serving in the position as
previously altocated. If ineligible to contisue in the position, ke or she may be transferred, promoted, or demoted by
appropriate action in accordance with the provision of this rule ss the Director may determine to be applicsble In
any case 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 rule regarding separations applies.

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

(2} Clase spesifichtions are descriptive only and are not restrictive. The use of a partioular expression of
duties, qualifications, requiremenis, or other attributes shall notbe held to exclude others not mentioned

{b) In determining the class to which any position shali be allocated, the specifications for each class shail
be considered as g whols The Director shall give congideration to the general duties, specific tasks, responsibilities
required, qualifications and relationships to other classes as affording together = picture of the positions that the class
intended to inciude

{c) A class specification is a genaral description of the kinds of work characteristics of positions properly
allocated to that class and ot as preseribing what the duties of any position are nor as limiting the expressed or
implied authority of the appointing authority to preseribe or alier the duties of any position.

(d) The fact that all of the actae! tasks performed by the incumbsent ofa position do not appear in the
specifications of a clesg to which the position kas been allocatad does not mesn that the position is necessarily
excluded from the class, nor shall any-one example of a typioal task taken without relation to the other parts of the
specification be construed as deterwizing that a position shouid be allocated to the class.

(¢} The statement of minimum qualifications expresses the minimum background in terms of education,
experience, and/or Heensure genarally nocessary for a new employze to succesyfully perform the required dufics of
positions in the job class

(D The Director shall consider class specifications as a primary source of suthority for the content of
examinations for the class and for the evaluation of qualifications of applicants for examinations Supplemental job
information, obtained through job znelysis, may be used as s further basis for examitations and minimum
qualification standards Provisions for the substitution of related experience, educntion, or other qualifications for
specific education end/or experience requirements may be made in specific examination annomcements for
particular positions, even though these provisions are not part of the class specification In cascs of recruitment
diffieultiss or uniqus positions requirements, the Director, in cooperation with the appointing authority, may nas his
or her discretion in interproting minimum experience, training and/or lcensure requirements and in accepting
eguivalent experience, training and/or licensure

4.5. Pogzition Descriptions
{a) Position description forms shall be preseribed by the Director.

{b) The position description is an official record of the duties and responsibilitics assigned to a pdsition sad
shatl be nsed by the Divizion of Personnel to allocate the position to its proper class.

(¢) The position description shal include a current description 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 assigned to a position by the
app ointing authority
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{d) ke position description shall not be construed in any wey to iimit the expressed or implied authority of
the appointing authority to prescribe or alter the duties of any position.

{¢) Position descriptions shall be kept current by the appointing authority for each position under his or her
jurisdiction. When the appointing authority significantly alters the duties and responsibilities of a position, the
appointing authority shall prepare and forward a revised position description to the Director.

(f) If an appointing euthority falls to notify the Dircctor 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 his or her position.

4 6, Reclassification

{(2) Upon its own initiative, or at the request of an appoisting 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 brought about by
changing work methods, new technology or reorganization.

{b) For each position affected the appointing authority shall provide a current deseription of the duties and
responstbilitics nssigned.

{c) The employee in the position at the time of a reclassification is entitfled to continue o serve in that
position, provided that the employee mests any licensure or cextification requirements

(d) Apy incumbent in 2 position reclassified under this subdivision has the rght to a reconsideration of the
action by the Director. After filing with the Director 2 written request for reconsideration in # manner and form
preseribed by the Director, the employee shall be given a ressonable opportunity to be heard by the Director The
interested appointing authority shall be given the same opportunity o be heard.

47 Position Reallocetion - Whenever substantial changes occwt in the duties and responsibilities
permanently assigned to a position, the Director shall reailozate the position to its proper class, The incumbent or
the appeinting authority may seek a reconsideration of the allo¢ation action by submitting a written request to the
Director within ten {10) ealendar 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 position

4 8. Temporary Classification Upgrade With the approval of the Director, an appointing authority may
temporarily upgrade the classification of an employee temporarily performing the duties of & position in a higher pay
grade due to & scparation or an extended leave of absence, for a short-term project, ot in 2n emergency situation. A
temporary classification upgrade shall be within the sams service, classified or elassified-exempt, and, except for
¢lasses allogated to the approved hously pay schedule, shalt be for a continuous period of no less than 30 days and no
more than six months The Director, 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 standardg for implementation of this subsection.

49, Clagsification Plan for the Classified-Exempt Service

{4) Upon the recommendation of the Director, the Board shall adopt and make effective a
classification plan for the classified-exempt service. This plan shall be developed end maintained so that all
positions sufficiently stmilar with respact to type, diffienlty, and responsibility of work are included in the same
class The plan shall be based on an analysis of the duties and responsibilities of sach position, and cach position
shall be aliocated by the Director of Personnel to its proper class in the plan. ’

(b) Each appointing authority shall report 1 the Dirgotor the establishment of new positions or
any material changes in the duties and responsibilities of existing positions in the classified-exempt service. The
Direstor may at any Hime require the eppointing authority to submit a statement of the dutics and responsibilities of
incumbents of any position in the classified-exempt service.




. {¢) The appointing authority shall, on the appropriate specified forms, report to the Director any
changes in class title, pay, and status of auy employee in the classified-exempt service

{d) If an appointing authority wishes to request names of applicaints for consideration for
employment in the classified-exempt service, he or she shall make the request on appropriate forms specified by the
Direetor In no eventshall a clagsified service vacancy be filled from a certification prepared for a classified-exempt
service vacancy -

(e} The employee affected by the allocation of a pesition to a class may file with the Director a
written request for reconsideration and shail be given a reasonsble opportunity t be heard by the Director. The
appointing authority shall be given like opporturity to be heard The employee shall submit the request for
reconsidesation of a classification action in writing within ten (10) calendar days of the effective date of the
clagsification action.

Section 5§ Compensation Plan and Salary Adminisgration

Pursnant to the provisions of the W Va Code §29-6-10(2), the folicwing salary regulations in this section
apply to classified employees

5.1. Purpose and Intent « To attract qualified employees and retain them in the classified services, the Board
shgli endeavor to provide through the pay plan adequats compensation based on the principles of equal pay for equsl
work among the various agencies and on comparability to pay rates established in other public and private agenciss
and businesses.

5.2. Preparation of the Plan « After consultation with the appeinting authorities and State fiscal officers and
after a public hearing, the Director and the Board shall prepare and submit to the Governor for his or her approval
any revision of the pay plan. The pay plan shall include salary schedules conteiring multiple pay grades with
minimurn and maxinmum rates of pay for each grade.and a plan of implementation, The pay plan shall also inciude a
market rate for each grade which shall be established by the Director to approximste the market midpoint pay level
atnong sontheastern state governments sefected by the Dircctor. The Board may make periodic amendments to the
pay plan in the same manner.

33 Adoption of the Plan - The plan becomes effective only after it has been approved by the Governor
The approved pay pian constitates the official schedule of salaries for the classified service

5 4. Implomentation of Plan

{a) Assignment of Classes - The Board shall assign each class of positions to an apprapriate pay grade
congistent with the duties outlined in the ¢lags specifiention Mo salary shall be approved by the Director of
Personnel unless it conforms to one of the pay rates in the pay grade agsigned to the employee's class of position.

(b) Entry Salary - The entry salary for any employee shall be at the minimum salary for the class including
any applicable Board approved pay differential. However, an individual possessing pertinent training or experisnce
sbove the minimum required for the class, as detsrmined by the Director, may be appointed at a pay rate above the
minimum, up to the market mate of the salary range, uniess otherwise preseribed by the Board. For each pay
increment above the minimum, the individual must have in excess of the minimum requirements at least six months
of pertinent experience or equivalent pertinent training.  The Director may authorize appointment at a rats above the
market rate where the appointing autherity can substantiate severe or unusuet recruiting difficulties for the job class.

{c) Standard Rates of Pay - The compensatien plan applies to all classes of positions in the classified service
unless specifically excepted by statute or statutory authority. It provides standard pay rates for full-time employees
for regularly established workisg hours in all offices and departments. The salary or wage paid is determined by the
pay grade to which the class of the position has been allocsted. All employees, including those serving in positions
on a part-time basis, shali be paid in proportion to the actuzl time worked.

{d) Additional Pay - Except for authorized overtime, Board approved pay differentials, or other statutorily
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required and/or authorized payments, appointing authorities shall make no pay additional to the regular salary to any
employee The rates as provided do not include reimbursements for actual apd necsssary expenses incurred incident
to employment such as tyavel expense. Additional duties imposed or volunteered are not an exeeption to this ule.

(e) Availability of Funds - Before an agency makes salary adjustments and advancements in gccordance
with this rule, its fiscal officer shall certify that fands for this purpose are available.

{f) Sslary Adjustments

{ New Plan

a, Upon adoption of a new pay plan the Board shall require and may spprove or modifya
plan of application which assures as nearly as possible that all incumbeuts in the classified service receive equal
treatment in terms of pay.

4. Ap incumbent whose salary falls below the minimum rate of the new range shall have
his or her selary adjusted to the new minimum.

¢. Anincumbent whose salary falls dbove the maximum rats 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 Board to a salary range having 2 higher
minimum, the salaries of those incumbents below the new 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 remein unchanged
b, Lower Minimum
1 When a class is reassigned by the Board to 2 salary range having a lower
finimum, the salaries of those incumbents which are within the new range shall remain unchanged.
2 ‘Where the salary of the inonmbent is above thé maximum rate of the new
range, the salery shall remain unchanged and the inoumbent is ineligible for salary advancements.
¢. The Board, by formal action, may approve or modify a plan of application on
reclagsificstion other than those described in subparagraphs 5 4.(f}2.2 and 5.4 (D)2 b of this rule based on .
documented recruitment and/or retention difficulties or consideration of equal treatment in terms of pay for
reclassified employees

3. Pay on Poiition Realtocation - When a position is reallocated to & different class, the salary of
the ipcumbent shatl be adjusted in accordance with salary regulations for promotion, demotion and lateral class
change. ‘

4 Pay Differentials - The Board, by formal action, may approve the establishment of pay
differentials to address circumstances such ag class-wide recruitment and retention problems, regionally specific
geographic pay disparities,, shift differentials for specified work periods, and temporary upgrade programs, Inall
cases, pay differentials shall address circumstances which epply to reasonably defined groups of employees {ie by
. job class, by perticipation in a specific program, by regional work location, etc.), not individual employees.

5. Separation from Employment - Salary adjustments are not given to employees separating from
State employment whaose last day of work occurs prior to the offective date of a new pay plan and who are continued
ots the payroll beyond that date for payment of tenminal annual leave

5.5 Pay on Promotion - When an employee is promoted, the employes's pay shall be adjusted as follows:

{) Minimem Increase - An employee whose selary is atthe minimurn rate for the pay-giede of the current
class shall receive an increase to the minitrum rate of the pay grade for the job class to which the employee is being
promoted. An employse whose salary is within the range of the pay grads for the current class shall receive an
increase of one pay incrememt, as established by the State Personnel Boaxd, per pay grade advanced to a8 maximum of
3 pay grades, or 2o increage 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 shali an employse receive an increase whick causes the employee’s pay to
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exeeed the maxivaum for the pay grade to which he or she is being promotsd,

{b) Exceptions :
1. If the salasy of an employee being promoted is at or above the mdximum rate of the pay grads
to which the employes is being promoted, or, if his or her salary is within one pay increment, as sstablished by the
State Personnel Board, of the maximum rats of the pay grade to which he or she is being promoted, the employee
shal receive an increase of one pay increment with the promotion

2. H an employee has been demoted or reatlocated to a class ata lower pay grade with no
reduction in pay and is promoted or reallocated within the next twenty-four months within the same ageney, no
congideration shall be given to the pay grade(s) reduced in the demotion or reallocation when calculating pay on
promotion as provided in subdivisions 5.5(2) and (b) of this rule

{¢) Additional Increase - The appointing authority may grant additional incremental increases, as
sstablished by the State Personnel Board, to un employes being promoted if the employes has sufficient
qualifications in excess of the minimum required for the new class. The employes must possess at least six months
of pertinent experience or an equivalent amount of pertinent training for each additional incremental increase
granted. In no case shall the additional incremental increase cange the employee's pay to exceed the maximum for the
pay grade to which he or she it being promoted.

5.6 Pay on Demotion

(2} The appointing authority hes the discretion to rednce or not reduce the pay rate of any employes who is
demoted if the employee’s pay rate is within the pay range of the job class to which the employes is demoted.

(b} The appointing anthority shall reduce the pay rate of an employes who is demoted if the €mployee’s
carzent pay rate is above the maximum pay mate for the job class to which the employes is demoted. The reduction
may be to any pay rate within the pay range of the job class to which the employee is demoted as long as the pay rate
does not exceed the maximum pay rate of the pay range If the demotion is to a formerly held job class and the
employee'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 employse is demoted or to his or her fast pay rate in the formerly
held job class, even if the last pay rate is abova the maximum pay rate for ths job class

5.7. Pay on Lateral Class Change - Any employee who receives a latoral class change shal] be peid the
same salary 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 Legislature has authorized, a higher pay range for the pay grade.

5.8. Pay ot Reinstatement - The salary for an emplayee who is reinstated shall be ut 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 thé Dircctor, may be appointed at
a pay mte sbove the minimum, up to the market rate of the salary range, unless otherwise prescribed by the Board.
For each pay increment above the minimum, the individual must have in sxcess of the minimum requirements at least
six months of pertinent experience or equivalent pertinent treining  The Director may authorize reinstaternent at g
rate above the market rate whese the appointing authority can substantiate severs or unnsual recruiting difficulties for
the job class, or where the reinstated employes's last salary as a-classified employes was above the market rate

59 BSalary Advancements

(8) Basis - All salary advantements shal] be based on merit as evidenced by performance evaluations and
other recorded indicators of performance.

(b) Eligibility - Salary advancements are limited to permanent employecs.

(¢} Amount - Salary advancements are limited to a maximum cstablished and subject to change by the
State Personnei Board, and shall not canse the rew salary to exceed the maximum of the pay grade to which the
emplayee's class is allocated. The State Personuel Bourd shall establish the meximum for salary advincements by
pelicy on implementation of the pay plan fie. as of 5/1/94, no more then 10% in any | 2-month period] as specified
in subsection § 2. of this rule '




(d) Exceptions - An employee with seven years of total state service who has attained the maximum or
above in the range, or for whom a salary advancement wonld result in his or her salary exceeding the maximum in the
range for the class is eligible for a salary advancement. The salary advancersent is limited to the difference between
two pay inerements [i e. as of 5/1/94, two pay increments equal 10%] and the total perantage of all other increases
in pay in the immediately preceding twelve month period except general wage increases maundated by the Legislature.

() Effective Dates - Salary advancements for permanent employees are effective on or after the date on
which the employees become eligible for the salary sdvancements.

5 10. Annual increment Increase - The Board, by formal action, may establish tniform procedures which
shall be foliowed by all State agencies and spending units for compensating eligible employees of the State and its
spending weits for the annual inerement increase provided for in W.Va. Code §5-5-2.

Section 6. Applications and Examisstions
6.1 Character of Examinations

(a) Examinations for appointmentto e position in the classified service shall be conducted on an open
competitive basis. Examinations shall be practical in nature, shall bs construsted to reveal the capacity of the
applicant for the particular position for which he or she is competing, and shall be rated obiectively.

(1) Examinations shall, to the extent possible, be developed on the basis of objective enalysis of the job and
with the perticipation of appropriate job experts in the affected agencies and may include: written tests, performance
tests, ratings of training and sxperience, oral eraminations, job simulations, or pther assessment procedures shown to
be related to the content of the job and/or to be predictive of successful job performance

{c) AHl examination scoring procedures shall be objective. Test weights shalt be established to refiect the
relative importance of duties performed in fhe job cless  Test weighting and seoring procedures shall be applied
congistently to the examinations of 4ll applicants

§2. Motice of Examinations

(8) The Director shall give public anmouncement of 411 open competitive examinations at least 15 days in
advance of tha closing date for receipt of applications He or she shall make every reasonable effort to attract
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 announcement of examinations shall specify the title and
salgry range of the class of positiosn, the duties to be performed , the mrinimum qualifications required, the final date
on which spplications will be accepted, and ali other sonditions of competition,

The announcement shall also includs any special minimum or substitute position qualification standards which will
be used in evaluating applisants. The Director shall develop ali announced qualifications for examination on the
basis of information conteined in class specifications a8 well as job analysis information obtained with the
participation of appropriate job experts in affected agencies

6.3 Filing Applications

{a) All applications shall be made o forms preseribed by the Director and must be filed with the Division
on o1 prior to the closing date specified in the announcement ox postimerked before midnight of thet date. The
applications shall be completed in full and may requite the inclusion of documents verifying pettinent education,
training, licensure, eligibility for veterans' preferonce points, or any other information which the Director may
consider necessary. Al applications shall be signed and sworn to or affirmed by the applicant. The Dirsctor may
verify any information provided on or with an application.

{b) The Director may provide for continuous receipt of applications and for holding oxaninations as
needed.

6 4. Disgualification of Applicants
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{2) The Director may refuse to examine an applicant, or afier examination, may disqualify the applicant or
remove his or her name from a register or certification, or refuse to certify any eligible on a Tegister ifi

1. he or she is found to lack any of the prefiminary requirements established for the examination or
by statuts for the class of position;

2 he or she has a disability and is incapable of performing the essential functions of positions in
the class with or without reasonable accommmodation;

3. he or she has been convicted of an infamous crime or other erime involving moral tarpitude
which has 2 rensonable connection to the position/class for which he ot she is applying;

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

5. be or she has previously been dismissed from any public service for delinauency, misconduct,
or other similar cause;

6. he or she has used 6¢ attempted to uge political pressure or bribery to secure an advantage in the
examination or appointment;

7. he or she has directly or indirectly obtained information regarding examinations to which he or
she was not entitled;

8. he or she has failed to submit ks or her application comectly or within the prescribed time
fimitg;

9. he or she has taken part.in the compilation, edministration, or correction of the sxamination;

10. ke or ghe has taken the same examination leas than 60 days prior to the date of the cumrent
examination;

11. at least three formes employers state that they would not re-empioy bim or her, or otherwise
indicate that his or her services as an employee were unsatisfactory or that he or she iz lacking in character and
fitness for the position he or she applied for;

12. the register from which he or she is certified is for a class for which oral skills are essential
and an oal examination was not a part of ths examination process, and at least two agencies have interviewed him of
her and report that ke or she is not cons:dered to be suitable for a position in the class he ar she was interviewed for;

13, he orsheisnot ehgxbls to waork in the United States;

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

15. be or she hes otherwise violated provisions of this rule.

(b) In order to be admitted to an open competitive examination, an applicant shall have satisfied all publiciy
announced minimum quelifications of the position for which he or she has requested an examination, except that he
or she may be admitted i ke or she is qualifisd in all respects except for: (1) a deficiency of no more than six months
of qualifying training and, at the time of application, he or she is engaged in educational pursuits that will qualify him
o1 her; or {2) a deficiency of no 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 ber. An applicant admitted to an examination with deficiencies in
minimum qualifications who passes the examination, is not eligible for employment until the minimum qualifications
have been satisfied The spplicant iz responsible for fumishing evidence of subsequently satisfying the minimum
qualifications.

_ {c} The Director shall notify » disqualified applicant of his or her disqualification, and shail notify an
applicant who ig not admitted to an examination because of feilure to meet the preliminary requirements by letter to
kis or her last-known address. The Director may permanently disquelify from examination any applicant
disqualifled under the provisions of paragraphs 6.4 (a) 3, 4, 5, 6, 7, and 14 of this rule

(d) Any applicant whose application for exaraination has been rejected may rcqucst that the Director
reconsider hig or hey qualifications. The Director shall consider the request if itis sbmitted in writing and received
not later than fifteen (15) calendar days following the date the rejection notice was postmarked, The Director may
admit an applicant to sn examination pending the outcome of the written request for reconsideration  Admission to
‘&0 examination under these circurastances shail not constitute assurance of 2 passing grade with respect to any
pottion of the examination process.

() Within thirty (30) calendar days after a properly submitted request for reconsideration is received, the
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Drvector shell report his or ber decision in writing to the applicant. Ihe Director shall determine that uniform rating
or review pracedures have been applied. A rating in eny part of an examination shall not be changed unless the
Divector finds that an error has been made. Any correction resuiting from the reconsidsration shall not sffect a
certificatfon or appeintment that has siready been made from a register,

6.5. Conduet of Examinations

{2) Writton tests shall be conducted in as masy places es are nscessary for the convenience of the
applicants, a5 are practicable for proper administretion , and when found necessary by the Director to administer
more effectively a continnouns recruitment program as provided for in subdivision 6 3(b) of this rule The Director
may desigoate such monitors as may be necessary to condust examinations under instructions preseribed by him or
her, and may also arrange for the use of public buildings in which to conduct the examinations. The Director shall
provide for the compensation of monitors and assistants in accordance with the approved budget for that purpose.

(b) Applicants taking competitive assembled examinations shall present personal identification which
includes a signature or photograph prior to admission to an examination Applicants without proper identification
shall not be admitted to examinations

66 Scoring Examinations

{z) The Directo: shall determine a final score for each applicant's examination, computed in aceordance
with the weights for the several parts established by the Dircctor Failure in any part of an examination may
disqualify the applicant in the entire examination and may disqualify him or hey from participation in subsequent
parts of the examination. All applicants for the same position shall be accorded uniform and equal treatment in ail
phases of the exemination procedurss )

(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 examination shall have fi ve poiats added to his or her final samed score An
additibnsl five points shall be added to the sugmented earaed score of any veteran with a compensable
service-connected disability or who has been awarded the putpla heart. Any person claiming veteran's preference or
disability preference shall submit satisfactory proof of his or her service or disability to the Brirector of Personnel
Veterans® preference points are not added to final passing scores on prometional examinations.

(£) The Director shall utilize appropriate scientific techniques and procedures in rating the resuits of
examinations apd In determining the final scores of competitors

6.1 Rating Training and Experience - If training and experience form a part of the total examination, the
Director shall determing & procedure for the evaluation of the training and experience qualifications of the various
applicants The formula used in the evaluation may include en appraisal of the rocency and quality as well as
quantity of experience end the pertinency of the training

68 Oral Examinations - When an oral examination forms part of a total examination for & position, the
Director shall eppoint one or more oral examination boards ts rneeded Any peson actively engaged in the work of
any political organization, or any person holding politicel office, shall not sexve as a member of any of the boards,

6 9. Notice of Exemination Results - Each applicant passing all parts of the examination shall be notified
by mail by the Director of his or her final score as scon &s precticel after the scoring of the examination hag been
completed and the register established. An eligible, upon request and presentation of proper identification, is entitled
to information concerning his or her relative position o & register T he Director shall notify an applicant who fails
any part of the cxamination or the total examination ‘

6.10. Special Examination - The Director may modify examination procedures to afford reasonable
accommodation to otherwise gualified disabled applicants The modifications may include changes in the existing
testing procedures or the use of specific evaluations of the applicants' observable job skills and/or the applicents’
record of pest performance, expericnce and training.
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& 11. Correction of Errors - If, within thirty days after receipt of his or her score notice, an applicant
notifies the Director of a manifest error in the scosing of an examivation or other evaluation ofthe applicant's
qualifications, the Director shall, after verification of the error, promptly correct that ervor. The Director shall send
formal writien notice of the correction to the applicant. These corrections of errors shali not invelidate any
certifications or appointments made prier to corrections of the ervors.
™ 7 6.12. Examination Records - Ihe Director is responsibie for the maintenance of ali records pestinent to the
examivation program in accordance with official retention schedules and shall hold the records in confidence ag
specified in W Va Code §29B-1-1 et saq and §5A-8-21 and §5A-8-22.

Section 7 Registers
7.1. Establishment of Registers -

(a) Competitive registers: After sach examination, the Director shall prepare a register of persons
with passing grades. The names of these persons shall be placed on the register in the order of their final ratings
starting with the highest.

{b) Preférence registers: After the layoff of permanent classified employees, the Direetor shall
prepare registers of quatified permanent classified employeés who have been izid off. The names of these employees
shall be arranged on the register in order of seniority

7.2. Duration of Registers

{a) Competitive Registers: 'The life of scores on a register shall be one year from the data of establishment,
but this period may be reduced by the Director If the Director reduces the life of a register, he or she shall notify
cach eligible remaining on the register to this effect by mail to his or her last-knows address.

(b} Preference Registers: A laid off permanent classified employee is eligible for employment from 2
preference register for no longer than one year and the eligibility ceases immediately wpon employment in a
clagsified position.

{c) Notice of Vacancies: Itis the duty of the appointing anthority to notify the Director as far in advence a5
possible of vacanoies which may occur in the ageney. The Director is responsible for determining the adequacy of
existing registers and for the establishment and maintenance of appropriate registers for all positions exclusive of
exempt positions

{d) The Director shall aullify a register for any of the following ressons:

{. Changes in the minimum qualifications ox classification standards of 2 class of positions;
2 Abolishment of the class for which the register wag established; or
3 Substantiai revision of the examination used to establish the repister

(&) When a register is declared null and void by the Director, he or she shall notify the affected persons of
the action in writing at their last known address

1.2 Removal of Names from Registers
(%) Competitive Registers: The Director may remove the name of an eligible from 2 register:

1 for any of the cauges stipulated in subdivision 6.4(a) of this mle;

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

3. onreceipt of a 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 class for which the register
was established in a location for which he or she has declared himself or herself available.




{b) Preference Registers: The Director may remove the name of an eligible from a preference registsr:

1 forany of the causes stipulated in subdivision 7 3(a) of this rule;
2 upon eppointment of the elighle © a classified position; or
3. on evidence that the eligible does not meet the applicable standards of gualifications znd fitness
for a position
{¢) The Director shail notify fae eligible by mailto his or her last-known address that his or lier name hag
been removed from 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 removed from a register allegedly for reasons spetified in this rule
may appeal to the Board for reconsideration. The appeal must be filed in writing with the Director withis fifteen (15)
catendar days sfter the date o which notification to the applicant was postmarked The appeal shall state the reasons
why the applicent should not be removed from the register.

(¢) The Board shall review all relevant information to determine if the action appeated was taken in
accordance with this rule. Within thirty (30) calendar days after a properly submitted appeal is received, the Director
shall report the Board's decision in writing to the applicant

7 4.. Reinstatement to Register

{2} A person who has had his or herfame withdrawn from a register at his or her request may have his of
her name reinstated on the currently effective register for the same position class provided that the original register is
still in effsct and that his or her examination score is s6li velid. His or her fank on the register shall be determined by
his or her final eatned examination score.

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

econditions:

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

2. No person may be reinstated to & register who does not satisfy the current minimam
qualifications for the position class for which the register is maintained The Director may requirs that he or she pass
an appropriate examination in the case of position classes requiring spocisl skills,

3. No person may be reinstated to a register from which he or she hasbeen or may be disqualified
under subsections § 4, 7.3, or 8 2 ¢f this rule.

Section 8 Certification of Eligibles

£.1. Roguest for Certification - If & vacancy ocours in any position in an agency or if new positions are
estublished and new employees are needed, tequisitions shall be submitted by the appointing suthority to the Director
upon & prescribed form. This requisition shall state the number of positions to be filled in each clags, identifying
each clags titie and all other pertinent information

8.2 Certification Methods

(2) Upon receipt of a requisition, the Director shall first certify and submit to the appointing authority the
names of available persons from the appropriate preference registsr If no appropriate prefercnce register exists, the
Director shall then certify and submit to the appointing authority the names of availsble persons from the appropriate
competitive repister established as a result of open competitive examination for the class of position  The number to
be certified and submitted will be governed by this subdivision. Nothing in this subdivision shall be construed as
altering the exbavstion point of a register as described in subdivision 7.2(a) of this rule

"1 The Director shall first cortify and submit the names of al} available eligibles from the
apprapriate preference register 1f there are no available qualified eligibles on the appropriate preference register,
then the Director shall cestify the top ten names or the names of any persons scoting at or above the pinetieth
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percentite on the apen competitive exsmnination. 1he Director may centify additional names at his or her discretion.

2. If the competitive register established 25 a result of a Division of Personne} examination for a
specific class of position is exhansted, 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 a register established as described in snhseation 7.1 of this rule.

3 Appointments may be made-from & certification anytime within six months of the date of the
cerfification  Six months after the date of the cerntification, the certification shall be null and void

(b) If an eligible receives a probationary or permanent appointment, the appointment constitutes for its
duration, a waiver of his or her right to certification from any other register on which his or her neme appears for a
clads of position, the salary of which is either equal 10 or fower than that salary covered by his or her appointment,
unless at the time of the appointment he or she requests in writing that his oy her name be retained for certification
from the register or repisters. If o laid-off permanent classified state empldyee receives a probationary or permanent
appointment 1o a classified position, that employee is no longer eligible for appointment from any preference register.

{c} The name of each employee whoge name appears on a register for a class of position with s higher salary
range than the salary range of his or her presant class of position shall be certified and submitted by the Director and
given consideration by the agency for the higher class of position if his or her pame is reached

{d} If in the exercise of his or her choice provided under subsection 8.2 the sppointing authority passes over
the name of an eligible on 2 competitive register in conpection with three separate appointments he or she has made
from the register, written request may be made af the Director that the name of the eligible be omitted from any
subsequent certification of the same appointing authority from the same competitive register  The name of the
eiigible shall thereafter not be certified to the appointing avthority from that register for future vacancies in that class
of position, or fram subsequent registers established for that class of position. However, upon change of the person
eccupying the position of appointing authority, the Director shall reinstate the name of that person for certifying
purposes and shallinform the agency of the réinstatement If, subsequently, the eligible is interviewed by the agency
and rejected once for the same position, his or her name shall not again be certified for that position to that agency
during the tenure of the then incumbent appointing asthority '

(¢) An eligible may be congidered not availzble by the Director if he or she fails to reply to a written inquiry
after five days or to telecommunication within 48 bours in addition to the time required for the transmission of the
tnauiry to his or her last-known address and the reply to the inquiry.

8.3. Selective Certification - Any certification may limit consideration to only those individuals who
possess specific quatifications determined to be essential for performancs of the duties of 2 specific position
Selective certification must be approved by the Direcior.

{a} If a specific position requires special qualifications that are not common to il positions in that class, the

appoiuting authority may request that certification be limited to candidates possessing those qualifications Eligibles .

shall have adequate opportunity for special qualification considleration. The specific criteria for the restriction of
certification shall be based on the duties of the position as verified by job analysis or by an official position
description and written justification.

(b} 1ihe Director of Personnel may approve a request for selective certification by gender if the appointing
authority provides written justification which clearly shows that only persons of the raquired gender can perform the
duties of the position and the Director has conféarred with the Human Rights Commission

{¢} The Director of Personnel may {imit ceriification to candidates available to work at the location of the
job. The Director of Personne] may further limit certification geogiaphically when the duties of the position require
rapid response to unscheduled emergencies during off duty hours The appointing authority shall provide written
Jjustification of any request for geographic selective certification based on essential duties of the position  The
Director shall establish the boundaries of the acceptable geographic arsas based on the specific location and demands
of the job. The appointing authority shall consider candidates Living outside the boundary if they are willing to
relogats to the area.
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(@) Except for preference cenifications, the Director may determing, for certain unskilled or semiskilled job i
classes for which no previous education, training, or experience is required, that eligibles may be selected for
certification by lot. In those cases, all eligibles shall have equal oppottunily for certification. No rank order shall be
established for the register  Selection for certification by lot will be determined as vecancy requests are received :
Once the certification bas been made for a pariicular vacancy, 2 new certification shall not be issued for the same
class and location for sixty days. The employing agency shall offer opportunities for interviews to candidates in the
order in which they appear on the certification. It is the responsibility of the employing agency ta insure, 1o the
extent practiceble, that appointments from the certifications are made based on job-retated merit and fitness

8.4 Corrections of Errors

(a) Inthe event that a name is certified in error and the errar is discovered before one of the nsmed
applicants is notified that he or she is appointed, the Direstor shafl withdraw the erroneous certification and make a
correct certification. Ifa cenification is to it more than ons position, the Director shall withdraw only that porton
of it pertaining to positions for which applicants have not been notified that they are appointed .

{b) lnthe event a name is certified in ervor and the error is discovered after one of the named applicants is
_notified that he or she is appointed but prior to the effective date of the appointment, the Director shall withdraw the
certification and appointment as in subdivision {2) of this subsection unless:

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

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

(c) In the event a name is certified in error and the error is discovered after the effective date of the
appointment of one of the named applicants, the appointment shall continue .

Section 9 Appointments
9.1. Appointees in Positions Added to the Classified Service

() When additional state agencies or parts of state agencies are added to the clagsified service by executive
order of the Governor with the consent of the Board and the appointing autherity concerned, and when additional
county or municipal agencies are added to the classified service by agresment between the local government and the
Director with the approval of the Board, 2 date for the addition shall be fixed by agreement

(b) All appointments made on znd efter that date to the positions added to the classified service shall be
made in accordance with this rle.

(t) The Director shall administer qualifying examinations to any person employed in 2 position added to
the classificd service who has been employed in that position continuously for six months immediately prior to the
addition. If recommended by the appointing authority, the Directer may admit the employee to a qualifying
examination regardless of the minimum qualifications for the class to whith his or her position is aliocated The
appointing muthority shall appoint each person passing the qualifying examination for probationary or permansnt
employment. ihe qualifying examinations shall be held within six months sfter the dete of addition of the position
to the olassified service The examinations shall inciude appropriate written and performance tests where these tests
are included in apen competitive examinations for the class The appointing suthority shall, withia thirty days aftér
the examination, separate from employment any employee who fails to pass the qualifying examination unless there
are no available eligibles on the register for the class, in which case his or her employment may be contintted but he
or she must be sepasated from employment within thirty, days after certification of available eligibles.

(d) The appointing suthority shall, within thirty days of the date of affiliation, separate from employment
any person employed in a position added to the classified service for less than six months preceding that date of
affiliation unless there are no available eligibles on the register for the class  If there are no available eligibles, his or
her employment may be continued but he or she must be separated from employment within thirty days after




ceitification of available eligibles. He or she may be given a prebationary appeintment if he or she has passed an
open compatitive examination for the class and is eligible for appointment within the provisions of subseetion 92 of
this rule,

{e) In making the appointments provided for in subdivisions 9.1(c) and (d) of this rule the appointing
authority may count employment in the agency immadiately prior to the appointments as part or ail of the
probationary period required under Section 10 of this rule. The appointing antherity shall prompily report to the
Director his or her decision for the records.

92, Original Appointments

(8} Appointing authorities shall make all original sppointments to elassified positions in accordance with
this rule. An appointing authority shall select for each position first from the eligibles on an appropriate preference
register in accordance with subdivision 12.4 (i) of this rale. Upon exbaustion of the preference register, the
appointing authority shall select for each poesition from the top ten names on the register, incleding any persons
scoring the same a9 the tenth name, or any persons scoring at or aboye the ninetieth percentile on the open
competitive exemination, as provided by subsection 8.2 of this rele. The appointing authority may exclude the
names of those eligibles who failed 1o answer or who declined appointment or of those sligibles to whom the -
appointing sutherity offers an objection in writing based an subsection 6.4 of this rule and the objection is sustained
by the Director.

(b) In selesting persons from among those certified, the appointing nuthority may examine their applications
and reporta of investigations and may interview them, Final selection shall be reported in writing by the appointing
authority to the Directer,

{c) If the cligible ssiected declines the appointment, the appointing authority shall 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 time sllowed for trangmission of
the letter and return of reply, or 48 hours, if notified by tslegram. Ifan eligible accepts an appointment but fails to
present himself or herself for duty at the time and place specified without giving reasons for the delsy satisfactory to
the appointing authority and the Director, he or she shall be considered to heve declined the appointment

€3 Provisional Appointments

* (a) If there are urgent Teasons for filling a pesition and there is no appropriate preference register and there
are fewer than three availabls eligibles on the competitive register established as a result of an examination for thé
position, and no other appropriate register exists, the appointing autbority may submit to the Divigion of Personne!
the name of & person to fill the position pending examination and establishment of a register. If that person's
qufiiificatﬁons have been certified by the Director ss meeting the minimum qualifications s to training and
experiepce for the position, that person may be provisionslly appointed to fill the existing vacancy until an
appropriate register is established and appointment made from the register  The position must be classified and
minimum qualifications established for the poesition in accordance with this rule before provisional eppointments may
bemade No provigsional appointment shall be continved for mere than thirty days after an appropriate register has
been established for the ¢lass of position ard in no event for more than 6 monthe from the date of appointment, nor
sheil successive provisional appointments of the same person be psmnitted, nor shall & pesition be filled by repeuted
provisional appointments.

(b) Time spent on a leave of absence without pay shall not extend the period of a provisional appoiniment.
94 Intermittent Appointments

(a) The Director shall prepare lists of names of persons who have successfully passed an examination for
intermitient positions The fists shall consist of the names of the successful candidates arranged in the order of final
scores on the examination Appointing authoritics shall make their selection for each position from the ten highest
available names on the list or from the names of any persons scoring at or sbove the pinetieth percentile Once a
person has received an intermittent appointment in accordance with this subdivision he or she may be given

33




successive intermittent appointments without regard to standing on the list.

(b) In no case shall intermittent employmext of en individual contimse for more than 945 hours worked
and/or hours of paid sick and/or annual leave in any twelve-month period beginning with the date of the original
intermitient appointment, ner shall an intermittent appointment be preceded or followed by a temporary appointment
or any other limited term employment within the twelvesmonth period.

9.5 Temporary Appointments

(a) 1f an employee is needed fora temporary period, the Director shall make a cenification of the names of
those sligibles who have indicated & willingness to accept temporary employment in the order of their places on an
appropriate cqmpetitive register, The Director shall make the certification in the manner prescribed in Section 8 of
this rule. Appointing authorities shall make temporary appointments in the same manner as preseribed in this rule for
probationary appeintments

(b) 1he duration of a temporary appointment shall be limited to the period of the need and in no event shall
a temporary appointment contine for more than 6 consecutive months in any twelve-month period, The accepiance
or refusal of a temporary appointment shatl not affect an eligible's standing on 2 register or his or her eligibility for a
probationary appointment Successive temporary appointments 1o the same position shell not be made nor shall an
employes receive continued temporary appointments in the same agency, nor shall a temporary appointment be
preceded or followed by an intermittent appointment or any other limited term employment within the twelve-month
period.

9 6. Limited Term Employment - Appointing authorities may employ individuals for a limited period of
time in accordance with the provisions of this Rule and W.Va Code §29+6-1 et seq Limited torm employment
includes, but is not limited to, 30-day emergency, 90-day exempt, temporary, intermittent, and student appointments
and seasonal employment with a state forest, park or racreational area

9., Posting of Job Openings - Whenever a job opening occurs in the classified service, the appointing
authority shall post & notice within the building, facility or work rea and throughout the agancy that candidates will
be considered to fill the job opening The notico shall be posted for at least ten (10) working days before making an
appoiniment to i the job opening. The notice shall stats that a job opening has occurred, describe the duties to be
performed, and the class 1o be used to fill the job opening.

(a) The term job opening refers to any vacancy to be fitled by originz! appointment, promotion, demotion,
lateral class change, reinstatement, o1 trensfer except any vacancy filled as a result of an employee exercising bis or
her bumping rights as provided in subdivision 12.4 (g} of this rule.

(b) The posting notice shall inrclude a description of the duties to be performed by the person selected, the
minisoum qualifications for the position, the job class to be used in filling the job opening, the salary level or range
that will be considered, the full -ime equivalent for the position, and the job location

(c) An established closing date, if any, for the receipt of applications shall allow sufficient time to easure
that the job vacancy circalstion has been poested throughout the agency for ten (10) working days. The naming of an
individua! to 5}l the position ia the eppointment and is potaltered by the fact that the individual will not assume the
duties until a later date. Thersfore, ie agency shall not make an sppointment to a position prior the deadline for
receipt of applications as listed on the posting.

{d) The appointing authority shall give due consideration of those employees who apply and are eligible for
the posted vacancy.

{e) If a posted vacaney is not filted within six months of the established closing date, the appointing
authority raust re-post the vacancy prior to an appointment to the vacant position.

(f) Any employes in the classified serviee who believes that the posting time and notice requirements of this
cubdivision have been violated or who is denied consideration for the job opening has the right to initiate 2 grievance
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as provided for in W Va. Code §29-6A-1 et seq

(g) The vacancy posting requirements in this subdivision shall apply to all classified position vacaneios
except demotions with prejudice and/or transfers for cause:

Section 10. Probationary Pariod
14.1 Nature, Purpose, and Duration

(1) The probationary period is a trial work period designed to allow the appointing autherity an opportunity
to svaluate the ability of the employee to effectively perform the work of his or her position and to adjust himse!f or
herself to the organization and program of the agency It is an integral part of the examination process and the
appointing authority shall use the probationary period for the most affective adjustment of a new employee and the
elimination of those employees who do not meet the raquired standards of work.

{b) Appointing authorities shall make al} original appointments to permanent positions from officially
promuligated registers for a probationary period of not more than one year. The Board shall fix the length of the
probationary period for each ciass of position The appointing suthority shall notify the Director of Personnel when a
probaticaary period has been complated and permanent status has been granted. This subdivision shall not be
construed to prohibit application of time served in a provisional status to completion of a probativnary period. The
period of provisional appointment may apply towerd completion of the probationary period only for that part secved
continuously, in the same class, and immedistely prior to an originel appointment However, it is the responaibility
of the appointing authority to stats in writing at the time permanent status is being granted that the time served in 2
provisional status has been applied toward completion of a probationary period

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

10.2 Conditions Preliminary to Permunent Appointraent

{a) Four weeks prior te the end of the probationary period, the appointing authority shall obtain from the
probationary employee's supsivisor a statement in writing recommending that the employee be continued ornot be
continzed in service This statement shall include an appraisal of the employea's services and should includs 2
service rating in conformity with the system of performance evaluation prescribed by the Director. [fthe appointing
authority determines that the services of the employee shall be retained, the zppointing authority shall notify the
esmployee and the Dircctor of Personnel of the action no later than the last day of the probationary period

(b) In the event the appointing authority takes no action an the status of a prebationary employee before the
expiration of the probationary period, either to retain or terminate, the employee shall be congidered as having
attained permanent status  Permanent status begins the first day following the expiration of the probationary period.

10.3. Demotions during Probation - The serving of a probationary period shall not, of itself, preventan
employee from being demoted to a position in a lower class, provided he or she meats the minimum qualifications of
the lower class However, the appointing authority may net teke this action until the employee has bocn presented
with the reagons in writing and has been given a reasonebis time to reply in writing, or to appear personally and reply
to the appointing authority or his or her desipnee. The appointing autherity shall not take this action until the
employes has completed one-third of the probationary peried. The probationary period for the class of position to
which the employee is demoted begins with the date of demotion

10 4 Iransfers during Probation - An appointisg authority shall not tyansfer an employee during his or her
probationary period to a position in another class An appointing suthority shall not transfer an employes, certificd to
a vacancy on a geographic selective certification in accordanee with the provisions of yubsection 8.3 of this rule,
from that geographic area to any other geographic area or ¢lass.

14.5. Dismissal during Probation




(2) If at any time during the probationary period, the appoiating anthority determines that the services of the
employee are unsatisfactory, the appointing authority may dismmiss the employes in sccordance with subsection 12.2.
oF thismule If the appointing euthority gives the fifteen calendar days notice on or before the last day of the
probationary peried, but less thas fifteen calender days in sdvance of that date, the probationary period shall be
extended fftcen days from the date of the potice and the employee shall ot attain permanent status. This extension
shall not spply to employees serving a twelve month probationary period

(b) The Director may restore the name of a dismisged probationary appointse who has been dismissed to the
register from which he or she was certified, in accordance with the procedwre described fn subsection 12 7 of this
suie, tut the Director shall not in the future certify the name of that person to the sams appointing anthority from the
same register

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

{2) 1n flling vacancies, appoisting authorities shall make an effort to achieve a balance between promotion
from ‘within the service and the introduction into the service of gualtified pew employees Whenever practical and in
the best interest of the service, an appointing authority may fill a vacancy by promotion, after consideration of the
sligible permanent employees in the agency or in the classified service based on demonsisated capacity and quality
end iength of service.

(b) The Director must certify that a candidate for prometion possesses the qualifications for the position as
set forth in the specifications for the class of position for which he or she isa candidate, and the appointing authority
may require the candidate to qualify for the new position by a promotional competitive ar non-competitive
examination administered by the Director.

e

11.2.  Promotion by Competitive Examination

(a) 1fitis determined by the appointing wuthority to fill vecaneics in a panticular class of position by
promotion by competitive exarsination, the examination shall be given under the direction of the Director 1o be
eligible for promotion, an employee must, at the time the promotion is effective, have permanent status and must
meet the minimum gualifications as to training and experience for the class of position A promotional competitive
examination shall consist of any combination of the following: written tests, ratings on trining and experistice,
evaluation of recorded service ratings and seniority, performance tests and o1al examinations The combination in
cach case and the procedurs for the determination of the passing grade shall be announced by the Director in advance
of the sxamination, and shall take into consideration appraved practices ’

(b) The Director shall place the names of all employees who receive a passing grade on a promoticnal
register for the class of position in order of their examination ratings.

(c) 1f a promotional and an original register exist, the Dirsctor shall certify the same number of names from
each 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 fo present employees ag the good of the service will

permit.

113 Promotion by Noncompetitive Examination - 1f'it is determined by the appointing authority to filla
vacancy by a non-competitive promoti onal examinution, an employee propased for promotion shall be examinsd by
the Director in accordance with subsection 11 .2 of this rule, and if found to gualify for the class will be certified

1i.4. Demotions - There are two types of demotion, demotion with prejudice and demotion without
prejudice. A demotion with prejudice is a reduction in pay andfor a change in job class to 2 Jower job class due to the
inability of an employee to perform the duties of a position or for improper conduct A demotion without prejudice is
a change in job class of an employee to & lower job class, a transferof an employee to a lower job class, ora
reduction in the employee’s pay due to buginess necessity. An appointing ruthority may demote a permanent

amp-loyae—a—i—’terﬂpwsentingkthc,tmpleyaa,,with the reasons for the demotion stated in writing, and allowing the
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empioyse a reasonable time toreply in writing, or upon 1equest to appesr personally and reply to the appointing
authority or his or her designes. The appointing authority shall file the sistement of reasons for the demotion and the
reply with the Director of Personnel  An appointing anthority may demote g probationary employee as providad for
in subsection 10 .4 of this rule.

11.5. Lateral Class Chauge - An eppointing suthority mey move a permanant employes from a position in
one class to a vacant position in another class in the same pay grade if the employes {s found by the Director fo0
aualify for the vacant position

11.6 Tramsfers

() Except as otherwise provided in subsection 10.4 of this rule, appointing authorities may transfer 3
permanent employee from a pasition in one organizational subdivision of an agency to = position in another
organizational subdivision of the same or another ageney at any time. In the case of inter-agency transfers, an
appointing authority shall transfer all hours of accumulated annual and sick leave and all service eredit with the
employee. An appointing authority shall not treat an inter-agency transfer as 2 resignation and shall not Tequire an
empioyee transferring inter-agency to submit a resignation letter except when the employee i3 resigning from z
classified position to acospt employment in a classified-exsmpt position.

(b) Appointing authorities shall report all inter and intra-agency transfeis within a class to the Director on
appropriate forms at tha time of the transfer. The Director shall approve transfers to comparable classes prior to the
transfers and shatl require that the employee meet the minimum qualifications of the new class

Section 12. Separations, Suspension, and Reinstate:ment_

12 1. Resignations - An employee who resigns shall present the reasons for the resigoetion in writing 10 the
appointing authority. The appointing authority shall forward a copy of the resignation to the Director of Personnel
who shall recerd the resignation. If 2 written resignation cannot be obtained, the appointing authority shell notify the
Director of Persormel in writing of the resignation of the employee and the circumstances of the resignation The
appointing authority shull not treat an intra-agency nor an inter-agency wansfer as a resignation except when the
employee is resigning from s elessified position to accept employment in 2 classified-exempt position

12 2. Dismisgalsg

{a) Aa appointing authority may dismiss any employee for cause Prior to the effective date of
the dismissal, the appointing authority or his or her designee shall: mest with the employee in 2 predetermination
conference and advise the employee of the contemplated dismissal; give the employes oral notice confirmed in
writing, or written notice of the spesific reason or reasons for the dismissel; and, give the employe¢ 2 minimum of
fifteen calendar days advanee notice of the dismissal to atlow the employee a reasonsble time to reply to the
dismissal in writing, or upon request to appear personally and reply to the appointing authority or his or her designee
The appointing authority shall file the reasons for dismissal and the reply, if any, with the Director of Personnel. A
predetermination conference and fifteen days notice ars not quired when the public interests are best served by
withholding the notice or wlies the canse of dismissal is gross misconduet An appointing authority may dismiss an
employee afier oral notice stating specific reasons, confirmed in writing, when the dismissed employes's actiofi(s)
congtitute a threat to the safety or welfure of persons or property.

(b) An appointing authority may require that an employee dismissed for cause immediately vacate
the workplace, or an employee dismissed for cause may electto do so. If the appointing authority requires a
dismissed employes to immediately vacate the workplace in lieu of working during the notice period, or ifan
employee who receives notice of dismissal for causs elects to irom ediately vacate the workplace, the employes is
entitled to receive severance pay atiributable to the time he or she otherwise would have worked, up to a maximum of
fifteen calendar days after vacating the workplace, Receiptof severance pay does not affect any other right to which
the employee is entitled with respect to the dismissal ‘

() An appointing authority may dismiss an employes for job abandonment who is absent from
work for more than three consecutive workdays without notice to the appointing authority of the reason for the
abseace as required by established agency policy. The dismisaal is effsctive fifteen calendar days after the
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appointing authority notifies the employes of the dismigsal Under circumstances in which the term job abandonment
becomes synonymous with the term resignation, an employee dismissed for job abandonment is not eligible for
severance pay.

12.3. Suspension - An sppointing authority may suspend any employee without pay for cause or to condust
an investigation régarding an employee's copduct which has a reasonable connection to the employee's performance
of his or her job. The suspension shali be for a specific period of fime, except where an employee is the subject of an
indictment or other eriminal proceeding. Accrued leave shall not be paid to employees during any period of
suspension  Prior to the effective dute of the suspension, the appointing suthority or his or her designee shall: meet
with the employee in a predetermination conference and advise the employee of the contemplated suspension; give
the employee oral notice confirmed in writing, or written notice of the specific reason or reagons for the suspension;
and, give the smployee a minimum of thres working days advance notice of the suspension to atlow the employee
being suspended a reasonable time 1o reply in writing, or upon request {o appear personally and reply to the
appointing avthority or his or her designee, A predetermination confersnce and three working days advance notice
are not required for employees in centain cases when the public interests aro best served by withholding the notice
The appointing authority shall file the statement of reasons for the suspension and the reply, if any, with the Director
of Personnel.

12.4. Layoff

(a) When it becomes necessary by reason of shortage of work of funds, abolition of position, material
changes in dutiss or organization, or to permit reinstatement of employees released from periods of military service
in the armed forces of the United States ot 1o implement the pi ovisions of this subdivision, the appointing authority
may initiate 2 layoff in accordance with the provisions of this rele

(®) Organizational Usiz. The appointing authority shall submit to the State Personne]l Board for approval
description of the unit or units to which & layoff will apply The organizational unit may be an entire agency,
division, bureau, or other orgenizational unit,

{¢) Prior to the separation or demotion without préjudice of any employes by layoff, the appointing
suthority shall file with the Dinector a proposed plan which shall includs:

i. a statement of the circumstances requiring the iayoff;
2. the approved organizational unit(s) in which the proposed layoff will take place; and,
3 & list of the employces in each class affected by the tayoffl iz order of retention.

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

{e) The plan foltowed by the appointing authority shall be available, upon request in writing, to any
empioyes or adversely affected former employees.

(f) Order of Separation After the appointing authority hes determined the number of positions to be
abolished and the Board has approved the organizational anit to which the yoff will apply, the order of separation
shall be applied in the foliowing manner:

{. employees without permanent saus in the same class or classes identified for layoff in the
foi!cwing order: emergency, ninsty day exempt, student, seasonal, contract, intermittent, temporary, exempt part-
time professional, provisional, and probationary.

2. permanent employees by job class on the basis of tenure as 2 permanent employss of a state
agency or in the classified service regardless of job class or title  No tepure credit sccrues for periods during which
terminal annual Teave is pald nor for periods during which as employee is not paid 2 wage or salary except for
military leave, educational leave, or periods during which the smployee is paid temporaty tota! disability benefits
wnder the provisions of WV Code §23-4-1fora personal injury received in the course of and resulting from covered

empioyment a8 & pﬁi‘mﬁﬁenremp'ioyeefof'wsmeageney—orfimtha-ciassiﬂe:i,ser,v,i ce, oF unless 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 her
representative and those employees who are tied shail agres on a means ofbreaking the tie by eithera coin toss or lot
drawing and shall notify the Director in writing of the agreement and the results.

(g) Bumping Rights A permanent employee who is to be Iaid off may request a lateral class change or an
demotion without prejudice to 2 job clrss in a lower pay grade in the occupational group in the same unit-approved
by the Board for reduction in force unless the results would be to cause the layoff of another permanent employee
who possesses greater seniority than the employee who ig exercising the request for tateral class change or demeotion
without prejudice. The employee requesting the lateral class change or demotion without prajudice must bs available
for the work schedule and at the work location of the job fo which he or she has requested the chenge or demotion A
permanent employee who is lzid off under these provisions as a resuft of another empioyee having & greater seniority
requesting a lateral elass change or demotion with prejudice hae the same bumping rights as provided for in this
procedure. The Director shall develop the occupational groups in the classified service based on similarity of work
and required knowledges, skills and abilities.

{h) Selary Reductions for Layoff. Salary reductions resulting from provisions of this sibdiviston shall
follow subsection 5 6 of this rule for pay on demotion.

( I} Recall. Recall of & permanent employee shall be to the agency as a whole aad in reverse order of the
layoff to the class from which the employee was laid off or any lower class in the class series or to any class
previously beld in the occopational group A permanent employee shall remain on the recall list for the fength of his
or her tenuro on the date of the layoff or for a petlod of two years, whichever isTess. The agency shall fitst congider
for reempioyment those former permanent empioyees whose names appear on the recall lst for the class in which »
vacancy hag occursed and ne original appointment of a new employee or reinstatement of a former permanent
employee shall be made to the class until all former permanent employess on the resall list have been given first
chanes of mfusal of the vacency. A permanent smployee shall be recalled to jobs witj:‘in the county wherein his or
her Iast place of employment is lovated or within 2 contiguous county  The sgency shall notify any leid off
permenent employee who is eligible for recall to a position under these provisions by certified mail of the vacancy It
is the responsibility of the employes to notify the 2gency of any change in mailing address.

(J) Preforence Hiring  When filling vacancies at agencies, appointing autharities shall, for a period of
twelve months after the layoff of a permanent classified employee in #nother agency, give preferense to those lnid-off
qualified permanent ¢lassified employees based on seniority and fitness over all but existing employess of the agency
or its factlities. This prefetance shall not supersede the recall rights of employees who have been laid off in the
agency Preference hizing shall be accomplished by original appointment .

(k) Reporting. The eppointing autherity shall report the names of all employees who are to be laid off to the
Director in writing no later then the date notification of the lavoff is mailed to the employee.,

(1) Appeais Employees shall file appeals from Jayofis in accordance with W Va. Code §29-6A-1 et seq.

12.3. Like Penalties for Like Offenses - In dismissals for cause and other disciplinary actions, appointing
suthorities shetl impose like penalties for like offenses.

126 Reinstatement

() A former employee who had attained permanent status under the Division of Personnel who has resigned
or who has been laid off is eligible for reinstatement, provided that he or she has been certified by the Director as
meeting the current minimum qualifications as to training and cxperience of the class of position to which he or she is
being appointed. Prior to making the centification, the Director may require the employes to pass a qualifying
examination The Director may refuse to reinstate z former employee for any of the causes stipulated in subdivision
6.4.{a) of this mle

{b) Appointing authorities shall reinstate provisionsl, probationary, or permanent employees who leave the
classified service to enter the armed forees of the United States in time of war or national emergency or under
compnlsory provisions of law of the United States in time of peace to their former positiens or to positions of like
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class, senfority and pay within 30 days following application provided that within 50 days after release from active
military service the employees indicate in writing ot in person to the agency their readiness and ability to return o
clzssified employmens. Veterans hospitalized irumediately on release from the armed services due o
service-connected disabilities must apply for refnstatement within 90 days of their release from hogpitalization

(¢) Any veteran who Fas Seen in the armed services of the United States and who has been granted military
leave from one of the agencies and who retumsto the agency shall be granted ail within-grade salary adjustments and
may be granted salary advancements he or she would have reseived had he or she remained in active statos in the
clzssified service He or she shallbe credited with all annual and sick leave accumulated and nnused at the time the
military leave began. The appointing avthority shell uniformly apply the provisions in this subdivision to all veterans
within an agency having had military teave and who return to the ageney

Section1d  Reconsideration - Any applicant or empioyee may request that the Director reconsider 2 decision which
directly affects the applicant or employee. Unless otherwise specified in this rule, the request must be submitted in
writing within fifteen days of the applicant’s or employee’s notification of the decision, Within thirty deys of regeipt
of the applicant’s or employee’s request for reconsideration, the Director shall notfy the applicant or employee of his
oT hat decision.

Section 14. Attendance and Leave In compiience with West Virginia Code §21-5C-] etseq., §2.2-1 etgeq, §15-5-
152, and §29-6-10 the following provisions apply to classified employees

141 Official Holidays

(8) Employses shall be released from work with pay in observance of the following official holidays : New
Year's Day, the first day of Jamary; Martin Luther King's Birthday, the third Monday of Janunary; Lincoln's Birthday,
the twelfth day of Rebruary; Washington's Birthday, the third Monday of February; Memaorial Day, the last Monday
in May; West Virginia Day, the twentieth day of June; independence Day, the fourth day of July; Labor Day, the first
Monday of September; Columbus Day, the second Monday of October; Veterans' Day, the elaventh day of
November: Thanksgiving Day, the fourth Thursday of Nevember; Christmas Day, the twenty-fifth day of December;
any day on which an election (Primary, General, or Special) is held throughout the State, and, such
other days as the President, Govemor o1 other duly constituted authority protlaim to be official holidays or days of
special observance or thanksgiving, or days for the generai cessation of business

{b) When g holiday fallson a Sunday, the following Monday shall be observed as the official holiday
When a holiday fells on a Satarday, the previons Friday shall be observed as the official holiday. When Christmas or
New Yeat's Day oceurs on Tuesday, Wednosday, Yhursday, or Friday, the last half of the scheduled workday
immediately preceding the holiday will be given as thme off not to exceed four hours. When an agency must modify
holiday observances to accommodate around-the-clock shifts or other special needs, the agency shall notify
employses in advance of the modification and shall schedule alternate holiday observances on days as close as
possible to the holidays The total amount of paid time off for holidays shall not exceed eight hours per full day
hotiday.

(¢) Part-time employces are entitled to receive time off with pay for holidays, regardless of whether the
holidays fall within the employees’ regular work schedules, in proportion fo the amount of time worked as compared
to the employers standard workweek for a full-ime employee

_ (4) Anemployee must sither work or be on approved paid leave for either the full scheduled workday
before or the full scheduled workday after the holiday and either work or be on approved paid leave for any fraction
of the scheduled workday before or the scheduled workday after fae holiday to receive pay for the holiday. No
employee is entitlsd w payment for any boliday that oceurs prior to the first day of work or after the date of
separation {sub-section 3 25)

(¢} Agencies shall make reasonable accommodation to an cmpieyee's‘refligious'hoﬁdaysfasfrequired»hyA!a-wr—f—n~»~wm~~»W»,,A,,,WA,,,},,,,,,,,,,,,,,,.,,,




14 2. Agency Work Schedules - Each appointing authority ghall establish the work schedule for the
employess of his or her agency. The work schedule shall specify the number of hours of acteal atiendance on duty
for full-time employees during a workweek, the day and time that the warkweek begins and ends, and the time that
each work shift begins and ends  The work schedules and changes must be submitted to the Director within fifteen
{15) calendar days after empioyees commence work under the schadule.

14.3. Annual Leave

(1) Amonst, Accrual - Except as otherwise noted in this rale, sach employee is eligible to accrus anonal
teave with pay and benefits, The table below lists the rates of agcrua} according to the employee's length of service
category and the number of hours of annual leave that may bs garsied forwazd from ona calendar year to another
Annualleave is accrued at the end ofeach pay pesiod 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
|eave of absenes fn accordance with sibdivision 14 8(c) of this rule. Prorated leave is computed in proportion to
normal hours worked sed/or hours of paid sick and/or annual leave during the pay period hased on the proper length
of service catsgory Annual lesve connot be acerued for hours not paid nor for hours werked beyond the normal
workweek which shall not exceed 40 honrs

Length of Service Category Accrual Rate: Hourm Baual To Carry-forward Rate: Hours Equal To
Legss than 5 years of qualifying 1 25 days/month 30 days

serviee

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

qualifying service :

10 yeass but less than 15 years of 1 75 days/month 35 days

qualifying service

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

service

(b} Serviee to Qualify - Qualifying service for length of service category is based on State employment o
employment in the classified service No gervice credit acerues Tor periods during which an employee is not paida
wage or salary unless otherwiss provided by State or Federal statute. '

(¢} Requesting, Granting - Accrued annugl leave shall be grantad at those times that will not materidlly
affect the agency's efficiznt operation or when requested under the provisions of W Va. Code §21-5D-1 ot seq., the
parental Leave Act and 29 U .8.C §260 1-2654, The Pamily and Medical Leave Aot of 1993  The employee shall
request annual leave in advance of taking the leave exceptas noted elsewhere 1n his subdivision. Aanual leave may
net be granted in ddvance of the employee's accrual of the leave. Agencies are encouraged to grant annoal leave
when hazardous conditions make golng to and from work difficult.

{d} Coverage

1 30-day emergency, per diem, student, seazonal, ot 90-day exempt employecs shall not acerue
annual leave

2. Annusl leave ncorued by provisional, intermittent, irvegulas part-time and temporary (appointed
from the register) cmployees shall b computed in proportion to pormal hours worked and/or hours of paid sick
and/or annual teave during the pay period not to exceed the full-time work sthedule of the employer. These
empioyees must take their accrued annwel Jeave prior to the expiration of the period of appointment, inless
immediately followed by an appointment from the register, or the leave is forfeited

3. Annual leave scorued by part-time employees shall be computed in proportion to normal hours
worked and/or hours of paid sick and/or annual leave during the pay period based on the proper length of service
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category,

(¢) Minimum Charge - The minimum chargs sgainst annual leave shall be one quarter (%) honr Additional
leave shall be in multiples of a guarter hour

() Separation from Employment - The appointing eathority shall pay an employee who separates from
employment for any reason for all accrued and unused apnuabisave. An smployee does not accrue annual leave after
his or her date of separation. The payment shall be made according to one of the following methods:

i. An cmployse may elect to be paid in semi-monthly insteliments at his.orber usual raez of pay as
if employment were continuing until the pay period during which the accrued annual leave is exhausted If the last
day for which leave paymeat is due falls before the day on which the pay period ends, terminal annual leave payment
for those days within that pay period shall be caloulated using the dafly rate for the half-month in which the last day
on payroll ocents. Employees in positions aliecated to job clesses assigned to an hourly pay schadule or per diem
pay schednle approved by the Board shall be paid according to those standard procedures No deductions may be
made for contributions toward retirement from the payment for terminal anmual leave;

2. Any eligible employee as defined in W Va. Code §5-5-1 who is separated from employment by
resignation, layoff, dismissal, retirement, death, or terminaticn, may be paid in & lnmp sum, &t his or her option, for
accrued and unused snnval leave. Terminal annual leave payment for an employes who selects a Jump sum payment
shall be caleulated as if employment were contimving until the pay period during which the accrued annual leave iy
exhsusted in sccordance with paragraph oue of this subdivision. Employees in positions ellovated to job classes
assigned to an houtly pay schedule or per diem pay schedule approved by the Board shall b paid according to those
standard procedures The lamp sum payment shall be madepy the tims of what wonid have been the smployee's
next regular pay day bad his or her employment continued No deductions may be made for contributions toward
retiverpent from the jump sum payment; or

3 An employee who retires may elect not to receive payment for any or ali terminal amnual leave
and may apply the balance towards extended insurance soverage under guidelines established by the Public
Employees Insurance Agency or to acquire additional eredited service in the appropriate state retirement system

{g) Transfer of Annual Leave

| When a classified employee transfors or otherwise changes employment from one agency to
another, all service credit and hours of acerued annuai leave shall be transferred. The previous employer shall
provide written documentation of the employee's innial ieave balance to the other agency within thirty {30) calendar
days after the employee commences work. ‘

2 Annual jeave accrued while in exempt or classified-exempt permanent employment shall be
transferred to clagsified employment.

() When Sick Leave Exhausted - Annusl \eave, if requested, shall be granted in circumstances when sick
leave or the sick leave allowance foi an employee's immediate family is exhausted The provisions of subdivision
14 4.(z) of this rule regarding the necessity for a physician's statement when gick Teave ks used apply when annual
leave is used under these circumstences ¥

144 Sick Leave

(2) Acerual - Except as otherwise ;')rovided' in this subdivision, each employee shall receive accrued sick
leave with pay and benefits. Sick leaveis cemputed on the basis ofhours equatto | 5 days per month for full-time
employees Sick leave is acerued at the end of each pay period or on the last workday for separating employees It
ey be prorated for employees granted & medical leave of éhsence or satisfying the conditions for approvat of a
medical leave of absence in accordance with subdivision 14.8(c) of this rule. Prorated leave is computed in
proportion te normal hours worked and/or houts of pald sick and/or annuat leave during the pay period Sick leave
cannot be acerued for hours not paid nov for hours worked beyond the normal workweek which shall not exceed 40
hours Thers is umlimited sccumulation of sick leave.
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(b) Coverage

1. Bick leave shall not be aceorded 30-day emergency, 90-day exempt, student, or per diem
employses

2 Provisionsl, temporary {appointed from the register), frregular part-time and intermittent
stployees shall acerue sick leave in proportion to normal hours worked znd/or hours of paid sick and/or annual
leave in the pay period. T'he leave expires at the termination of the period of employment unless imifedTtely
followed by an appointment from the register for a permanent position.

3 Pert-time, probationary, and permanent employees shall acerue sick leave with pay and benefits
i proportion to hours they are employed to work annuaily.

(¢) Minimum -Charge - The misimem charge against sick leave is one quarter (%4) hour Addiional leave is
charged in multiples of one guarter hour.

{d) Maximum Charge - The maximom charge against sick loave is one wotk year per substantially
continnons absence. The appointing authority may at hia or her discretion grant additionat acerned sick lsave if the
employee's disability, as verified by = physician, is not of such a nature as to render the smployes permanently
unable to perform the essential duties of the position.

{e) Separation from Employment - Sick leave does not acerue after the date of separaﬁon as defined in this
rule.

1. Retirement - An employee eligible to retire at the time of separation from employment may use
unused sick leave to purchase extended insurance coverage wpon retirerhent under guidelines establiched by the
Public Employees Insurance Agency or upon retirement to acquire additional credited service in the stats retirement
system under guidelines established by the Consolidated Public Retirement Board.

2 Alt Other Separations - All sccumulated sick Ieave shall be cancelled as of the date of
seperation. 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 sould be accomplished, all cancelled
sick leave shall be restored However, if the employee ratums to eligible employment after more than twelve (12)
caleadar months from the effective date of separation of employment, no more than thirty (30) days of cancelied sick
leave shall be restored If an employee is recalled from & layoff all cancelied siok leave shall bo restored

{f) Granting - Sick leave may not be granted in advanee of the employee’s scerual of the leave Appointing
authorities ehall grant acerued sick leave requested by employees for the following reasons:

I IMness -~ Sick leave shall be granted in the event of an iflness of, or injury to, an employee which
incapacitates him or her from performing his or her duties ;'

2. Death in the immediate farmily of the employee - Sick leave shall be granted up to 3 days to an
empioyee for the death of eny member of bis o1 her immediate family ay defined in this rule; #

3. Exposure to Contagious Disease - Sick leavs shall be granted in the case of exposure 10 a
contagious discase when a physician determines and states in writin g that the employee's presence on duty may
jeopardize the health of others;

4 Pregnancy - An incapacity due to pregnancy shall be charged to sick leave under the same
conditions applying to any illness;

5 Routine Dental and Medical Appointments-Employee - Routine dentai and medjcal
appointments for treatment or examination of the employee shall be charged to sick feave Reasonable trave! time
for the appointments may also be charged to sick leave not to exceed a total of three hours per ocourrenee ;

6. Itlness and/or Routine Dental and Medical Appointments-immediate Family - Absence for
iliness o1 routine medical and dental appointments of  member of an employee's immediate family as defined in this
rulcshall be charged to accrued sick feave, not to exceed 40 hours per calendar ygar. Reasonable travel time for the
appointments may also be charged to sick leave not to exceed a total of three hours per occurrence; or,

7. Work related illness or injury - An employee way slest to use sick leave due to a persons!
{njury received in the course of and resulting from covered emp loyment with the State or its political subdivisions in
recordance with W Va. Code §23-4-1. However, an employee who elects not to nge sick leave nnder this paragraph
must apply for a medical leave of absence without pay as provided under part 14.8(c)).a.2 of this rule.




(g) Physician’s Statement

1. The Director shail prescribe & physician's statement form to be supp lied by all agencies to its
employees. All agencies sheli use this form or an alternate form or method, approved by the Director, to obtain the
necessary information,

3. Within two days of return to work, an employee shall fimish a prescribed physician's statement
form from the attending physician/practitioner for all consecative days of sick leave granted beyond three working
days. If the employess physician/practitioner has placed restrictions or fimitations on the employee’s work activities,
the employee must fumish the preseribed physician’s statemont immediately upon return to work The physician’s
statement form shall specify the period of incapacity and state that the employee was unable to perform his or her job
or that the employee's absence was due to reasons provided in Paragraph 14 4(f)6 of this rule for a member of the
employee's immediate family. .

3 [n the absence of a prescribed physician's statement form, the entire absence ghall be charged to
unanthorized leave as provided in subsection 14.6 of this rule, and the employes's pay shall be docked the foliowing
pay period for the entire period of sbsence The appointing authority shall notify the employes in writing that hisor
her pay is being docked.

4 For extended periods of sick leave, a prescribed physicien's statement form confirming the
necessity for continued leave must be submitted within thirty (30) calendar days of the commencement of the sick
Jeave and must indicate a date the physicisn will release the employee to return to work or a date the physicien will
re-evaluate the employee’s medical condition. For employees being re-evalusted, an additional physician’s
statement must be submitted wpon re-evaluation. Failure to produce the required statement is grounds to terminate
further sick leave benefits and the appointing authority shall immediately place the employee on unauthorized leave
aud notify the employee in writing of such action as provided in subsection 14 6 of this rale. This written notice
shall aliow the smployee fifteen days to submit the required plysician’s statement  Failure of the employee to
submit the required statement within the fifteen day notice period, except for satisfactory reasons submitted in
advancs to the appointing authority, is cause for dismissal. The necessity for absence because of exposure to
contagious discase must be verified on a prescribed physician's statement form regardless of the length of sbsence.

(h) Return At Less Than Full Duty - The gppointing authority may permit an employee to return to work
from sick leave at Jess than fall duty, but the terms of return the shall be jn writing and are subjzet to review by the
Director. The review may include the requirement of additional information from a physician regarding the
smployee's ability to perform the essential dutiea of his or her job.

1 Any denial of an employee's request ko Tetwm to work at less than full duty mustbe approved by

the Director.
2 The Dirsctor may deny the request to return to work at less than full duty under conditions
inciuding, but not limited to, the following!

{2) the employee cannot perform the essential duties ofhis or her job:

(b) the nature of the employee's job is such that it may aggravate the empioyee's medical
condition; or, ' '

() the approvai of the sequest would seriously impair the conduct of the agency's
business

3. Approval of a rerurn to work at less than full duty shall be granted for no longer than 30 days.

Requests (o continue at Jess than full duty for more thar 20 days shall fall under the same requirements as an original
request.

(i) Transfer of Sick Leave

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

2 At the discretion of the appointing authority, sick leave acorued while ia other State
employment msy be ransferable to covered agency employment.

{j} liness While on Annuel Leave - An employee who becomes ill and who is admitted to a hospital or has
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medical services performed in en emergency room while on previously approved anmal lsave may request that all ar
part ofthe time 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 employze is hospitalized or in the emergencyroom. The remainder of the time shall be charged to annual Jeave

14.5. Suspected Leave Abuse - When an employee appears to have a pattemn of leave abuse, including such
frequent use of sick leave as to render the employee's services undependable, the appointing autherity may request
appropriate substantiation of the employee's claim for leave, for example, vetification of an iliness of less than three
days 1he appointing authority shall give the employee prior written notice of the requirement for appropriate
subgtantiation.

14 6 Upauthorized Leave - When an employee is absent from work without authorization for sick or
annual leave, the appointing aunthority shall dock the employee's pay in the next pay period for ansequal amount of
time paid during which no work was performed. The sppointing authority ghall notify the employee in writing that
his or her pay is being docked and that the upauthorized leave is misconduct for which discipline is being imposed
The appointing aithority shall use waauthotized leave only in cases when the employes fails to obtain the appropriafe
approval, according to agenoy policy, for the absence. The ap pointing autharity shell transmit notice of the action in
writing to the Director of Personnel,

14 7. Overtime Work and Holiday Work - An appointing authority or his or ber designated representative
may require an employee to work in excess of the prescribed working hours or on holidays when

the work is conaidered necessary to the public interest. Compensation shall be mads in accordance with the Fair
Laber Standards Act of 1986 and W.Va, Cods §21-5(€)-1 et seq

14 3 Leava of Absence Withou! Pay

(a) Personal Leave « An appointing authority may grant a permanent, probationary, or provisional
employes a leave of absence without pay for a specific period of time which normally should not exceed one year
The employee shall apply for the leave of absence ih writing to the appointing authority. If the appointing authority
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 at his or her disoretion based on the
agenoy's personnel necds  Time spent by provisional employees for leaves of absence doea not extend the
provisionat period limitation. Written approvai of the appointing anthority is required in &} cases Approval of
persopal leave iy discretionary with the appuinting aunthority.

(b) Family Leave - The Board, by formai action, may establish uniform procedures, whick shali be
followed by all appointing authorities, for granting leave to eligible employses under the provisions of W Va Code
§21-5D«1 et seq., the Parental Leave Act, and 29 U.8.C § 2601 -2654, the Family and Medical Leave Act of 1993

{¢)} Medical Leave; Notice to Employee

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

a The employee (1) has exhausted ali sick leave and makes application no later than
fifteen (15) calendar days following the expiration of sl sick leave or {2} has clected not to use sick leave for 2
personal injusy received in the course of and resulting from covered employment with the State or its political
subdivislons in aceordance with W . Va Code §23-4-1 and makees application no later than fifteen {15) calendar dayn
following the date on which the employee filed a claim for Worker's Compensation ;

b. The employet's shsence is due to an iliness or injury which is verified by a
physician/practitioner on the prescribed physician's statement form stating that the employee is unable 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-gvalunted;

c. A prascribed physician's statement form is submitted each time the employee’s
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condition is re-evaluated to confirm the neeessity for continued leave; and,

4. The disebility, as verified by a physician/practitioner on the prescribed physician's
statement form, is not of such nature s to render the employee permanently unable to perform his or ber duties.

2. The appointing autherity shall, nt least 15 days prior to, if possible, but no later than five (5)

dzys following the expiration of the employee's sick leave, mail to the employee a written notice of the empioyee's
right to a medical leave of absence without pay and informing him or her that the leave will not be granted ifhe ot
she fails to apply within the time limits specified in subparsgraph 14 8{c)l .2 of this rale

(d) End of Leave

1. Atthe expiration of a leave of absence without pay, the employee shall be returped to duty to
either hig or her former position, or one of comparable pay and duties, without loss of rights, unless the position is o
longer available duc to s reduction-in-force

2 1fthe leave of absence without pay was granted due to personal illness, the employes must
furnish from the attending physician/practitioner a prescribed physician’s statement form indicating the ability of the
employse to return to work  The appeinting autbority may permit an employee to remrn o work at or before the
expization of the leave of sbsence atlegs than fll duty, but the terms of return are subject to the same conditions
specified in subdivision 14 4(h) of this rule.

3. Failure of the employee to report promptly at the expiration of 2 leave of absence without pay,
éxcept for satisfactory reasons subraitted in advence to the sppointing authority, is cause for dismissal

(&) Reporting Procedures - The appointing authority must report a jeave of absence without pay to the

Director The appropriate forms must include the provision of this Rule vnder which the teave is being granted, the
employee's last date on the payroll, and the specific anticipated dute for retitrn to duty

14 9. Military Leave

(a) State Active Duty and Reserve Military Service - In aecordance with the provisions of West Virgina
Code §13-1F-1(a), all officers and empidyees of the State who are members of the Nationat Guard o7 of any of the
reserve components of the armed forces of the faderal government aze entitied to a leave of abgence from
employment without loss of pay, status, or efficiency rating, on all days during which they sre engaged in drills or
parades , or for exemingtion to determine fitness for duty, insctive duty training, faneral honors duty for the State or
federsl goveroment, active duty for waining or active service for the State all to include reasoneble travel time to and
from the duty location, for 3 maximum period of thirty working days in any one calendar year when ordered or
authorized by proper authority. The term swithout loss of pay" means that the employse continues to receive his or
her normal salary or compensation, notwithstarding the fact that the employee may have reesived other
compensation during the same peried. An employee need not exhanst 21 apnual leave or sick leave Furthermare,
the leave of shsence is considered as tiae worked for fhe agency in computing senidrity, eligibility for salary
increase and experience with the agency. The terms of this subdivision de not apply under the provisions of any
military selective service act. An employee shall provide to the appointing authority advance written or verbal
notification of an obligation or intention to perform military duty and such written orders of other documentation, if
available, in support of the request for military leave None of the unused days of military leave for which an officer
or employzee is eligible under this subdivision may be carried overand used in the next calendar year Ap employes
on extended federal active duty or fall-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 or she has been discharged
from military duty and returned to State employment

(b) Federal Active Duty - In accordance with the provisions of West Virgina Code §15-1F-1(b}, all officers
and employses of the State who are prdered or called to active duty by properly designated federal authority ars
eligible for an additional leave of ahsence from employment without loss of pay, status, or efficiency rating for 2
roaximum period of thirty working days for each single call to active duty, active duty fox training, initial active duty
for training, or full-time National Cruard duty, all to 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 Nationa] Guard duty who have not used
alt or some portion of the thirty working days of militery leave granted by subdivision (a) of this subsection are
sligible to use those unused days in the same calendar year prior to using the thisty days for which they are eligible
under this subdivision, up to a maximum of sixty days for a single call to active duty Nons of the unused days for
which an officer or eraployee is eligible under subdivision (a) may be carried over and used in the next calentiar ysar.
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An employee on extended federal active duty or full-time National Guard duty is eligible for Jeave provided in
subdivision {a) of this subsection only in the year he or ghe is called 1o active duty, and, in subssquent years, only for
a subsequent call to duty and only after he or she has been discharged from military duty and retarned to State
employment. The term "withont loss of pay” means that the employee shall continus to receive his or her normal
salary or compensation, notwithstanding the fact that the employee may have received other compensation from
federal ot state sources during the same period.

{¢) Other than as provided in subdivision (b) of this subsection, any employee hired for permanent
employment entering the U.S. armed services in time of war, nationz! emergency or under compulsory provisions of
law ofthe U.5. in time of peace shall 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 preseribed by federal
statute, rule, or regulation regarding return to employment, the employee has the right to resume his or her service
with the agency without any prejudice to his or her status, merit rating or standing by reason of the sbsence, in
accordence with subdivision) 12.6(b) of this rule. An emplovee shall be credited with all annuat leave and sick leave
not used at the commencement of his or her military leave in accordence with subdivision 12 6(c) of this rule. This
gubdivision shall not be constrned:

I As an attempt to enlargs or to extend the length of empioyment of any tsmporary employes or to
create 2 definite term where no definite term with raspect ta the position previously existed;

2. As providing that the salary paid by the a gency shall continue to be paid to the employee while
he or she is not performing the duties of his or her pasition with the state because of the services with the armed
farces of the United States; or,

3 As having precedence over the provisions of any applicable federal statute, ruls, or regulation
regarding military leave or re-employment rights with which this mbdivision is inconsistent or in conflict including,
but nat limited ta, the Uniformed Services Employment and Reemployment Rights Act

14.10 Covurt, lury, and Hearing Leave

(2) Upon applicatien in writing, an employse hired for permanent employmont shall be granted leave with
pay when, in obedience to 2 subpoena or direction by proper authority, he or she serves upon 2 jury or appears as a
wittess before any court or judge, any legislative committes, ar any officer, board, or body anthorized by law o0
conduct any hearing or inquiry This subdivision shall net apply in cases whers the employes is a litigant, defendant
or other privcipal 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 party to, or a witness
in, a gritvance procesding or & court of law proceeding resulting from the course of his or her State and/or classified
employment; or,

2 1o deprive, prohibit, or infringe upon the rights of any employes in theis pursuxt of personal or
civic responsibilities while on annual leave or a personal feave of absence

(b} The employee shall furnish such written confirmation of the absence as is required by the Director
i4.11. Eduecation Leave

{2} Subsidized by Agency - An agency suthorized by law to subsidize advanced educational training for
classified employees may grant to selected employees educationa! leave subject to conditions stipulated by that
agency. Ihe procedures for granting educational leave and compensatory payment shall be filed with the Director of
Personnel The leave shall be considered as continnous employment, exaept that employees while on educational
teave shall not acerue sick feave or annual leave, nor are the employees eligibla for salary advancements

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

14.12. Supplemental Attendance and Leave Regulations - Each agency shall prepare supplemental riles a3
may be required  The rules shall not enhance nor diminish the benefits afforded by this subsection Capies of ail
rules shall be filed with the Director who muy approve, amend o disspprove the supplemental rales
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14.13 Digtribution of Regulations ~ Each agenéy shall make available 1o sach ofizs employees a copy of
this attendance and leave rule together with the agency's own supplementsi attendance and leave ruies.

t4.14. Leave Records - Bach agency shall maintsin 2 current leave record of its employees' accrued and
used leave. Each employee shall have zecess to his or her leave records subject to the appropriate agency’s
established mles  Supervisors and employees shall attest fo the accuracy of the records on a periodic basis, but not
fess than twice annuatly

Section 15. Performance Evaluations

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

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

" advancements and in making promotions, demotions, and dismissals. The appointing suthority shall notify an
employee of bis or her performence evalnation in writing and shall retain copies of performance evaluations in the
employee's personnel record :

Section 16. Political Activities
i6 1 Prohibition of Political Activities

(s} An appointing authority shall not appoint, promote, demote, or dismiss any person in the classified
service or in any way favor or discriminete against any person with respect to such employment because of his or her
political opinions or affiliations Nothing in this subdivision shall be constried as precluding the dismissal of any
employee who may be engaged in subversive activities or found disloyal to the nation

{b) No porson shall seek or attempt to use any political endorsement in connection with any appointment in
the classified service.

{c} No person shall uge or promise to use, directly or indirectly, any official authority or influence, whether
possessed or anticipated, to secure or attempt to secure for any person an appointment or advantage in appointrment
to a 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 pelitical action of any person, or for any consideration

{d) No employee i the classified service or member of the Board or the Director shall, directly or
indirectly, solickt or receive any assessment, subscription or contribution, or perform any service for any political
party, committee or candidate for compensation, other than for expenses actually incurred, or in any manner take part
in soliciting any assessment, subscription, contribution or servite of any employes in the classified service,

(¢) Notwithstanding any other provision of the West Virginia Code, no employee in the classified service
shall: _

1. Use his or her official authority or infludnce for the purpose-pf interfering with or affecting the
result of an election or & nomination for office; ‘

2 Directly or indirectly coerce, attsmpt 1 coerce, command or advise a state or locat officer or
employee to pay, lend or contribute anything of value to 2 party, committee, organization, agency or person for
political purposes; or

3. Beacandidate 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, & member-of any
nationsl, state or local committee for a political party, or a financial agent or treasurer within the meaning of the
provisions of W.¥a Code §3-8-3, 4, or 5(g). Other types of partisan or nonpartisan politice] campsigning and
managemeént not inconsistent with the provisions of this subdivision and with the provisions of subdivision (d) of this
subseetion, are permitted
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{f) Politica} participation perteining to constitational amendments, refersndums, approval of munisipal
ordinznces or activities are not prohibited by the provisions of this subdivision.

(g) Any classified employee who becomes 2 candidate for any paid public office as permitted by this
subdivision shall request and receive a leave of absence without pay for the period of the candidacy, commencing
upon the filing of the certificate of candidacy. If the employee withdraws his er her candidacy, he or she shall return
from thelleave of absence immediately upon such withdrawal. Ifthe employee is not elected, he or she shall return
from the leave ofsbsence immediately after the offical canvass of votes. At the expimtion of the leavs of absence
withont pay, the employes shall be returned to duty to either his or her former position or one of comparable pay and
duties, without loss of rights, unless the position is no longer available due to a reduction-in-force. If elected, the
emplayee shall resign or be dismissed from the position in the classified service to be effective no later than the date
of asmming the elective office.

16.2. Application of the Hatch Act- Any classified or classified-sxempt employee who, 25 a normal and
foreseeablo incident ofhis or her principle 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 1 ocal Government BEmployees restricting political activity, 5 USC 1501-8 Each appointing authority shell
inform ali classified and classified exempt smployees of these provisions and employees shall adhers to these
provisions

16.3. Additional Probibition for Highways Employees - No person may be appointed o1 employed in any
capacity by the Division of Highways who is a candidate or holds any public office or is 2 member of any political
party committes. An employse of the Division of Highways may not be a candidate for or hold sny public office or
be a member of any politival party committes  An employes of the Division of Highways who becomes a candidate
for or holds any public office or becomes a membor of any political party committee shall resign or be dismissed
from his or her position with the division immediately on the date of the filing of candidacy or the date of assuming
the public office or the political party committes membership. |

164 Additionzi Prohibition for Rehabilitation Services Employses - No employee engaged in the
administration of the Vooationat Rehabilitation program shali take an active part in the management of political
campaipns or participate in any political activity, except that e or she shait retain the right to voteas he or she may
please and to express his or her 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, assessment, or contribution for any political

purpose.
Section 17. Employment Coaflicts

17.1 Other Employmeant. Mo employes shall hold other public office or have conflicting
employment while in the clagsified sérvice Petermination of the conilict shall be made jointly by the appointing
authority and the Board, or may be specifically delegated by the Board to the appointing authority, who shall
consaider whether the other employment: (1) will be in conflict with the interests of the agency; (2} will interfere with
the performance of the employee's official duties; (3} witl use or eppear to use information obtained in connection
with official dutles which is not generally available to the public; or, (4) may reasonably be regatded a5 official
setion

17.2. Nepotism. No appointing authority shafl infisence or attempt to influence the employment o:
working conditions of his or her immediate family it isthe responsibility of the appofnting authority to sdminister
the employment of relatives of any agency employes in a congistent and impartial manner

No empioyee shall directly supervise a member of bis or het immediate family. More spacifically, so
employee shall review or audit the work of a member of his or her immediate farily, or take part in discussions
concerning employment, assipnment, compensation, discipline or related matters involving a member of his or her
immediate family. In the eveat that an individusl, through marriage, adoption, etc. is placed in a prohibited business
relationship with a member of his or her immediate family, the situation shall be resolved within thinty calendar days,
Resolution may be made by trensfer, reassignment, resignation, etc. of one of the involved employees or by other
accommodation which protects the interests of the public

&l
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Section 18. Payroll Certificaton

(2} No state disbursing or auditing officer shall make or approve or take any part in making or approving
any payment for personal servics to any person holding a position in the classified service unless the payroll voucher
or account of the pay benss the certification of the Director, or of his orher anthorized agent, that the persons named
in the voucher of account have been appointed and employed in accordance with the provisions of this rule. The
Director may for proper cause withhald certification from an entire payroll or from any specific item or items on the
payroll The Dircctor may, however, provide that certification of peyrolls may be made once every six months, and
the cettification shell remain in effect except in the case of any officer or employee whose stats has changed after
the last certification of his or her peyroll. In the latter case no voucher for payment of salary to the empioyee shall be
issued or payment of salary made without further certification by the Director

{b) If the Director wrongfully withholds certification of the payroll voucher or account of any employes, the
employte may maintain a proceeding in the conrts to compel the Director to certify the payroll voucher or account

Section 19, Records andReéparis

Eath agency shall establish and maintain a personnel record for each employee, showing the employee's
name, title, organizationai unkt, salary, changes in status, performeance avaluations, and such other personnel
Information s may be considered pertinent  The Director shall maintain appl jeations for examination for at least one
year after the date of the application. A1l persounel records shall 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 mle

Section 20 Confidentiality

The business of the division shall be conducted in such a manner as to ensure the privacy rights of all
applicants and employees, in accordance with West Virginia Code §29B-1-] et seq., the State Freedom of
Information Act and §5A-8-1et seq., the Public Records Menagement and Preservation Act  Examination storing
keys, applicaut and empleyee residential addresses snd phone numbers, applicant and employee medical information,
and other information which the Director may deem confidential shatl be maintained under strictest confidentiality
and released onty wpon 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 Seoure Compliance; Penalties

2F.1 Duties of State Officers - Pursuant to W Va Code §29-6-12, all agencies’ officers and employees
shall comply with and aid in al! proper ways in carrying out e provisions of W Va. Code §29-6-1 et seq., and the
rules and orders promuigated in accordance with W V. Code §29-6-1 ot seq. Al officers and employees shall
fumnish any records or information which the Director or the Board may request for any purpose of W Va. Code §25-
6-1 et seq All officers and employees shall comply with all rules, policies and orders of the Director or the Board
and ghall not increese nor diminish any benefits afforded any clessified employee by the rules, or orders

212 Legal Proceedings to Secure Compliance - Pursuant to W Va. Code §29-6-12, the Director may
institute and maintain any action or procesding at law or in equity which he or she considers necessary or appropriate
to seeure compliance with W Va. Code §29-6-1 et seq., and the mles and orders promulgated under the code.

21.3 Penalties

(a) Any person who willfully violates apy provision of W Va C’qde', §29-6-1 et seqg or of this rule is guilty
of 2 misdemeanor, and, upon conviction thereof; shall be fined not less than one hundred dollars nor more than five
hundred dollars, or imprisoned in the county Jail for a pericd not to exceed one year, or both fined and imprisoned
Furisdiction under this subdivision shall be in a court of record exercising criminal jurisdiction within the county
where the offense is committed

(b} Any person who is convicted of a misdemeanor under W Va. Code §29-6-1 et seq is, for a period of
five years, ineligible for appointraent to or employment in a pogition in the classified or clessified-exempt service,




and if he or she is an officer or amployee of the state, shall forfeit his or her present office or position

Section 22 Grievanes Procedure - An employee hired for permanent cmployment mey file a grievance with the
Education and State Employees Grievance Board as provided for in W.Va, Code, §29-6A-1 et seq.

Section 23. Iraining and Development

23.1. Bach ageney is responsible for providing finctional training to employees of the agency based npon
the agency's needs and resources and the employee's needs and capabilities Selection of employees for training and
development shall ensure equel opportunity and shail not discriminate on the basis of race, sex, age, religion,
national origin, political affiliation, disability or any other non-job related factors.

23.2 The Director of Personnel shali make available to the agencies technical assistance in the areas of
organization and human resovrce development, needs assessment, determination of appropriate development
strategies, courge design, training techniques, training evaluation aud ceordination of training amonp the agencies.

23.3. The Direstor shall provide training courses on specific aspeets of personnel administration ander
Division of Personnel law and this rale, 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 opportunities that are
broadly applicable to many classes in all agencies Employee selection for the training and development
epportunities shzll be consistent with esteblished egency and Division of Personnel nomination proceduras.

Section 24. Employee Representative Organization Bulletin Boards

A bulletin board of a limited size shali be provided for posting notices of employes representative
organizetions. The bulletinboards shall be placed in convenient and generally accessibie locations in alt workpiaces
where the mambers of the organizations are employed Provisions shall be made for separate bulletin boards for sach
emnployee 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 employee representative
organization and for organization purposes only

Bection 25. Authority of the Board

The State Personnel Board is authorized to interpret the applicstion of this rule to any public body or sntity
and to establish by formal action programs and projects for 2 maximum of one year outside of the provisions of this
rule, including, but not limited to, programs or projects designed to respond to public disaster or emergency.

Section 26 . Amendments

¥ and when it appesrs degirable in the interests of good administration, the State Personnel Board, after
public notice and public hearing and legislative approval, may amend the rules as it becomes necessary
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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 opporlunity for qualifying vendors to request (at the time of bid}
preference for their residency stetus. Such preference is an evaluation methed only and will be appiied oniy 1o the cost bid in
accordance with the West Virginia Code This cerlificate 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:
Bidderis an individual resident vendor and has resided continuously in West Virginia for four (4) years immediately preced-
ing the date of this certification; or,
v/ Bidderis apartnership, association or corporation resident vendor and has maintained its headquarters or principal place of
business continuously in West Virginia for four (4) years immediately preceding the date of this certification; or 80% of the
ownership interest of Bidder is held by another individual, partnership, association or corporation resident vendor who has
maintained lts headquarters or principal place of business continuously in West Virginia for four (4) years immediately
preceding the date of this certification; or,
Bidder is a nonresident vendorwhich has an affiliate or subsidiary which employs a minimum of one hundred state residents
and which has maintained its headquerters or principal place of business within West Virginia cantinuousiy for the four (4)

years immediately preceding the date of this certification; or,

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

mmediately preceding submission 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 a 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 who certifies that, during the life of the contract, on average at least 75% of the
employees 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 subrmission of this bid; or,

Application is made for 6% resident vendor preference for the reason checked:
Bidder meets efther the requirement of both subdivisions (1) and (2) or subdivision (1) and (3) as stated above; or,

Application is made for 3.5% resident vendor preference who Is a veteran for the reason checked:

Bidderis an individual resident vendorwho is a veteran of the United States ammed 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 reason checked:

Bidder is 2 resident vendor who Is a veteran of the United States ammed forces, the reserves or the National Guard, if, for
purposes of producing or distributing the commodities or completing 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 vendors employeas are
residents of West Virginia who have resided in the sfate continuously for the two immediately preceding years

Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has failed to continue to meet the
requirements for such preference, the Secretary may order the Director of Purchasing to: (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 to the contracting agency
or deducted from any unpaid balance on the contract or purchase order.

By submission of this certificate, Bidder agrees to discluse any reasonably requested information to the Purchasing Division and
authorizes the Depariment of Revenue to disclose to the Director of Purchasing approptiate 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 certifies that this cerfificate is true
and accutate In all 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 Purchasging Division in writing immediately,

S ' =

| TR

| @

Bidder: pﬁc‘eﬁﬁw ﬁa Stwess J;«Jnsm Signed: /&.:/c; ﬁ;{/
Date: ‘éA’/o Title: P Y ;M

*Check any combination of preferance consideration{s indicated above which you are entitied to receive




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

1. Awards wilt ba made in the best interest of the State of West Virginia.
2. The State may accept or refect in part, or in whole, any bid.

3. Prior to any award, the apparent successful vendor must be properly registerad with the Purchasing Division
and have paid the required $125 fee.

4. Al services performed or goods delivered under State Purchase Order/Contracts are to be continued for the
term of the Purchase Order/Contracts, contingent upon funds being appropriated b the Legislature or otherwise

being made available. In the event funds are not appropriated or otherwise avaiiab¥e 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 pald for late payment in accordance with the West Virginia Code.

7. Vendor prefarence will be granted upon written request in accordance with the West Virginia Code.

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

9. The Director of Purchasing may cancel any Purchase Order/Confract upon 30 days written notice to the sofler.

40. The laws of the State of West Virginia and the Legislative Rules of the Purchasing Division shall govern the
purchasing process.

11. Any reference to automatic renewal is hereby deleted. The Contract may be renewad only upon mutual written
agreement of the parties,

§2. BANKRUPTCY: in the event the vendor/contractor fles for bankruptoy protection, the State may deem
this contract null and void, and terminate such contract without further order.

13. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Govemment HIPAA Business Associate |
Addendum (BAA}, approved by the Attorey General, is available online at www.state.wv.us/admin/purchase/vrc/hipaa.hitm
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 o anyons, directly or indirectly, any such
gfrsonally identifiable information or other confidential information gained from the agency, unless the individual who is

o subject of the information consents to the disclosure in writing or the disclosure is made pursuant to the agency's
policies, procedures, and sules. Vendor further agrees to comply with the Confidentiality Policies and information

Security Accountability Requirements, set forth in httpw‘fwww.state.wv,usladminfpurchasa!pﬁvacyfnoﬁcaconﬁdenﬁalily.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 Virginfa, including, but not limited to, the West Virginia Secretary
of State’s Office, the West Virginia Tax Department, and the West Virginia Insurance Commission. The vendor must
provide all necessary releases 1o obtain  information to enable the director or spending unit to

verify that the vender is licansed and In good standing with the above entities.

16. ANTITRUST: In submitting a bid to any agency for the State of West Virginia, the bidder offers and agrees that
i the bid is accepted the bidder will convey, sell, assign or transfer to the State of West Virginia all rights, title and interest
in and to all causes of action it may now o hereafter acquire under the antitrust laws of the United Siates and the State of
Wast Virginia for price fixing and/or unreasonable restraints of trade relating to the particular commodities or setvices
purchased or acquired by the State of West Virginia. Such assignment shall be made and become effoctive at the time the
purchasing agency tenders the initial payment to the bidder.

1 certify that this bid is made without prior understanding, agreement, or conhection with any corporation, firm, limited
liabllity company, partnership, or person or entity submitting a bid for the same matetial, supplies, equipment or
sarvices and is in all respects fair and without collusion or Fraud. | further certify that 1 am authorized to sign
the certification 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. ttems offered must be in compliance with the specifications. Any deviation from the specifications must be clearly
indicated by the bidder. Allarnates offered by the bidder as EQUAL to the specifications must be_clearly
defined. A bidder offering an alternate should atiach complete specifications and literature to the bid. The
Purchasing Division may waive minor deviations to specifications.

3, Unit ptices shall prevail in case of discrepancy. All quotalions are considered F.O.B. destination unless altemate
shipping terms are cleatly identified in the quotation. '

4. Al quotations must be delivered by the bidder to the office listed below ptior to the date and time of the bid
opening. Failure of the bidder to deliver the quotations on time will resultin bid disqualifications: Department of
Administration, Purchasing Division, 2019 Washington Street East, P.O. Box 50130, Charleston, WV 25305-0130

5. Communication during the solicitation, bid, evaluation or award periods, except through the Purchasing Division,
is strictly prohibited (W.Va. C.S.R. §148-1-6.6). '

Rev. 12/15/08




Below please find the answers to the technical questions regarding RJC677 for an

Automated Time and Attendance System for the WV Reagional Jail and Correctional
Facllity Authority; ‘

1) For the blometric hand punch time clocks, will 2 maximum of 512 employeses 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
employeses, are sufficlent for the 10 facilifies and the training center. However, a
hand punch time clocks for the Central Office location 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 foliows:

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 28-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.

Ase 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
Woest Virginia Regional Jail Authority must have the ability to configure these

variable length pay perlods for ragular time hours as well as a configuration for
overtime hours.




COST SHEET

Description .

Cost

Biometric Time Keeping System (Software)

(Includes: 1 Year Warranty)

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

* Facilities and Training Center (Hardware per pages 10-11 of the RFQ)

Maintenance/Software Upgrades

"1Year2

Year 3

A {5

Year 4

* Number of employees per facility.

Subtotal A: $

Per Hour Estimated
Hours

Total

IField Technician Rate 10

$
Training on System Operation pet Facitt}$ 12

Snbtptal B: 3

Total (Subtotal A+Subtotal B); | $

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

|Requirements Specifications for host computer (if required)

Ogptional Pricing

Battery Back Up (pes unit)

I$
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State of West Virginka
Departmert of Administration
Purchasing Division

2019 Washington Sireet East

Quotation

Request for &

Post Office Box 50130
Chatleston, WV 25305-0130

RFQ COPY
TYPE NAME/ADDRESS HERE
PACKARD BUSINESS SYSTEMS
3619 TEH AVENUE
CHARLESTON, WV 25312

KRISTA FERRELL
304-558-2598

REG'L JAIL & CORR'L AUTH'Y
VARIOUS LOCALES AS INDICATED

2R

nqloﬁlon1n

1.) CLARIFY
YSERS:
DEFINED ON P.
PROVIDE TRAIL
VHCO WILL NEEDR TRAINING

THE

2}

Pt

BID OPENING TIME

whkkkhkhkhhhrd

i

tkkERE  PHIS

THE NUMBER OF 1
GE 10 OF 7
ING FOR (¢

SUPERVISORY ACCEE$ TO 1

GoOL LS 1

THIS ADDENDUN IS8 ISSUBR TO:

GUAGE CONCERNING THE NUMBER OF
JISERS AT EACH FACQILITY 18
"HE ORIGINAL RFQ
5) EMPLOYEES AT
ON AND ADMINIS
'HE SYSTEM.

EXTEND THE BID OPENING DATE

3ID CPENING DATE (& EXTENDED TO:
MATHS :

Rk Erkdk END ADDENDUM NO. 2

95-68

TIME AND ATTENDANCE TINE CLOCK SYSTEM FOR RJC

IS THE END OF RFQ

- VENDORS SHALL
CH LOCATION
TIVE/

06/0:
1:30

/2010
PM

ke e g dede do de ke de deode de R R

RICH77 *%&kkd TOTAL:

'uﬂm”Hiﬁby;79§¢Jaqn/..

™ Pheseas

I’?':'m £ 0567 2/ 2

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

ADDRESS CHANGES TO BE NOTED ABOVE



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

1. Awards will be made in the best interest of the State of West Virginia.
2. The State may accept or reject in part, or in whole, any bid.

8. Prior to any award, the apparent successful vendor must be properly registered with the Purchasing Division
“and have paid the required $125 fea,

4. All services performed or goods delivered under State Purchase Order/Contracts are to be continued for the
term of the Purchase Order/Contracts, contihgant upon funds being approptiated b{ the Legislature or otherwise
being made available. In the event funds ate not appropriated or otherwise available for these services or goods
this Purchase Order/Contract bacomes void and of no effect after June 30,

5. Payment may only be made after the delivery and acceptance of goods ar setvices.

8. Inferest 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 Code.

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

9. The Director of Putchasing may cancsl any Purchase Order/Contract upon 30 days written notice to the seller.

10, The laws of the State of West Virginia and the Legislative Rules of the Purchasing Division shall govarn the
purchasing process, ’

11. Any reference to automatic renewal is hereby deleted. The Contract may be renewed only upon mutual written
agraement of the pariies, :

12. BANKRUPTCY: In the event the vendor/contractor files for bankruptcy protection, the State may desem
this contract null and void, and terminate such contract without further order.

13. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Government HIPAA Business Assooiate
Addendum (BAA), approved by the Attorney General, is avallable online at www.state.wv.us/admin/purchasefvre/hipaa.htm
and is hereby made part of the agreament. Provided that the Agency meets the definition of a Cover Entity
{45 CFR §160.103) and will be disclosing Protected Health Information (45 CFR §180.103) to the vendor.

14, CONFIDENTIALITY: The vendor agrees that he or she will not disclose to anyone, diractly or indirecly, any such
perscnally identifiable information or other confidential information gained from the agency, unless the individual who is
the subject of the information consents fo the disclosure in writing or the disclosure is made Eursuant to the agency's
policies, procedures, and rules. Vendor further agrees to comply with the Confidentiality Policies and Information
Security Accountability Requirements, set forth in htip:/Avww state.wv.us/adminfpurchase/privacy/naticeConfidentiality.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 Sacretary
of State's Office, the West Virginia Tax Depantment, and the West Virginia Insurance Cormmission. The vendor must
provide all necessary releases fo oblaln information to enable the direcior or spending unit to
varify that the vendor is licensed and in goed standing with the above entities.

16, ANTITRUST: |n submitfing a bid to any agencr for the State of Wast Virginla, the bidder offers and agrees that
if the bid is accepted the bidder will convey, sell, assign or transfer to the State of West Virginia all rights, fitle and interest
in and to all causes of action it may now or hereafter acquire under the antitrust laws of the United States anid the State of
Waest Virginia for price fixing and/or unreasonable restraints of trade relating to the parlicular commodities or setvices
ptirchased or acquired by the State of Wast Virginia. Such assignment shaff be made and bacome effactive at the time the
purchasing agency tenders the Initial payment to the bidder.

| certify that this bid Is made without prior understanding, agreement, or connection with any corporation, firm, fimited
iabliity company, partnership, or person or entity submitting a bid for the same material; supplies, equipment or
services and is in all respects fair and without collusion or Fraud, | further ceriify 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. ltems offered must be in compliance with the specifications. Any deviation from the specifications must be clearly
‘indicated by the bidder. Alternates offered by the bidder as EQUAL to the specifications must be clearly
defined. A bidder offering an alternate shouid attach complete speciications and literature to the bid. The
Purchasing Division may waive minor deviations to specifications.

3. Unit prices shall prevail in case of discrepancy. All quotations are considered F.Q.B. destination unless alternate
shipping terms are clearly identified in the quotation.

4. All quotations must be deliverad 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 guotations on time will rasult in bid disquallfications: Department of
Administration, Purchasing Division, 2019 Washington Street East, P.O. Box 50130, Charieston, WV 25305-0130

5. Communication during the solicitation, bid, evaluation or award periods, except through the Purchasing Division,
Is strictly prohibited {(W.Va. C.S.R. §148-1-6.6).

Rev. 12/16/02
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The Enterprise Labor Management Solution!

Features:

» Automates The Calculation Of Emplovee Time, Wages And
Tracks Exempt Employees

+ Applies Your Pay Rules

« Automates Attendance Tracking

« Supports An Unlimited Number Of Shifts, Pay Categories, Pay
Rules, Departments, Jobs, Steps, Operations, Tasks And
Attendance Codes.

+ Provides Extensive Payroll And Management Reports

+ Allows “Cash” And “Charge” Tip Recording & Reporting

Exporis Hours Directly To More Than Thirty Popular Third-Party

Payroll Providers

Supports An Unlimited Number Of Data Collection Terminals

Multiple Concurrent User Capability

Calculates Shift Differentials

Automated Time Clock Polling And Report Generation

inciudes An On-Line Approval Editor

Forecasts Payroll And Job Cost Information

Budgets Department and Job Labor

Internal Report Writer

integrated Guard Tour System

Advanced Employee Browse Scheduler

Time Sheet Submittal And Employee Reviewer

integrated Badge And Job Costing Bar Code Generator

Optional Benefit Accruals Module

Optional Bell Controf Module

Optional PC & PDA Time Clocks

Optional WebClock Time Sheet Submittal, Employee &

Supervisor Reviewer, And Employee Status Board

Optional Support for Hand Biometric Readers

Oplionat Job Costing/Validation (ncluding quanities and piece rates)

Optional Access Control And Schedule Lockout

Optional Occurrence Ratings Module

Optional Telephony Module

Available with an Integrated database (GENESIS PRO) or utilize

your existing SQL. database (GENESIS SQL).
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GENESIS is a “full-featured” comprehensive management tool that
will help you gain greater control over productivity and provide the
accuracy needed in your business operations. it is an easy-to-use,
powerful time and attendance solution that allows you to aufomate
your company's timekeeping, attendance tracking, job costing,
benefit administration, labor scheduling, data collection and access
control. GENESIS eliminates paper timesheets, which are the root
of most payroll nightmares! Employees enter data at an electronic
data terminal using magnetic sfripe, bar code or biometric
technology. COptionat PC entry is available along with timesheet
submittals for exempt employees. The GENESIS software collects
these transactions and your pay rules are applied automatically,
consistently and impartially.

The GENESIS's powerful reporting system produces valuable

A Powerful Workforce
Management Solution That
Streamlines Operations,
Enforces Pay Rules, And
Saves Money

departmental costs, monitor staffing, perform job costing, and
much more. Optional modules such as Job Costing & Validation,
WebClock, Telepunch, Access Control & Profite Lockout, Benefit
Accruals, Occurrence Ratings, and Bell Control are available and
integrate directly info the system.

The automated time clock polling and report generation capability
standard with GENESIS allows you to define a processing
schedule. GENESIS will poll the time clocks, process reports and
even email them to supervisors automatically without operator
intervention. The optional Benefit Accrual Module allows you to
define benefit accrual calculations that automatically update your
employee’s accrual balances.

Know exactly where your employee’s time and doliars are spent.

management repors, which help confrol overpayment of
employees and ensure proper distribution of labor costs,
GENESIS's reports also help you avold unauthorized overtime,
frack employee status, frack benefit administration, control

TIME AMERIGA, INE., 15990 N. GREENWAY HMAYDEN LOOP DR, SUITE D-500, SCOTTSDALE

Payday Panic. GENESIS is a “fullfeatured” comprehensive
managernent tool that will help you gain greater control over
productivity and provide the accuracy needed In your business
operations.
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: TimeAmerica GENESIS PRO/SQL

R,
System Recommendations Features
Windows 2000/XP/Vista Time & Attendance: Uniformly and comprehensively applies an unlimited number of simple or
complex pay policies and shifts 1o time and attandance data.
Pentium 4 2.8 or better Easo of Use: GENESIS Is completely menu driven. For ease of operation, the system atiows
edch user fo amange the information in an order that i corveniant far them.  Cotor-codad
1 GB of RAM or more notaticns on the electronic imecard easily Identify exceptions.
Strategit Reporting: There are ower 100 raports avaitable, which ¢an ba run by pay pefiod ar
2 GB Qf Available Hard DiSk Space or more l;y argr selected date range. Reports can ba displayad on sereen, printed, emalied, or senito a
ata file,
GENESIS SQL requires SQL (see requirements dUC.) Customize: GENESIS offers administrators the abllity to change the names of key flekis within

the menu and repotting system. In addition, GENESIS aftows users (o define six system fields
in the emplioyee master record.

HR Funetlons: Tracks employes attend transfers, job
Beneﬁts costing fransfers, schedules, automates emp!oyee hma and wage na{culahars
Payroli Processing: GENESIS comes standard with an export feature that alows you to send
data to a third party payrol system without the noed to re-enter this Information indo the payroll

Efiminates adding up time cards software.
L. . Spot Tronds: Not only can GENESIS show users when sick days were laken, it can produce
Eliminates missing punch overpayments Trand Anaiysis to show wsers how many days are taken and on which day of the week,
. . N . . Security: Each user has 2 unique User 1O and Password. Filters ara inciuded to allow
Compiles employee data into a muititude of informative Supandsors to accass only thelr respective amployeas.
reports Employea Messaging: GENESIS displays employes names at the data terminal for swipe
validation.
Helps develop employee schedules importiExport: GENESIS contains a buittin importiexpert fmction that aliows users 0 bring
¢fata into the system and export data ot to other software packages.
Grows to meet your expaﬂding business needs Astoprocsss: Allows usens fo set & specilic dalefime to poll the information from the data
collection devices, as wel as run reports and print or email them dirsctly to supervisors.
Breaks down employee time by Division, Department, Job, Muttiple Schedute Adjuster: This scheduing ool makes quick wark of schaduling entire
Step, Operation and Task. depariments on one easy to read screen,

Bulit-ln Repost Writer:  All GENESIS reporis am writien using the systems intemal report
writer. The internal report writer allows you {e modify existing reports and create new reports.
The flaxibla reparting menu structure lets you add new reports to the menus; remove unused
reports and categorizedorder reports for convenient access.

Integrated Badge And Job Costing Bar Code Generator: Create personalized badges,
3¢ SR P . . including emplovee plcture and Joh identification numbers directly from the system 1o any faser
488783 Fpe NEIE 4407 L R . B . - N JEt pdnter
94723/03 Tua HOZX 2 . . . . f f ‘
Rty g e et Coon : i Guard Tour: GENESIS monitors secusity guands and dne inspectors wlilizing hand held ibutton

ggﬁ\n;:: :E:u ;—;\:g . . . . . seanning technology. System reports examine protiem 5pots and recceuning incidents.

N e NOR H ' . ' .

05400583 Fri WORE . . . . J Enter y factors (hotrs and dollars) and GENESIS will
compare them to your schaduied and actuat #me. Know if you ars over or under tolat job labor
expenditures by forecast ftdure costs based on schedules you have Input.

Time Shest Submittal GENESIS aflows lor fime submiftals through an onling ¥mesheet.
Employees can submit times as well as exceptions, such as sick, vasation, ete.

Employoe Reviewar: GENESES aliows you to give amployees access to view thelr payrolt and
MR data without accessing the system, faking up a user license. Employees can review their
time card. schedules and beneft balances.

Opuona| BeH Ringing: Allows you to derne beliringing schedules and program the dala
ian devices 1o aclivate a us pptied bell, alarm, or other audibie signaling device,

Optional Benefit Accruals: Aflows you to define benefit accruzal calculations that autematically
update your employea's accruat balances,

Optienal Oneline PC-Based Timeo Clock: Allows employeas to perform all normat time clock
functions at their PC.

Optionat Job Costing & Valigation: Accuralely frack time and fabor costs and distribute them
by depertmant, job, sten, operation and tesk. This module aliows you to define valid numbers, A
description can be cisplayed to further strengthen the validily of enered data, Yau can also pay
empioyeas by piece rate using two user definable quantiies (good and scrap). Quantity reports
show doltars spent to praduce each part and efficiencles compared {0 other amployees.

Optionat Actess Gontrol & Schedule Lockaut: You can fckout of wamm employoes who
aitempt o punch N or QUT at times other than helr scheditled shift. This module also allows
you lo confrol an entry access device (door, gate, fumstite, elc.) to regulate unauthorized
personngl. An employee's access can be restricted to certain locations.

Op Ooetrrants gs - Assign point values to each attendanca occurrence. Waming
rofices with custom messages can be avlomatically generated when empioyees reach pre-
defined infraction levels,

: Optional WebClock - Fima America's WebClack is revalutionizing the way time and attendance
oy e ¢ata Is coliected. Mamess the power of your local netwark and the entire World Wide Web to

.00 gather employee data and distribute valuable time-related informaticn.  All this s delivered
throughout your organization in a femillar Web browser emvironment.  WebClosk has all the
conventional fealures of a regular stationary time clock but with the ability for employae's to
access  current information  including: work hours, fulure schedule changes (ie.
vacationsibusiness tripglearly amvals); prior period hours; benefit information, and much more.
Employees can submit tknesheets in number for different fermats (INFOUT, Total Maurs, etc),
The tmesheet aiso allows these hours to aliccated by depariment, job, and step. [n addition,
the an-fihe employse status board can be used by supendsors and recaptionists te check whe's
[NASUT, andt Lunch or Break.
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All contents @ 2007 Time America. Time Amaerica, The Tima America logo, GENESIS PRO & GENESIS SQL are all rademarks or Registered trademarks of Time Amarica. Al other trademarks
belang to their respective owners. All specifications subject to change without notice. Al rights reserved.
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WWW. TIMEAMERICA.COM PHONE: 800-227-9766 FAX: 480-682-0935

ACCESS CONTROL & PROFILE LOCKOUT

Features:

+  Define the exact time interval when employees can enter a
punch,

»  Lock out or warn employees who try to cock in or out when
they are not scheduled.

»  Control admittance to secure areas of your company.
+  Lock out unauthorized personnel,
«  Lock out tardiness and early birds.

«  Have your employees punch IN/OUT when and where they are
supposed to according to company policies, not their own.

«  Force late arrivals and early departures to notify the supervisor
in order to punch.

«  Control punching by employee, time of day, and day of week.

«  Limit employee access to all areas of your operation or to
specific areas only.

»  Greet your employees with a friendly message.
«  Automate the Guard tour log process.

«  Activate any type of relay activated device, doors, gates, lights
and more.

+  Receive alerts if a door is left open or when & door doses.

Access contro!l from Time America manages employee
entry into controlled areas, preventing unauthorized
admittance of non-employees. The access control
software lets managers control who will be allowed to
use designated entryways, and when. Access Control
provides greater control of employee movements by
restricing entrance outside work schedules, In
addition, a facility's doors can be scheduled to lock
and unlock at designated times, so all personnel can
pass at will.

The access conirol software generates a variety of
reports, so managers can see which personnel have
accessed specific entryways, and trace the movement
of guards touring the facility.

With Time Americas’ Access Control you can program
the Time America time clocks to permit entry to doors,
gates, or any other area you would like to secure. In
addition, you will know exactly who entered, the time

denied. Guards can log at data collection points or
carry a poriable device and log at tour check points.
Guards can also Jog incidents through the Access
system,

Time America Access Control & Profile Lockout Module
can be on-line with the data collection terminals to
provide alerts within seconds of an unauthorized event,
Manager and security personnel can be automatically
alerted via system popups, text messages and emall.
The systems security dashboard provides a convenient
simple to use monitoring screen for security personnel.
The monitoring screen displays all entry and exits as
they occur and immediately alerts guards if a door is left
open or unauthorized personnel tried fo gain access.

The Time America Access Control & Profile Lockout
Module will save you money by controlling the flow of
workers as well as visitors. Finally, you can rest assured
that your business is safe and secure.

_entered, and the duration stayed. The system even
tracks employees that tried to gain access but were

TIME AMERICA, INC., 16425 N. PIMA ROAD, SUITE 190, SCOTTSDALE AZ 85260



WWW.TIMEAMERICA.COM PHONE: 800-227-9766 FAX. 480-682-0935

BENEFIT ACCRUALS & ADMINISTRATION

Features:

o Automatically calculate the balances of each employee's
avaiable benefit time, such as vacation, personal and sick
tme,

e«  Automatically update employees accrual balances

e  Monitor an employee's use of leave balances.

¢ Maintain an Audit Log of posted accruals and debits.
«  Helps ensure compliance with FMLA regulations.,

+  Accommodate a wide variety of methods for accruing leave
time, as well as the many complex rules found in organizations
today.

+  Keeps leave balances current, and automatically change
employees’ rate of accrual on a specified day based on
seniority and entitlement.

«  Restrict the number of leave hours that may be catried over
from one year to the next.

«  Schedule future leave requests and have the system track
them in a pending category.

s  Pending leave can be compare with taken and available leave
balances when evaluating employee’s leave eligibility.

Time America’s Benefit Administration allows you to
track and manage all types of leave, all in one place,
automatically. It streamlines the entire I[eave
rmanagement process, from accrual calculations, leave
request processing, to granting, and provides visibility
into trends and patterns that can point to and help
reduce the abuse of leave benefits. Benefit
Administration helps you maintain compliance with
FMLA and other federal, state, and union mandates. It
provides automated supervision and tracking of paid
and unpaid leave policies. You can identify absence
trends, manage them proactively, and make better
decisions regarding employee planning, coverage, and
reviews.

The Benefits & Accruals Module automatically
calculates the balances of each employee's available
benefit time, such as vacation, personal and sick time,
This ensures that leave time is administered fairly,
consistently, and automatically across ail classes of
employees throughout the organization.

Configurable rules engine automatically updates
employees accrual balances, monitors an employee’s

Eliminate error prone, time consuming,

manual accrual calculations.
posted accruals/debits and helps ensure compliance
with FMLA regulations.

The Benefits & Accruals Module accommodates a wide
variety of methods for accruing leave time, as well as
the many complex rules found in organizations today.
The software keeps leave balances current, and
automatically changes employees’ rate of accrual on a
specified day based on seniority and entitlement.
Likewise the system will also restrict the number of
leave hours that may be carried over from cne year to
the next.

Benefit Administration is completely integrated with
Time & Labor calculations of employee leave balances
and enforcement of leave policies occurs automatically
without rekeying of data. Benefit Administration is also
integrated with Workforce Scheduling providing
managers the convenience of pre scheduling leave.

Benefit Administration is a powerful tool for preventing
unauthorized leave time. Also, Workforce Accruals is
flexible enough to facilitate complex leave and benefits
policies and transform them into easy to understand and

use of leave balances, maintains an Audit Log of

enforce daily practices.

TIME AMERICA, INC., 16425 N. PIMA ROAD, SUITE 190, SCOTTSDALE AZ 85260



Hand Geometry Technology

The HandPunch 2080 uses Ingersolt Rand's field-proven hand
geometry biometric technology. The terminal captures an image
of the hand each time the employee punches. The hand's size
and the shape are used to verify their identity with unparalleled
accuracy. No fingerprints or palm prints are utilized. Green and
red lights notify the employee of the status of each punch.
There;'s no question any more; employees have to be there to
punch.

Programrmable Data Management Keys

The HandPunch 2000 has two user-definable data management
keys that let you collect data as employees punch. Common uses
include department transfers, tips collected, job codes, or pay
codes. Multi-level data entry sequences may be defined. You
can also set the data management keys to allow employees

to review their past punches. To reduce keystrokes, the keys

can also be set to automatically enter data such as a frequently
used department number or in/out status.

Communication Options

The HandPunch 2000 connects quickly to the time and attendance
PC via a provided 50-foot RS-232 communications cable. An op-
tional dial-up high speed modem is available for remote sites.

Antimicrobial Protection

Every HandPunch contains a sitver-based anti-microbial agent-
which is embedded into the materials used to produce the
platen, providing a finish that inhibits the growth of a broad
spectrum of bacteria, mold, and fungi and remains active for the
life of the HandPunch.

Hand Qutline

The HandPunch comes standard with a blue hand outline printed
on the platen. This hand outline will help new users place their
hand accurately on the platen when using the terminal and
decrease initial enrollment time.

Part Number

HP-2000

Size

8.85 in {22.3 cm) wide
11.65 in {29.6 cm) high
8.55 in (21.7 cm) deep

Weight

6 Ibs (2.7 kg)

Power

12to 24 VDC or 12 to 24 VA( 50-60 Hz,
7 watts

Environment

Operating; 32°F 10 113°F {0°C to 45°C)
Relative Humidity: 20% to B0% NC
Non-operating (storage):

14°F to 140°F (-16°C to 60°C)
Relative Humidity: 5% to 85% NC

Verification Time

Less than one second

Memory Retention

Up to 5 years via the standard internal
lithium battery.

Transaction Storage

5120 transactions

1D Number Length

1 to 10 digits from keypad

User Capacity

512 users

Template Size

9 bytes

Communications

R$-2322, 50 foot cable included
300 t0 28.8 Kbps

Options

BB-200  Operational Battery Backup
EN-200) Ethernet Communication

Module 7% “ennadd
MB-5300  Internal 14.4 Baud

Dial-up Modem
WAR-EXT 1 year extended warranty

HandPunch® is a registered trademark of $chiage. Specifications subject to change.
Piease check with your system vendor for details.

888.737.6659 = biometrics.schlage.com

© 2009 ingersoll Rand Company

Ingersolf Rand

Security Technologies

IR-TA-1473  Rev 11709




HandPunch® 2000- = cse 5« - cexions

Biometric Time & Attendance Terminal

Put your hands on the accurate,
affordable solution.

Schlage now brings the accuracy and convenience of biomet-
ric technology easily within reach of any time and attendance
applications. In operations that range from coal mines to clean
rooms, Schiage have proven themselves to be a practical and
precise solution, Our terminals are so affordable, it doesn't
make sense to consider any other technology.

Smarter than card-based terminals

There are no cards to create, administer, carry - or lose. The
HandPunch® 2000 verifies employees’ identities in less than
one second, based on the unique size and shape of their
hands. HandPunch 2000 clearly notifies each user of a match
using red and green indicator lights. Because no one can
punch in or out for your employees, the system reduces time
theft and improves payroll accuracy.

Versatile and programmable

Programmable beyond a simple time clock, the HandPunch
2000 provides definable data management keys that allow
data collection when employees punch. The systems transmit
data to the time and attendance host PC through a variety of
options, depending on the model Model differences let you
tailor the right system for your company’s size and needs.
When you want to cut time and attendance costs..do it by
hand.



