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PREFACE
This handbook provides information related to the internal policies, procedures and practices as well as other
matters of interest at New River Community and Technical College (New River or College). Selected policies by
the West Virginia Community and Technical College System Council (WVCTCS) and New River Community and
Technical College Board of Governors are included.
Interpretation and enforcement of guidelines in this handbook will be made by the Director of Human
Resources, the Vice President for Administrative and Student Services, and the President. These guidelines are
subject to change by the New River CTC Board of Governors.
Suggestions, comments and/or corrections to this handbook are welcome and should be brought to the
attention of the Director of Human Resources.
Disclaimer: This Handbook contains only general guidelines and information. It is not intended to be
comprehensive or to address all the possible applications of, or exceptions to, the general policies and
procedures described. For that reason, if you have any questions concerning eligibility for a particular benefit,
or the applicability of a policy or practice to you, you should address your specific questions to the Human
Resources Office. Neither this handbook nor any other College document confers any right, either expressed
or implied, to remain in the College’s employment. Nor does it guarantee any fixed terms or conditions of
employment by the College. Employment may be terminated pursuant to applicable College policies and
procedures. No supervisor or other representative of the College (except the president) has the authority to
enter into any agreement for employment for any specified period of time, or to make any agreement contrary
to the above.
Some of the subjects described in this handbook are covered in detail in official policy and procedure
documents. You should refer to these documents for specific information, since this handbook only briefly
summarizes those benefits. The College’s policies, procedures and rules can be accessed and are posted on the
College’s website under Faculty and Staff. Please select the Human Resources page from those listed. Below is
the URL:
https://www.newriver.edu/faculty-and-staff2/human-resources#Policies/Procedures
The procedures, practices, policies, and benefits described in this handbook are subject to be modified or
discontinued. Every attempt will be made to inform you of any changes as they occur. However, it is your
responsibility to keep current with all WVCTCS and College policies and procedures. It is also your
responsibility to review College policies and procedures in detail and to request any clarification needed from
the Human Resources Office. Violation of College policies or procedures may result in disciplinary action,
including termination of employment.
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WELCOME
Welcome to New River Community and Technical College! We're glad you joined us! New River will provide a
challenging work environment for growth and progress, and our hope is that you will make every effort to
perform your duties and responsibilities to the best of your ability.
New River Community and Technical College was founded July 1, 2003, by enactment of the WV Legislature.
The College was independently accredited February 8, 2005, by the Higher Learning Commission. Although
newly founded and named, the College’s origins span more than one hundred thirty years of service to West
Virginia through its two parent institutions, Bluefield State and Glenville State Colleges.
New River CTC was created by combining the community and technical college components of Bluefield State
College with Glenville State College’s community and technical college campus in Nicholas County
(Summersville), as mandated by HB 2224 and later refined by SB 448. Consequently, New River CTC serves a 9
county region to include Fayette, Greenbrier, Mercer, Monroe, Nicholas, Pocahontas, Raleigh, Summers, and
Webster Counties.
The College offers many technological advancements as teaching tools for our faculty and students, but it is
our people that constitute the real heart of our College. The achievement of our students is due in large
measure to the effectiveness of our outstanding faculty and staff coupled with the motivation and the
academic abilities of our student body.

7

INTRODUCTION
It is our hope that this handbook will assist you in becoming better acquainted with the vision, mission, values,
policies, procedures, and practices that New River operates under as it seeks to become a more dynamic force
in the West Virginia Community and Technical College System.
VISION
New River Community and Technical College improves students’ lives and enriches communities.
MISSION
New River Community and Technical College provides accessible, affordable, quality education and workforce
programs to meet the needs of the region it serves.
VALUES OF NEW RIVER COMMUNITY AND TECHNICAL COLLEGE
Shared values guide New River Community and Technical College in fulfilling its mission. These values influence
thoughts, guide decisions, mold policies, and determine courses of action. Our employees are expected to
support and enact these values in our daily work.
Community
 Commit to the well-being of others.
 Model behavior that promotes unity.
 Demonstrate commitment to the College's mission.
 Promote a caring and supportive environment.
 Support continuous personal and professional growth.
Integrity
 Practice fairness and honesty.
 Uphold ethical, professional, academic, and financial standards.
 Ensure transparency.
 Be accountable.
Justice






Respect the freedom and dignity of each individual.
Respect and promote diversity.
Promote positive attitudes toward each other.
Provide equal opportunity for success.
Prepare students and employees to work in a global and diverse environment.

Service



Provide service to each other and to the community.
Be a responsive member of the community.

Scholarship
 Pursue truth, learning and quality scholarship.
 Commit to increasing the knowledge of all individuals associated with the College.
 Foster lifelong learning.
 Maintain high standards in our constant pursuit of excellence.
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ACCREDITATION AND AFFILIATION
New River Community and Technical College is accredited by the Higher Learning Commission
(www.hlcommission.org), a regional accreditation agency recognized by the U.S. Department of Education.

COLLEGE GOVERNANCE AND MANAGEMENT
WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE COUNCIL
The Council is the coordinating entity responsible for administration of community and technical college
education in the state. The Council has jurisdiction and authority over the community and technical colleges
and the system as a whole, including educational programs. Today, these community colleges are:
Blue Ridge Community and Technical College
BridgeValley Community and Technical College
Eastern West Virginia Community and Technical College
Mount West Community and Technical College
New River Community and Technical College
Pierpont Community and Technical College
Southern West Virginia Community & Technical College
West Virginia Northern Community College
West Virginia University at Parkersburg Community & Technical College
Thirteen members serve on the Council, including Governor appointees representing community and technical
college districts, and representatives of the West Virginia Workforce Investment Council, West Virginia
Development Office, West Virginia AFL-CIO, Higher Education Policy Commission, and West Virginia
Department of Education.
The Chancellor is the chief executive officer of the Council and oversees the Community and Technical College
System of higher education.
INSTITUTIONAL BOARD OF GOVERNORS
The New River Community and Technical College Board of Governors (BOG) was established on February 8,
2005, with the independent accreditation of the institution. With this accreditation, the College’s Institutional
Board of Advisors transitioned into the New River CTC Board of Governors. Under this system, the Board of
Governors report to the West Virginia Council for Community and Technical College Education.
The current Board of Governors membership can be found on New River CTC’s website www.newriver.edu.
The BOG consists of twelve members: nine lay members appointed by the Governor; one full time faculty
member with the rank of instructor or above elected by the faculty; a member of the student body in good
academic standing, enrolled for college credit and elected by the student body; and a member of the
institutional classified staff elected by the classified staff. Duties of the BOG include: develop and update
master plans; submit budget to the WVCTCC; conduct program reviews every 5 years; appoint institutional
president; conduct presidential evaluations; delegate powers to the president; establish tuition and fees to
name a few.
THE PRESIDENT OF THE COLLEGE
The president, appointed by the Board of Governors, is the chief executive officer of the College.
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CLASSIFIED STAFF COUNCIL
Purpose: The purpose of the Classified Staff Council (CSC) is to serve as a forum and act as a resource
for the expression of views on matters that affect all classified staff employees and to encourage
programs that provide support for the growth and development of classified staff. The CSC supports all
classified staff by serving as a liaison on various College committees, which promotes shared
governance, fair representation, varied perspectives and communication of important information.
Through improved communication and participation with the classified staff, we hope to have a
positive impact on the professional lives of all classified staff members. If you have concerns that you
would like the Council to address, please let us know.
The CSC constitution can be found on New River’s website https://www.newriver.edu/new-riverpolicies/.
Meetings: The Classified Staff Council wants to encourage all classified employees to attend meetings
and participate in committees and projects. The meetings and participation on the Council are a great
way to improve your understanding of the College, stay up to date on current events, develop and
improve leadership skills, and help improve the working environment for your peers. Agendas and
Minutes from meetings are posted to the Intranet.

EMPLOYMENT GUIDELINES
INTRODUCTION
The purpose of this section is to record the various personnel rules, regulations, policies, and procedures of the
federal and state governments, West Virginia Community and Technical College System and New River
Community and Technical College. A complete list of policies, operating rules, and procedures can be found on
the Human Resources page of New River’s website at https://www.newriver.edu/humanresources/#Policies/Procedures
EQUAL EMPLOYMENT OPPORTUNITY
New River Community and Technical College is an equal opportunity and affirmative action institution, which
recruits, employs, retains, trains, promotes, and compensates without regard to race, color, religion, sex
(including pregnancy), sexual orientation, gender identity, national origin, age, marital status, veteran or
military status, disability, or genetic information or any other status or condition protected by applicable
federal or state laws, except where a bona fide occupational qualification applies.
In furtherance of its policy prohibiting discrimination against individuals on the basis of physical or mental
impairment or disability, the college will provide reasonable accommodation in the workplace for disabled
employees. All inquiries regarding the rights of disabled employees, including the right to employment
accommodations, should be directed to the Director of Human Resources or Vice President for Administrative
and Student Services.
SEXUAL HARASSMENT AND TITLE IX
It is the policy of New River Community and Technical College that no member of the College community
may sexually harass another. Sexual harassment is a violation of Title VII of the 1964 Civil Rights Act as
amended (section 1604.11 of EEOC's regulation on sexual discrimination of 1980) and Title IX of the
Educational Amendments of 1972 and the Higher Education Amendment of 1992 (Public Law 102325).
Title VII prohibits employment discrimination based on sex (and in other areas) and Title IX prohibits
10

discrimination on the basis of sex in federally funded education programs and activities. Title IX covers
both sexual harassment and sexual violence.
Definition: Sexual harassment is defined as unwelcome sexual advances, such as requests for favors and
other verbal or physical conduct of a sexual nature, which adversely affect the working or learning
environment, i.e.:
1. Submission to such conduct as a condition of employment or education.
2. Submission or rejection of such conduct affects an individual's status in the work or learning
environment
Unwelcome sexual advances which interfere with an employee's or student's performance by creating
an intimidating, hostile or offensive environment. Sexual harassment may be overt behavior affecting
the work or academic environment; or may be verbal behavior which may consist of demands, attacks
or consistent use of sexually offensive language. This definition does not in any way affect social
interaction or relationships entered into freely by individuals.
Sexual violence refers to physical sexual acts perpetrated against a person’s will or where a person is
incapable of giving consent. A number of different acts fall into the category of sexual violence,
including rape, sexual assault, sexual battery, sexual abuse, and sexual coercion. Title IX prohibits these
acts whether they are carried out by school employees, other students, or third parties.
Grievance Procedure: Anyone who believes she/he has been subjected to sexual harassment is
encouraged by New River Community and Technical College to pursue the matter through the
Institution's informal or formal procedures as further described and/or to contact local law
enforcement authorities. Anyone who wishes to report or seek advice about alleged sexual
harassment should contact the following person - Ms. Leah Taylor, Vice President of Administrative
Services 304.929.6701.
See New River Operating Rule 13 and New River CTC Procedure 27. These documents are available on
the College website.
Other Action: Anyone who has been subjected to sexual harassment may seek action beyond the New
River Community and Technical College informal and formal procedures as described, by contacting local
law enforcement authorities, the Equal Employment Opportunity Commission, or the Office of Civil
Rights.
IMMIGRATION REFORM AND CONTROL ACT OF 1986
The Immigration Reform and Control Act of 1986 requires all employees, as a condition of employment, to
provide original documents which establish their identity and employment eligibility. Also, each employee
must complete their portion of the US Citizenship and Immigration Services Employment Eligibility Verification
Form I-9.
All employees must provide these documents within the first three days of employment. The College is
required to retain copies of the original documents along with the completed I-9 form.
JOB ACCOMMODATION DURING EMPLOYMENT
An employee who has or acquires, a permanent disability causing functional restriction or limitations, which
can be reasonably accommodated, will be provided such measures by the college, if reasonable
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accommodation will permit the employee to meet the essential functions of the job. This request is to be
submitted to the Director of Human Resources or Vice President for Administrative and Student Services in
writing with the appropriate medical documentation from the attending physician.
ORIENTATION
An introduction to policies, procedures, and employee benefits will be provided to new employees. The
supervisor will provide performance and conduct expectations and set goals and objectives of the position
through the employee performance appraisal system. A copy and an explanation of the job description, which
contains the duties and responsibilities of the job, will also be provided.
PROBATIONARY PERIOD
A six-month probationary and/or evaluation period is provided for new employees. The standards of
performance are to be discussed by the supervisor with the employee at the beginning of the probationary
period. The probationary period, at the discretion of the supervisor, may be extended to a maximum of twelve
months if the employee’s performance is not acceptable. The request should be approved through the second
level supervisor, as well as the Director of Human Resources.
A new employee must complete her/his probationary period before consideration is given in any educational
opportunities or wellness programs.
Probationary employees will be evaluated by the institution’s employee appraisal system before the
completion of the first six months of employment.
As stated above, should a probationary employee's work not be satisfactory, the employee will be notified in
writing by the supervisor of her/his failure to satisfactorily complete the probationary period. The specific
terms of the extended probationary period will be set forth in a plan of improvement. A copy of this
notification will be forwarded to the next level of supervision when appropriate, and the Director of Human
Resources.
Employees who do not meet established performance standards may be terminated at any time during the
normal, or the extended, probationary period. If an employee is to be separated, her/his supervisor will
consult with the Director of Human Resources and the President. After consultation, the employee will be
provided a written explanation, including documentation, regarding the termination. A pre-termination
hearing will be scheduled with the President to allow the employee the opportunity to provide explanation
why he/she should not be terminated. The employee will be informed of the President’s decision within five
(5) working days of the hearing. A copy of the termination notice becomes part of the personnel record.
PERFORMANCE EVALUATIONS
Classified employees will have employee performance evaluations at the conclusion of the probationary period
and at least once annually thereafter. A performance appraisal will be conducted by the employee's
supervisor in order to clarify job understanding and expectations, improve communications, discuss
performance, set goals, and further the employee’s development. The performance appraisal results will be
used in consideration of employee transfers, promotions, retention, demotion, and merit salary increase
determinations.
CLASSIFICATION
The process of job categorization adopted by the WVCCTCE by which job title, job description, and placement
on the salary structure is determined as defined in the West Virginia Higher Education Compensation
Management Program.
12

PROMOTION/TRANSFER
The Human Resource Office advertises vacant positions for a period of ten (10) working days for all positions.
These advertisements are posted on the New River website and sent to each employee’s email address.
It is important to remember that, when an employee applies for transfer/promotion, it is the employee's
obligation to provide information about herself/himself for each review and decision. The employee should
provide copies of any additional certifications, diplomas, etc. to the Human Resources Office for inclusion in
her/his personnel file.
A current employee will not be considered for any vacancies if that employee is currently on a plan of
improvement and/or there are disciplinary actions being taken at that point in time.
CONDUCT, DISCIPLINE, AND GRIEVANCES
The employee's immediate supervisor will outline standards of performance and conduct for each classified
employee. If a classified employee does not observe these standards, her/his supervisor will counsel her/him
to try to resolve the problem. If counseling is not effective, the employee may receive a series of warning
letters, a period of suspension and, if the conduct does not improve, dismissal.
An employee who believes he/she has been disciplined unjustly may use the West Virginia State Employee’s
grievance procedure, West Virginia Code § 6c et al. to present her/his case. A copy of the grievance form can
be found at www.pegb.wv.gov.
Disciplinary action, including suspension or dismissal, may be taken whenever a classified employee's conduct
interferes with the operation of her/his unit or brings discredit to the work unit. A classified employee being
considered for discharge must, when appropriate, be informed of the possible action by letter of warning. The
letter, to be delivered in person or by certified mail, specifies: the nature of the nonstandard work, remedial
steps the employee must take, a calendar date by which the employee's work will be brought back to
standard, and a notification that failure to bring the work back to standard by the date specified will result in
dismissal.
A supervisor may give an employee written warnings about her/his performance or conduct. Written warnings
are given to the employee with a copy placed in the employee's personnel file.
The supervisor may also recommend suspension without pay for a period varying from one to fifteen days,
depending on the gravity of the offense and the employee's previous records. Suspension may be applied in
cases of first serious offenses or repeated minor ones when, in the supervisor's judgment, proper conduct can
be attained without resorting to dismissal.
Immediate dismissal may be appropriate in cases of flagrant or willful violations of rules, regulations, standards
of accepted behavior or performance, or for actions where an investigation proves the employee was in clear
violation of policy. A classified employee may also be discharged for offenses after he/she has received two (2)
written warnings. A pre-termination hearing will be scheduled to allow the employee the opportunity to
provide explanation why he/she should not be terminated. The employee will be informed of the President’s
decision within five (5) working days of the hearing.
Administrators have the right of dismissal for "just cause". In cases of immediate dismissal, a written
statement will be given to the employee and a copy will be included in the employee's personnel file. Just
cause includes, but is not limited to, the following:
1. reporting to work under the influence of alcohol or narcotics or partaking of these substances while at
work;
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2. malicious destruction or theft of property of the institution, the WVCCTCE, or its visitors, patrons, or
employees;
3. wrongful injury to an employee of the WVCCTCE or an employee's institution;
4. refusal to comply with institutional rules;
5. neglect of duty;
6. dishonesty;
7. sleeping on duty;
8. failure to maintain established performance standards;
9. habitual absence from work without permission or proper explanation;
10. tardiness;
11. insubordination; and,
12. failure to adhere to repeated warnings.
TERMINATION
Termination of employment is an inevitable part of personnel activity within any organization, and many of the
reasons are routine. Below are examples of some of the most common circumstances:
1. Resignation - Voluntary employment termination initiated by employee. In order for an employee to
leave in good standing, he or she will (1) provide at least 10 working days written notice of resignation
to the immediate supervisor with a copy to Human Resources. Human Resources will notify the
President; (2) return all college property; and, (3) settle any monetary or other obligations with the
college. An employee is expected to work throughout the 10 working day notice, unless waived by the
immediate supervisor or College President. A resignation notice cannot be rescinded without
permission of the College President.
2. Discharge - Involuntary employment termination initiated by the institution.
3. Reduction in Force - Involuntary employment termination because of lack of funds or work, for
example.
4. Retirement - Voluntary employment termination initiated by the employee meeting age, length of
service, and any other criteria for retirement from the institution.
5. Grant Expiration - involuntary employment termination caused as a result of the expiration of a grant
or loss of funds in a grant.
6. Medical Reason - Voluntary and/or involuntary employment termination because it is medically,
psychologically, or psychiatrically determined that an employee can no longer perform the essential
duties of the position and reasonable accommodation cannot be made. The employee should
investigate what benefit entitlement is applicable.
EXIT INTERVIEWS
Exit interviews will be scheduled at the time of employment termination with your supervisor and/or the
Director of Human Resources. The exit interview will afford an opportunity to discuss such issues as employee
benefits, conversion privileges, repayment of outstanding debts, and/or return of New River property,
14

including keys. Suggestions, complaints, and questions can be voiced at this time. Classified employees will
receive an exit interview survey to be completed and returned to the Office of Human Resources.

HOURS OF WORK AND PAY
COMPENSATION
Base salary is calculated on a thirty-seven and one-half (37 1/2) hour workweek (1,950 hours/year for full time,
1.0 FTE) beginning Saturday at 12:00 a.m. through Friday at 11:59 p.m.
The West Virginia Higher Education Employee Salary Structure represents the normal range of salaries for all
pay grades. No guarantee exists that employees will receive a salary increase on an annual basis or for merit.
Employees will be paid one pay cycle in arrears. Pay will be issued in 26 pays per year, falling every other
Friday. Direct deposit is available to all employees. The alternative to direct deposit is a WV Pay Card.
Each employee should examine her/his electronic paystub to assure that he/she has received the correct
amount based upon deductions, overtime (if applicable), hours worked and rate of pay. Notify the Payroll
Office should there be any errors so they can make corrections.
Non-exempt employees must complete a time card within the Kronos Time and Leave System. The beginning
time, lunch period, and end time must be documented daily. Employees are to approve their timecard for the
current pay period in Kronos at the end of the pay period.
WORK SCHEDULE
The normal work schedule for a full time, or 1.0 FTE, employee is 7.5 hours/day, five days/week. The
supervisor will advise employees of the schedule for the department. Staffing needs and operational demands
may necessitate variations in starting and ending times, as well as variations in the total hours scheduled each
day and week.
MODIFIED WORK SCHEDULE
The general objective of the modified work schedule is to permit classified staff to complete 37.5 hours/week
in a shorter time frame. This is only available during the summer months as offered year to year by the
President, and is subject to approval by the supervisor.
OVERTIME/COMPENSATORY TIME
Employees are either in an exempt or non-exempt position as determined by the federal Fair Labor Standards
Act (FLSA). All Classified employees are non-exempt at New River.
Non-exempt employees are entitled to receive overtime pay under specific provisions of federal and state
laws. The immediate supervisor and Chief Financial Officer must approve hours beyond 37.5 in a week for
non-exempt employees before the extra hours are worked. The Compensatory Time/Overtime Agreement,
which can be found on the Intranet, must be completed and sent to the Payroll Office.
All employees who meet the definition of "non-exempt" are to be compensated with time off or pay for all
hours actually worked in excess of thirty-seven and one-half (37.5) in a given work week. All employees are
expected to work overtime during emergencies unless excused for valid reasons. Overtime is subject to
certain exemptions under the Fair Labor Standards Act defining non-exempt job activities.
Overtime pay for non-exempt employees is calculated at the rate of one and one-half (1.5) times the regular
hourly rate, which is calculated by adding the total base salary to increment pay, and dividing by 1,950 hours.
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Overtime does not commence until forty (40) hours have actually been worked within one (1) work week.
Regular hourly pay, also known as "straight time,” is paid for work time between thirty-seven and one-half
(37.5) hours and forty (40) hours in a work week.
When a non-exempt employee is required to work more than the employee's regular schedule, the employee
may choose to receive payment or compensatory time off. The choice is indicated on the Compensatory
Time/Overtime Agreement Form. Employees may accumulate up to two hundred forty (240) hours of
compensatory time and shall be paid for all hours worked above the maximum accrual.
Compensatory time must be used within one year of accrual and will automatically be paid out if not used in
this timeframe. The use of compensatory time off shall be requested two weeks in advance of the use of the
time off through the Kronos Time and Leave System. Approval of the request shall be contingent upon
whether it will unduly disrupt the operation of the institutional unit.
REQUIRED DEDUCTIONS
State or federal law requires each institution to deduct state and federal income taxes, social security,
retirement premiums, unemployment and worker’s compensation premiums from each regular employee's
pay.
OPTIONAL DEDUCTIONS
For the employee's convenience, optional deductions may be made for United States Savings Bonds, West
Virginia Public Employees Credit Union, or other approved employee deductions such as donations to the
College Foundation.

LEAVE
Policies and procedures regarding employee leave are addressed in New River Board of Governors Policy 18.
Notification of an absence, prior to an employee's scheduled start time is required. If, for any reason, an
employee is unable to report to work as scheduled, the employee must notify her/his supervisor at the
earliest possible time with the reason and the expected duration of the absence. Failure of notification may
result in discipline, up to and including termination. Absence from work for three consecutive days without
explanation or authorization shall be deemed an automatic resignation. If requesting annual leave it should be
submitted and approved in Kronos prior to time off. If leave is sick leave it must be submitted before if known
or immediately after returning to work.
A recognized institutional holiday occurring during a leave eligible employee's leave period shall not be
considered as a day of leave, provided the leave eligible employee is not in a terminal leave period.
ANNUAL LEAVE
ACCRUAL
Annual leave is earned and accrued as follows:
1. Less than five years' service:

4.33 hours/pay period

2. Five but less than ten years' service:

5.2 hours/pay period

3. Ten but less than fifteen years' service:

6.06 hours/pay period
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4. Fifteen or more years' service:

6.93 hours/pay period

An annual leave accrual rate will be based on years of service to the recognized agencies of the State
of West Virginia.
Full-time regular employees working between 1,040 and 1,950 hours over at least nine months of a
twelve-month period will accumulate annual leave on a pro-rata basis.
Accumulated annual leave for employees hired prior to July 1, 2017 will not exceed twice the amount
earned in any twelve-month period. Employees hired on or after July 1, 2017 may accumulate annual
leave up to one year and may not exceed the amount earned in one year in any twelve-month period
as set forth in New River Board of Governors Policy 18.
SCHEDULING
Annual leave must be approved in advance by the supervisor or second level supervisor if immediate
supervisor is out of the office. Annual leave will be arranged to fit operating schedules; however,
consideration will be given to an employee's request. Seniority may be considered by the supervisor
when arranging vacation schedules. An employee may not take leave before it is earned and illness
which occurs during scheduled annual leave is counted as annual leave.
TRANSFER
Up to fifteen (15) days of unused/unpaid annual leave may be transferred from other eligible agencies
of WV state government and state higher education institutions to other higher education institutions.
Certification of the balance which existed in the agency or institution from which the leave eligible
employee is transferring must accompany the request for transfer and bear the signature of an officer
of that agency. A request for transfer must be made within one (1) year from the last day of
employment with the other agency or institution.
TERMINATION
An employee is entitled to accumulated leave at termination of service, but in no case may this exceed
the limits set forth above. An employee will be paid a lump sum payment for accrued and unused
annual leave unless the employee qualifies for and elects to have annual leave paid out over time as
regular pay checks. During a terminal leave period, no type of leave may be accrued. The terminal
leave period is the period for which a leave eligible employee may receive pay following the leave
eligible employee’s last active day at work. A lump sum payment for accumulated annual leave will be
made the pay period following the last day of employment. In the event of an employee's death,
accumulated annual leave will be credited to the employee's estate.
SICK LEAVE
ACCRUAL
Full-time employees will accumulate sick leave at the rate of 5.2 hours per pay period. Accumulation
of sick leave is unlimited. Sick leave may only be used by an employee due to personal or immediate
family member’s illness or death of an immediate family member as defined in New River Board of
Governors Policy 18. In no circumstances may sick leave be used for annual leave.
Employees working at least 1,040 hours on a regular and continuing basis during a twelve (12)
consecutive month period will accumulate leave on a pro-rata basis.
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Employees working less than 1,040 hours are not eligible for leave benefits.
TRANSFER
When a leave eligible employee transfers from another eligible agency of West Virginia state
government or from other state institutions of higher education to another institution, the leave
eligible employee's accumulated sick leave may be transferred. Written verification of the
accumulated amount of sick leave to be transferred must be provided by the state agency or
institution of higher education wherein the leave eligible employee accumulated the sick leave within
one (1) year of the date of employment with the institution.
TERMINATION
An employee is not entitled to payment for accumulated sick leave at termination of service unless,
upon meeting certain requirements, the individual is retiring from New River Community and
Technical College and may be eligible to apply unused sick leave as credit toward the premiums for the
WV Public Employees Insurance Plan. An employee may also transfer sick days to another West
Virginia State Agency, but the value of sick leave may not be paid to the employee’s estate. For
additional information contact the Payroll Office.
If you have been covered by PEIA (or one of the managed care plans offered through PEIA) for health
or life insurance continuously since before July 1, 1988, 100% of the premium will be paid for you.
Your days convert as follows:


2 days of accrued leave = 100% of the premium for one month of single coverage



3 days of accrued leave = 100% of the premium for one month of family coverage

If you were hired after July 1, 1988, or if you had a lapse in coverage after July 1, 1988, then 50% of the
premium will be paid for you. Your additional coverage is calculated as follows:


2 days of accrued leave = 50% of the premium for one month of single coverage



3 days of accrued leave = 50% of the premium for one month of family coverage

Employees hired on or after July 1, 2001 or who had a lapse in coverage are not eligible for this
benefit.
MEDICAL LEAVE VERIFICATION
Medical leave verification/assessment is a signed statement from the treating health care provider to validate
the illness or other cause for which sick leave or medical leave of absence may be granted. Pregnancy-related
illness or disability will be treated the same as any other off-the-job illness or disability. The health care
provider signing the medical assessment must be current and appropriately board certified. The document
must provide information regarding the individual's medical condition, diagnosis, prognosis, functional
limitations, including duration and treatment plan, if any. Based upon the medical assessment, employability
and/or accommodation determinations will be made by New River CTC.
New River CTC may require verification of an illness. It is the employee's responsibility to pursue and obtain
the necessary medical assessment from the treating health care provider, and present the completed
evaluation to New River CTC in a timely manner. Provision of incomplete, unacceptable or untimely medical
information may result in disciplinary process or loss of leave and/or medical benefits.
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FUNERAL LEAVE
When a death occurs in the immediate family, a reasonable amount of time may be charged to accrued sick
leave as required for the employee to arrange for and attend the funeral and related services, including travel
time. For the purpose of administering this leave policy, the immediate family is defined as listed in New River
Board of Governors Policy 18. "A reasonable amount of time is determined at the discretion of the supervisor,
and is based upon geographic distance, work load and similar factors.” Sick leave is not provided for an
extended bereavement period or to attend to the affairs of the estate; annual leave may be requested for
these purposes.
CATASTROPHIC LEAVE
A leave eligible employee experiencing a catastrophic illness or injury as defined by New River Board of
Governors Policy 36 may request approval to receive paid leave time donated by other employees. The
employee must petition New River’s President for this leave by filling out the Catastrophic Leave Recipient
Application and attaching a medical leave verification from the treating health care provider. Once this has
been approved, a plea is sent out by the Director of Human Resources or designee to all employees for leave
donations. Within established limits, employees may voluntarily donate accumulated sick or annual leave to
an approved recipient not to exceed one year. The Catastrophic Leave Donor and Recipient Applications are
available on the Intranet under Human Resources Forms.
LEAVE WITHOUT PAY
A full-time regular employee, upon application in writing and with written approval by the President, may be
granted a continuous leave of absence without pay for a period of time not to exceed one year. During this
time the employee will not accrue sick or annual leave.
Leaves of absence without pay may be granted for medical reasons, personal need, or in compliance with the
Parental or Family Medical Leave Acts.
Prior to a medical leave of absence, all sick and annual leave must be used. The employee may continue
her/his PEIA insurance at her/his employee premium cost and the institution will continue to pay its portion.
For a personal leave of absence, all annual leave must be taken before the leave is approved. The employee
may continue her/his PEIA insurance, but will be responsible for the entire cost of the insurance.
For a parental/family leave of absence, all annual leave must be taken before the leave is approved.
Parental/family leave of absence provides a maximum of twelve weeks leave without pay during any twelvemonth period.
The President, at her/his discretion, may require the written approval of the supervisor before accepting the
written application of an employee for a leave of absence without pay and will determine if the purpose for
which such leave is requested is proper and within sound administrative policy.
At the expiration of a leave of absence without pay, the employee will be reinstated without loss of any rights,
to a vacant position or a comparable position. Failure of the employee to report promptly at the expiration of a
leave of absence without pay, except for satisfactory reasons submitted in advance, will be cause for
termination of employment by the institution.
FAMILY AND MEDICAL LEAVE ACT (FMLA)
New River CTC will comply with the requirements of the FMLA by granting approved leave to eligible
employees meeting the qualifications of the FMLA. The employee must have been employed by the college for
at least 12 months and worked at least 1250 hours during the 12 months immediately prior to the leave.
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FMLA eligibility will run concurrent with the use of accrued leave. Medical certification is required from an
authorized health care provider. Required paperwork is available from the Office of Human Resources. Health
benefits will be maintained during FMLA leave, provided the employee makes applicable payment for his/her
portion of the premium payment. Upon return from approved family medical leave (within the guidelines set
forth in the FMLA), an employee is entitled to the same or an equivalent job at the same salary.
The FMLA entitles eligible employees up to 12 weeks of job protected leave within a twelve (12) month period
for a qualifying reason.
The FMLA entitles eligible employees up to 26 weeks of job protected leave during a single twelve (12) month
period to care for a military service member with a serious injury or illness if the eligible employee is the
service member’s spouse, son, daughter, parent, or next of kin (military caregiver leave).
The College employs a rolling-calendar 12-month period. This 12 month period is measured backward
beginning with the date an employee first uses FMLA.
MILITARY LEAVE
An employee who is a member of the National Guard or any reserve component of the armed forces of the
United States will be entitled to and will receive a leave of absence without loss of pay, status, or efficiency
rating, for all days in which engaged in drills or parades ordered by proper authority, or for field training or
active service for a maximum period of thirty (30) working days ordered or authorized under provisions of
state law in one (1) calendar year. According to WV Code Section 15-1F-1, an additional thirty (30) working
days will be allowed when mobilized by appropriate federal authorities.
For an employee on military leave with pay, health and life insurance benefits for PEIA policyholders and their
family will generally continue without interruption, as long as the employee is on the payroll.
An employee who is on an approved military leave of absence without pay, due to an active call of duty from
the U.S. President, is entitled to continue health and life benefit coverage for as long as premium payments are
made to the payroll office. The employee is responsible for paying the employee share of the premium costs
for each month during the military leave of absence. Upon return from a military leave, if there has been a
lapse in coverage, the employee may generally reinstate the same health and/or life insurance benefits
without penalty.
DISASTER SERVICE LEAVE
Any state employee who is a certified disaster service volunteer of the American Red Cross may be granted
leave with pay for up to fifteen (15) working days per year to participate in specialized relief services. Approval
of the immediate supervisor and a report to the Governor including employee’s name and cost of salary and
benefits during the leave period is required.
EMERGENCY LEAVE
An emergency leave up to five days within any fiscal year, with pay, may be granted by the president in the
event of extreme misfortune to the employee or her/his immediate family.
Typical events which may qualify an employee for such leave include fire, flood, or other occurrences (other
than personal illness or injury, or serious illness or death in the immediate family) of a nature requiring
emergency attention by the employee.
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GRIEVANCE, WITNESS, AND JURY LEAVE
Employees who are subpoenaed or directed to serve as jurors, or appear as witnesses for review proceedings
of the Federal Government, the State of West Virginia, or a political subdivision thereof, will be entitled to
work release time for such duty and for such period of required absence which overlaps regularly scheduled
work time. Employees are entitled to leave with pay for the required period of absence during the regularly
scheduled work time including reasonable travel time. An employee may be granted leave in this section
provided the employee is not a party to the action.
Leave for an employee who is subpoenaed as a witness, who is absent in connection with an employee's usual
official duties, or who serves as a jury member will be entitled to leave with pay for such duty and for such
period of required absence. However, an employee who is scheduled to work prior to the court or hearing
start time will initially report to work, travel time permitting. The employee is also expected to return to work,
for the remainder of the work day, if he/she is excused before the end of that regular work day.
This leave would also apply to those who live in the surrounding state(s) and would be called for jury duty, etc.
in their home state.
INCLEMENT WEATHER
Absences from work due to weather conditions by eligible employees for cancellations or campus closures,
other than closure of State Agencies by the Governor or closure of the entire College or College-wide Delayed
Start sanctioned by the president, must be charged against accumulated annual leave. If the eligible employee
does not have sufficient annual leave, the eligible employee will be removed from payroll for the appropriate
period of time. Sick leave may not be charged for absences under this procedure.
In the event that one campus is closed, employees with approval of their supervisors may be permitted to
work at another location. The essential personnel for the campus must report to work at their regularly
scheduled time unless otherwise instructed by their immediate supervisor. The non-exempt essential
employees will be eligible for overtime or compensatory time during the delayed start.
Employees must notify their supervisor immediately for absences due to inclement weather. The notification
shall be given to the immediate supervisor or designee (next higher level supervisor).
Time lost from work may be made up in the same work week at the discretion of the employee's supervisor.
Refer to the Inclement Weather Procedure, available on New River’s website.
HOLIDAYS
Policies and procedures regarding holidays are addressed in New River Board of Governors Policy No. 8.
The WVCTCS directs that the president of each college, or designee, will determine six holidays which will be
observed by the employees of that institution in addition to the six holidays specified in New River CTC Policy
No. 8. A list of these holidays will be distributed annually before each fiscal year begins. The current year’s
holiday schedule is available on the Human Resources page of New River’s website.

BENEFITS
As an employee of the State of West Virginia, an extensive array of benefits is available to the employee and
his/her dependents. These benefits significantly increase the value of the employee’s total compensation and
provide for an enhanced working environment. Benefits include, but are not limited to, comprehensive health
insurance, prescription drug coverage, life insurance, and retirement. In addition, employees have the
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opportunity to participate in a variety of optional health benefit plans, insurance programs, and monetary
savings plans. Employees will learn more about each of these plans during new employee orientation and
information is available on New River’s website under Human Resources. All plans, programs, benefits,
services, and other provisions are subject to review and change. Questions should be directed to the Office of
Human Resources.
Employees should review their benefits occasionally to see if changes should be made. Certain life changing
events can require or warrant changes in the employee's benefit plan (i.e., marriage, divorce, birth, loss of
spouse’s employment, etc.). If a qualifying event occurs, employees have the remainder of that calendar
month and the next two months from the event to change their plan coverage; otherwise, employees may
make changes only during the open enrollment period. Change of Beneficiary forms are available through the
Human Resources office.
SECTION 125 PREMIUM CONVERSION PLAN
Employees who contribute to the cost of their health insurance, basic life insurance, accidental death and
dismemberment insurance, or optional life insurance may elect to pay these premiums on a pre-tax basis.
Your tax savings are made up of Federal, State, and FICA (Social Security) taxes which are not paid until the
premiums are paid.
COBRA
A terminated employee and dependents that become ineligible for coverage may have the right to continue
health insurance coverage under the federal Consolidated Omnibus Budget Reconciliation Act (COBRA) by
paying for 102% of the full premium (employer & employee portion). PEIA’s COBRA program is administered
by a third party.
RETIREMENT
Participation by benefits-eligible employees in a tax-sheltered retirement program is mandatory by West
Virginia State law. Employees must contribute six percent of their gross pay to a retirement program. New
River matches the employee's contribution with an equal amount. Vesting is immediate and retirement may
begin at any age upon termination of employment. Retirement income is based on age at retirement, amounts
of dollars accumulated, and the income options chosen, i.e., single life or joint life.
To build even higher income for retirement years, employees can make additional contributions to the
supplemental retirement plans. Supplemental tax sheltering is available up to the maximum allowed under
federal tax guidelines through two additional programs.
WORKER’S COMPENSATION
Workers’ Compensation state laws provide replacement income and medical benefits if the employee
becomes you become ill or injured as a result of his/her your job and the illness or injury qualifies for benefits
based on West Virginia state law. Coverage begins on the employee’s first day of employment and is provided
at no cost to the employee.
All injuries under statutory coverage, no matter how minor, must be reported, in writing, immediately to the
supervisor, the Human Resources Office, and the Director of Facilities and Campus Safety. The Human
Resources Office will report the injury to Brickstreet Insurance to establish the employee's claim for
compensation once it has been received.
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On-the-job injuries or occupational illnesses which involve no more than three (3) days of disability or absence
from work will not be charged against the employee's accumulated sick leave. If such illness/injury requires a
leave beyond the three-day period, the employee may have the option of either of the following:
1. Use earned and accumulated sick and annual leave until both are exhausted and then, receive any
additional benefits from WV Workers’ Compensation;
2. Reserve for future use any earned and accumulated sick and annual leave and receive only Workers'
Compensation benefits for which adjudged eligible.
Any questions regarding these two options should be directed to Human Resource Office. An employee is
responsible for her/his portion of the health insurance premium when they are off of the payroll due to
collecting Worker’s Compensation benefits.
UNEMPLOYMENT COMPENSATION
Wages at New River CTC are reported quarterly to the West Virginia Department of Employment Security. For
more information about this program, contact the local Job Service Office/Office of Employment Security.
SOCIAL SECURITY
All employees must contribute to Social Security. These funds are matched by the institution. Some of the
benefits provided by Social Security are retirement and disability benefits, health care and dependent income
for employees who die prior to the age of retirement. Detailed information is available from the Social Security
Office.
CREDIT UNION
The West Virginia State Credit union is a member-owned financial cooperative serving employees of the State
of West Virginia. The State Credit Union offers a wide range of services to meet employee’s needs. An
employee may sign up for membership with the State Credit Union at any time.
TRAINING AND PERSONNEL DEVELOPMENT
Employees may be required to attend various training programs and/or workshops conducted or offered.
These training programs are designed to provide knowledge and skills to ensure better job performance. It is
recommended that the employee and his/her immediate supervisor discuss reasons for requesting to attend
and participate in training programs, conferences, etc. that would be of value to the employee and the College.
Budget permitting, professional development funds may be available to assist employees with professional
development activities.
TUITION WAIVERS
Classified employees who have completed their probationary period may apply for employee, spouse, and
dependent tuition waivers. The recipient of a spouse or dependent tuition waiver must be the legal spouse or
a dependent of the employee. A dependent is any person processed as a dependent on the FAFSA or on the
Federal Tax Return for the preceding calendar year. Employees, spouse and/or dependents must be an
enrolled or admitted associate-degree or certificate seeking New River student.
Waivers will not apply to workforce training or other non-credit based technical programs. Contact the
Financial Aid Office for additional information.
EDUCATIONAL LEAVE
New River Community and Technical College encourages career development and self-improvement. Full-time
regular employees are eligible for a maximum of three (3) hours off during the regularly scheduled work-week
to attend New River classes on campus after completion of the six-month probationary period, provided the
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employee's absence will not interfere with the operation of the department. Before the semester in which the
class is to be taken, each employee is required to provide her/his supervisor a written request for release time.
If approved, the signed request must be submitted to the Human Resources office for filing in the employee’s
personnel file.
EMPLOYEE WELLNESS PROGRAM
All full-time classified employees are eligible to participate in a New River sponsored Employee Wellness
Program after completion of the six month probationary period provided the absences will not interfere with
the operation of the department. The program allows for up to three (3) hours per week to participate in
wellness activities, with the supervisor's approval.
Note: Employees may participate in the wellness or educational opportunities but not both simultaneously.

EMPLOYEE RESPONSIBILITIES
CONFIDENTIALITY
Confidential information is protected under institutional policies, WVCCTCE policies, state or federal law.
Examples include, but are not limited to, certain financial, employee, and student information; donor histories
and related information collected and maintained by various foundations and departments, mailing lists,
student and employment applicant information.
All employees are responsible for protecting such information by not disclosing the information without
authorization; not viewing or copying information without authorization; and carefully disposing of documents
and computer listings containing private information. Any and all requests of employment verifications are
to be forwarded to the Human Resources Office.
An employee’s prime responsibility is to ensure that he/she in no way reveals or divulges any such information
and that he/she only uses the information in the performance of job duties.
Divulging confidential information will result in immediate disciplinary action up to and including dismissal.
COMPUTING AND TELECOMMUNICATIONS RESOURCES
New River computer and network resources are state-owned resources intended to primarily support
academic endeavors, and users must respect the rights and privacy of other users, share the resources
equitably and follow New River policies as well as local, state, and federal laws relating to copyrights, privacy,
security, and other statutes regarding electronic media, information and communications.
All users of New River electronic resources are expected to act in a responsible, ethical, and legal manner.
New River creates user accounts for various systems to enable access to information and resources. Receiving
a New River user account is a privilege and can be revoked if abused. Employees should be guided by the
current New River Computer Use Procedure and Operating Rule as well as any additional policies or
procedures that may be developed.
CONFLICT OF INTEREST
Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts
of interest. For guidelines governing ethics of the institution, please refer to New River Board of Governors
Policies and Operating Rules.
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EMPLOYEE’S PERSONNEL FILE
A confidential personnel file is maintained in the Human Resources office. It contains information concerning
employment, such as the resumes/applications, contracts, position descriptions, and evaluations. An
employee may examine her/his file in accordance with the conditions and exceptions promulgated under New
River Board of Governors Policy 25.
It is the employee’s responsibility to keep the personnel file current. Any changes in name, address, etc.
should be given to the Human Resources Office immediately.
DRESS AND GROOMING CODE
All employees are expected to be suitably attired and groomed during working hours or when representing the
interests of the college. The supervisor will determine the appropriate dress and grooming codes for each
department or work area, according to operational needs.
SAFETY/WORKPLACE VIOLENCE
In an emergency situation, dial 9-911 for help.
Refer to the New River Crisis Response Manual for specific details on safety and appropriate responses to
emergencies.
Each employee is expected to obey safety rules and to exercise caution in all work activities. Employees should
immediately report any unsafe condition to the appropriate supervisor. Employees who violate safety
standards, who cause hazardous or dangerous situations, may be subject to disciplinary action, up to and
including termination of employment.
Individuals coming on campus to visit employees should be kept to a minimum and should be accompanied
while on campus.
The possession of weapons on any college property is prohibited. College property includes parking lots and
surrounding grounds under the control of New River Community and Technical College.
SMOKING/USE OF TOBACCO PRODUCTS
The use of all tobacco products, including electronic cigarettes, is prohibited on New River campus owned,
leased or operated property and in all state vehicles.
DRUG AND ALCOHOL USE
It is the policy of New River Community and Technical College to create a drug-free workplace in keeping with
the spirit and intent of the Drug-Free Workplace Act of 1988. The use of controlled substances is inconsistent
with the behavior expected of employees. It subjects all employees, students and visitors to our campuses to
unacceptable safety risks, and it undermines the institution’s ability to operate effectively and efficiently. For
these reasons, the unlawful manufacture, distribution, dispensing, possession, sale, or use of a controlled
substance in the workplace or while engaged in College business off our premises is strictly prohibited.
Employee health insurance offers assistance for counseling options. More information about the insurance
coverage is available from the Office of Human Resources.
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SOLICITATION
All solicitations and selling of products and articles upon property under the jurisdiction of New River
Community and Technical College are prohibited except by organizations and groups directly connected with
and recognized by the institution and upon the written approval of the college president or her/his designee.
No individual, firm, group, organization or other agency may use the name of this institution to secure funds
for any purpose, by any means, without the written permission of the College President.
LOST AND FOUND
Locations to report lost items and to turn in “found” items are listed below.
Nicholas County Campus
Greenbrier Valley Campus
Beaver Campus
Mercer County Campus
Advanced Technology Center

Front Office
Front Desk
Security Office
Regional Director of Operations’ Office
Front Office
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