
AGENDA 

ROANOKE VALLEY RESOURCE AUTHORITY 
1020 HOLLINS ROAD, NE 

ROANOKE, VA  24012 
JUNE 25, 2025 

12:00 P.M. 

I. OPENING CEREMONIES 

A. Call to Order 
B. Roll Call   
C. Welcome Guests 
D. Requests to Postpone, Add to, or Change the Order of Agenda Items 

II. BUSINESS ITEMS

Action:
A. PUBLIC HEARING: FY 2025-2026 RVRA Rate Schedule 
B. Amendment of FY2024-25 Budget 

Information:
C. Engagement of Robinson, Farmer, Cox Associates, PLLC to Conduct FY 2024-

2025 Annual Audit 
D. Award of Temporary Term Contract - Mulching Services 
E. Award of Contract – Janitorial and Cleaning Services (IFB#071521) 
F. Award of Term Contract - Stone Services (IFB# 071519) 
G. Review and consideration of revised Employee Handbook  
H. Consider Resolution authorizing one-time bonuses for all employees 

III. CONSENT AGENDA
Consent agenda items are routine and approved by a single resolution.  Any item may
be removed from the consent agenda and considered separately.

A. Minutes of May 28, 2025 Meeting 

IV. REPORTS

A. MAY FINANCIALS 
1. Statement of Cash Balances
2. Statement of Operations
3. Reconciliation of Net Income to Cash Provided by Operations
4. Summary of Reserve Funds
5. Summary of Cash Reserve Funds Transferred from Roanoke Valley

Regional Solid Waste Management Board
6. Cumulative Statement of Operations
7. VRA2021A Bond Issuance

B. WASTE TONNAGE REPORT  
C. MONTHLY TRAILER REPORT 
D. RESIDENTIAL WASTE REPORT 
E. WOODWASTE REPORT 



F. RECYCLING REPORT  
G. HOUSEHOLD HAZARDOUS WASTE REPORT 
H. AIR SPACE REPORT 
I. PROJECT STATUS REPORT 

V. PUBLIC QUESTIONS OR COMMENTS RECEIVED 

VI. CHIEF EXECUTIVE OFFICER REPORT

VII. BOARD MEMBER COMMENTS

VIII. ADJOURNMENT



BUSINESS ITEM# II.A 

AT A REGULAR MEETING OF THE ROANOKE VALLEY RESOURCE AUTHORITY 

MEETING DATE: June 25, 2025 

AGENDA ITEM: Public Hearing: FY 2025-2026 RVRA Rate Schedule 

SUBMITTED BY: Jon A. Lanford, Chief Executive Officer 

SUMMARY OF INFORMATION: 
At its March 26, 2025 meeting, the Board reviewed and approved the Authority’s annual budget 
for Fiscal Year 2025-2026, which included the following proposed changes to the Authority’s 
published Rate Schedule to become effective July 1, 2025: 

a. increase the Municipal Waste Fee from $56.50/ton to $58.00/ton; and

b. increase the Commercial, Construction & Demolition Debris, Dead
Animals, and Asbestos (non-friable) fees from $67.50/ton to $69.50/ton; and

c. increase the Wood Waste (untreated) from $38.00/ton to $39.00/ton; and

d. increase the Others (as determined by Resource Authority) from $67.50
$100.00 per ton to $69.50 - $100.00 per ton.

The Board subsequently approved a preliminary Rate Schedule by resolution (RA#2025-10) 
establishing a formal public hearing on June 25, 2025 in accordance with the requirements of 
the Virginia Water and Waste Authorities Act.  A notice of Public Hearing was published in the 
Roanoke Times.  

The Public Hearing shall be declared open and Public Comments will be received concerning 
final fees and charges. 

Upon hearing any and all comments, the Public Hearing will be closed and the Authority will 
adopt and put into effect the preliminary Rate Schedule of waste disposal rates, fees, and 
charges, as originally adopted or as amended.  

FISCAL IMPACT: 
The adopted FY25-26   budget included revenue and expenditure estimates based on the 
preliminary fees and known budgetary impacts.   

STAFF RECOMMENDATION: 
Unless public comments justify further amendment to the proposed fees as presented by Staff, 
Staff recommends the approval of the attached resolution adopting the “Roanoke Valley 
Resource Authority’s Waste Disposal Fees & Charges,” effective July 1, 2025. 



RESOLUTION OF THE ROANOKE VALLEY RESOURCE AUTHORITY ADOPTING 
SCHEDULE OF RATES, FEES, AND CHARGES FOR THE USE OF THE AUTHORITY’S 

SYSTEMS, EFFECTIVE JULY 1, 2025 

Adopted this 25th day of June 2025 

RA#2025 – xx 

A RESOLUTION adopting a schedule of rates, fees and charges for the use of the 
Authority's system effective July 1, 2025. 

BE IT RESOLVED by the Roanoke Valley Resource Authority that: 

1. The preliminary Rate Schedule previously established by the Authority by
resolution (RA#2025-10 dated March 26, 2025 of rates, fees and charges to be
charged by the Authority effective July 1, 2025 for the use of the system set forth
on Exhibit "A", which is attached to and incorporated in this resolution, is hereby
ADOPTED in final and put into effect, as more particularly set forth in the report
from the Chief Executive Officer to this Authority, dated June 25, 2025.

2. The Authority Board Secretary is authorized and directed to transmit a certified
copy of this resolution with the final adopted schedule of rates, fees, and charges
effective July 1, 2025 to the Office of the Clerk for Roanoke City Council, the
Office of the Clerk for the Roanoke County Board of Supervisors, the Office of
the Clerk for the Vinton Town Council, and the Clerk for the City of Salem City
Council to be kept on file and open to inspection by all parties interested.

On motion of ________ to adopt the resolution, seconded by _______ and carried by the 
following roll call and recorded voice vote: 

AYES: 
NAYES: 
ABSENT: 

A COPY TESTE: ________________________ 
 Lorie C. Bess 
 RVRA Board Secretary 

I hereby certify that the foregoing is a true and correct copy of Resolution RA#2025-xx adopted 
by the Roanoke Valley Resource authority on June 25, 2025. 

A COPY TESTE: ________________________ 
 Lorie C. Bess 
 RVRA Board Secretary 



ROANOKE VALLEY RESOURCE AUTHORITY 
WASTE DISPOSAL FEES AND CHARGES 

AS OF: JULY 1, 2024  2025 

MUNICIPAL WASTE  $56.50 $58.00 PER TON 

COMMERCIAL WASTE (1)    $67.50 $69.50 PER TON 

CONSTRUCTION AND DEMOLITION WASTE (1)  $67.50 $69.50 PER TON 

WOOD WASTE 
CLEAN LOADS OF UNTREATED BRUSH OR WOOD SUITABLE 
FOR TUB GRINDING          $38.00 $39.00 PER TON 

TIRES (1) $255.00 PER TON 
TIRES MIXED WITH OTHER WASTE   PREVAILING RATE PLUS $5.00 PER TIRE 

SPECIAL WASTES (ACCEPTED ONLY WITH PRIOR APPROVAL & NOTIFICATION.) 
ASBESTOS (NON FRIABLE) (1)    $67.50 $69.50 PER TON 
ASBESTOS (FRIABLE)       $100.00 PER TON  

DEAD ANIMALS               $67.50 $69.50 PER TON 
OTHERS (AS DETERMINED BY RESOURCE AUTHORITY            $67.50 $69.50 - $100.00 PER TON 

UNCOVERED VEHICLES   ADDITIONAL  $25.00 

MINIMUM CHARGE FOR PER TON FEES  $15.00 

WOOD MULCH SALES (WHEN AVAILABLE) 
PICK UP TRUCKS AND SMALL TRAILERS (1 Bucket)         NO CHARGE 

ALTERNATE DAILY COVER    $25.00 PER TON  
(ACCEPTED ONLY @ SMITH GAP LANDFILL WITH PRIOR NOTIFICATION & APPROVAL.) 

VEHICLE WEIGH FEE (NON-MEMBER VEHICLES)     $25.00 

UNACCEPTABLE WASTE CHARGES (1)   $100.00 PER TON @ MINIMUM ONE TON + HANDLING COSTS,     
 RELATED DAMAGES, AND LOST REVENUE   

LATE ACCOUNT PENALTY 10% OF AMOUNT PLUS INTEREST AT THE LEGAL RATE ON THE PRINCIPAL 

FOOTNOTE: (1) AN ADDITIONAL $0.16 PER TON FUEL SURCHARGE WILL BE ADJUSTED  
UP/DOWN, BUT NOT BELOW POSTED BASE RATE, AND APPLIED QUARTERLY FOR EACH  
$0.10/GAL INCREASE IN DIESEL PRICES ABOVE $5.15/GAL AT THE END OF THE  
IMMEDIATELY PRECEDING QUARTER AS PUBLISHED FOR “U.S. ON-HIGHWAY DIESEL FUEL  
PRICES” FOR THE “LOWER ATLANTIC” @HTTPS://WWW.EIA.GOV/PETROLEUM/GASDIESEL/. 

NOTE:  THE ROANOKE VALLEY RESOURCE AUTHORITY RESERVES THE RIGHT TO ESTABLISH FEES AND 
CHARGES AS IT DEEMS NECESSARY AND APPROPRIATE FOR WASTES NOT LISTED HEREIN AND 
 TO REFUSE TO ACCEPT ANY MATERIAL DEEMED BY THE AUTHORITY TO BE UNACCEPTABLE. 



BUSINESS ITEM# II.B. 

AT A REGULAR MEETING OF THE ROANOKE VALLEY RESOURCE AUTHORITY 

MEETING DATE: June 25, 2025 

AGENDA ITEM: Amendment of FY2024-25 Budget 

SUBMITTED BY: Brad D. Brewer, Finance Manager 

SUMMARY OF INFORMATION: 
As we approach the end of the FY2024-25 fiscal year, it has become clear that the RVRA will 
exceed the approved budgeted personnel and operating expenses of $13,108,826 but that 
revenue is on pace to exceed the budgeted amount by an even greater margin. This budget 
increase is necessary primarily because Wastewater Freight expense is on pace to finish the 
year $600,000, over budget.    

FISCAL IMPACT: 
There will not be a fiscal impact on the organization as the budgeted revenue will also be 
increased by $600,000. 

STAFF RECOMMENDATION: 
Staff requests the Board’s authorization to increase Wastewater Freight and 
Commercial Receipts $600,000.00 to provide sufficient budgeted funds for the 
remainder of the FY24-25 fiscal year. 



RESOLUTION OF THE ROANOKE VALLEY RESOURCE AUTHORITY 

Adopted this 25th day of June 2025 

RA#2025 - xx 

        A RESOLUTION approving the amendment of the Authority's Annual Operating 

and Reserves budget for fiscal year 2024-2025. 

  BE IT RESOLVED by the Roanoke Valley Resource Authority that: 

  The fiscal year 2024-2025 Annual Operating and Reserves Budget for the Roanoke 

Valley Resource Authority as approved on March 26, 2025, be increased by $600,000.00 in 

Commercial Receipts and Wastewater Freight to remain in balance and thus to allow for sufficient 

operating funds for the remainder of the fiscal year. 

On motion of ___________ to adopt the resolution, seconded by ___________ and carried 
by the following roll call and recorded voice vote: 

AYES: 
NAYS: 
ABSENT: 

ATTEST:_________________________ 
 Lorie C. Bess 
 RVRA Board Secretary 



 BUSINESS ITEM # II.C. 
             
 
AT A REGULAR MEETING OF THE ROANOKE VALLEY RESOURCE AUTHORITY 
 
MEETING DATE:  June 25, 2025 
 
SUBJECT: Engagement of Robinson, Farmer, Cox Associates, PLLC to Conduct 

FY 2024-2025 Annual Audit 
 
SUBMITTED BY:  Jon A. Lanford, Chief Executive Officer 
    Brad Brewer, Finance Manager 
 
 
SUMMARY OF INFORMATION: 
Staff has retained Robinson, Farmer, Cox Associates, PLLC (RFC), to conduct its annual financial 
audit for FY 2024-2025. Auditing standards require certain information to be communicated directly 
to the Board. An engagement letter from Robinson, Farmer, Cox Associates explaining the auditing 
process is attached for your information.  Please contact me if you have any questions.   
 
 



















BUSINESS ITEM# II.D 

AT A REGULAR MEETING OF THE ROANOKE VALLEY RESOURCE AUTHORITY 

MEETING DATE: June 25, 2025 

AGENDA ITEM: Award of Term Contract for Mulching Services  

SUBMITTED BY: Jeremy S. Garrett, Director of Operations – Technical Services 
 

SUMMARY OF INFORMATION: 
To prevent operational disruption at the Tinker Creek Transfer Station, RVRA staff has 
negotiated an interim Memorandum of Understanding (MOU) with Timberland Mulch, a Virginia-
based corporation, to provide emergency mulching services for all wood waste scaled at the 
facility located at 1020 Hollins Road NE, Roanoke, VA 24012. This MOU will remain in effect 
until a formal solicitation and term contract award process can be completed. 
 

• The emergency MOU with Timberland Mulch includes the following key terms: 
Timberland Mulch will process all wood waste scaled at the Tinker Creek Transfer 
Station into mulch, using contractor-provided equipment and labor, at a rate of $36 per 
ton, inclusive of all labor, equipment, unlimited mobilization, and administrative costs. 

• The contractor is permitted to store primary mulching equipment on-site at no cost, with 
RVRA assuming no liability for such equipment. 

• Services will be provided on an as-needed basis to ensure the designated mulching area 
remains available, with weekly reports submitted to RVRA detailing processed volumes 
and any issues. 

• The MOU will become effective July 1, 2025, and shall remain in place until the execution 
of a formal term contract, or until December 31, 2025, whichever occurs first. Either party 
may terminate the MOU with 30 days’ written notice. 
 

This emergency MOU was negotiated in accordance with the Virginia Public Procurement Act 
and RVRA’s Procurement Policies, which allow for direct negotiation in urgent situations when 
continuation of services is critical to Authority operations and a formal solicitation process is not 
yet complete. 
 
FISCAL IMPACT: 
The cost of mulching services is $36 per ton of wood waste processed, as scaled at the Tinker 
Creek Transfer Station. This is a recurring operational expense and is anticipated to support 
continuity of service by preventing disruptions in wood waste acceptance during the interim 
period. The pricing structure is inclusive of all costs and is consistent with anticipated rates for 
formal contract procurement. 
 
STAFF RECOMMENDATION: 
Staff recommends the Board adopt the attached resolution authorizing the Chief Executive 
Officer to execute an emergency Memorandum of Understanding with Timberland Mulch for the 
processing of wood waste at the Tinker Creek Transfer Station, in accordance with the 
negotiated terms and subject to final approval by General Counsel. 
 



 

RESOLUTION OF THE ROANOKE VALLEY RESOURCE AUTHORITY 

Adopted this 25th day of June 2025 

RA#2025-_____ 

A RESOLUTION AUTHORIZING THE EXECUTION OF A TEMPORARY MEMORANDUM OF 
UNDERSTANDING WITH TIMBERLAND MULCH FOR EMERGENCY MULCHING SERVICES 

AT THE TINKER CREEK TRANSFER STATION 

WHEREAS, the Roanoke Valley Resource Authority (the “Authority”) requires uninterrupted 
mulching services to process wood waste at its Tinker Creek Transfer Station in order to 
maintain operational capacity and ensure continued acceptance of wood waste; and 

WHEREAS, the Authority has negotiated a temporary Memorandum of Understanding (MOU) 
with Timberland Mulch, a qualified Virginia-based corporation, to provide emergency mulching 
services at the Tinker Creek Transfer Station located at 1020 Hollins Road NE, Roanoke, VA 
24012, pending the completion of a formal procurement process; and 

WHEREAS, the temporary MOU provides for the processing of all scaled wood waste at a rate 
of $36 per ton, inclusive of all labor, equipment, mobilization, and administrative costs, with 
services performed as needed, and includes provisions for equipment storage and operational 
reporting; and 

WHEREAS, the MOU has been negotiated in accordance with the Authority’s procurement 
policies and the Virginia Public Procurement Act, which permit direct negotiations in emergency 
or urgent operational circumstances. 

NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of the Roanoke Valley 
Resource Authority as follows: 

1. Emergency MOU Authorization: The Chief Executive Officer is hereby authorized to 
execute a temporary Memorandum of Understanding with Timberland Mulch for the 
provision of emergency mulching services at the Tinker Creek Transfer Station, in 
accordance with the negotiated terms and subject to approval as to form by General 
Counsel. 

2. General Authority: The Chief Executive Officer is further authorized to execute any and 
all documents and take such other actions as may be necessary or desirable to carry out 
the intent of this Resolution. 

AYES:    
NAYS: 
ABSENT:        

 
ATTEST: ___________________________ 
                Lorie C. Bess 
                RVRA Board Secretary     



BUSINESS ITEM# II.E 

 

AT A REGULAR MEETING OF THE ROANOKE VALLEY RESOURCE AUTHORITY  

MEETING DATE: June 26, 2025 

AGENDA ITEM: Award of Contract – Janitorial and Cleaning Services (IFB#071521)  

SUBMITTED BY: Jeremy S. Garrett, Director of Operations – Technical Services 
 

SUMMARY OF INFORMATION: 
The Roanoke Valley Resource Authority issued Invitation for Bids (IFB#071521) on May 7, 2025, 
soliciting sealed bids from qualified firms to provide janitorial and cleaning services at its three 
primary operational facilities: Tinker Creek Transfer Station, Salem Transfer Station, and Smith 
Gap Regional Landfill. 
 
Two bids were received in response to the IFB, submitted by RC Lawncare and TCM, Inc. 
Following a thorough evaluation of bid responsiveness, qualifications, and pricing, staff 
recommends awarding the contract to the lowest responsive and responsible bidder. 
 
The contract includes regular janitorial services, as-needed tasks, and specified deliverables such 
as daily, weekly, and bi-annual cleaning at each site. The initial term will begin July 1, 2025, and 
continue through June 30, 2026, with up to four optional one-year renewals contingent on 
performance and mutual agreement. 
 
FISCAL IMPACT: 
The awarded contract services are included in the FY2025-26 operational budget. The selected 
bidder’s pricing was determined to be competitive and within the available funding. 
 
STAFF RECOMMENDATION: 
Staff recommends that the Board adopt the attached resolution authorizing the Chief Executive 
Officer to award and execute a term contract with the lowest responsive and responsible bidder 
for the provision of janitorial and cleaning services at RVRA facilities, pursuant to the vendor’s 
response to IFB#071521 and subject to final terms approved by General Counsel. 



 

RESOLUTION OF THE ROANOKE VALLEY RESOURCE AUTHORITY 

Adopted this 25th day of June 2025 

RA#2025-_____ 

A RESOLUTION AUTHORIZING THE AWARD AND EXECUTION OF A TERM CONTRACT 
FOR JANITORIAL AND CLEANING SERVICES PURSUANT TO IFB#071521 

 

WHEREAS, the Roanoke Valley Resource Authority (the “Authority”) issued Invitation for Bids 
(IFB#071521) on May 7, 2025, soliciting sealed bids from qualified vendors for the provision of 
janitorial and cleaning services at the Tinker Creek Transfer Station, Salem Transfer Station, 
and Smith Gap Regional Landfill; and 

WHEREAS, said solicitation was conducted in accordance with the Authority’s procurement 
policies and the Virginia Public Procurement Act; and 

WHEREAS, two bids were received and reviewed for responsiveness and responsibility; and 

WHEREAS, it has been determined that the lowest responsive and responsible bidder 
submitted a proposal that meets the specifications and requirements outlined in the IFB. 

NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of the Roanoke Valley 
Resource Authority as follows: 

1. The Chief Executive Officer is hereby authorized to award and execute a term contract 
with the lowest responsive and responsible bidder for janitorial and cleaning services at 
RVRA facilities, pursuant to the vendor’s response to IFB#071521 and subject to terms 
approved by General Counsel. 

2. The Chief Executive Officer is further authorized to execute all necessary documents 
and take such additional actions as may be necessary to carry out the intent of this 
Resolution. 

AYES:    

NAYS: 

ABSENT:        

ATTEST: ___________________________ 
                Lorie C. Bess 
                RVRA Board Secretary     



BUSINESS ITEM# II.F 

AT A REGULAR MEETING OF THE ROANOKE VALLEY RESOURCE AUTHORITY 

MEETING DATE:      June 25, 2025 

AGENDA ITEM: Award of Term Contract for Stone Services (IFB# 071519) 

SUBMITTED BY: Jeremy S. Garrett, Director of Operations – Technical Services 
 
SUMMARY OF INFORMATION: 
In support of the Authority’s ongoing operations at its primary facilities—including the Tinker Creek 
Transfer Station, Salem Transfer Station, and the Smith Gap Regional Landfill—staff issued a 
formal Invitation for Bids (IFB# 071519) for the supply and delivery of stone and aggregate 
materials. 
 
The solicitation was publicly advertised via the RVRA Bid Portal and Virginia’s eVA system. Bids 
were received from the following three vendors: 

• Salem Stone Corporation 

• Boxley Materials Company 

• Rockydale Quarries Corporation 
 
All bids were reviewed for completeness and responsiveness. Salem Stone Corporation submitted 
the lowest responsive and responsible bid that met all required technical specifications and service 
terms. Based on this evaluation, staff recommends awarding the contract to Salem Stone 
Corporation. 
 
FISCAL IMPACT: 
Expenditures under this contract will be managed within the FY 2025-2026 Annual Budget 
allocations for operations and maintenance across RVRA facilities. 
 
STAFF RECOMMENDATION: 
Staff recommends that the Board adopt the attached resolution authorizing the Chief Executive 
Officer to award and execute a term contract with Salem Stone Corporation for the supply of 
stone and aggregate materials, pursuant to the vendor’s response to IFB# 071519 and subject 
to final terms approved by General Counsel. 



 

RESOLUTION OF THE ROANOKE VALLEY RESOURCE AUTHORITY 
Adopted this 25th day of June 2025 

RA#2025-_____ 
 

A RESOLUTION AUTHORIZING THE AWARD AND EXECUTION OF A CONTRACT FOR 
THE SUPPLY AND DELIVERY OF STONE MATERIALS PURSUANT TO IFB "STONE 

SERVICES - IFB - FY2025" 

WHEREAS, the Roanoke Valley Resource Authority (the “Authority”) issued Invitation for Bids 
titled "Stone Services - IFB - FY2025" on May 7, 2025, seeking competitive sealed bids for the 
supply and delivery of stone materials meeting Virginia Department of Transportation (VDOT) 
specifications to various Authority facilities on an as-needed basis; and 

WHEREAS, said solicitation was conducted in accordance with the Authority’s procurement 
procedures and the Virginia Public Procurement Act, and bids were received and evaluated; 
and 

WHEREAS, Salem Stone Corporation was determined to have submitted the lowest responsive 
and responsible bid meeting all technical and service specifications. 

NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of the Roanoke Valley 
Resource Authority as follows: 

1. Award and Contract Execution: The Chief Executive Officer is hereby authorized to 
award and execute a one-year contract with Salem Stone Corporation for the supply and 
delivery of VDOT-specified stone materials to RVRA facilities, commencing July 1, 2025, 
and continuing through June 30, 2026, with options to renew for up to four (4) additional 
one-year periods, all as specified in the executed Stone Services Agreement and subject 
to terms approved by General Counsel. 

2. General Authority: The Chief Executive Officer is further authorized to execute any and 
all documents and take such other actions as may be necessary or desirable to carry out 
the intent of this Resolution. 

 

AYES:    

NAYS: 

ABSENT:        

 
ATTEST: ___________________________ 

     Lorie C. Bess 
     RVRA Board Secretary     



        BUSINESS ITEM# II.G 
  
            
AT A REGULAR MEETING OF THE ROANOKE VALLEY RESOURCE AUTHORITY 
 
MEETING DATE:  June 25, 2025 
 
AGENDA ITEM:  Review and consideration of revised Employee Handbook 
 
SUBMITTED BY:  Jon A. Lanford, Chief Executive Officer 
 
SUMMARY OF INFORMATION: 
Mr. Haskell Brown has been working diligently to assist us in updating our 2009 Employee 
Handbook, to bring it up to date with current practices and laws.  Some clarity is provided for 
certain topics, including short- and long-term disability benefits.  The Handbook also includes 
updated policies for drug/alcohol/controlled substance use.  Some key updates include: 
 

Section 2.2            Language added to describe how criminal history reports should be 
handled. The wording comes from the Virginia Department of Human 
Resource Management’s policies, which reflects best practice. 

  
Section 4.1.1        Clarification that information on STD and LTD benefits can be found in the 

benefit enrollment guide, not the employee handbook. 
  
Section 4.1.8         Language is added noting that RVRA follows Roanoke County’s short- 

and long-term disability HR Management Policies. 
  
Section 4.9(A)       Christmas Eve added as a holiday. 
  
Section 4.9(C)       The two floating holidays revised to three. 
  
Section 5.9.1(B)    The reference to an exit interview has been deleted. 
  
Section 6.5.17(F)  The highlighted text in the middle of the statement has been deleted. 
 
Section 7.1.3 Addresses marijuana and/or cannabis oil, particularly for medicinal uses. 

This Section addresses that you follow the normal FMSCA-prescribed 
policy for all FMSCA-covered employees, meaning they are not permitted 
for medicinal cannabis oil use under the state statute. Non-FMSCA 
employees must provide a “practitioner’s” certification to be protected 
under the state statute, and they are still not allowed to be impaired at 
work or possess these substances at work. 

  
STAFF RECOMMENDATION: 
The Employee Handbook as presented comes with my recommendation for approval, making 
the new Handbook effective July 1, 2025. 



BUSINESS ITEM# II.G 

 
 
 

RESOLUTION OF THE ROANOKE VALLEY RESOURCE AUTHORITY 
 

Adopted this ______ day of _______, 2025 
NO. _______ 

 
A RESOLUTION adopting new personnel policies and procedures in the form of a new 

Employee Handbook for the Roanoke Valley Resource Authority. 
 

BE IT RESOLVED by the Roanoke Valley Resource Authority that: 
 

1. The attached document entitled “Roanoke Valley Resource Authority, Employee 
Handbook,” dated <DATE>, 2025, is hereby adopted as the personnel policies and 
procedures of the Roanoke Valley Resource Authority. 

 
2. All prior employee handbook versions and amendments thereto adopted by 

resolutions or other actions of the Roanoke Valley Resource Authority addressing 
the subject matter of the attached document are hereby superseded and repealed. 

 

AYES:    

NAYS: 

ABSENT:       

  

ATTEST: ___________________________ 
                Lorie C. Bess 
                RVRA Board Secretary     

 



 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ROANOKE VALLEY RESOURCE AUTHORITY 
EMPLOYEE HANDBOOK 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved via Resolution No. <NUMBER>, 
adopted <DATE>, 2025 
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CHAPTER 1 – GENERAL CONDITIONS OF EMPLOYMENT 
 
1. General Conditions of Employment. 
 
1.1 Roanoke Valley Resource Authority. 
 

A. The Roanoke Valley Resource Authority, hereinafter in this handbook referred to 
as the “Authority,” was originally established in 1989 pursuant to the Virginia Water 
and Waste Authorities Act, title 15.2, chapter 28 of the Code of Virginia. That act, 
the Authority’s articles of incorporation, and its by-laws provide its purpose, 
powers, and governance structure. The Authority establishes policy and procedures, 
passes resolutions, sets tipping fees, and approves the budget. 

 
B. The Chief Executive Officer is a full-time official appointed by the Authority. The 

duties of this position are specified in the Authority’s by-laws, Authority 
resolutions, and other official Authority actions. These duties include acting as the 
Chief Executive Officer of the Authority, preparing the Authority’s annual budget, 
and executing resolutions, policies, and orders of the Authority. 

 
1.2 Equal Employment Opportunity. The Authority complies with all federal, state, and local 

laws regarding equal employment opportunities, including Title VII of the Civil Rights Act 
of 1964, 42 U.S.C. §§ 2000e—2000e17; the employment-related provisions of the 
Americans with Disabilities Act, 42 U.S.C. §§ 12111—12117, and the Virginia Human 
Rights Act, Va. Code §§ 2.2-3900—2.2-3909. Accordingly, all applicants for employment 
and employees are afforded equal opportunity in all aspects of employment without regard 
to the applicant or employee’s race, color, religion, sex, sexual orientation, gender identity, 
marital status, pregnancy, childbirth or related medical conditions including lactation, age, 
military status, disability, or ethnic or national origin. This policy of equal employment 
opportunity applies to all practices and procedures relating to recruitment and hiring, 
compensation, benefits, termination, and all other terms and conditions of employment. 
The Authority also maintains a harassment-free workplace as set forth in this handbook. 
Applicants and employees may direct their questions about these equal employment 
opportunity policies or requests for reasonable accommodation to the Administrative 
Coordinator. 

 
1.3 Interpretations. The Chief Executive Officer shall have the final authority to interpret the 

policies and procedures set forth in this handbook and shall have the authority to ensure 
full compliance with such policies. This handbook shall not be construed to limit the 
authority of the managers and supervisors of the Authority’s work units to make policies 
and procedures governing the conduct and performance of employees under their 
management or supervision provided that such policies and procedures shall not conflict 
with this handbook, actions of the Authority’s Board, or the directives of the Chief 
Executive Officer. 
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CHAPTER 2 – APPLICATION AND HIRING PROCESS 
 
2. Application and Hiring Process. 
 
2.1 Application Process. Each applicant for Authority employment must complete an 

Employment Application form.  Employment Application forms are available on the 
Authority’s website or by contacting the Administrative Coordinator. The Authority 
accepts applications only for posted positions that are currently vacant. A closing date 
established for receipt of applications for vacant positions will accompany all vacancy 
announcements. Only qualified applicants meeting the minimum job requirements will be 
considered for interviewing. Upon completion of the hiring process, the selected applicant 
and all others will be notified. 

 
2.2 Qualifications for Employment. All appointments shall be based on legitimate, non-

discriminatory reasons, including merit and suitability for the position. To be considered 
for a position, an applicant must be able to perform the essential functions of the job with 
or without a reasonable accommodation where required by the Americans with Disabilities 
Act. Depending on the identified position and after the conditional job offer, the applicant 
may be required to pass a medical examination or test completed by an Authority-chosen 
physician in addition to the pre-employment drug and alcohol screening required for all 
new employees. The Authority will pay the cost of the alcohol and drug screening and any 
required medical examination or test. Unsuccessful completion of the medical examination 
or a positive alcohol or drug test may result in rejection of the applicant for employment 
with the Authority. The Authority also may require medical examination periodically 
throughout employment for positions where physical standards must be maintained. At the 
time that an applicant undergoes the pre-employment drug and alcohol screening required 
for all new employees, the Authority will conduct a criminal history records check on the 
applicant. Offers of employment may specify that the offer is contingent on receipt of an 
acceptable criminal history report and that the offer may be rescinded based on information 
obtained from that report. The Authority will not retain a criminal history report after the 
hiring process is complete, will destroy the report after a hiring decision is made, and will 
retain a brief note regarding the outcome of the criminal history records check in a 
confidential portion of the recruitment file. For the applicant rejected because of 
background information, the note should indicate that this applicant was the preferred 
choice based on qualifications, interview, etc., but did not receive an offer (or had a 
conditional offer retracted) because of information obtained through a criminal history 
records check. For the person hired, the note should indicate that as of the date of the 
criminal history report, a criminal history records check revealed no problem areas related 
to this employment. 

 
2.3 Application for Positions Requiring Operation of Authority Motor Vehicles. 

Applicants for positions requiring the operation of an Authority-owned motor vehicle must 
possess a valid Virginia driver’s license, including a Commercial Driver’s License, if 
necessary, at the time of employment. The Authority will require such applicants to show 
proof of possession of the required license and to submit a copy of their Division of Motor 
Vehicles driving record. Employees whose driving records do not meet the standards 
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required by the Authority or its insurer may be ineligible for hire. Employees who are 
required to drive an Authority vehicle may also be required to complete a defensive driving 
course, as required by their supervisor, within the initial probationary period, or at any 
other time the Authority deems appropriate. 

 
2.4 Work Authorization. The Immigration Reform and Control Act of 1986 makes it illegal 

for employers to employ anyone who is not legally authorized to work in the United States. 
Within three business days of the date employment begins, all new employees must provide 
documentation that is identified on the I-9 form (Employment Eligibility Verification form) 
to establish their identity and authorization to work in the United States.  If an employee is 
authorized to work in the United States but is unable to present a required document within 
three business days after the first day of work for pay, the employee must present a receipt 
for the application of the document within that three-business-day period and the actual 
document within 90 calendar days after the first day of work for pay. Employees will be 
suspended during this time and will not be permitted to work. Failure to provide the 
required documents within the required time periods will result in immediate termination. 

 
2.5 Types of Employment. The Authority has the following three types of employees: 
 

A. A regular employee serves in an established position specified in the Authority’s 
classification plan, is eligible to receive all employee benefits as described in this 
handbook, is paid on a salaried basis. 

 
B. A temporary employee serves in a position only for a specific duration, normally of 

no more than six months, is ineligible to receive employee benefits as described in 
this handbook except as otherwise provided by law, and is paid on an hourly basis. 

 
C. A part-time employee serves in a position for which the work hours are on average 

less than 30 hours of service per week, is ineligible to receive employee benefits as 
described in this handbook except as otherwise provided by law, and is paid on an 
hourly basis. 

 
Each employee, regardless of classification, is employed on an at-will basis, and neither 
this handbook nor any other policy, procedure, regulation, or rule of the Authority shall be 
interpreted or construed to create a contract for employment or otherwise make any 
employee other than an at-will employee. 

 
2.6 Orientation. The Administrative Coordinator will meet with each new employee before 

the employee begins work (i) to provide the new employee with this employee handbook, 
the Authority’s Employee Safety Manual, and information about any applicable employee 
benefits such as health insurance, group life insurance, flexible spending accounts, 
retirement benefits, and the Employee Assistance Program; (ii) to collect from the new 
employee the applicable completed forms such as the I-9 form, the tax withholding forms, 
the receipt acknowledgments such as those required for this handbook and the Employee 
Safety Manual, and the required forms for the new employee to participate in any of the 
applicable employee benefits such as health insurance, group life insurance, flexible 
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spending accounts, and retirement benefits; and (iii) to answer any questions the new 
employee may have about the conditions of employment. 

 
2.7 Probationary Period. 
 

A. The work and conduct of a new employee during the first six months of 
employment are considered a working test period, or “probationary period.” During 
this period, an employee is required to demonstrate the employee’s ability to 
perform the employee’s essential job functions and the employee’s suitability as an 
employee of the Authority. An employee may be dismissed at any time during the 
probationary period with no right of appeal through the grievance procedure, except 
that a dismissed employee who claims that the basis of the employee’s dismissal is 
unlawful discrimination may appeal such a dismissal through the grievance 
procedure. Upon successful completion of the probationary period, employment 
continues on an at-will basis. 

 
B. A probationary employee’s supervisor may evaluate a probationary employee after 

three months from the date of employment and after six months from the date of 
employment, or as determined by the Authority’s needs. Such evaluation is 
intended to give both the employee and the supervisor the opportunity to discuss 
their working relationship and make improvements, if necessary. During this 
evaluation, the supervisor has the option to transfer the probationary employee to 
regular employment, to extend the probationary period, or to dismiss the 
probationary employee. 

 
C. With the approval of the Chief Executive Officer, the supervisor may extend the 

probationary period for up to six additional months when, among other things, the 
employee’s ability to meet essential job functions is questionable or the duties of 
the job require additional training. The supervisor will set forth in writing the 
reasons for extending the probationary period. In the case of an extended 
probationary period, the employee will be evaluated, at a minimum, one week prior 
to the completion of the extended probationary period. 

 
D. A probationary employee accrues flexible leave at the prescribed rate and may use 

flexible leave after it has accrued, subject to the employee’s appropriate use of leave 
and the approval of the employee’s supervisor.  
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CHAPTER 3 – COMPENSATION AND BENEFITS 
 
3. Compensation and Benefits. 
 
3.1  Classification Plan and Merit Pay. 
 
3.1.1 Classification Plan. 
 

A. The Authority’s Classification Plan establishes the pay of all regular employees. 
The Chief Executive Officer prepares the Classification Plan, and the Authority’s 
Board approves the Classification Plan. The Classification Plan contains job 
descriptions, class codes, and pay grades covering all positions. The Authority will 
administer the Classification Plan fairly and consistently and will compensate all 
positions according to the duties and responsibilities required in their job 
performance.    

 
B. The Classification Plan establishes pay ranges or “grades” for each position. Each 

grade consists of a minimum rate of pay and a maximum rate of pay for a position 
in that grade. Initial employment is normally at the minimum rate of pay for the 
position. If a new employee’s qualifications exceed the minimum qualifications of 
the position, that employee may be appointed at ten percent or more above the 
minimum rate for the position with the approval of the Chief Executive Officer. 

 
C. An employee’s pay rate may not exceed the maximum rate for the employee’s 

position. 
 
D. The Classification Plan identifies those grades and positions classified as exempt 

and non-exempt for Fair Labor Standards Act purposes. 
 
3.1.2 Merit Pay. 
 

A. The Authority may provide bonuses or merit pay increases in its annual budget to 
reward employees that have performed their job duties in a meritorious manner as 
determined by their annual performance evaluation. Bonuses or merit increases 
may only be given after a satisfactory or better annual performance evaluation 
during that specific performance period. A bonus is a one-time payment awarded to 
an employee in addition to the employee’s salary or wages. An increase is a 
permanent change to an employee’s salary or wage rate. 

 
B. Bonuses and merit increases may vary from year to year and employee to employee 

based on budget constraints and job performance. Bonuses and merit increases are 
not guaranteed. In addition to an annual merit increase, employees that have shown 
outstanding performance may receive an additional meritorious increase upon 
recommendation of the supervisor and approval of the Chief Executive Officer. 
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C. A bonus or a merit increase will not be awarded to an employee who does not 
receive at least a satisfactory annual performance evaluation. However, after a re-
evaluation of the employee’s performance, the Chief Executive Officer may 
approve a bonus or merit increase upon recommendation of the employee’s 
supervisor. 

 
3.2 Recording Work Hours. Employees covered by this handbook must accurately record all 

work hours and leave time on an approved time sheet or time card. The standard workweek 
for payroll purposes begins on Saturday at 12:01 a.m. and ends on Friday at 12:00 
midnight. Employees must submit time sheets or cards to their supervisor after the 
biweekly pay period is complete. The employee’s supervisor verifies and approves hours 
worked and time records are forwarded to the Administrative Coordinator. 

 
3.3 Payroll Administration. Roanoke County government administers the Authority’s 

payroll. Accordingly, all payroll disbursements of the Authority will be made in a manner 
consistent with County procedures and follow the County payroll cycle. Currently, 
employees are paid biweekly, paydays occur on alternate Fridays throughout the year, and 
if a payday falls on a holiday, employees are paid on the workday before the holiday. 
Employees should not discuss their pay with other employees or other persons outside the 
Authority except as permitted or required by law. 

 
3.4 Direct Deposit. The County, on behalf of the Authority, provides electronic funds transfer 

into employee accounts in lieu of a physical paycheck. All new full-time employees are 
required to participate in direct deposit. Part-time employees who work on a weekly basis 
also may participate in direct deposit if they choose. 

 
3.5 Deductions. The County, on behalf of the Authority, will deduct all amounts from 

employee paychecks as required by applicable state and federal laws and will honor any 
lawful garnishment presented to the Authority or the County. In addition, the County, on 
behalf of the Authority, will make certain other deductions from employee paychecks that 
the employee requests. Examples of such voluntary deductions include health insurance 
premium contributions, retirement contributions, and deferred compensation contributions. 

 
3.6 Overtime Compensation. 
 
3.6.1 FLSA Compliance. The Authority intends to comply with all requirements of the Fair 

Labor Standards Act and its associated regulations and to classify and pay the Authority’s 
employees correctly. Improper pay deductions are prohibited. If an employee believes that 
the employee has been paid incorrectly or that improper deductions have been made from 
a paycheck, the employee must contact the Administrative Coordinator. If it is determined 
that pay is incorrect or a deduction was improper, the Authority will correct the pay or 
deduction and make any reimbursements due to the employee. 

 
3.6.2 Status Determination. The Authority will determine the Fair Labor Standards Act status 

of each position in accordance with applicable federal regulations as either “nonexempt” 
or “exempt.” To be classified as exempt, an employee’s salary and duties must meet the 
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federal requirements for classification as administrative, computer, executive, or 
professional. Those employees whose job duties do not fall into these categories are 
classified as nonexempt. The Administrative Coordinator or the employee’s supervisor will 
inform the employee of that employee’s Fair Labor Standards Act status upon hiring.  

 
3.6.3 Non-Exempt Employees. For nonexempt employees, overtime compensation will begin 

for all hours actually worked over 40 during the established workweek (i.e., Saturday at 
12:01 a.m. through Friday at 12:00 midnight). The Authority provides overtime 
compensation in the form of time and one-half the nonexempt employee’s hourly pay rate. 
Flexible leave, holiday, or sick leave hours are not considered actual work hours for the 
purpose of calculating overtime. Management may reschedule employees during the work 
period so that no more than the regularly scheduled 40 hours are worked. 

 
3.6.4 Exempt Employees. Exempt employees are expected to work the hours necessary to 

complete the job and do not accumulate or record overtime hours worked. Exempt 
employees, with the approval of their supervisor, are eligible to take time off at their 
discretion based on hours that have been worked beyond the normal workweek. 

 
3.7 Standby and On-Call. The Authority may have a need for essential work to be performed 

outside regularly scheduled hours. Employees who are required to perform this work are 
placed on either standby or on-call status and are called back to work if necessary. 

 
3.7.1 Standby. Standby is a preplanned status where employees are required to be available for 

specified periods of time to perform essential work outside regularly scheduled hours and 
are paid. Employees on standby status are not restricted in the use of personal time, but 
must be available for call back when contacted by beeper, radio, telephone, or other 
prearranged means and must be in compliance with the Authority’s substance abuse policy 
set forth in this handbook when reporting for work. Standby time is not considered hours 
worked. Nonexempt employees are paid in accordance with this handbook and applicable 
law for all time worked if called back to work. In addition, employees on standby will 
receive two additional hours pay if not called back while on standby. Employees on standby 
status who do not respond when called for work may be subject to disciplinary action up 
to and including dismissal. The Chief Executive Officer must approve standby status for 
each employee. 

 
3.7.2 On-Call. On-call is a status designated in the employee’s job description or by the 

employee’s supervisor that subjects the employee to being called back to work outside 
regularly scheduled hours. Employees do not receive any type of compensation for on-call 
status. Call-back for employees on-call is normally not as frequent as for those on standby 
status. The Authority’s substance abuse policy set forth in this handbook applies to on-call 
employees who are called back to work. 

 
3.8 Acting Status Compensation. An employee who is required to assume the duties of 

another employee in a higher pay grade is entitled to acting status compensation. This 
compensation is a temporary ten percent increase in the employee’s salary, or to the 
minimum of the pay grade, whichever is more. The employee fulfilling acting status will 
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receive the appropriate compensation beginning on the first day of the pay period following 
two consecutive weeks of acting duty status. 

 
3.9 20-Year Service Pay. When a full-time employee has reached 20 years of continuous, full-

time service with the Authority, the employee is eligible for an additional $600 of pay each 
year or as otherwise approved by the Authority.  This amount is added to the regular salary 
over 26 pay periods. Payments, if any, will begin on the first pay date after the attainment 
of the employee’s 20th anniversary of full-time service. If an employee leaves Authority 
service during the year for any reason, the employee will not be eligible for any unpaid 
portions of the award. 

 
3.10 Benefit Package. The Authority offers a benefit package for its regular employees only 

that includes the following and related benefits: 
 

1. Health, vision, and dental insurance; 
 
2. Flexible spending account; 
 
3. Short- and long-term disability insurance; 
 
4. Life insurance; 
 
5. Long-term care insurance; 
 
6. Virginia Retirement System retirement benefits; and 
 
7. Deferred compensation program. 

 
Roanoke County administers the benefits in this benefits package on the Authority’s behalf, 
and the provisions governing this benefits package are published annually in a benefit 
enrollment guide. The Administrative Coordinator provides this benefit enrollment guide 
to all new employees upon hire and to all employees as part of the County’s regular benefit 
enrollment efforts. For more information about these benefits, employees should consult 
the benefit enrollment guide or consult the Administrative Coordinator. 

 
3.11 Unemployment Compensation. Authority employees who are separated from their jobs 

are eligible to apply for unemployment compensation. They may do so through the Virginia 
Employment Commission. After application is made, eligibility is determined on an 
individual basis by the Virginia Employment Commission. 

 
3.12 Workers’ Compensation. 
 

A. Workers’ compensation insurance may pay related medical expenses, at no cost to 
the employee, for an accident or qualifying illness that occurs as a result of work 
as set forth in the Virginia Workers’ Compensation Act. Workers’ compensation 
coverage is provided for full-time, part-time, and temporary employees and 
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authorized volunteers. In addition, the employee may be entitled to compensation 
to help offset the loss of wages while unable to work. Employees do not share in 
the cost of workers’ compensation; the Authority pays the entire cost.  

 
B. To be considered for full workers’ compensation, accidents on the job must be 

reported to the employee’s supervisor immediately. The Report of Accident or 
Injury and the Panel of Physicians forms must be completed by the supervisor and 
employee and forwarded to the Administrative Coordinator within two working 
days of the accident. These forms are to be completed even if the employee does 
not receive medical treatment. The Authority’s workers’ compensation third party 
administrator reviews all claims that are submitted for eligibility. 

 
C. During the first seven calendar days that a regular full-time employee is absent from 

work because of job-related illness or injury, the employee must use accrued sick 
leave or Flexible Leave hours to receive full pay. Also, during this period, 
employees participating in the Flexible Leave Plan may use their Frozen Sick 
Balance, if available, in lieu of Flexible Leave after using two consecutive days of 
Flexible Leave.  After the first seven calendar days and up to the next 90 working 
days, the employee could receive full pay at the recommendation of the Operations 
Manager and approval of the Chief Executive Officer. The Chief Executive Officer 
may grant up to an additional 60 days with pay in special instances. If the employee 
is absent more than 21 calendar days because of an approved job-related illness or 
injury, the Authority will reinstate the leave that was used. In order to receive full 
pay, the employee must sign over any Workers’ compensation checks to the 
Authority.  

 
D. State law allows the Authority to designate a panel of three physicians that the 

employee must choose from for an examination verifying the extent of injury or 
illness. Except as provided by law, if an employee chooses to be treated by a 
physician other than one on the Authority’s panel of physicians, the employee may 
be responsible for medical expenses related to that treatment.  

 
E. In cases of job-related injury or illness that extends beyond approved limits or in 

cases of permanent disability, the employee will receive the compensation allowed 
under the Virginia Workers’ Compensation Act. The employee will not be on pay 
status with the Authority during this time and, therefore, will not accrue leave hours. 

 
F. Questions regarding workers’ compensation may be directed to the Administrative 

Coordinator. 
 
3.13 Social Security. The Authority contributes to the Social Security contribution for each 

employee as required by law. The balance of the contribution is deducted from each 
employee’s salary. These payments are then credited to each employee’s account. All 
contributions made to Social Security by the employee and the employee’s employers are 
totaled and determine the amount of Social Security benefits that the employee will receive 
upon retirement. 



 

10 
 

3.14 Employee Assistance Program. The Authority offers Employee Assistance Program 
services as a benefit to employees. Full-time employees and their immediate family 
members including spouses, children, parents, or other relatives living in the employee’s 
household, may obtain confidential, professional assistance in resolving personal problems 
through the Employee Assistance Program. The Employee Assistance Program provides 
professional counseling and referral services. Its purpose is to help employees and their 
families identify, resolve, and gain control over personal or work-related problems that 
may be interfering with work and daily life. The employee or the immediate family member 
may contact the Employee Assistance Program directly. The supervisor may refer an 
employee to the program as well. This referral is in strict confidence. The employee should 
contact the employee’s supervisor or the Administrative Coordinator for more information 
on the Employee Assistance Program. 

 
3.15 Tuition Reimbursement Program. 
 

A. The Authority’s Tuition Reimbursement Program helps employees pursue 
professional growth and development with the Authority by providing 
reimbursement for non-mandatory, job-related course work. The program is 
normally intended for those completing an academic degree, such as an associate’s, 
bachelor’s, or master’s degree. Completion of a high school equivalency 
examination (formerly known as “GED”), a certificate or technical course of study 
or a single, job-related course may also be covered. The course of study should be 
related to the current position or prepare the employee for promotion. Prior 
approval must be received from the Chief Executive Officer. 

 
B. The Tuition Reimbursement Program is not intended to replace job skills training, 

seminars, workshops and other training provided by the employee’s work unit or 
required for the job. Employees who are eligible for educational assistance from 
other sources, including veterans’ benefits, grants, or scholarships, must exhaust 
those sources before applying for Authority reimbursement. If an employee 
receives student loan money for course work, the employee may still be eligible for 
tuition reimbursement. 

 
C. Tuition reimbursement may be available for regular, full-time, non-probationary 

employees. Employees should make requests for tuition reimbursement to the Chief 
Executive Officer through the Administrative Coordinator. Requests should 
provide information that describes the course and explains its relationship to the 
employee’s current position or for a promotion. To receive reimbursement for 
approved course work, the employee must achieve at least a grade of “C” (or its 
equivalent) for all high school and undergraduate courses and at least a grade of 
“B” (or its equivalent) for all graduate courses. If the course is taken pass/fail, the 
employee must receive a passing grade. A copy of the grade report must be 
submitted to the Administrative Coordinator. Reimbursement is not available to 
employees who are on extended leave without pay. 

 



 

11 
 

D. Employees must bear all costs related to registration and other enrollment fees. The 
Authority may reimburse employees for textbook fees and other supplies after the 
employee has completed the course within the grade requirements described 
previously. Textbooks that the Authority has paid for must be made available for 
other employees. 

 
E. Authority time should not be used to take non-mandatory courses unless approved 

by the Chief Executive Officer. 
 
3.16 Recognition of Employees. 
 
3.16.1 Length of Service. The Authority may recognize and award employees for their years of 

service with the Authority.  Employees are honored annually by appropriate service awards. 
Employees are recognized for five-year increments of consecutive Authority service. 

 
3.16.2 Outstanding Performance. The Authority may recognize employees who have provided 

outstanding performance in their duties or for exemplary customer service to either external 
or internal customers. These employees may receive a certificate and other appropriate 
means of recognition. 

 
3.17 Uniform Allowance. The Authority furnishes certain regular employee positions with 

work-related apparel and provides an annual allowance toward the cost of any additionally 
required work-related apparel, including pants and safety shoes, not directly supplied by 
the Authority. Uniform allowance limits and specifications are subject to change by the 
Authority from year-to-year. Employees will be provided with minimum specifications for 
all work-related apparel to be purchased and worn by Authority employees. It is the 
Authority’s intent to have its employees outfitted in a uniform manner such as to protect 
its employees with proper attire and to present a readily identifiable, visible, and 
professional workforce. Eligible employees will be reimbursed for their expenses, up to 
the annual allowance limits, upon presentation of appropriate documentation to the 
employee’s direct supervisor exhibiting the purchased apparel meets the Authority’s 
minimum specifications. Apparel directly provided by the Authority and any additionally 
required and reimbursed apparel constitute the employee’s daily work uniform. Employees 
must wear the designated uniform, as instructed for each position. It is the employee’s 
responsibility to clean and maintain all required apparel and for the employee to present 
the employee in a professional manner at all times at the workplace. New employees will 
be given 60 days after their hire-date to purchase any work-related apparel required by the 
Authority, except for safety shoes which must be purchased by the employee prior to 
beginning work. Failure or refusal to comply with the Authority’s uniform requirements is 
grounds for disciplinary action up to and including dismissal. 
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CHAPTER 4 – LEAVES OF ABSENCE 
 
4. Leaves of Absence. 
 
4.1 Flexible Leave Plan. 
 
4.1.1 Purpose. The Flexible Leave Plan is a comprehensive program that recognizes the many 

diverse needs of employees for time off from work, and includes a disability plan for 
income protection. Hours accrued in the Flexible Leave Plan may be used for any purpose 
when scheduled in advance or at times when unforeseen circumstances cause an 
unscheduled absence. An integral part of the Flexible Leave Plan is short- and long-term 
disability insurance to cover periods of extended illness or injury. Employees are 
automatically enrolled in the disability plans as a part of the Flexible Leave Plan. 
Additional information on short- and long-term disability insurance may be found in the 
benefit enrollment guide referred to in section 3.10 of this handbook. 

 
4.1.2 Applicability. All employees have only the Flexible Leave Plan available for the accrual 

of leave time. Employees hired before February 25, 2009, may have sick leave in the 
Frozen Sick Balance governed by section 4.11 of this handbook. 

 
4.1.3 Accumulation. Full-time employees will accrue Flexible Leave hours based on their years 

of continuous service with the Authority. Leave is applied biweekly to the employee’s 
payroll record according to the following table: 

 
Years of Service  Annual Accumulation Biweekly Accumulation 

0 up to 4  
5 up to 9  
10 up to 14  
15+  

20 days  
23 days  
26 days  
29 days  

6.16 hours  
7.08 hours  
8.00 hours  
8.93 hours  

 
Flexible Leave may be taken in quarter-of-an-hour (i.e., 15-minute) increments and is 
available for use after leave accruals have been applied. Unless the employee has accrued 
Flexible Leave available for use, he or she will not be granted Flexible Leave. Absences 
with pay due to Flexible Leave, civil leave, military leave or other types of paid leave do 
not affect the Flexible Leave accumulation. However, Flexible Leave will not accrue for 
any unpaid absence of 40 hours or more per biweekly pay period. This applies to new 
employees, those leaving the Authority’s service, and employees on leave without pay. 
Flexible Leave will accrue for all employees serving a probationary period. Employees 
may accumulate Flexible Leave not to exceed 600 hours (i.e., 75 days) by the last pay 
period of any fiscal year (which ends on June 30) or when the employee leaves the 
Authority’s service. 

 
4.1.4 Scheduling Flexible Leave. Although Flexible Leave is a benefit provided for employees 

to self-manage their time off, it should be scheduled so the ongoing work effort in a work 
unit is still productive. Flexible Leave may be used for any purpose and should be 



 

13 
 

scheduled as far in advance as possible. Leave requests must be submitted no less than 
three working days in advance and approved by the employee’s supervisor. The supervisor 
may waive the three-day requirement in emergency circumstances or when an unforeseen 
circumstance causes an unscheduled absence. In some work units, Flexible Leave must be 
requested more than three days in advance. The employee’s supervisor will inform the 
employee when hired if a longer submission time applies. An employee who is utilizing 
Flexible Leave on the basis of a medical authorization may not work at the employee’s 
secondary employment, if applicable, unless the employee receives the prior permission of 
the employee’s Operations Manager. 

 
4.1.5 Flexible Leave upon Termination. 
 

A. Employees who leave the Authority’s service are entitled to payment for Flexible 
Leave up to the maximum accrual rate of 600 hours (i.e., 75 days). This includes 
retirement, voluntary resignation, or death. Accrued unused Flexible Leave will not 
be paid upon termination of employment for violation of Authority policies. The 
Authority will pay the employee once all Authority property is returned and any 
debt to the Authority is settled.  

 
B. An employee is expected to give a two-week notice of resignation. Any Flexible 

Leave taken during this time must be approved by the employee’s supervisor and 
must not interfere with the ongoing work effort of the work unit. Flexible Leave 
cannot be used to extend a resignation past the two-week notice. 

 
4.1.6 Holidays during Flexible Leave. Any scheduled holiday that falls during an employee’s 

Flexible Leave time will not be charged to that employee’s Flexible Leave balance. 
 
4.1.7 Verification and Notification. An employee’s supervisor has the right to request 

verification of absences reported as unscheduled Flexible Leave by requiring a physician’s 
statement. When an unforeseen need for Flexible Leave occurs, the employee must notify 
the employee’s supervisor no later than the beginning of the employee’s shift, except in 
cases of emergency. In some work units, a longer notification period may be required. The 
employee’s supervisor will inform the employee if this applies. Failure to notify the 
supervisor of an absence, except in an emergency situation, is considered grounds for 
counseling or disciplinary action, or both. 

 
4.1.8 Extended Illness or Disability. The Authority follows and applies Roanoke County’s HR 

Management Policies  concerning short- and long-term disability because Roanoke County 
administers the benefits in the Authority’s benefits package, including those relating to 
short- and long-term disability, on the Authority’s behalf. It is recommended that 
employees maintain enough Flexible Leave hours to cover unexpected absences, including 
Family and Medical Leave Act-related absences, workers’ compensation-related absences, 
and the short-term disability waiting period. If an employee will be out of work because of 
a prolonged illness or injury, the employee should refer to the portions of the benefit 
enrollment guide referred to in section 3.10 of this handbook describing short- and long-
term disability benefits or contact the Administrative Coordinator for more information. 
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4.1.9 Cash-In Option. Employees may receive pay for accrued Flexible Leave rather than taking 
this time off from work. Banked holiday hours or Frozen Sick Balance hours may not be 
used for the cash-in option. To be eligible for the cash-in option, employees must maintain 
a minimum 40-hour balance of Flexible Leave after the cash-in payment is made. 
Employees may cash-in a maximum 40 hours of accrued Flexible Leave per cash-in period.  
The cash-in periods are available only during May and November of each fiscal year.  A 
completed “Cash-In Request Form” must be received by the Administrative Coordinator 
by the first of the month for the respective cash-in period. Payouts will be made during the 
last regularly scheduled pay period of the cash-in period month. Cash-in hours will be paid 
at the employee’s regular hourly rate at the time of the request and payment will be made 
separate from the employee’s regular pay. Pay received from the cash-in option can be 
rolled over into the employee’s deferred compensation plan if the employee has an 
established account. The employee may not defer more than the annual maximum 
contribution and is responsible for ensuring that any cash-in rollover does not exceed the 
maximum amount. If the employee is already contributing the annual maximum, the cash-
in payment may not be rolled into their deferred compensation plan. 

 
4.2 Maternity/Paternity. 
 

A. The period of time an employee is medically disabled resulting from a pregnancy-
related condition is treated as any other illness or disability described in this chapter. 
This period of time may be charged to earned Flexible Leave or, if available, Frozen 
Sick Balance leave as long as the employee provides a physician’s statement 
certifying the period of medical disability. 

 
B. As a benefit, the Authority also allows employees to charge absences resulting from 

maternity/paternity to earned Flexible Leave or Frozen Sick Balance leave 
following the adoption of a child. Such an absence may be for a period not to exceed 
six weeks. In order to request this maternity/paternity leave, the employee must 
obtain a physician’s statement or a statement from the adoption agency which 
indicates the amount of time (up to the six-week limit) that is necessary for child 
care purposes. The employee must submit this statement to the employee’s 
supervisor a minimum of 30 days in advance of the beginning of the requested 
absence. Following the supervisor’s review, a recommendation will be forwarded 
to the Chief Executive Officer for approval. 

 
C. In cases of maternity/paternity leave, should an employee exhaust accumulated 

Flexible Leave or Frozen Sick Balance leave, the employee may charge this 
absence to leave without pay pursuant to the provisions of section 4.4 of this 
handbook. 

 
4.3 Family and Medical Leave Act. The Family and Medical Leave Act, 29 U.S.C. §§ 2601—

2654, only applies to employees employed at a worksite at which the employee’s employer 
employs less than 50 employees if the total number of employees employed by that 
employer within 75 miles of that worksite is less than 50. The total number Authority 
employees at all sites is less than 50. Therefore, Authority employees are not eligible for 
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Family and Medical Leave Act leave. Employees may address any questions about the 
Family and Medical Leave Act’s applicability to the Administrative Coordinator. 

 
4.4 Leave without Pay. Leave without pay may be approved for a period or periods not to 

exceed 180 calendar days for the purpose of extended illness or disability or for personal 
reasons.  However, the Authority has no obligation to grant leave without pay, and the 
employee must exhaust all other leave sources (e.g., Flexible Leave) prior to seeking leave 
without pay. If leave without pay is approved, the employee will not accrue retirement 
credit or Flexible Leave during the time on non-pay status if longer than 40 hours in one 
pay period. The employee will not receive pay for any holidays which fall during the time 
on non-pay status. While on leave without pay for longer than 80 hours in one pay period, 
the employee may continue the employee’s health insurance coverage by payment of both 
the employee share and the Authority share of the premium. An employee on non-pay 
status also must pay the employee’s share of the life insurance premium. 

 
4.5 Military Leave. The Authority provides military leave in accordance with applicable law, 

including the Uniformed Services Employment and Reemployment Rights Act of 1994, 28 
U.S.C. §§ 4301—4335, and section 44-93 of the Code of Virginia. The Chief Executive 
Officer may authorize benefits that are more generous than those afforded by law. 

 
4.6 Job-Related Training. An employee may be required or approved by the employee’s 

supervisor to attend job-related training. Such training is considered working time, and the 
employee will be compensated according to chapter 3 of this handbook. In addition, the 
Authority will pay for reasonable training-related expenses. 

 
4.7 Educational Leave. An employee may be required by the employee’s supervisor to attend 

training which will promote the employee’s general job knowledge. When an employee is 
required to attend such training, the employee will be given a paid leave of absence, and 
the Authority will pay for expenses in connection with attendance. Employees who choose 
to pursue a job-related course not required by the Authority may be reimbursed for their 
tuition under the Tuition Reimbursement Program” described in section 3.15 of this 
handbook. Optional coursework is not considered working time, and employees will not 
be paid for their time to attend such courses. 

 
4.8 Civil Leave. 
 
4.8.1 Definition. Civil leave is leave without loss of pay that may be granted for the following: 
 

1. Service on a jury; 
 
2. Attending court or another judicial or quasi-judicial body when subpoenaed or 

summoned except when the employee is a party to the suit or other proceeding; or 
 
3. For the purpose of: 
 



 

16 
 

a. Serving as a member of a local electoral board, a deputy general registrar, 
or an officer of election, provided the employee gives reasonable notice to 
the employee’s supervisor pursuant to section 24.1-119.1 of the Code of 
Virginia; or 

 
b. Voting, provided the employee’s work schedule precludes the employee 

from voting before or after the employee’s duty hours. 
 
4.8.2 Duty to Give Notice to Supervisor. The employee is required to give the employee’s 

supervisor notice of a request to take civil leave (i) for jury service or a court appearance 
as soon as the subpoena or summons is received and (ii) for service as a member of a local 
electoral board, a deputy general registrar, or an officer of election or for voting at a time 
reasonable under the circumstances.  

 
4.8.3 Presentation of Subpoena or Summons to Supervisor. If the employee requests civil 

leave for jury service or a court appearance, the employee shall present the actual subpoena 
or summons to the supervisor at the time the employee provides the supervisor notice 
pursuant to section 4.8.2 of this handbook. 

 
4.8.4 Conditions and Amount of Pay. 
 

A. No leave of any kind will be charged for an absence from the work site because the 
employee must appear at court or another judicial or quasi-judicial body when the 
appearance is required due to the employee’s employment with the Authority. Such 
an absence is considered work time. 

 
B. The employee will not be charged Flexible Leave for an absence for the purposes 

identified in section 4.8.1 of this handbook. 
 
C. Employees are eligible to receive either Authority pay for civil leave or the daily 

fee paid for jury service but may not accept both. The employee must provide the 
Administrative Coordinator with a copy of any check the employee receives as 
payment for jury service. The employee will keep payment received for jury 
service, and the Authority will deduct from the employee’s gross wages an amount 
equal to the jury service payment, excluding reimbursement for travel expense. 

 
D. Where the employee is subpoenaed or summoned as a witness, the employee will 

receive full pay for the time spent away from work if (i) the employee is scheduled 
to work at the time of the appearance and (ii) the employee actually appears as a 
witness. 

 
E. Civil leave may not exceed the actual time required. Any additional time off on the 

same day must be charged to Flexible Leave, if eligible, or leave without pay as 
allowed by law. 
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4.8.5 Duty to Remain at Work Site until Ordered to Report for Jury Service. If an employee 
is merely on the list of potential persons subject to selection for jury service, the employee 
shall not leave the work site unless in fact ordered by the court to be reviewed for selection 
or ordered to actual duty on the jury. 

 
4.8.6 Disciplinary Action for Noncompliance. Failure to comply with these procedures may 

result in disciplinary action. 
 
4.9 Holidays. 
 

A. The Authority observes the following listed days as holidays: 
 

1. New Year’s Day .................................January 1  
 
2. Martin Luther King, Jr. Day ...............3rd Monday in January 
 
3. Presidents’ Day ..................................3rd Monday in February 
 
4. Memorial Day ....................................Last Monday in May 
 
5. Juneteenth ..........................................June 19 
 
6. Independence Day ..............................July 4 
 
7. Labor Day ..........................................1st Monday in September 
 
8. Thanksgiving Day ..............................4th Thursday in November 
 
9. Day after Thanksgiving ......................Friday following 4th Thursday in 

November 
 
10. Christmas Eve ....................................December 24 
 
11. Christmas Day ....................................December 25 

 
B. Authority offices are closed on designated holidays. Regular employees who do not 

work on a holiday are eligible to take the holiday off from work and receive 
payment at the regular daily rate for time off. Holidays are considered an eight-hour 
period of work which falls on the specified holiday. 

 
C. Regular employees are eligible for three floating holidays per year, which must be 

scheduled and taken during each calendar year. The floating holidays must be 
scheduled in advance and approved by the employee’s supervisor. 
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D. Those nonexempt employees designated by their supervisor as having to work on 
an Authority holiday receive compensation for the amount of actual time worked at 
the overtime hourly rate and payment for the holiday. 

 
E. Those exempt employees designated by their supervisor as having to work on a 

holiday may take discretionary time in accordance with section 3.6.4 of this 
handbook, if eligible, for the amount of time worked on a holiday. 

 
F. When an employee is absent from work on approved Sick Leave and a holiday 

occurs, the employee will be paid for the holiday and such absence will not be 
charged against the employee’s Sick Leave. 

 
G. When an employee is absent from work on approved Flexible Leave and a holiday 

occurs, the employee will be paid for the holiday, and the employee’s Flexible 
Leave will not be charged. 

 
H. The Authority reserves the right to amend the holiday schedule at any time and 

increase or decrease the number of holidays observed.   
 
4.10 Funeral Leave. Funeral leave may be used to cover absences from work caused by the 

death of immediate family members, to make arrangements, and to attend funerals. 
Employees may charge up to three consecutive days, one of which must include the day of 
last rites, for the death of any one of the following members of the employee’s family: 

 
1. Immediate Family - Spouse, child, sibling or parent. 
 
2. Family Relatives - Grandson, granddaughter, grandfather, or grandmother. 
 
3. Step Relatives - Stepfather, stepmother, stepdaughter or stepson. 
 
4. Foster Relatives - Foster father, mother, sister, brother, son or daughter. 
 
5. Other Relatives - Half-sister, half-brother. 
 
6. In-Laws - Mother-in-law, father-in-law, brother-in-law, sister-in-law, son-in-law, 

daughter-in-law. 
 

Employees may charge up to one day to attend funerals of an aunt, uncle, or other blood 
relatives residing in the same household as the employee. Employees may request in 
writing to their supervisor to charge up to two consecutive hours to attend the funeral of 
any other relative or friend provided written authorization is approved by the employee’s 
supervisor. In unusual circumstances, the Chief Executive Officer may extend the duration 
of funeral leave limits. Abuse of funeral leave is considered grounds for discipline. 

 
4.11 Administrative Leave. The Chief Executive Officer, after consultation with the 

appropriate supervisor, may place an employee on paid or unpaid administrative leave. 
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Factors that may warrant such leave include a pending human resources investigation, 
severe weather conditions, or other conditions for which the Chief Executive Officer may 
need to exercise discretion. 

 
4.12 Frozen Sick Balance. 
 

A.  The Frozen Sick Balance may only be accessed after first using two consecutive 
days of Flexible Leave hours, per occurrence. Employees with a zero balance of 
Flexible Leave will be unpaid for two work days (or any portion thereof) before 
entering the Frozen Sick Balance. 

 
B.  If an employee is out due to a work-related injury and has been approved for 

workers’ compensation, that employee must still use two consecutive days of 
Flexible Leave before they can access the remaining five days of Frozen Sick 
Balance. 

 
C.  An employee that has used Frozen Sick Balance hours (for either themselves or 

eligible family members), and has a relapse within two weeks of their illness, may 
be paid hours from the Frozen Sick Balance again without being required to use 
another two days of Flexible Leave hours. 

 
D.  The rules governing the use of sick leave, as outlined in this section, will continue 

to apply whenever the employee wishes to use hours from the Frozen Sick Balance.  
When Frozen Sick Balance hours are exhausted, these guidelines will no longer 
apply. 

 
E.  Frozen Sick Balance hours may be used as follows: 
 

1. For the employee’s own illness; 
 
2. Ten days per fiscal year for the employee’s family member as defined in 

section 4.10 of this handbook; or 
 
3.  20 days per fiscal year for maternity/paternity absences pursuant to section 

4.2 of this handbook. 
 
F.  Payment for unused hours in the Frozen Sick Balance will be paid out to employees 

who terminate Authority employment at $10 per day for every eight hours 
remaining in their Frozen Sick Balance up to a maximum of $2,400. 

 
G.  Payment for unused hours in the Frozen Sick Balance will be paid out to employees 

who retire from Authority employment, at minimum age of 50 and at least five 
years of service, for every eight hours remaining in their Frozen Sick Balance, with 
no maximum payout, at the following rates: 
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Service Period First 90 Days After 1st 90 Days 
 

5<10 years  $35/Day  $35/Day 
11<15 years  $35/Day  $35/Day + 10% of regular pay 
16<20 years  $35/Day  $35/Day + 15% of regular pay 
21<25 years  $35/Day  $35/Day + 20% of regular pay 
26<30 years   $35/Day  $35/Day + 25% of regular pay 
31+ years  $35/Day  $35/Day + 30% of regular pay 
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CHAPTER 5 – EMPLOYMENT ADMINISTRATION 
 
5. Employment Administration. 
 
5.1 Personnel Files. 
 
5.1.1 Maintenance. The Authority maintains a personnel file for each Authority employee. 

Personnel records are maintained in accordance with the Library of Virgina’s Records 
Retention and Disposition Schedules for local government records. The employee’s 
personnel file is the official record of all employment with the Authority. Personnel files 
contain personal information, benefit records, performance evaluations, disciplinary 
actions, training records, and other pertinent information. 

 
5.1.2 Inspection. Personnel records are available for inspection only by the employee and the 

employee’s supervisor and other authorized persons. An employee may review that 
employee’s personnel records by contacting the Administrative Coordinator for an 
appointment. The Administrative Coordinator must be present during a review of any 
personnel records. 

 
5.1.3 Confidentiality. 
 

A. All personnel records are the property of the Authority. Records of the name, 
position, job classification, official salary, or rate of pay of, and records of the 
allowances or reimbursements for expenses paid to, any officer, official, or 
employee of the Authority are generally available to the public under the Virginia 
Freedom of Information Act, Va. Code §§ 2.2-3700—2.2-3715. However, 
personnel records are otherwise confidential and will not be disclosed outside of 
the Authority unless the employee authorizes the release of the employee’s 
personnel records in writing or unless otherwise required by law. Only employees 
who have a need to know, in the performance of their regular duties, will be 
authorized to view personnel records. 

 
B. The Authority also expects its employees to respect their fellow employees. 

Personal and personnel information about an employee may not be discussed with 
other fellow employees or outsiders unless the performance of regular duties 
requires such discussion. Any disclosure of such information to outside parties must 
have the prior approval of the Chief Executive Officer. 

 
5.1.4 Accuracy of Information. Employees should report any change of address, name, 

telephone number, number of dependents, or other personal information to the 
Administrative Coordinator so that personnel records and insurance benefits may be kept 
up-to-date. The Authority will not be responsible for delays or rejections of employee 
claims or benefits due to the failure of the employee to provide current and accurate contact 
information to the Administrative Coordinator. Additionally, failure to provide current and 
accurate contact information to the Administrative Coordinator after being requested to do 
so may be grounds for disciplinary action up to and including dismissal. 
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5.2 Performance Evaluations. 
 

A. Written performance evaluations are conducted, as a minimum, on an annual basis 
for regular employees. Performance evaluations for regular employees may also be 
conducted at other intervals identified by the supervisor. These evaluations are not 
intended to replace the day-to-day performance discussions between the employee 
and the employee’s supervisor. They should instead help the employee set goals, 
determine dimensions related to those goals, and establish job specific examples 
that meet those goals. They are intended to help the employee identify performance 
level, growth level, and development needs. 

 
B. Probationary employees are evaluated, at a minimum, during the third month of 

employment and prior to the completion of the six-month probationary period. All 
other employees are evaluated at a minimum annually on or about their annual 
performance review date. Upon achieving a satisfactory performance evaluation, at 
a minimum, the regular employee may be eligible for a merit increase, if funding 
has been authorized and provided such increase does not place the employee’s rate 
of pay above the maximum. 

 
C. The Authority expects all employees to render dependable and satisfactory work 

performance in order that quality services may be efficiently provided. The failure 
to perform satisfactorily at any time, as determined by the Authority, may lead to 
discipline, up to and including dismissal. Any non-probationary employee who 
receives a performance evaluation below the satisfactory level will not be granted 
a merit increase. The employee shall be reevaluated by the employee’s supervisor 
at the end of three months from the date of such unsatisfactory evaluation. Any 
employee who receives two or more performance evaluations, not necessarily 
consecutive, below the satisfactory level, within a three-year period, may be subject 
to dismissal. 

 
5.3 Promotions. A promotion is defined as the selection of an employee from a job class in 

one pay grade for a position in a higher pay grade. To be selected for a promotion, an 
employee must meet the requirements and qualifications specified in the job description 
and must be performing satisfactorily in the current job. It is the policy of the Authority to 
post job vacancies in accordance with the Authority’s application and hiring process if 
possible. The Authority reserves the right, however, to not post positions internally as it 
deems necessary. When an employee is promoted into a new position, that employee will 
serve up to a six-month transitional review period or a period of time determined by the 
needs of the employee’s work unit. During this time, the promoted employee must 
demonstrate suitability for the position and the ability to perform the essential job 
functions. The employee’s supervisor will make every effort through training and 
development to ensure successful transition to the new job. 
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5.4 Demotions. 
 

A. Demotion is a movement from one position to another position and job 
classification for which a lower maximum salary is prescribed. It is the policy of 
the Authority to treat all employees consistently upon demotion and to provide for 
a reduction in compensation when it is appropriate. 

 
B. The compensation of a demoted employee will be within the salary range 

established for the employee’s new position. If the demoted employee’s current 
salary is above the maximum rate established for that position, the salary will be 
reduced. The demoted employee’s salary may be set at any point within the 
established range for his or her new grade. The new salary will be based upon 
recommendation by the supervisor and approved by the Chief Executive Officer. A 
demotion may be based on performance. In this situation, the employee has 
displayed an inability to meet job requirements or to perform the assigned tasks of 
the position. If a position is available, the employee may be assigned to a position 
in a lower salary grade provided the employee can perform the tasks of the new 
position. A voluntary demotion may occur if any employee requests and is granted 
reassignment in a lower salary grade. All demotions must be approved by the 
employee’s supervisor and the Chief Executive Officer. 

 
5.5 Position Reclassification. 
 

A. The Authority reserves the right to make changes in the classification system and 
to adjust compensation of an employee if the duties have increased or decreased to 
the extent that a different classification is required. The Authority reserves the right 
to make changes in the job description or title without affecting the position 
classification.   

 
B. Supervisors may request a position reclassification at any time. However, such a 

request should be submitted and considered during budget preparation. The request 
must be approved by the Chief Executive Officer. 

 
C. A position reclassification may occur in an existing position because of changes in 

essential job functions and responsibilities. Often a reclassified position changes by 
no more than two classification grades or only within the same occupational group. 
Where a position reclassification results from gradual changes in essential job 
functions and responsibilities, the incumbent fills the reclassified position and the 
Authority’s application process does not apply. A position will not be reclassified if 
there are minor changes in the description or title. 

 
D. The employee whose position is reclassified upward may receive a five-percent 

increase above the present salary or the minimum salary of the new grade, 
whichever is greater. The salary for an employee whose position is reclassified 



 

24 
 

downward will remain the same. However, if the employee’s present salary is above 
the maximum salary of the new, lower grade, the employee will not be eligible to 
receive merit or performance-based salary increases. The employee will be eligible 
to receive any salary increases given to all Authority employees, provided such 
increases are not based on merit or performance. If changes in the pay range occur 
that place the employee’s salary below the maximum, the employee would be 
eligible for merit or performance-based increases until the salary reaches the new 
maximum for the lower grade. 

 
5.6 Position Establishment and Abolishment. The Authority reserves the right to establish 

or abolish positions in the Classification Plan according to the needs of the organization. If 
a position is established, the newly established position is posted and applications for 
employment are accepted according to the Authority’s application and hiring process. If a 
position is abolished, any incumbent in that position is treated according to the Authority’s 
layoff procedure. 

 
5.7 Other Classification Adjustments. 
 

A. The Authority reserves the right to make changes at any time in the classification 
system to adjust compensation of employees due to periodic marketplace 
conditions or wage and salary surveys. Adjustments may occur within identified 
groups or classes of positions or systemwide. 

 
B. The reassignment of a position or positions at any time in the Classification Plan as 

a result of periodic marketplace or salary surveys is wholly separate from the 
reclassification process. The Chief Executive Officer defines the method by which 
positions are reassigned and employee salaries are adjusted. 

 
5.8 Layoff and Recall. 
 
5.8.1 Generally. During certain times the Authority may find it necessary to reduce the number 

of employees or positions, or both. If layoffs become necessary, the Chief Executive 
Officer shall identify the positions and employees to be affected. Generally, all part-time 
and temporary employees in the positions to be reduced will be laid off before any 
reduction in regular employees in similar positions. All employees will be considered for 
layoff based only on legitimate business reasons, such as performance and seniority. All 
employees laid off will be placed on leave without pay. 

 
5.8.2 Recall. Employees in laid-off status may be given recall opportunities as determined by 

the Authority. If a position is reinstated or becomes available, those regular employees in 
layoff status may receive priority in selection for the position if the employee meets the job 
requirements of the position. Any employee offered a position in the same grade and job 
classification that elects not to accept the position will no longer be considered in layoff 
status. Any employee accepting a job in a position of a lower pay grade and job 
classification will continue at the same salary if that salary is within the salary range of the 
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position accepted. However, the employee will not lose recall opportunities whether or not 
the employee accepts the lower position. The recall period will not exceed 18 months. 

 
5.8.3 Benefits. Employees laid off under this section 5.8 will be placed on a “leave without pay 

layoff.” This leave may continue for up to 24 months unless the employee declines recall 
or resigns earlier. Certain employee benefits will continue during this time. Employees will 
have the option to be paid for accumulated Flexible Leave or to keep the balance as a credit 
during the time of leave without pay layoff. If an employee resigns or is terminated during 
this period, the employee will be paid the appropriate amount for the unused balance of 
Flexible Leave. The employee on leave without pay layoff will not accumulate Flexible 
Leave while on non-pay status. During the time of leave without pay layoff, the employee 
must pay the employee’s as well as the Authority’s contribution to the employee’s health 
or other insurance to continue coverage. If an employee is laid off for longer than a month, 
the employee must also pay the employee’s share of the Virginia Supplemental Retirement 
System life insurance. 

 
5.9 Termination of Service; Resignations. 
 
5.9.1 Termination of Service. 
 

A. An employee’s service with the Authority may be terminated due to death, 
dismissal, disability retirement, job abolishment, layoff, resignation, or retirement. 
Employees leaving Authority service must return any Authority property in their 
possession, including, but not limited to, manuals, identification cards, books, 
badges, keys, uniforms, and tools. The Authority may withhold any Leave balance 
payout or other payments due to an employee until the employee has returned all 
Authority property. 

 
B. The Administrative Coordinator will make provisions for the mailing of W-2 forms, 

make arrangements for benefit changes, and assist with the completion of other 
necessary paperwork. 

 
5.9.2 Resignations. 
 

A. A resignation is voluntary termination of employment at the request of the 
employee.  An employee desiring to resign should give a minimum of two weeks 
written notice to the employee’s supervisor with a copy to the Administrative 
Coordinator. This notice enables the supervisor to make arrangements for a 
replacement and provides for work continuity. The supervisor and the resigning 
employee, by mutual consent, may waive or modify the two weeks’ written notice. 
No written acceptance of a resignation shall be required as a condition precedent to 
effectiveness. 

 
B. In order for an employee to resign in good standing, the employee should tender 

notice of the employee’s resignation at least two weeks prior to the effective date 
of resignation unless waived by the employee’s appointing authority. A resignation 
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may be withdrawn only with the written consent of the Chief Executive Officer. A 
resignation terminates the right to pursue any matter through the grievance 
procedure. 

 
5.9.3 Post-Termination Conduct. Each employee of the Authority has certain legal and 

fiduciary responsibilities even after the termination of that employee’s employment, 
whether voluntary or involuntary. These include, without limitation, (i) the duty to return 
all Authority property, (ii) the duty to not disparage the Authority, and (iii) the duty to not 
disclose the Authority’s confidential information. An employee should contact the Chief 
Executive Officer for further guidance as to what these legal and fiduciary duties are. 

 
5.10 Continuous Service. If an employee’s employment terminates in good standing and the 

employee returns to Authority employment within 90 days after the date of termination, 
the employee will retain seniority and be given credit for previous service for the purposes 
of accruing Flexible Leave. Individuals wishing to return to their previous positions with 
the Authority must complete the application and hiring process. 

 
5.11 Anniversary Dates. A regular employee’s anniversary date is the date hired for regular 

employment and will be used for determining length of service. A regular employee is 
eligible for performance evaluation and consideration for a merit increase on or about the 
employee’s annual performance review date. The annual performance review date is the 
date the employee was placed in the current position. 

 
5.12 Travel Reimbursement. 
 

A. The Authority will reimburse reasonable work-related travel expenses when an 
employee is required to travel on Authority business. The employee’s supervisor 
and the Chief Executive Officer must approve all such travel in advance. The 
employee must submit all receipts for eligible travel expenditures to the employee’s 
supervisor as a prerequisite for reimbursement. Ineligible expenses include, but are 
not limited to, the purchase of alcoholic beverages, personal recreation-related 
expenses, and in-room hotel “pay-for-view” movies.  

 
B. Employees who use their personal vehicle for Authority business are also eligible 

to receive mileage reimbursement. Reimbursement is paid at the current per-mile 
amount from IRS Publ. 463 or any successor publication by the Internal Revenue 
Service. 

 
5.13 Immediate Family Members within a Work Unit. It is the policy of the Authority not to 

place immediate family members in a supervisor-subordinate relationship within the same 
work unit. Additionally, family members may not be hired (even if they would be in 
separate work units) where the employment of the family members may result in a potential 
for conflict of interest. This includes regular, part-time, and temporary employees, whether 
or not probationary. The immediate family includes the employee’s spouse and the 
children, brothers, sisters, parents, and grandparents of the employee and the employee’s 
spouse. 
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5.14 Employee Assistance Program. 
 
5.14.1 Policy. For any organization to function properly its employees should be free from major 

personal problems which can adversely affect job performance, cooperation and 
attendance. In fulfilling the Authority’s mission to support and develop its employees, the 
Authority has a commitment to providing an Employee Assistance Program from which 
its employees may obtain competent professional assistance in resolving their personal 
problems. Through contract, this program is provided for Authority employees by the 
Carilion Employee Assistance Program. 

 
5.14.2 Goals and Objectives. The goal of the Authority’s Employee Assistance Program is to 

retain employees by confidentially assisting employees struggling with personal problems. 
The objectives of Carilion Employee Assistance Program administering this program are 
as follows: 

 
1. To facilitate the early identification of personal problems which may affect job 

performance; 
 

2. To motivate troubled employees to seek and accept professional assistance; 
 
3. To assess the nature and scope of employee problems; 
 
4. To develop and recommend intervention plans for resolving assessed problems; 
 
5. To provide confidential and professional services for the resolution of personal 

problems and refer to selected community resources for the delivery of needed 
specialized or long-term services; and 

 
6. To follow-up on employee progress in delivered services and to attempt to assure 

satisfactory problem resolution. 
 
5.14.3 Eligible Participants. The Authority’s program as provided by Carilion Employee 

Assistance Program will provide confidential problem assessment, short-term counseling, 
and referral case management and follow-up services for all full-time employees, their 
spouses, and legal dependents. 

 
5.14.4 Scope of Service. Assistance services shall be provided in confidence on a short-term basis 

for such problems as marital and family discord, chemical dependency or abuse, financial 
difficulties, legal entanglements, psychological, emotional, or behavioral concerns. 

 
5.14.5 Confidentiality. All records and information pertaining to an employee’s or dependent’s 

involvement with Carilion Employee Assistance Program will be held in strict confidence 
and will not become part of the employee’s regular personnel file. Such information will 
only be disseminated as otherwise allowed or required by law. All client involvement with 
Carilion Employee Assistance Program shall be on a voluntary basis except for mandatory 
referrals described below. 
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5.14.6 Referral Procedures. Referral procedures to facilitate the early identification and 
resolution of personal problems include the following: 
 
A. Self-Referral: Any employee, employee’s spouse, or employee’s dependent, 

desiring assistance for a personal problem may call Carilion Employee Assistance 
Program and schedule an appointment to speak with an Employee Assistance 
Program counselor. 

 
B. Formal Referral:  

 
1. Any employee presenting a documented decline in work performance or a 

particular on-the-job incident which indicates the possible presence of a 
personal problem, may be referred to Carilion EAP by the employee’s 
immediate supervisor or Operations Manager. 

 
2. When the employee agrees to accept a Formal Referral, the supervisor or 

Operations Manager shall call Carilion Employee Assistance Program, shall 
consult with a counselor about the case, and may choose to schedule an 
appointment for the employee. The employee shall then be given, in writing, 
the appointment day, date, time, and place. An Employee Assistance 
Program Formal Referral Form, obtained from the Administrative 
Coordinator, will be completed by the Operations Manager, reviewed and 
signed by the employee, and forwarded to Carilion Employee Assistance 
Program prior to the time of the scheduled initial interview. 

 
3. At the discretion of the supervisor, the initial appointment with the 

Employee Assistance Program counselor may be scheduled during the 
employee’s assigned work hours. Subsequent appointments may be 
scheduled for times other than the employee’s assigned work hours. 

 
4. When a Formal Referral is made to the Employee Assistance Program in 

accordance with this prescribed procedure, the supervisor or Operations 
Manager shall be notified: 

 
a. That the employee did or did not keep the initial appointment as 

arranged; 
 

b. That the employee has accepted or rejected the program’s offer of 
assistance; or 

 
c. That the employee will or will not require time away from work for 

treatment of a personal problem. 
 
In the event that an employee requires time away from work; Carilion 
Employee Assistance Program shall notify the supervisor or Operations 
Manager, as applicable, of the requested date the leave of absence should 
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begin and the anticipated return to work date. In all cases, the Employee 
Assistance Program counselor will collaborate with the employee’s 
supervisor or Operations Manager in order to determine the appropriate 
procedure for scheduling time away from work. Requests for time away 
from work must comply with established policies and procedures. 

 
C. Mandatory Referrals. 

 
1. Carilion Employee Assistance Program will provide all substance abuse 

assessments resulting from positive drug or alcohol tests required by United 
States Department of Transportation regulations. All Employee Assistance 
Program policies and procedures referenced in this handbook apply when 
performing a substance abuse assessment required by United States 
Department of Transportation regulations. 

 
2. The Substance Abuse Professional, through Carilion Employee Assistance 

Program, will provide assessments in accordance with United States 
Department of Transportation regulations. United States Department of 
Transportation regulations require that the Substance Abuse Professional: 

 
a. Evaluate the employee and establish whether or not the employee 

requires assistance in resolving alcohol or drug problems; 
 

b. Advise the Authority as to whether the employee has properly 
complied with any recommended rehabilitation; and 

 
c. Recommend a course of unannounced follow-up tests to be 

conducted after the employee returns to duty. 
 

It remains the Authority’s responsibility to make final determination on 
whether to return employees to duty and to implement the course of 
recommended follow-up testing. 

 
3. Procedures: 

 
a. An employee who engages in conduct prohibited by the Authority’s 

Substance Abuse Policy, may receive a mandated referral to the 
Employee Action Program. The employee’s supervisor will give the 
employee a letter detailing the employee’s infraction, expectations 
of submitting to a substance abuse evaluation and following all 
recommendations made by the Substance Abuse Professional. The 
employee will sign a written consent to release information to the 
employee’s supervisor. 

 
b. The employee, if allowed to return to work, must begin 

implementing and complying with all treatment recommendations. 
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The Substance Abuse Professional will contact the employee’s 
supervisor indicating the expected return to work date (following a 
negative alcohol/drug screen) as well as the communication 
regarding assessment, compliance, and follow-up testing required 
by United States Department of Transportation regulations. 

 
c. The Substance Abuse Professional will provide the recommended 

testing schedule to Safety and Compliance Services, Inc., following 
the employee’s return to work and will follow up in person or by 
telephone on an as-needed basis to encourage continued recovery or 
compliance. 

 
5.14.7 Continued Obligation to Comply with Policies and Procedures. Involvement in 

Carilion Employee Assistance Program shall not result in any employee receiving special 
privileges or exemptions from standard policies and procedures. The Authority recognizes 
that resolving employee personal problems is vital to establishing and maintaining sound 
work relationships and believes that it is of importance that all employees perform their 
work responsibilities at acceptable levels and follow established policies and procedures at 
all times. The employee’s involvement in this program shall in no way interfere with the 
employee’s supervisor or Operations Manager’s right and obligation to take the appropriate 
corrective action consistent with established policies and procedures. 

 
5.14.8 Administrative Direction. The Authority’s Employee Assistance Program is coordinated 

with Carilion Employee Assistance Program by the Authority’s Administrative 
Coordinator. 
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CHAPTER 6 – EMPLOYEE RESPONSIBILITIES 
 
6. Employee Responsibilities. 
 
6.1 Safety. 
 
6.1.1 Policy. Safety on the job is crucial. It is the responsibility of all Authority employees to 

observe the safety rules established for their positions. Operations Managers and 
supervisors shall provide training of employees in the proper use of any required 
machinery, equipment, tools, and personal protective equipment and shall document such 
training. Employees shall participate in and complete training as to the proper use of any 
required machinery, equipment, or tools. Employees shall be trained and use the proper 
personal protective equipment required for their jobs. Employees who use an Authority 
vehicle shall follow all safety procedures and traffic laws and comply with section 6.2 of 
this handbook. 

 
6.1.2 Questions. Each employee shall promptly address any questions about these safety 

procedures or laws to the employee’s supervisor. Employees who fail to follow established 
safety rules or improperly use protective equipment will be subject to disciplinary action 
up to and including dismissal. 

 
6.1.3 Reporting Accidents and Defects. An employee who finds any apparent defect in 

Authority equipment must report it to the appropriate supervisor as soon as possible, 
preferably before beginning the shift. Any accident involving Authority equipment must 
be reported immediately to the appropriate supervisor regardless of the cause. Authority 
equipment should only be used for its intended purpose. No employee may modify or repair 
equipment without the prior permission of the employee’s supervisor. 

 
6.2 Vehicle Policy. 
 
6.2.1 Vehicle Safety. It is the policy of the Authority to maintain a safe and healthful work place 

and safe working equipment. All vehicle and equipment operations are to be conducted as 
safely and efficiently as possible. Safety on the job is of the utmost importance. Therefore, 
it is the responsibility of all Authority employees to observe the safety rules established for 
their position. 

 
6.2.2 Licensure and Insurance. Each employee who is required to drive an Authority vehicle 

or motor equipment, or who must drive personal or rental motor equipment or vehicles on 
Authority business, must be properly licensed and maintain a driving record acceptable to 
the Authority and its insurer. As a result, such an employee may be required to provide and 
authorize the Authority the ability to check the employee’s Virginia Division of Motor 
Vehicles driving record at any time. 

 
6.2.3 Use of Personal Vehicle for Authority Business. If an employee will be using personal 

or rental motor equipment or vehicles for Authority business, the employee must have at 
least the minimum insurance coverage on the vehicle required by Virginia law. 
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6.2.4 Incidents with Vehicles or Drivers. Each employee shall report all tickets, citations, or 

accidents involving Authority motor equipment or vehicles, or accidents, tickets or 
citations received in personal or rental motor equipment or vehicles while being used on 
Authority business, to the employee’s supervisor in writing within 24 hours of the incident, 
or as soon thereafter as possible if it is impossible to do so within 24 hours. Each employee 
shall report any restriction or change in the ability to drive (e.g., suspension of license) in 
writing to the employee’s supervisor within 24 hours of the imposition of the restriction or 
change, or as soon thereafter as possible if it is impossible to do so within 24 hours, if the 
employee’s job requires the employee to drive. In all instances, the Authority will 
determine if the employee provided proper and timely notice of these incidents. 

 
6.2.5 Restricted Drivers. Employees whose driving privileges are revoked, suspended, or 

otherwise changed shall not to drive Authority vehicles or personal or rental vehicles on 
Authority business without the prior written permission of the Chief Executive Officer. 
Employees whose driving privileges are changed as set forth above may be subject to 
discipline, including demotion or dismissal if the employee’s job requires the employee to 
drive. The Authority will not be responsible for any damage or injury caused by the 
employee to the employee or others if the employee was driving or performing services 
without the proper licensure. When an employee who is required to drive as part of their 
job functions has their license suspended or revoked, the Authority has no obligation on 
the Authority to place such employee in any other position or to otherwise accommodate 
such employee. 

 
6.2.6 Post-Accident Testing. After any on-the-job accident or injury, including vehicular 

accidents, an employee may be required to submit to a drug test or an alcohol test, or both. 
Employees are prohibited from taking any action which would jeopardize such testing. 

 
6.2.7 Vehicle Rules. The Authority will not be responsible for liability incurred due to the 

negligent or illegal actions of an employee driving Authority motor equipment or vehicles 
or personal or rental motor equipment or vehicles on Authority business. The following 
vehicle rules shall be observed by all employees operating Authority motor equipment or 
vehicles: 

 
A. Commercial driver’s licenses shall be required for all licensed vehicles larger than 

pick-up trucks which operate off Authority premises. 
 
B. Authority vehicles and personal or rental vehicles being operated for Authority 

business shall be operated within the legal speed at all times and with good 
judgment when road, weather, or traffic conditions warrant a reduction in speed 
below posted speed limits. Drivers and passengers shall use safety belts and 
harnesses, if available in the vehicle, whenever a vehicle is in motion.  

 
C. Drivers shall ensure that there is no obstruction before backing a vehicle. If 

necessary, a spotter should be used to give instructions regarding clearances and 
distances. If alone, the driver shall stop the vehicle, set brakes, turn on the flashers 
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and make a walk around of vehicles prior to backing if unable to visually clear the 
area. 

 
D. A daily motor vehicle check shall be performed on all vehicles and equipment. Any 

discovery that will affect safe driving or operating shall be reported immediately 
and corrective maintenance performed before operating vehicle or equipment. 

 
E. No passengers shall be permitted in or on vehicular or motor equipment unless they 

are in the process of performing required employment duties, on official business 
as agents or potential agents of the Authority, or otherwise authorized by the 
Authority. 

 
F. Any person who operates any Authority vehicle or motor equipment under the 

influence of alcohol or illegal drugs shall be subject to immediate dismissal. 
 
G. Employees shall not (i) use any external (i.e., not part of the motor equipment) 

electronic device (e.g., cellular telephones, headsets, pagers, or tablets) while 
operating Authority motor equipment, (ii) text while driving or operating an 
Authority vehicle or motor equipment, (iii) use any handheld personal 
communications device in violation of section 46.2-818.2 of the Code of Virginia. 

 
6.3 Severe Weather Policy. 
 

A. Employees are responsible for reporting to work on time. When weather conditions 
cause transportation or reporting to work problems, the employee must contact the 
employee’s supervisor. If the supervisor decides the employee is not required to 
report to work, the supervisor may let the employee take leave or leave without pay 
as appropriate. An employee who fails to make a reasonable effort to get 
authorization for an absence may be subject to disciplinary action. Failure to report 
to work when the Authority has determined it is not unsafe to do so may result in 
disciplinary action up to and including dismissal. Management will inform 
employees who may be required to remain at work or report to work when such 
weather conditions occur. 

 
B. In severe weather conditions, the Chief Executive Officer may close Authority 

offices or any or all Authority facilities. When this occurs, every attempt will be 
made to notify the affected employees through their supervisors, communication 
media, or the local media. 

 
6.4 No Smoking Policy. The Authority is concerned about the health and welfare of its 

employees and is responsible for providing a work environment that does not present a 
health or safety hazard to employees or citizens. Therefore, smoking is prohibited in 
Authority-owned buildings, facilities, and heavy equipment. Smoking shall be permitted 
only in designated areas. Employees who violate this no smoking policy are subject to 
discipline. 
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6.5 Information Technology Systems. 
 
6.5.1 Definition of “Information Technology Systems.” For purposes of this section 6.5, 

“information technology systems” includes network systems, hardware, software, and any 
related systems or devices as well as electronic media including, but not necessarily limited 
to, electronic mail (“E-mail”), Internet use, Intranet bulletin boards, electronic subscription 
services, electronic data or documents, voicemail, and any other forms of electronic 
communication or accounts associated with any of these systems. 

 
6.5.2 Ownership of Information Technology Systems. All information technology systems 

provided for the use of Authority employees are the property of the Authority or of Roanoke 
County. 

 
6.5.3 Information Technology Support. Roanoke County provides information technology 

maintenance and support for the Authority through a contract. This support includes access 
to Roanoke County network systems and other County-owned information technology 
systems. Accordingly, all Authority employees shall comply with all Roanoke County 
information technology policies and procedures applicable to the Authority’s use of 
information technology systems that Roanoke County may maintain for the Authority or 
own. 

 
6.5.4 Disclaimer of Liability for Use of Internet. The Authority is not responsible for material 

viewed or downloaded by users from the Internet. The Internet is a worldwide network of 
computers that contains millions of pages of information. Users are cautioned that these 
pages may include offensive, sexually explicit, and inappropriate material. In general, it is 
difficult to avoid at least some contact with this material while using the Internet. Even 
innocuous search requests may lead to sites with highly offensive content. In addition, 
having an E-mail address on the Internet may lead to receipt of unsolicited E-mail 
containing offensive content. Users accessing the Internet do so at their own risk. 

 
6.5.5 Duty of Care. Employees should endeavor to make each electronic communication 

truthful and accurate. You should use the same care in drafting E-mail and other electronic 
documents as you would for any other written communication. Please keep in mind that 
anything created or stored on the computer system may, and likely will, be reviewed by 
others. 

 
6.5.6 Duty Not to Waste Computer Resources. Employees shall not deliberately perform acts 

that waste computer resources or unfairly monopolize resources to the exclusion of others. 
These acts include, but are not limited to, sending mass mailings or chain letters, spending 
excessive amounts of time on the Internet, playing games, engaging in online chat groups, 
printing multiple copies of documents, or otherwise creating unnecessary network traffic. 
Because audio, video, and picture files require significant storage space, files of this sort 
may not be downloaded unless they are business-related. 

 
6.5.7 No Expectation of Privacy. The information technology systems provided to employees 

are to assist them in performance of their jobs. Employees have no expectation of privacy 
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in anything they create, store, send, or receive on Authority-provided information 
technology systems. All electronic communication systems and all communications and 
stored information transmitted, received, or contained in the Authority’s information 
systems are the property of the Authority, may be viewed or inspected by the Authority at 
any time, and  may only be used for job-related purposes. The Authority retains the right 
and maintains the obligation as the owner of information technology systems to access, 
review, and use such for Authority business and to gather information as deemed necessary 
to conduct investigations or to assist in legal investigations of individuals or incidents at 
any time and without prior notice. Use of Authority telephone, voicemail, computer, and 
other information technology systems constitutes acceptance of such monitoring. 

 
6.5.8 No Privacy in Communications. Employees should never consider electronic 

communications to be either private or secure. E-mail may be stored indefinitely on any 
number of computers, including that of the recipient. Copies of an employee’s messages 
may be forwarded to others either electronically or on paper. In addition, E-mail sent to 
nonexistent or incorrect user names may be delivered to persons that the sender never 
intended. 

 
6.5.9 Monitoring of Computer Usage. The Authority has the right, but not the duty, to monitor 

any and all aspects of its information technology systems, including, but not limited to, 
monitoring sites visited by employees on the Internet, monitoring chat groups and news 
groups, reviewing material downloaded or uploaded by users to the Internet, and reviewing 
E-Mail sent and received by users. 

 
6.5.10 Blocking of Inappropriate Content. The Authority may use software to identify 

inappropriate or sexually explicit Internet sites and may cause such sites to be blocked from 
access by Authority-provided networks. In the event an employee encounters inappropriate 
or sexually explicit material while browsing on the Internet, the employee immediately 
shall disconnect from the site, regardless of whether the site was subject to Authority 
blocking software. 

 
6.5.11 Prohibited Activities. Employees shall not sent material that is fraudulent, harassing, 

embarrassing, sexually explicit, profane, obscene, intimidating, defamatory, or otherwise 
unlawful or inappropriate by E-mail or other form of electronic communication (e.g., 
bulletin board systems, news groups, and chat groups), viewed, accessed or downloaded 
from the Internet, or displayed on or stored in Authority computers. Employees 
encountering or receiving this kind of material should immediately report the incident to 
their supervisors. 

 
6.5.12 Games and Entertainment Software. Employees shall not use the Authority’s Internet 

connection to download games or other entertainment software, including screen savers, 
or to play games over the Internet. 

 
6.5.13 Illegal Copying. Employees may not illegally copy material protected under copyright law 

or make that material available to others for copying. Each employee is responsible for 
complying with copyright law and applicable licenses that may apply to software, files, 
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graphics, documents, messages, and other material that the employee wishes to download 
or copy. The employee may not agree to a license or download any material for which a 
registration fee is charged without first obtaining the express written permission of the 
Chief Executive Officer. 

 
6.5.14 Virus Detection. Files obtained from sources outside the Authority, including disks 

brought from home; files downloaded from the Internet, news groups, bulletin boards, or 
other online services; files attached to E-mail; and files provided by customers or vendors, 
may contain dangerous computer viruses that may damage Authority-provided information 
technology systems. Employees should never download files from the Internet, accept E-
mail attachments from outsiders, or use disks not provided by the Authority without first 
scanning the material with Authority approved virus checking software. If an employee 
suspects that a virus has been introduced into the Authority’s network, the employee shall 
notify the Chief Executive Officer immediately. 

 
6.5.15 Use of Encryption Software. Employees may not install or use encryption software on 

any of the Authority’s computers without first obtaining written permission from their 
supervisors. Employees may not use passwords or encryption keys that are unknown to 
their supervisors. 

 
6.5.16 Export Restrictions. The federal government has imposed restrictions on export of 

programs or files containing encryption technology (such as E-mail programs that permit 
encryption of messages and electronic commerce software that encodes transactions). 
Employees shall not place on the Internet or transmit in any way outside the United States 
and software containing encryption technology without prior written authorization from 
the Chief Executive Officer. 

 
6.5.17 E-Mail General Guidelines. 
 

A. Think before sending a message. It is very important that employees use the same 
care and discretion in drafting E-mail as you would for any other written 
communication. Anything created or stored on the computer may, and likely will, 
be reviewed by others and kept indefinitely. Before sending a message, employees 
should ask themselves, “Would I want a judge or jury to see this message?” 

 
B. Avoid inappropriate material. Material that is fraudulent, harassing, embarrassing, 

sexually explicit, profane, obscene, intimidating, defamatory, or otherwise 
unlawful or inappropriate may not be sent by E-mail. If an employee encounters 
this kind of material, the employee shall report it to the employee’s supervisor. 

 
C. Do not forward or initiate chain E-mail. Chain E-Mail is a message sent to a number 

of people asking each recipient to send copies with the same message to a specified 
number of others. Do not forward E-mail to any person or entity without the express 
permission of the sender. 
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D. Do not send unsolicited E-mail (i.e., spamming). Employees may not send 
unsolicited E-mail to persons with whom they do not have a prior relationship 
without the express permission of their supervisors 

 
E. Do not alter metadata. Employees may not alter the “From:” line or other 

attribution-of-origin information in E-Mail, messages, or postings. Anonymous or 
pseudonymous electronic communications are forbidden. Employees shall identify 
themselves honestly and accurately when participating in chat groups, making 
postings to news groups, sending E-Mail, or otherwise communicating online. 

 
F. Use the Authority’s standard footer for E-mail. The following footer should be 

appended to all E-mail sent outside the Authority: 
 

This E-mail and any files transmitted with it are confidential and are 
intended solely for the use of the individual or entity to whom they 
are addressed. If you are not the intended recipient or the person 
responsible for delivering the E-mail to the intended recipient, be 
advised that you have received this E-mail in error and that any use, 
dissemination, forwarding, printing, or copying of this E-mail is 
strictly prohibited. If you have received this E-mail in error, please 
immediately notify the Roanoke Valley Resource Authority by 
telephone at 540.857.5050. You will be reimbursed for reasonable 
costs incurred in notifying us. 

 
G. Identify attorney-client communications. E-mail sent from or to any attorney 

representing the Authority should include this or a substantially equivalent warning 
in all capital letters at the beginning of the E-mail: “ATTORNEY-CLIENT 
COMMUNICATION - PRIVILEGED AND CONFIDENTIAL - DO NOT 
FORWARD.” It is the policy of the Authority that communications from the 
Authority’s attorneys may not be forwarded without the sender’s express 
permission. 

 
6.5.18 Blogging and Personal Websites. Personal websites and weblogs (i.e., blogs) have 

become prevalent methods of self-expression in our culture. The Authority respects the 
right of employees to use these mediums during their non-working time. Employees should 
not, however, identify themselves as an Authority employee on a website or weblog. 
Additionally, employees shall adhere to the following minimum guidelines when using 
personal websites and weblogs: 

 
A. Never disclose any confidential or proprietary information of the Authority. 
 
B. Respect other individuals and do not make derogatory statements about other 

Authority employees, vendors, and customers.  
 
C. Never permit blogging to interfere with the employee’s job. 
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D. Do not do anything which is detrimental to the best interests of the Authority in a 
web site or blog. 

 
6.5.19 Social Media. To address the fast-changing landscape of the Internet and the way residents 

communicate and obtain information online, the Authority may, in its sole discretion, 
consider using social media formats to communicate Authority information to the public 
and to further the goals of the Authority when and where it deems appropriate. The 
Authority has an overriding interest and expectation in deciding who is authorized to 
“speak” and what is “spoken” on behalf of the Authority on any social media site. This 
section 6.5.19 establishes guidelines for any authorized use of social media on behalf of 
the Authority. The Authority’s Chief Executive Officer shall approve what social media 
outlets may be suitable for use by and on behalf of the Authority.  All official presences on 
behalf of the Authority on social media sites or services are considered an extension of the 
Authority’s information networks and are governed by all policies contained in this 
handbook. The Authority’s Chief Executive Officer will review any recommendations from 
employees to use social media sites on behalf of the Authority, and no such use shall be 
permitted without the Chief Executive Officer’s prior written approval. Only employees 
authorized by the Chief Executive Officer shall use social media officially on behalf of the 
Authority. Such employees shall comply with applicable federal and state laws, 
regulations, and policies. This includes adherence to established laws and policies 
regarding copyright, the Virginia Public Records Act, the Virginia Freedom of Information 
Act, First Amendment, any applicable privacy laws, and information security policies 
established by the Authority. Employees acting officially on behalf of the Authority via 
social media outlets must conduct themselves at all times as representatives of the 
Authority. 

 
6.5.20 Questions and Violations. Employees should address any questions about this section 6.5 

or any policies referred to herein to the Administrative Coordinator. Violations of this 
section 6.5 or any policies referred to herein may result in disciplinary action up to and 
including dismissal. 

 
6.6 Conflicts of Interests. The State and Local Government Conflict of Interests Act, tit. 2.2, 

ch. 31 of the Code of Virginia, applies to all officers and employees of the Authority. This 
law sets out generally prohibited behavior, such as accepting bribes or kickbacks or using 
confidential information acquired as an Authority employee for one’s own economic 
benefit. This law also prohibits Authority employees and their families from having a 
financial interest in a contract with the Authority and Authority employees from 
participating on behalf of the Authority in transactions in which they or their families have 
a financial interest. The Virginia Public Procurement Act, tit. 2.2, ch. 43 of the Code of 
Virginia, sets out additional rules for Authority employees involved in public contracting 
on the Authority’s behalf. Violations of these laws may subject an Authority employee to 
civil or criminal penalties as well as disciplinary action by the Authority. Employees with 
questions or concerns related to conflict-of-interests laws should address them to the 
Administrative Coordinator, who may consult with the Authority’s General Counsel to 
assist in responding to the questions or concerns. 
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6.7 Gifts. In addition to the laws to which section 6.6 of this handbook refers, Authority 
employees shall not (i) accept gifts, gratuities, favors, or rewards for any services they 
perform in connection with Authority employment or (ii) solicit, offer, or accept money or 
anything of value in exchange for an appointment, promotion or special privileges with the 
Authority. This policy does not prevent an employee from accepting a gift with a value less 
than $20 under circumstances where the timing and nature of the gift would not cause a 
reasonable person to question the employee’s impartiality in the matter affecting the donor 
or raise an appearance of the use of the employee’s position with the Authority for private 
gain. 

 
6.8 Confidentiality of Authority Information. 
 

A. It is the responsibility of all Authority employees to safeguard sensitive 
information. Generally, any information about Authority gained by an employee, 
as a result of the employee’s employment with Authority and which is not known 
by the general public, is considered confidential and should be treated as 
confidential. 

 
B. During employment with the Authority, and after the termination of that 

employment, irrespective of whether the termination was voluntary or involuntary, 
employees should use, access, disclose, copy, or duplicate confidential information 
only as needed to perform their duties and in no manner which is detrimental to the 
best interests of the Authority. This forbids, among other things, the discussion or 
disclosure of confidential information with outsiders, including members of an 
employee’s family and an employee’s close friends. Employees are also prohibited 
from discussing confidential information with other employees unless the 
employees in question are specifically required to do so in the performance of their 
duties. 

 
C. Employees are also prohibited from storing, downloading or removing confidential 

information (either in written or electronic form) away from Authority premises or 
in personal systems such as personal computers or external storage drives or for 
any reason that is detrimental to the interests of Authority or in violation of this 
policy. It is also important not to leave confidential information in areas which 
would be visible or accessible to visitors or any other individual who has no need 
to know concerning the confidential information. Consequently, confidential 
information should be locked up and computers containing these systems locked or 
powered off when not in use. 

 
D. In order to protect confidential information, employees are prohibited from using 

any device at work which has the ability to photograph, record (audio or visual), 
transcribe, photocopy, or otherwise duplicate images, documents or things unless it 
is specifically necessary for the employee to use such a device for job-related 
functions. Such devices include, but are not limited to, cameras, camcorders, phone 
cameras, tape recorders, and PDAs. Except as specifically required by the 
employee’s job, employees are also prohibited from copying, photographing, 
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recording (audio or visual), downloading or otherwise duplicating confidential 
information or images unless the employee is specifically required to do so in the 
performance of the employee’s duties with the Authority. 

 
E. Employees may be required to have passwords, or may be provided passwords, for 

use with certain Authority information systems. Employees are prohibited from 
disclosing such passwords to outsiders or to other employees who have no business 
need to know about the password, or for any manner which is detrimental to the 
best interests of the Authority.   

 
F. If an employee is questioned by anyone (either outside Authority or other 

employees) about disclosing any information about the Authority, including 
confidential information, and the employee is concerned about the appropriateness 
of giving them the information, the employee is not required to answer. Instead, as 
politely as possible, the employee should refer the request to the Chief Executive 
Officer.    

 
G. If an employee believes that the employee is required by law or otherwise to reveal 

any confidential information of the Authority, such as by court order or subpoena, 
either during employment with the Authority or after the termination of that 
employment, the employee should, except as otherwise prohibited by law, promptly 
contact the Chief Executive Officer prior to any disclosure so that the Authority can 
take appropriate steps to safeguard the disclosure of the confidential information. 

 
H. Employees must return all Authority property in the employee’s possession, 

including confidential information, as well as copies of the same, at the time the 
employee leaves employment with the Authority or at any other time the Authority 
requests. 
 

I. The Authority may take appropriate civil or criminal action against anyone who 
misappropriates or misuses confidential information. The Authority may also notify 
proper law enforcement authorities where it believes that illegal or improper 
activities have occurred. 

 
6.9 Outside Employment. Although employees are allowed to have employment outside the 

Authority, Authority employees shall not engage in any employment, activity, or enterprise 
which has been determined to expose the Authority to legal liability for acts of negligence 
growing out of such outside employment, or to be inconsistent, incompatible, or in conflict 
with the duties, functions, or responsibilities of their Authority employment. In addition, 
in the event that such outside employment activity or enterprise interferes with the 
employee’s performance, attendance, promptness, ability to work overtime hours, the 
employee may be required to discontinue it. Outside employment is defined as that 
employment which is outside the normal job for which an individual is employed by the 
Authority; this includes self-employment. Employees are required to seek written approval 
of the Chief Executive Officer prior to engaging in any outside employment, activity or 
enterprise. A copy of such approval will be actively maintained in the employee’s personnel 
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file. The absence of this approval from the employee’s personnel file creates a presumption 
that the employee failed to obtain the written approval required in this section. 

 
6.10 Political Activity. The Authority and its employees serve all people equally, regardless of 

their political opinions or affiliations. A person’s political opinions or affiliations will not 
affect the amount or quality of service a person receives from the Authority in or under any 
circumstances. The Authority complies with section 15.2-1512.2 of the Code of Virginia, 
which protects the rights of Authority employees to participate in political activities while 
those Authority employees are off duty, out of uniform, and not on the premises of their 
employment with the Authority. Consequently, it is the Authority’s policy that an 
applicant’s or employee’s political affiliation, preference, opinions, or non-work activities 
will have no effect on the appointment, retention, or promotion of an applicant or 
employee. However, no Authority employee shall engage in political activities, including, 
but not limited to, campaigning, displaying or distributing campaign materials, soliciting 
campaign funds, circulating candidacy petitions, or any other activity meeting the 
definition of “political activities” in section 15.2-1512.2 of the Code of Virginia while on 
Authority time or Authority property. Violation of this policy may result in disciplinary 
action up to and including dismissal. 

 
6.11 General Conduct and Appearance. An employee, upon accepting employment, accepts 

an obligation to conduct himself or herself at all times as a representative of the Authority. 
The Authority’s reputation is determined to a large extent by the impressions made by each 
and every employee. Consequently, professional attire and image is required of all 
employees while working or representing the Authority with the public. All employees are 
also reminded of the following general rules: 

 
A. Hair, beards and mustaches must be kept trimmed.  
 
B. Some customers and co-workers are sensitive to strong odors; therefore, employees 

should use only mild perfumes, colognes, and hair or other body products. 
 
C. Body piercing, body art, and the nature and amount of jewelry may also be 

considered inappropriate depending on the particular circumstances. 
 
D. Those employees required to wear uniforms must do so. 

 
Employees should address questions about what is or is not appropriate under this policy 
to their supervisor. 

 
6.12 Comments to News Media and Others. To ensure that all Authority information is 

accurate and up to date, all requests for comment by the news media or other sources 
concerning Authority business are to be referred to the Chief Executive Officer for 
consideration and response if needed. 

 
6.13 Use of Authority Time, Care and Use of Equipment, Tools, and Property. 
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A. Authority employees are expected to report to work promptly and make every effort 
to use time wisely in the completion of assigned duties. Employees shall not use 
Authority time for personal reasons. 

 
B. Employees shall attempt in good faith to limit the number and duration of personal 

telephone calls to communication that is essential and necessary to accomplish the 
objective. No Authority employee shall use any Authority telephone for a long-
distance telephone call for personal purposes where the Authority is to be billed for 
charges incurred as a result of the telephone call. Use of Authority telephones for 
excessive numbers of personal calls or for longer periods of time than are necessary, 
or at times which impede operations, may result in disciplinary action. 

 
C. Fax machines, personal computers, copiers, and other Authority equipment should 

be used for Authority business. 
 
D. Employees are expected to demonstrate proper care when using all Authority 

equipment and property and such equipment and property should only be used for 
its intended purpose. Any loss or damage to company property must be reported at 
once to the employee’s supervisor.  

 
E. Except as needed by the employee to perform that employee’s job, no employee is 

permitted to remove any Authority property, tools or equipment from the 
Authority’s premises without prior approval of their supervisor. Authority property 
is for business use only and, therefore, not for personal use or for conducting 
business other than that of the employee’s assigned duties. 

 
F. Scavenging or removal of any discarded item, scrap metal, or any other materials 

or property from the Authority’s transfer station or landfill premises for personal 
use or gain is strictly prohibited. 

 
G. Violation of this policy may result in disciplinary action up to and including 

dismissal. 
 
6.14 Work Routine. 
 

A. Because the Authority relies heavily upon its employees, it is important that 
employees attend work as scheduled. Dependability, attendance, punctuality, and a 
commitment to do the job right are essential at all times.  As such, employees are 
expected at work on all scheduled workdays and during all scheduled work hours 
and to report to work on time. Moreover, an employee must notify the employee’s 
supervisor as far in advance as possible (or an amount of time established by the 
policy of the employee’s work unit) if the employee expects to be late or absent, to 
need to leave early, or to otherwise deviate from the employee’s work schedule. In 
all instances, the Authority will determine whether the employee provided notice 
as far in advance as possible. The failure to provide timely notice may result in 
appropriate discipline, up to and including dismissal.   
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B. The employee’s supervisor will provide the employee with a daily schedule. The 

supervisor or management may alter work hours during the workday, or may 
increase or decrease the normal work hours or work schedule as deemed necessary. 
Regular employees work a 40-hour week. Depending on the nature of their work, 
an employee may be allowed to alter the employee’s work hours or lunch schedule 
with approval from the employee’s supervisor. However, offices that serve the 
public must remain open and staffed during normal business hours. While there are 
no designated times for employee breaks, individuals may need a rest period or 
brief break during the day. Break periods may not exceed 15 minutes in the morning 
and 15 minutes in the afternoon. Break periods must not conflict with ongoing work 
in the office or work area or leave offices that serve the public uncovered. The 
employee must notify the appropriate supervisor before taking a break. Break 
periods shall not be used to arrive at work late, leave work early, or extend the lunch 
period. Employees on break may not disturb employees who are working, and 
employees, including supervisors, may not disturb employees who are on break. 

 
C. Depending on the nature of an employee’s position, the employee may be required 

to work overtime or holidays. If overtime or holiday work is required, the Authority 
will compensate the employee in accordance with this handbook. 

 
 
6.15 Solicitation of and Distribution to Employees. Authority employees are not permitted to 

sell items for personal gain to other employees or members of the general public during 
regular office or work hours. The Authority has a policy to provide each employee with a 
workplace free from solicitation or distribution and “pressure” to support a variety of 
causes so that the employee may be more productive at work. Accordingly, the following 
rules apply: 

 
A. Trespassing, soliciting, or distribution of literature by non-employees on Authority 

property is prohibited at all times. 
 
B. Employees may not solicit or distribute to other employees during their own work 

time, to other employees who are working, or in areas where customers are present.   
 
C. Employees may also not distribute literature in work areas or areas where customers 

are present. 
 
D. Distribution is defined as handing out non-work-related materials, leaflets, 

literature or printed materials of any kind. Solicitation is defined as approaching 
another employee for the purpose of influencing that employee to take a specific 
course of action concerning any cause not directly related to the employee’s regular 
work duties or conditions. 
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E. Work time is any time during an employee’s shift except for authorized breaks and 
lunches. Work areas include any area where work is performed except designated 
break rooms, restrooms or designated employee lounges. 

 
F. Bulletin boards, company mail, electronic mail and other communications channels 

on company premises are solely for business purposes, including information on 
employee policies, programs and benefits. 

 
6.16 Compliance with Law; Reporting Duty. It is the Authority’s goal to be in compliance 

with all appropriate federal, state, and local laws applicable to it. If you are aware of any 
action or conduct by another individual which may be in violation of applicable law or of 
any of the policies of the Authority, including those contained in this handbook, or any 
other conduct which is inappropriate or detrimental to the Authority, you have a 
responsibility to report such violation, conduct, or action to your supervisor or the Chief 
Executive Officer. Failure to do so may result in disciplinary action up to and including 
dismissal. 

 
6.17 Weapons. For purposes of this section, “weapon” means a firearm, stun weapon, knife or 

other bladed weapon, baton, nunchaku, shuriken, explosives, or any other implement of 
like kind. The Authority prohibits the possession or use of any weapon by any or visitor to 
Authority premises or by any employee during work time, while conducting Authority 
business, or on Authority premises. This prohibition does not apply to law enforcement or 
security personnel that the Authority authorizes or to weapons that remain secured in an 
employee’s or visitor’s locked personal vehicle parked in an authorized location on 
Authority premises throughout the employee’s or visitor’s presence on Authority premises. 
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CHAPTER 7 – SUBSTANCE ABUSE POLICY 
 
7. Substance Abuse Policy. 
 
7.1 Policies Applicable to All Employees. 
 
7.1.1 Purpose. It is the policy of the Authority to establish and maintain a work environment 

free from the adverse effects of alcohol and drugs, including marijuana and marijuana 
products, cannabis oil and cannabis products, and to ensure the fair and equitable 
application of policy requirements. The effects of alcohol and drugs in the workplace could 
undermine the productivity of the Authority’s workforce and create a serious threat to the 
welfare and safety of fellow employees and to the residents of the Authority’s member 
jurisdictions. 

 
7.1.2 Definitions. As used in this policy: 
 
A. “Alcohol” means the intoxicating agent in beverage alcohol, ethyl alcohol or other low 

molecular weight alcohols, including methyl or isopropyl alcohol. 
 
B. “Driver” means any person operates a commercial motor vehicle as defined in 49 C.F.R. 

Pt. 382. 
 
C. “Drugs” means any substance which, when used by a person, has the potential to produce 

the effects of a behavioral change which may adversely affect the person’s ability to safely 
and efficiently perform the person’s job, including, but not limited to, those substances 
defined as controlled substances by 21 C.F.R. Pt. 1308 and those substances for which 
section 7.2.1 of this policy requires the testing of employees. 

 
D. “Medical Review Officer” means a person who is a licensed physician and who is 

responsible for receiving and reviewing laboratory results generated by the Authority’s 
drug testing program and evaluating medical explanations for certain drug test results. 

 
E. “Safety-sensitive function” means all time from the time a driver begins to work or is 

required to be in readiness to work until the time the driver is relieved from work and all 
responsibility for performing work as defined in 49 C.F.R. Pt. 382. 

 
F. “Substance Abuse Professional” means a person who evaluates Authority employees who 

have violated this policy or a United States Department of Transportation drug and alcohol 
regulation, makes recommendations concerning education, treatment, follow-up testing, 
and aftercare. 

 
7.1.3 Cannabis Oil Medicinal Use. Section 40.1-27.4 of the Code of Virginia prohibits the 

Authority from discharging, disciplining, or discriminating against an employee for the 
employee’s lawful use of cannabis oil pursuant to a valid written certification issued by a 
practitioner for the treatment or to eliminate symptoms of the employee’s diagnosed 
condition or disease. The law does not (i) restrict the Authority’s ability to take any adverse 
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action for any impairment caused by the use of cannabis oil or to prohibit possession during 
the work hours or (ii) require the Authority to commit any act that would cause the 
Authority to be in violation of federal law. This law does not affect those employees and 
applicants who are subject to the United States Department of Transportation regulations. 
It remains unacceptable for employees and applicants subject to those regulations to use 
alcohol or drugs, including marijuana and cannabis oil. 

 
7.1.4 Searches. The Authority retains the right to search, without employee consent, all areas 

and property in which it maintains either joint control with the employee or full control, 
including Authority vehicles, property, and equipment. Supervisors shall not physically 
search employees under any circumstances. If containers or items with beverages 
containing alcohol or illegal drugs are found in Authority vehicles or equipment, a 
supervisor shall obtain the items and may contact security or police personnel to conduct 
further investigation or physical searches. 

 
7.1.5 Pre-Duty Alcohol Prohibition. Employees are prohibited from using alcohol within four 

hours prior to reporting for duty or, if an employee is called to duty to respond to an 
emergency, within the time period after the employee has been notified to report to duty. If 
a supervisor has actual knowledge that an employee has used alcohol within four hours 
prior to performing duties or within the time period after the employee has been notified to 
report for duty, the employee will not be permitted to perform or continue to perform any 
duties. 

 
7.1.6 Employee Responsibilities. All employees shall abide by the rules of conduct outlined in 

this policy. Failure to meet these responsibilities shall be the basis for imposing discipline. 
An employee shall: 

 
A. Not have their ability to perform job duties impaired by alcohol or any drugs, 

whether legal or illegal, while on duty or on call, while on Authority premises in an 
official capacity, while acting in any official capacity representing the Authority, or 
at any time while operating Authority  vehicles or equipment; 

 
B. Not be under the influence of alcohol or illegal drugs under any of the 

circumstances described in paragraph (A); 
 
C. Not use alcohol at all while on duty or report to work under the influence of alcohol. 
 
D. Not use, possess, sell, distribute, or manufacture illegal drugs at any time, or assist 

another in such acts, regardless of whether on duty or off duty; 
 
E. Submit to alcohol and drug substance detection testing when requested to do so by 

management pursuant to this policy; 
 
F. Provide to the Medical Review Officer a legally valid prescription or valid written 

certification issued by a practitioner for the treatment or to eliminate symptoms of 
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the employee’s diagnosed condition or disease issued by the practitioner when the 
employee’s test returns a positive result; 

 
G. Provide notification to management of any criminal drug-related conviction within 

48 hours of the conviction; and 
 
H. Provide notification to management of any suspension, revocation, or other loss of 

commercial driver’s license privileges within 24 hours of the event. 
 
7.1.7 Employee Assistance Program. The Authority’s Employee Assistance Program is 

available to all employees under this policy to provide appropriate education regarding the 
use of alcohol and illegal drugs. In addition, the Employee Assistance Program will 
coordinate training with the Authority to provide supervisors with the necessary training 
on performance indicators of possible drug and alcohol use for reasonable suspicion drug 
awareness and testing. The Employee Assistance Program is also available for employees 
to confidentially seek voluntarily assistance to obtain counseling, rehabilitation, and other 
assistance for drug and alcohol abuse problems. 

 
7.1.8 Disciplinary Action for Violations. Violations of this policy will result in disciplinary 

action up to and including dismissal. 
 
7.2 Testing Requirements. 
 
7.2.1 Purpose. The testing required by this policy will test for the following prohibited 

substances which could impair an employee’s ability to effectively and safely perform the 
employee’s required duties: 

 
A. Alcohol; 
 
B. Marijuana; 
 
C. Cocaine; 
 
D. Opioids; 
 
E. Phencyclidine (PCP); and 
 
F. Amphetamines. 

 
7.2.2 Applicability. All drivers are subject to random testing. All employees are subject to 

reasonable suspicion testing. All drivers and all employees operating certain Authority 
equipment are subject to post-accident testing. All employees are subject to return-to-duty 
testing after receiving a positive test. 
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7.2.3 Types of Testing. 
 
7.2.3.1 Pre-Employment Testing. The Authority requires each applicant who accepts an offer of 

employment with the Authority to undergo alcohol and drug testing. Any applicant who (i) 
refuses to provide written authorization for the release of information, (ii) refuses to take 
any alcohol or drug test, (iii) tests positive for alcohol or drugs, or (iv) engages in conduct 
that obstructs the testing procedure is ineligible for employment for a period of one year 
after such refusal, positive test, or conduct. 

 
7.2.3.2 Post-Accident Testing. A driver who receives a citation for a moving traffic violation 

arising from a United States Department of Transportation reportable accident defined in 
the Federal Motor Carrier Safety Regulations, 49 C.F.R. Pt. 390, as an occurrence involving 
a commercial motor vehicle operating on a public road which results in (i) a fatality, (ii) 
bodily injury to a person who, as a result of the injury, immediately receives medical 
treatment away from the scene of the accident, or (iii) one or more motor vehicles incurring 
disabling damage as a result of the accident, requiring the motor vehicle to be transported 
away from the scene by a tow truck or other motor vehicle, is required to be tested for 
alcohol and drugs. The driver is responsible for completing the drug test as soon as 
possible, but no later than 32 hours after the accident occurs, and the alcohol test no later 
than two hours after the accident occurs. The driver’s supervisor shall maintain on file 
written documentation indicating why any such test was not conducted within the required 
time frame. If the driver is disabled and cannot be tested for alcohol or drugs at the time of 
the accident, the driver’s supervisor shall document all conversations held with the law 
enforcement officer, the hospital staff, and the driver and obtain, to the maximum extent 
feasible, a medical release form signed by the driver consenting to the release of hospital 
records to the Authority as a means of determining if the accident was related to the driver’s 
use of alcohol or drugs. 

 
7.2.3.3 Random Testing. The Authority conducts random testing for all drivers pursuant to 49 

C.F.R. § 382.305. The testing for alcohol and drugs is unannounced, and the selection is 
made by the Authority’s testing contractor via computer through a non-biased means of 
choice. With random selection, it is possible that some drivers may never be selected while 
other drivers may be selected more than once. When a driver is notified that the driver has 
been selected for alcohol testing, drug testing, or both, the driver will not perform a safety-
sensitive function until the test is administered, and the driver shall proceed to the testing 
site immediately. If the driver refuses to complete an alcohol or drug test, the driver will 
not be allowed to perform safety-sensitive functions for the Authority and will be subject 
to disciplinary action in accordance with this policy. 

 
7.2.3.4 Reasonable Suspicion Testing. Each supervisor shall follow the provisions of this section 

when the supervisor has a reasonable suspicion that an employee is under the influence of 
alcohol or drugs. The supervisor’s determination that reasonable suspicion exists to require 
the employee to undergo an alcohol or drug test must be based on specific, 
contemporaneous, articulable observations concerning the appearance, behavior, speech or 
body odors of the employee. In the case of drugs, the supervisor’s observations may include 
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indications of the chronic and withdrawal effects of drugs. The supervisor shall refer to the 
Carilion EAP Reasonable Suspicion Form available at 
https://www.carilionclinic.org/sites/default/files/2017-08/Reasonable_Suspicion_Form_0.pdf 
for examples of observations that would support a determination that reasonable suspicion 
exists to require the employee to undergo an alcohol or drug test and use this form to 
document the supervisor’s observations. Two supervisors, at least one of whom has 
received at least 120 minutes of Employee Assistance Program training on the specific 
indicators and symptoms of alcohol and drug misuse or abuse, must make the 
determination as to whether grounds exist for reasonable suspicion testing. If both 
supervisors determine that reasonable suspicion exists, both supervisors shall document the 
observations constituting reasonable suspicion as required by this section and transport or 
arrange the transportation of the employee to the Authority’s testing site for the Authority’s 
testing contractor to conduct the necessary tests. The supervisors shall not allow the 
employee to drive or report to the testing site alone. 

 
7.2.3.5 Return-to-Duty Testing. If an employee receives a positive test result, the employee shall 

undergo alcohol or drug testing and assessment before returning to duty. If a United States 
Department of Transportation-certified Substance Abuse Professional determines that 
evaluation, rehabilitation, training, or treatment is required, the employe must complete 
that evaluation, rehabilitation, training, or treatment to be considered eligible to return to 
duty. The employee is responsible for all costs associated with the employee’s completion 
of the evaluation, rehabilitation, training, or treatment. If the employee fails to complete 
successfully the evaluation, rehabilitation, training, or treatment, the employee will be 
placed on leave without pay to proceed with the disciplinary process. The Authority may 
permit the employee to return to the performance of safety-sensitive functions, only after 
the employee takes a return-to-duty test. This test cannot occur until after the United States 
Department of Transportation-certified Substance Abuse Professional has determined that 
the employee has complied successfully with prescribed evaluation, rehabilitation, 
training, or treatment. The employee must have a negative drug test result or an alcohol 
test with an alcohol concentration of less than 0.02, or both, before resuming performance 
of safety-sensitive duties. 

 
7.3 Testing Procedures. 
 
7.3.1 Recordkeeping. The Authority will retain and destroy records of test results in accordance 

with the Library of Virginia’s Records Retention and Disposition Schedule No. GS-03. The 
Authority will make every effort to keep the results of alcohol and drug tests confidential. 
However, test results may be used in administrative hearings, arbitration, grievances, and 
as otherwise required by law or court order. Also, test results will be sent to federal agencies 
as required by federal regulations. If the employee is referred to a treatment facility, the 
test results will be made available to the employee’s counselor. 

 
7.3.2 Alcohol Test Results. Alcohol testing will determine whether an employee has a prohibited 

concentration of alcohol in a breath specimen. No employee shall report for or remain on 
duty while having an alcohol concentration of 0.02 or greater. 

 

https://www.carilionclinic.org/sites/default/files/2017-08/Reasonable_Suspicion_Form_0.pdf
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7.3.3 Legal Drugs. Each employee using legal drugs prescribed by a practitioner, as defined by 
section 4.1-1600 of the Code of Virginia, is responsible for (i) being aware of any effects 
such drugs may have on the performance of the employee’s duties, (ii) reporting the use of 
such drugs that may affect the performance of the employee’s duties to the employee’s 
supervisor, and (iii) obtaining their supervisor’s authorization to possess or use such drugs 
while working or on the Authority’s premises. An employee may continue to work even 
though taking a legal drug if the employee’s supervisor has determined, with appropriate 
medical consultations, that the employee does not pose a threat to the safety of the 
employee or others and that the employee’s job performance will not be affected 
significantly by the legal drug. 

 
7.3.4 Positive Test for Drugs. The Medical Review Officer must verify a confirmed positive 

test result for marijuana, cocaine, amphetamines, semi-synthetic opioids (i.e., 
hydrocodone, hydromorphone, oxycodone, and oxymorphone), or phencyclidine (PCP) 
unless the employee presents a legitimate medical explanation for the presence of the drug 
in the employee’s system. The employee has the burden of proof that a legitimate medical 
explanation exists, including a valid prescription or valid written certification issued by a 
practitioner, as defined by section 4.1-1600 of the Code of Virginia, for the treatment or to 
eliminate the symptoms of the employee’s diagnosed condition or disease. The employee 
must present information meeting this burden at the time of the verification interview. The 
Medical Review Officer may extend the time available to the employee for this purpose 
for up to five days before verifying the test result, if the Medical Review Officer determines 
that there is a reasonable basis to believe that the employee will be able to produce relevant 
evidence concerning a legitimate medical explanation within that time. If the Medical 
Review Officer determines that there is a legally valid prescription or valid written 
certification issued by a practitioner for the treatment or to eliminate the symptoms of the 
employee’s diagnosed condition or disease or that there is otherwise a legitimate medical 
explanation, the Medical Review Officer must verify the test result as negative. Otherwise, 
the Medical Review Officer must verify the test result as positive. 

 
7.3.5 Challenges of Test Results. For alcohol testing, the second test serves as the confirmation 

test to determine the alcohol concentration. Accordingly, no applicant or employee will 
have the ability to challenge alcohol test results. An applicant or employee may challenge 
a positive test for a drug by notifying the Administrative Coordinator in writing within 72 
hours of the employee’s receipt of the test results. The Authority’s contracted laboratory 
will retest the applicant or employee’s original sample at the applicant or employee’s cost. 
A negative retest result will not result automatically in the applicant being eligible for 
employment or the employee avoiding disciplinary action, but the Authority will consider 
the retest in light of all of the circumstances. 
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CHAPTER 8 – DISCIPLINARY PROCEDURES 
 
8. Disciplinary Procedures. 
 
8.1 Conduct. 
 
8.1.1 Generally. 
 

A. The Authority has established and encourages high professional, moral and ethical 
standards for its operation and employees. The Authority will not tolerate unethical, 
illegal actions, or actions in violation of established laws and standards. Authority 
employees are expected to apply themselves efficiently to the performance of their 
assigned job duties, to be timely as well as regular at attendance at work, to provide 
satisfactory work performance and to adhere to the standards established by the 
Authority. Failure to follow these standards will normally result in some type of 
corrective action by supervisors, including the possibility of immediate dismissal. 

 
B. The conduct standards listed in this chapter are intended to be illustrative.  It is not 

possible to list every conceivable infraction, and therefore those listed are not 
exclusive.  Other forms of misconduct or nonperformance will be treated 
consistently with these guidelines.  Although the Authority attempts to offer 
corrective counseling whenever possible, immediate dismissal may result from 
situations where, in the opinion of the Authority, corrective action is not 
appropriate. 

 
C. Any action or inaction which is in violation of any Authority policy or is harmful 

to co-workers, the Authority, or the Authority’s reputation may result in disciplinary 
action up to and including dismissal. 

 
8.1.2 Prohibited Practices. Prohibited practices include, but are not limited to, the following: 
 

1.  Violation of the Authority’s substance abuse policy.  
 
2. Violation of the Authority’s attendance policies. 
 
3. Failing to perform tasks required by the job. 
 
4. Unsatisfactory attendance. 
 
5. Willful or negligent damaging of equipment or property. 
 
6. Willful or negligent violation of safety rules or practices. 
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7. Physical violence. 
 
8. Failing to remain at one’s assigned work station. 
 
9. Violation of work rules. 
 
10. Gambling on Authority time or on Authority property. 
 
11. Use of abusive, threatening or profane language toward fellow employees or the 

public. 
 
12. Failure to report on-the-job accidents involving vehicles or equipment in which the 

driver or passengers are Authority employees. 
 
13. Making false statements in regard to application for employment. 
 
14. Cheating or aiding anyone to cheat on any examination for original appointment or 

promotion with the Authority. 
  

15. Receiving, paying or offering to pay money or render anything of value to any 
person with the intent of influencing that person to alter or have altered the results 
of an examination or some other selection process or to alter or have altered the 
results of any inspection or procurement or any other governmental process. 

 
16. Electioneering on Authority premises during working hours in such a manner as to 

hinder, delay, disrupt, or otherwise disturb normal work procedures in violation of 
section 6.10 of this handbook. 

 
17. Commission of any act constituting a crime under federal or state law or under city 

or county ordinance 
 

a. while on Authority property or while on Authority time, or 
 

b. of such a nature as to indicate unfitness or unsuitability to continue in the 
particular position of employment. 

 
18. Knowingly, intentionally, or negligently violating any provision of the Authority’s 

Employee Safety Manual or any other policy, procedure, regulation, or rule of the 
Authority. 

 
19. Refusal to report to work without justification when ordered to report by the 

Operations Manager or supervisor. 
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20. Scavenging of discarded items from the landfill or transfer station. 
 
21. Excessive use of telephones for personal use. 
 
 22. Wearing ear phones while operating Authority vehicles or equipment. 
 
 23. Any action by an Authority employee that is in violation of any Authority policies 

or procedures or is detrimental to the Authority.  
 

Engaging in any one or more of these prohibited practices may result in disciplinary action 
up to and including dismissal. 

 
8.1.3 Harassment Policy. 
 
8.1.3.1 Purpose. The Authority is dedicated to a work environment that is free of harassment, 

discrimination, and inappropriate conduct. The Authority does not and will not tolerate 
words, jokes, pictures, gestures, or comments to any employee or other person in the 
workplace related to an individual’s protected characteristic as defined in section 8.1.3.3. 

 
8.1.3.2 Applicability. This policy applies to all officers and employees of the Authority. 
  
 
8.1.3.3 Definitions. 
 

A. Harassment. “Harassment” may take many forms, including, but not limited to, the 
following: 

 
1. Verbal harassment, including, for example, epithets, derogatory comments, 

or slurs on the basis of a protected characteristic; sexual remarks or well-
intentioned compliments about a person’s clothing, body, or sexual 
activities; jokes targeting a person with a protected characteristic and jokes 
or comments of a sexual nature; 

 
2. Physical harassment, including, for example, assault, unwelcome touching, 

impeding or blocking body movement, or any physical interference with 
normal work or movement when directed at an individual on the basis of a 
protected characteristic; 

 
3. Visual harassment, including, for example, derogatory posters, notices, 

bulletins, cartoons, drawings, or other advertisements on the basis of a 
protected characteristic, including, but not limited to posters, magazines, 
videos, Internet sites, or other electronic media of a sexual nature; 
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4. Sexual harassment, including, for example, unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical conduct of a sexual 
nature which are implicitly or explicitly a term or condition of an 
employee’s employment, are used as a basis for employment decisions, or 
affect or interfere with an employee’s work performance. 

 
5. Hostile work environment, created by conduct, including the above-

referenced behaviors, which has the purpose of effect of creating an 
intimidating, hostile, or offensive work environment. 

 
B. Protected Characteristic. “Protected characteristic” means race, color, religion, 

ethnic or national origin, sex, pregnancy, childbirth or related medical conditions, 
age, marital status, sexual orientation, gender identity, disability, military status, or 
any other legally-protected characteristic. 

 
8.1.3.4 Statement of Policy and Regulation. The Authority strongly disapproves of and prohibits 

harassment, discrimination, and inappropriate conduct. The Authority does not and will not 
tolerate words, jokes, pictures, gestures or comments to any employee or other person in 
the workplace, e.g., vendors, passengers, or members of the public, related to an 
individual’s protected characteristic. Such conduct is a violation of the Authority’s rules of 
conduct and may result in disciplinary action up to and including dismissal. All employees 
shall avoid engaging in offensive, harassing, or inappropriate behavior at work and shall 
be responsible for assuring that the workplace is free from such actions at all times. 
Examples of prohibited conduct include, but are not limited to, lewd or sexually or racially 
suggestive comments, off-color language or jokes, slurs and other verbal, graphic, or 
physical conduct relating to an individual’s protected characteristic, including the use of 
terms such as “honey”, “babe”, “sugar”, or any display of explicit pictures, calendars, 
greeting cards, articles, books, magazines, photos or cartoons. Any employee who engages 
in any of the conduct prohibited herein may be subject to disciplinary action up to and 
including dismissal. Please note that what one person considers to be appropriate behavior 
may be offensive to others. The Authority will not tolerate any inappropriate conduct, as 
determined by the Authority, whether or not it rises to the level of harassment or 
discrimination under applicable law. 

 
8.1.3.5 Complaint Procedure. Any employee who has a complaint of harassment, discrimination, 

or inappropriate conduct at work, by anyone, including supervisors, co-workers, visitors, 
vendors, outside contractors, service or maintenance personnel, or employees of other 
businesses, should bring the matter to the attention of the employee’s supervisor, an 
Operations Manager, the Administrative Coordinator, or the Chief Executive Officer 
immediately so that the matter may be investigated and dealt with properly. Employees 
who wish to file a complaint may do so in writing which can be submitted or dictated to 
their supervisor, an Operations Manager, the Administrative Coordinator, or the Chief 
Executive Officer, and signed by the employee. A complaint form is attached to this policy. 
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8.1.3.6 Nature and Scope of Investigation. 
 

A. The person receiving the complaint shall present the complaint promptly to the 
Chief Executive Officer. The Chief Executive Officer shall assign an investigator 
to investigate the complaint and, where warranted, recommend appropriate 
disciplinary action. In the event the Chief Executive Officer is the subject of the 
complaint, the person receiving the complaint shall present the complaint to the 
Authority Board Chairman for investigation and action with the advice of the 
Authority’s General Counsel. 

 
B. The investigator shall handle all matters related to allegations of prohibited conduct 

in a thorough, expeditious, and professional manner so as to protect all employees. 
In determining whether alleged conduct constitutes harassment, discrimination, or 
inappropriate behavior, the totality of the circumstances, the nature of the conduct, 
and the context in which the alleged incidents occurred all will be investigated. The 
investigator’s findings and recommendations should be reduced to writing. To the 
extent permitted by law, except for disclosure the Authority deems necessary, the 
written contents and findings of investigations will be treated as confidential. 

 
8.1.3.7 Confidentiality. 
 

A. Except as necessary to carry out his or her duties and subject to applicable law and 
the exceptions contained in this policy, including any disciplinary or grievance 
procedure, the investigator shall not communicate the fact that an investigation is 
pending nor the contents or findings of such investigation except to the Chief 
Executive Officer and legal counsel for the Authority. 

 
B. Except as necessary to carry out his or her duties and subject to applicable law and 

the exceptions contained in this policy, including any disciplinary or grievance 
procedure, persons receiving a complaint of harassment or findings of the 
investigator shall not communicate the fact or information to any person other than 
the investigator. 

 
C. Persons from whom information is being sought within the course and scope of 

investigation should only be informed that a complaint of harassment has been 
brought and that the information sought of such persons is a necessary part of the 
investigation. 

 
D. The written contents and findings of investigations shall be maintained by the 

investigator in a place of security and limited access. Such records may be made 
available to the Chief Executive Officer as part of any disciplinary action, to any 
court or federal agency having jurisdiction over such harassment complaints after 
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consultation with the Authority’s legal counsel, or to others as required or allowed 
by law. 

 
8.1.3.8 Rights of Subjects of Complaint. 
 

A. Authority officers and employees against whom a complaint is made shall receive 
written confidential notice from the investigator within five regular business days 
of the investigator’s receipt of a complaint. 

 
B. Such notice shall inform such party of the right to be heard by the investigator and 

the right to produce witnesses and present evidence concerning the allegations. 
Attorneys or representatives of parties other than the Authority shall have no right 
to be present during the interviews or to otherwise participate in the internal 
investigation of complaints of prohibited conduct. 

 
C. The party against whom the complaint is made shall receive written, confidential 

notice within five regular business days after the conclusion of the investigation. 
Such notice will, among other things, contain a statement of the results of the 
investigation and disciplinary action taken, if any. 

 
8.1.3.9 Retaliation. The Authority will not take any adverse action against any employee who, 

based on a good faith belief, makes a complaint under this policy. 
 
8.1.3.10 Disciplinary Action. 
 

A. The Authority considers harassment, discrimination, and inappropriate conduct to 
be major offenses which may result in discipline up to and including dismissal for 
the offender if the offender is an employee. If the offender is a third party, the 
Authority may cease doing business with such individual or entity. 

 
B. Where the results of an investigation reveal that a written complaint of harassment 

is frivolous or made in bad faith, the employee having made such complaint will be 
subject to appropriate disciplinary action up to and including dismissal. 

 
C. An employee who reveals information in violation of section 8.1.3.7 will be subject 

to disciplinary action up to and including dismissal. 
 
D. An employee who engages in retaliation prohibited by section 8.1.3.9 will be 

subject to disciplinary action up to and including dismissal. 
 
8.1.4 Workplace Violence Policy. Workplace violence includes any action that may threaten the 

safety or security of an Authority employee, affect an Authority employee’s physical or 
psychological well-being, or damage Authority property or the property of an Authority 
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employee. No Authority employee shall make any oral or written threat against another 
person or engage in any act of workplace violence. If an Authority employee observes or 
experiences threatening behavior or workplace violence by any person on Authority 
premises, the Authority employee immediately shall report the incident to the Authority 
employee’s supervisor, an Operations Manager, or the Chief Executive Officer. 

 
8.1.5 Retaliation Policy. The Authority intends to foster an environment that allows Authority 

employees to report violations or conditions they reasonably perceive to be violations of 
laws or Authority policies without fear of retaliation. Any Authority employee who 
retaliates against another Authority employee for reporting known or suspected violations 
of law or Authority policies has violated this retaliation policy and is subject to disciplinary 
action up to and including dismissal. Authority employees who experience or witness 
retaliation should report such retaliation to their supervisor or the Administrative 
Coordinator immediately. 

 
8.2 Progressive Discipline. 
 
8.2.1 Generally. The Authority will address most violations of the policies set forth in this 

handbook through progressive discipline comprised of disciplinary steps that progress in 
degrees of severity. The Authority reserves the right to determine what discipline will be 
imposed and to combine or skip disciplinary steps depending on the facts of each situation 
and the nature of the violation. The Authority reserves the right to dismiss probationary 
employees without cause. 

 
8.2.2 Step 1 - Counseling and Oral Warning. Whenever the performance or conduct of an 

employee becomes unsatisfactory, the employee’s supervisor shall inform the employee 
promptly of the unsatisfactory performance or conduct, discuss with the employee the 
nature of the problem or the violation of Authority policies and procedures, and describe 
the expectations and steps the employee must take to improve the employee’s performance 
or conduct to resolve the problem. Within five business days after the oral counseling of 
an employee, the supervisor shall prepare written documentation of the counseling. The 
employee will be asked to sign this document to demonstrate the employee’s understanding 
of the issues and the corrective action to be taken. 

 
8.2.3 Step 2 - Written Warning. If the employee’s unsatisfactory performance or conduct does 

not improve, recurs, or results from an unsatisfactory performance evaluation, the 
disciplinary process will advance to the second step. The employee’s supervisor, and, if 
different, Operations Manager shall meet with the employee to review any additional 
incidents or information about the employee’s performance or conduct as well as any prior 
relevant corrective action plans. The supervisor and, if different, Operations Manager will 
outline the consequences for the employee of the employee’s continued failure to meet 
expectations. The employee’s supervisor shall provide the employee with a written warning 
in the form of a corrective action plan describing the employee’s immediate and sustained 
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corrective action within five business days of this second step meeting. The written warning 
will be delivered to the employee, placed in the employee’s personnel file, and sent to the 
Administrative Coordinator and the Chief Executive Officer. 

 
8.2.4 Step 3 - Final Written Warning and Penalty. If an employee fails to successfully 

complete a corrective action plan, or if the employee’s performance, conduct, or safety 
incidents are serious or harmful, the employee’s supervisor shall issue a final written 
warning to the employee and impose a penalty described in section 8.3. The Chief 
Executive Officer must approve each imposition of a penalty. 

 
8.2.5 Step 1 4 Dismissal. The last and most serious step in the progressive disciplinary process 

is a recommendation to dismiss the employee. Generally, the Authority will proceed 
through the preceding four steps in the progressive disciplinary process before dismissing 
an employee. However, the Authority reserves the right to combine steps, skip steps, or 
dismiss employees without prior notice or disciplinary action depending upon the 
circumstances of each situation and the nature of the offense. 

 
8.2.6 Conduct Not Subject to Progressive Discipline. Behavior that is illegal, constitutes 

workplace violence under section 8.1.4, or violates the Authority’s substance abuse policy 
is not subject to progressive discipline, may result in immediate dismissal, and may be 
reported to appropriate law enforcement officers. 

 
8.3 Penalties. 
 
8.3.1 Reprimand. A reprimand is a notice in writing from a supervisor to an employee warning 

the employee about unsatisfactory work performance or misconduct. Before receiving a 
written reprimand, the employee will be allowed to provide an explanation for the 
misconduct or poor job performance. If a written reprimand is still to be issued, the 
supervisor must then advise the employee that a written reprimand will be issued. The 
employee will be requested to and should sign the written reprimand as evidence of receipt. 
A copy of the written reprimand is given to the employee, and a copy is placed in the 
employee’s personnel file. 

 
8.3.2 Suspension. An employee may be suspended for such period of time as the employee’s 

supervisor, with the approval of the Chief Executive Officer, determines to be reasonable 
and appropriate under the circumstances. All suspensions are disciplinary actions. During 
a suspension, the employee will not accrue retirement credit or Flexible Leave, the 
employee will not receive pay for any holidays, and the employee may continue the 
employee’s health insurance coverage by payment of both the employee share and the 
Authority share of the premium. 

 
8.3.3 Reduction in Pay. The pay of an employee may be reduced within the employee’s assigned 

pay grade by a percentage determined by the Chief Executive Officer. A copy of the 
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documentation of the violation or violations that are the basis for the reduction in pay is 
given to the employee, and a copy is placed in the employee’s personnel file. 

 
8.3.4 Demotion. A demotion may be based on performance if the employee has displayed an 

inability to meet essential job functions. The employee may be assigned to a position in a 
lower pay grade, provided the employee can perform the essential job functions and a 
position is available. The compensation of a demoted employee will be within the salary 
range established for the employee’s new position. If the demoted employee’s current 
salary is above the maximum rate established for that new position, the salary will be 
reduced. The demoted employee’s salary may be set at any point within the established 
range for the employee’s new pay grade. The new salary will be based upon 
recommendation by the supervisor and approved by the Chief Executive Officer. A copy 
of the documentation of the violation or violations that are the basis for the demotion is 
given to the employee, and a copy is placed in the employee’s personnel file. 

 
8.3.5 Dismissal. The last and most serious step in the progressive disciplinary process is a 

recommendation to dismiss the employee. The Chief Executive Officer must approve any 
decision to dismiss an employee. The employee’s supervisor will notify the employee that 
a dismissal notice is being issued, and a copy of the dismissal notice will be given to the 
employee. Dismissals also may occur when the employee does not meet performance 
standards, conduct standards, or the conditions of employment for the employe’s position. 

 
8.4 Procedural Provisions. 
 
8.4.1 Investigations.  
 

A. The Authority may conduct investigations as part of its review of personnel matters. 
These investigations will follow the applicable laws and the Authority’s current 
policies and procedures. To the extent permitted by law, the Authority will treat any 
information and records pertaining to the investigation as confidential. 

 
B. During an investigation, the Chief Executive Officer may place the employee who 

is the subject of the investigation on paid or unpaid administrative leave as the Chief 
Executive Officer determines the circumstances warrant. If the employee is placed 
on unpaid administrative leave, the employee will not accrue retirement credit or 
Flexible Leave, the employee will not receive pay for any holidays, and the 
employee may continue the employee’s health insurance coverage by payment of 
both the employee share and the Authority share of the premium. If the 
investigation absolves the employee, the employee may be reinstated without loss 
of pay, benefits, or leave and retirement credit. 

 
8.4.2 Procedural Guarantees. 
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8.4.2.1 Employee’s Right to Notice. Prior to the imposition on an employee of any penalty 
pursuant to section 8.3 of this handbook, the employee’s supervisor shall give the employee 
oral or written notice of the offense. The employee shall have the right to offer an 
explanation or contest the decision, or both. 

 
8.4.2.2 Employee’s Right to Pursue Grievance Procedure. Non-probationary employees may 

use the grievance procedure for any matters relating to the application of this chapter of the 
handbook. Probationary employees may not use the grievance procedure except where 
discrimination on the basis of race, color, religion, age, sex, political affiliation, handicap 
or disability, veteran status, or national origin or any other status protected by applicable 
law is alleged. 

 
8.4.2.3 Employee’s Right to Rebuttal Statement. The employee may place a statement in the 

employee’s personnel file to explain a situation which led to the commencement of the 
progressive disciplinary process. This statement does not fulfill any requirement or other 
part of the grievance procedure and does not constitute notification to the Authority of a 
grievance. 
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CONFIDENTIAL 
 

ROANOKE VALLEY RESOURCE AUTHORITY 
 
                       HARASSMENT, DISCRIMINATION, AND INAPPROPRIATE CONDUCT 

          COMPLAINT FORM 
       

 
 
Date: 

 
Name:  
            (Please Print) 
 

Please describe as clearly as you can exactly what happened to you that leads you to believe 
that you have been the subject of prohibited conduct. Include dates, if you can, and the names of 
everyone who was involved in the activity or activities or saw or heard what happened. If there 
was more than one incident, please describe each incident separately. You may wish to use the 
back of this form or another piece of paper. 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
 

Signature:  
 
Received By: ________________________________     

 
Date:  ______________________________________ 
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NOTICE 

 
ROANOKE VALLEY RESOURCE AUTHORITY PROHIBITS HARASSMENT, 

DISCRIMINATION AND INAPPROPRIATE CONDUCT IN THE WORKPLACE 
 
The Roanoke Valley Resource Authority’s support of an Equal Employment Opportunity policy 
includes our commitment to prohibit harassment, discrimination, and inappropriate conduct 
because of race, color, religion, sex, age, national origin, disability or any other legally protected 
status. Our employees have the right to be free from, among other things, racial or ethnic slurs, 
unwelcome sexual advances of any other verbal or physical contact or other conduct that 
substantially interferes with an employee’s work performance or creates an intimidating, hostile, 
or offensive work environment, or conduct which violates the Authority’s policy and regulation 
prohibiting harassing behavior. 
 
Any employee who feels he or she has been the subject of prohibited conduct as set forth in the 
policy and regulation providing for a Harassment Free Workplace, should report such incidents to 
his or her Supervisor, the Operations Manager, or the Chief Executive Officer without fear of 
reprisal. A complaint may be filed with a representative of management who is not the victim’s 
supervisor. 
 
The Authority also prohibits sexual harassment. Unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when: 
(i) submission to the conduct is made either an explicit or implicit condition of employment; (ii) 
submission or rejection of the conduct is used as the basis for an employment decision affecting 
the harassed employee; or (iii) the harassment substantially interferes with an employee’s work 
performance or creates an intimidating, hostile, or offensive work environment. 
 
IF YOU OBSERVE OR ARE SUBJECT TO ANY INAPPROPRIATE CONDUCT, 
INCLUDING HARASSMENT, DISCRIMINATION, OR SEXUAL HARASSMENT BY 
ANYONE, REPORT IT! 
 
DO NOT ASSUME THAT THE AUTHORITY KNOWS OF SEXUAL OR OTHER 
HARASSING CONDUCT OR INAPPROPRIATE BEHAVIOR ALLEGEDLY 
AFFECTING YOU. NOTIFY A MANAGEMENT REPRESENTATIVE SO THAT THE 
AUTHORITY CAN RESPOND. THE AUTHORITY HAS THE RESPONSIBILITY OF 
INVESTIGATING AND RESOLVING SUCH COMPLAINTS. THE AUTHORITY WILL 
TREAT ALL COMPLAINTS AS CONFIDENTIALLY AS POSSIBLE. THE AUTHORITY 
CONSIDERS HARASSMENT, DISCRIMINATION, AND INAPPROPRIATE CONDUCT 
TO BE MAJOR OFFENSES WHICH CAN RESULT IN THE SUSPENSION OR 
DISCHARGE OF THE OFFENDER. 
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CHAPTER 9 – GRIEVANCE PROCEDURE 
 
9. Grievance Procedure. 
 
9.1 Policy. It is the policy of the Authority to encourage resolution of employee problems and 

complaints through open and free discussion of employee concerns with immediate 
supervisors and Authority management personnel. However, to the extent that such 
concerns cannot be resolved in such an informal manner, this grievance procedure attempts 
to afford an immediate and fair method for the resolution of disputes that may arise during 
the course of an employee’s employment with the Authority. 

 
9.2 Purpose. The purpose of the grievance procedure is to attempt to provide a fair, detailed 

process whereby eligible employees may voice complaints concerning certain issues 
related to their employment with the Authority. The objective is to improve employee-
management relations through a prompt and fair method of resolving problems.   

 
9.3 Definition of Grievance. A grievance shall be a complaint or dispute by an employee 

relating to his employment, including (i) disciplinary actions, including dismissals, 
disciplinary demotions, and suspensions, provided that dismissals shall be grievable 
whenever resulting from formal discipline or unsatisfactory job performance; (ii) the 
application of personnel policies, procedures, rules, and regulations, including the 
application of policies involving the contents of ordinances, statutes, or established 
personnel policies, procedures, rules, and regulations; (iii) discrimination on the basis of 
race, color, creed, religion, political affiliation, age, disability, national origin, sex, marital 
status, pregnancy, childbirth or related medical conditions, sexual orientation, gender 
identity, or military status; and (iv) acts of retaliation as the result of the use of or 
participation in the grievance procedure or because the employee has complied with any 
law of the United States or of the Commonwealth, has reported any violation of such law 
to a governmental authority, has sought any change in law before the Congress of the 
United States or the General Assembly, or has reported an incidence of fraud, abuse, or 
gross mismanagement. 

 
9.4 Management Responsibilities; Nongrievable Complaints. The Authority shall retain the 

exclusive right to manage its affairs and operations. Accordingly, the following complaints 
are nongrievable: (i) establishment and revision of wages or salaries, position 
classification, or general benefits; (ii) work activity accepted by the employee as a 
condition of employment or work activity that may reasonably be expected to be a part of 
the job content; (iii) the contents of ordinances, statutes, or established personnel policies, 
procedures, rules, and regulations; (iv) failure to promote except where the employee can 
show that established promotional policies or procedures were not followed or applied 
fairly; (v) the methods, means, and personnel by which work activities are to be carried on; 
(vi) except where such action affects an employee who has been reinstated within the 
previous six months as the result of the final determination of a grievance, termination, 
layoff, demotion, or suspension from duties because of lack of work, reduction in work 
force, or job abolition; (vii) the hiring, promotion, transfer, assignment, and retention of 
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employees within the Authority; and (viii) the relief of employees from duties of the 
Authority in emergencies. 

 
9.5 Coverage of Employees. Regular employees and part-time employees, as defined in 

section 2.5 of this handbook, are eligible to file grievances. However, the Chief Executive 
Officer, temporary employees as defined in section 2.5 of this handbook, and probationary 
employees as defined in section 2.7 of this handbook, are not eligible to filed grievances. 

 
9.6 Grievability. 
  

A. The Chief Executive Officer or the designee thereof shall make decisions regarding 
grievability and access to the grievance procedure at any time prior to the final step 
meeting upon the Chief Executive Officer’s own initiative or at the request of a 
Director of Operations, the Business Manager, or the grievant within ten calendar 
days of the request.  The Authority’s General Counsel may advise upon but shall 
not decide the issue of grievability. A copy of the decision shall be sent to the 
grievant and to the appropriate manager or director, and the Authority’s 
Administrative Coordinator. 

 
B. The grievant must state clearly within the written grievance facts sufficient to show 

that the complaint is grievable, that the person complaining is covered by this 
procedure, and that the grievance is timely. 

 
C. The deadlines and time limits specified herein shall be tolled until the issue of 

grievability has been finally determined or accepted. 
 
9.7 Right to Grievance Procedure. 
 

A. Any employee to whom this grievance procedure is applicable who believes he or 
she has a grievance and who desires to utilize this grievance procedure shall, within 
ten calendar days after the event giving rise to the grievance, or from the date the 
grievant should have reasonably gained knowledge of the event giving rise to the 
grievance, request a meeting with the grievant’s supervisor for the purpose of an 
informal discussion of the grievant’s complaint. 

 
B. In the event the basis of the grievance is the result of a direct disciplinary action 

taken by a Director of Operations, the Business Manager, or the Chief Executive 
Officer, or some other person who is not the grievant’s immediate supervisor, then 
the grievant’s immediate supervisor shall, within two business days after 
knowledge of such fact, inform the Administrative Coordinator, who will provide 
the grievant with the proper form for a written grievance to be completed and 
returned by the grievant within ten calendar days. The Administrative Coordinator 
shall refer the written grievance to the appropriate management employee who took 
the disciplinary action. 
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C. Failure by the grievant to request the meeting or file the required form with the 
Administrative Coordinator within the time specified in this section shall be a bar 
to this grievance procedure.  

 
9.8 Steps in the Procedure. 
 

A. Except as hereafter provided in this section 9.8, the grievance procedure shall 
consist of the processing of a grievant’s complaint by the grievant’s immediate 
supervisor through the submission of a verbal request as the first step and the two 
following management steps: 
 
1. Step 1: Submission of request to grievant’s supervisor; 
   
2. Step 2: Director of Operations or Business Manager; and 
 
3. Step 3: Chief Executive Officer—the final step. 

 
B. Employees under the immediate supervision of a Director of Operations or the 

Business Manager shall follow the first step in the grievance procedure by filing a 
written grievance and request for a meeting with such Director of Operations or the 
Business Manager. The remaining step in the grievance procedure consists of the 
meeting with the Chief Executive Officer. 

 
C. In the event the basis of the grievant’s complaint filed is the result of a direct 

disciplinary action taken by a Director of Operations or the Business Manager, who 
is not the grievant’s immediate supervisor, then the grievant shall follow the first 
step in the grievance procedure by filing a written grievance and request for a 
meeting with such Director of Operations or the Business Manager. If the grievant 
first requests an informal meeting with the grievant’s immediate supervisor, who 
did not take the disciplinary action, then the immediate supervisor and the 
Administrative Coordinator shall follow the procedure contained in subsection (B) 
of this section. The supervisor shall schedule a meeting within five business days 
of this referral and may request further information. The remaining step in the 
grievance procedure will proceed as described in subsection (A) of this section. 

 
D. In the event the grievant’s immediate supervisor is the Chief Executive Officer, if 

the grievant is dissatisfied with the results of the meeting with the Chief Executive 
Officer, the grievant may proceed to request a meeting with the Authority Board 
Chairman, which will be the final step in the grievance procedure. The decision of 
the Authority Board Chairman shall be final and binding. 

 
9.9 Step 1 - Meeting with Immediate Supervisor. 
 

A. Except as otherwise specified in section 9.8 of this handbook, the first step in the 
grievance procedure is an initial processing of a complaint by the grievant’s 
immediate supervisor by requesting a meeting with such supervisor, informal 
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discussion and written reply format. At Step 1, the grievant’s complaint is not 
required to be submitted in writing, and a formal hearing is not required. 

 
B. During the informal meeting the grievant and supervisor should endeavor to 

identify and discuss what act or acts are being challenged, the basis for the 
grievance, and the relief requested. The grievant must request this meeting within 
ten calendar days after the event giving rise to the grievance, or from the date the 
grievant should have reasonably gained knowledge of the event giving rise to the 
grievance. The grievant may ask the Administrative Coordinator for any assistance 
required in processing the grievance. 

 
C. Upon timely request by a grievant who believes that the grievant has a grievance 

and who desires to utilize this grievance procedure, the grievant’s immediate 
supervisor shall hold a meeting with such grievant within five business days from 
receipt of such request for an informal discussion of the grievant’s complaint. 
Within five business days from the date of such meeting, the immediate supervisor 
shall communicate in writing to the grievant the immediate supervisor’s response 
to the grievant’s complaint. In reviewing the grievant’s complaint, the immediate 
supervisor may conduct whatever investigation is necessary to reach a final 
decision and write a response to the complaint. A copy of the immediate 
supervisor’s written response to the grievant’s complaint shall be forwarded to the 
Administrative Coordinator. 

 
D. All employees and their immediate supervisors are encouraged to calmly and fairly 

discuss their differences at Step 1. 
 
E. The only persons who may be present at the supervisor step meeting are the grievant 

and the supervisor. 
 
F. If the grievant is not satisfied with the results of the Step 1 informal meeting with 

the immediate supervisor, and the grievant desires to continue to process the 
complaint through the grievance procedure, the immediate supervisor shall refer 
the grievant to the Administrative Coordinator for any assistance required in 
processing the grievance and for the required forms, which the grievant shall 
complete and submit to the Administrative Coordinator and the Administrative 
Coordinator shall distribute.  

 
9.10 Step 2 - Director of Operations or Business Manager. 
 

A. If the grievant’s immediate supervisor is not a Director of Operations or the 
Business Manager and the grievant is not satisfied with and does not accept the 
Step 1 response, or if the immediate supervisor fails to respond within the required 
time frame, and the grievant wishes to proceed to Step 2 of this grievance 
procedure, the grievant shall reduce the grievance to writing on the form provided 
for the purpose by the Administrative Coordinator, and the grievant shall file the 
required form with the Administrative Coordinator within five business days after 
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receipt of the immediate supervisor’s response or the deadline for the immediate 
supervisor’s response, whichever occurs first. 

 
B. If pursuant to section 9.8(B) of this handbook the first step for such grievant is Step 

2, then the grievant shall reduce the grievant’s grievance to writing on the form 
provided for that purpose by the Administrative Coordinator, and the grievant shall 
file the required form with the Administrative Coordinator within ten calendar days 
after the event giving rise to the grievance. 

 
C. On the form for the written grievance provided by the Administrative Coordinator, 

the grievant shall indicate the date on which the grievant requested the informal 
meeting with the immediate supervisor in the space provided for such purpose. The 
grievant shall also specify on the form the specific relief expected to be obtained 
through use of the Grievance Procedure. The grievant shall specify facts sufficient 
to show that the complaint is grievable, that the person complaining is covered by 
the procedure, and that the grievance is timely. 

 
D. The Administrative Coordinator shall forward a copy of the grievance to the 

Director of Operations or Business Manager. 
 
E. The Director of Operations or Business Manager shall meet with the grievant within 

five business days of receipt of the notice and render a written decision to the 
grievant within five business days following such meeting. 

 
F. The only persons who may be present at the Director of Operations or Business 

Manager step meeting are the grievant, the Director of Operations or Business 
Manager, a representative from management, and appropriate witnesses for each 
side. Witnesses shall be present only while actually providing testimony. 

 
G. The Director of Operations or the Business Manager shall forward a copy of the 

decision resulting from the meeting to the Administrative Coordinator. 
 
9.11 Step 3 - Chief Executive Officer. 
 

A.  If the grievant is not satisfied with the decision of the Director of Operations or the 
Business Manager, or if the Director of Operations or the Business Manager fails 
to respond within the required time frame, and the grievant wishes to proceed to 
Step 3 of this Procedure, then within five business days following receipt of the 
decision of the Director of Operations or the Business Manager, the grievant shall 
file a written request with the Administrative Coordinator on a form provided by 
the Administrative Coordinator. 

  
B.  If pursuant to section 9.8(D) of this handbook, the first step for the grievant is with 

the Chief Executive Officer, then such grievance shall be reduced to writing on the 
form provided for the purpose by the Administrative Coordinator, and the grievant 
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shall file the required form with the Administrative Coordinator within ten calendar 
days after the event giving rise to the grievance. 

 
C. The Administrative Coordinator shall forward a copy of the request to the Chief 

Executive Officer.  
  
D. The Chief Executive Officer shall meet with the grievant within five business days 

after receipt of the request and render a written decision within five business days 
following the meeting with the grievant. 

 
E. The only persons who may be present at the Chief Executive Officer step are the 

grievant, the Chief Executive Officer, a representative of management, appropriate 
witnesses for each side (who shall be present only while providing testimony), and, 
if the meeting with the Chief Executive Officer is the final step, then at the option 
of the grievant, a representative of grievant’s choice. If legal counsel represents the 
grievant, the Authority likewise shall have the option of being represented by 
counsel. Each party shall be responsible for its own attorney’s fee and costs. If the 
grievant states on the required form that the grievant is not represented by counsel 
and thereafter appears with counsel at the final step meeting, then the Authority 
shall have the right to delay the meeting until such time as counsel for Authority is 
available to be present for the meeting. The grievant and the Authority may 
exchange documents, exhibits, and lists of witnesses in advance of the meeting. 

 
F. The Chief Executive Officer shall forward a copy of the decision to the 

Administrative Coordinator. 
 
G. Except as specified in section 9.12 of this handbook, the decision of the Chief 

Executive Officer shall be final and binding.  
  
H. Any question of whether relief granted is consistent with written policies and 

procedures shall be determined by the Chief Executive Officer or the designee 
thereof unless the Chief Executive Officer has a direct personal involvement with 
the event or events giving rise to the grievance, in which case the decision shall be 
made by the Authority Board Chairman pursuant to section 9.12 of this handbook. 

 
9.12 Alternative Final Step - Authority Board Chairman. 
 

A.  If pursuant to section 9.8(D) of this handbook the first step for the grievant is with 
the Chief Executive Officer, and if the grievant is not satisfied with the decision of 
the Chief Executive Officer, then within five business days following receipt of the 
decision of the Chief Executive Officer, the grievant shall file a written request with 
the Administrative Coordinator on the form provided for a meeting with the 
Authority Board Chairman. 

 
B. The Administrative Coordinator shall forward a copy of the request to the Authority 

Board Chairman. 
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C. The Authority Board Chairman shall meet with the grievant within ten business 
days following receipt of such request and render a written decision within ten 
business days following the meeting with grievant. 

 
D. The only persons who may be present at the Authority Board Chairman final step 

meeting are the grievant, the Authority Board Chairman, a representative of 
management, appropriate witnesses for each side (who shall be present only while 
providing testimony), and, at the option of the grievant, a representative of 
grievant’s choice. If the grievant is represented by legal counsel, the Authority shall 
likewise have the option of being represented by counsel. Each party shall be 
responsible for its own attorney’s fees and costs. If grievant shall state on the 
required form that the grievant is not represented by counsel and thereafter appears 
with counsel at the final step meeting, then the Authority shall have the right to 
delay the meeting until such time as counsel for Authority is available to be present 
for the meeting.  The grievant and the Authority may exchange documents, exhibits, 
and lists of witnesses in advance of the meeting. 

 
E. The Authority Board Chairman shall be forward a copy of the decision to the 

Administrative Coordinator. 
 
F. The decision of the Authority Board Chairman shall be final and binding.  

 
9.13 Time Limits. 
 

A. Any time limit in the grievance procedure may be waived by mutual agreement at 
the step in question. 

 
B. If, at any step in the process a decision is not rendered within the required time 

limit, the grievant may proceed to the next step unless the time limit has been 
waived by mutual agreement of the Authority and the grievant. If at any step in the 
process, the grievant fails to file a timely written request for a meeting at the next 
step in the procedure, such failure shall constitute a bar to the grievant’s proceeding 
to the next step, and the grievance process shall terminate. 

 
C. Section 1-210 of the Code of Virginia shall govern all the computation of all time 

periods under this grievance procedure. 
 
D. Computation of time, whether in calendar days or business days, shall be without 

regard to the grievant’s personal work schedule or the grievant’s use of paid leave 
or leave without pay. 

 
E. The term “business day” as used in this chapter 9 means Monday through Friday, 

not including Authority holidays or any other day on which the Authority’s 
administrative offices are closed. 
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F. Deadlines may be tolled during the time that the person responsible for conducting 
the hearing or meeting for the appropriate step of the grievance procedure is on paid 
leave or on travel for the Authority. In such cases, the Authority will inform the 
grievant of the number of days that the deadline will be tolled. 

 
9.14 Compliance. 
 

A. After the initial filing of a written grievance, failure of either party to comply with 
all substantial procedural requirements of the grievance procedure without just 
cause shall result in a decision in favor of the other party on any grievable issue, 
provided the party not in compliance fails to correct the noncompliance within five 
business days of receipt of written notification by the other party of the compliance 
violation. Such written notification by the grievant shall be made to the chief 
administrative officer or the designee thereof. 

 
B. The chief administrative officer, or his designee, at his option, may require a clear 

written explanation of the basis for just cause extensions or exceptions. The chief 
administrative officer or the designee thereof shall determine compliance issues. 

 
9.15 Recordings and Transcripts. The use of recording devices or a court reporter is not 

permitted at any step in the grievance procedure.   
 
9.16 Judicial Review. Appeals of compliance determinations, appeals of decisions regarding 

grievability and access to the grievance procedure, and petitions for orders requiring 
implementation of the final hearing decision may be made to the Circuit Court of the City 
of Roanoke, Virginia only to the extent expressly authorized by, and only upon compliance 
with all deadlines and other requirements for such set forth in, section 15.2-1507 of the 
Code of Virginia. 

 



 

 
 

ROANOKE VALLEY RESOURCE AUTHORITY 
EMPLOYEE HANDBOOK  

ACKNOWLEDGEMENT FORM 
 
 
I acknowledge that I have received, reviewed, and understand the policies outlined 
in the Roanoke Valley Resource Authority Employee Handbook. I agree to observe 
and follow all policies, procedures, regulations, and rules of the Authority, including 
those as described in the handbook. I understand that (i) the Authority has the right 
to change the handbook without notice, (ii) future changes in policies, procedures, 
regulations, and rules will supersede or eliminate those found in this handbook, and 
(iii) the Authority will notify employees of such changes through normal 
communication channels. I understand that it is my responsibility to be familiar with 
the contents of this handbook, as well as all other policies, procedures, regulations, 
and rules of the Authority, and to ask questions on any matters I do not understand. 
 
Furthermore, I understand that I am an “at will” employee and that neither this 
handbook nor any other policy, procedure, regulation, or rule at the Authority can 
create a contract for employment for any specific duration.  
 
 
  
Employee Signature  
 
 
  
Date  
 
 
  
Employee Name (please print) 
 
 



BUSINESS ITEM# II.H 
 
 

RESOLUTION OF THE ROANOKE VALLEY RESOURCE AUTHORITY 
 

Adopted this 25th day of June 2025 
 

RA#2025-______ 
 
  
 A RESOLUTION authorizing the payment of one-time bonuses to each of the Authority’s 

employees, upon terms and conditions as follows. 

 

 BE IT RESOLVED by the Roanoke Valley Resource Authority that the payments of one-

time bonuses in the amount of 1.5% of current salary for all full-time staff and $250 each for all 

permanent part-time staff shall be provided in the July 18, 2025 payroll, as hereby authorized. 

      
  
             
  

AYES:   

NAYS:  

ABSENT:  

     
 
 
    ATTEST: _______________________ 

                      Lorie C. Bess 
            RVRA Board Secretary 
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ROANOKE VALLEY RESOURCE AUTHORITY 
TINKER CREEK TRANSFER STATION 

1020 HOLLINS ROAD, N.E. 
ROANOKE, VIRGINIA 24012 

 
MINUTES OF MAY 28, 2025 

 
The Roanoke Valley Resource Authority Board met on May 28, 2025 at the Tinker Creek 

Transfer Station, 1020 Hollins Road NE, Roanoke, Virginia. 
 
OPENING CEREMONIES 
 
Call to Order: Vice-Chair Powell called the meeting to order at 12:05 p.m., followed by 

roll call for attendance. 
 
Members Present:  Steve Bandy, Roanoke County 

Doug Blount, Roanoke County 
Laurie Gearheart, Roanoke County 
Pete Peters, Town of Vinton 
Jeffrey Powell, City of Roanoke (Vice-Chair) 
Todd Simmons, Roanoke County 

 
Members Absent: Rob Light, City of Salem 
   Mike McEvoy, City of Roanoke  

Rebecca Owens, Roanoke County (Chair) 
 
Staff Present:  John Fitzgerald, Attorney 

Jon Lanford, Chief Executive Officer 
Brad Brewer, Finance Manager 
Jeremy Garrett, Director of Operations – Technology Services 
Jeff Harbin, Director of Operations - Field Services 
Lorie Bess, Board Secretary 

        
REQUESTS TO POSTPONE, ADD TO, OR CHANGE THE ORDER OF AGENDA ITEMS 
None 
 
BUSINESS – ACTION ITEMS 
A. Consider Resolution declaring certain equipment as surplus and authorizing the sale of 
 the equipment and depositing said funds into the Equipment Reserve Account.  This  
 agenda item was specific to Titan Trailers. 
 

The Roanoke Valley Resource Authority had identified the following equipment as being 
surplus and no longer necessary to the Authority’s operation, or the equipment was no 
longer operational:  

 
 Location Quantity  Description                Model                    S/N  
   
 RVRA sites     15 trailers       100 Series           48 V-groove         117 -131 
              20 trailers                    400 Series                48 V-groove     424 - 443 
              14 trailers                    700 Series                48 V-groove         781 – 795 
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 Note:  #793 was destroyed by train and replaced with #68, retaining for mulch. 
 

In compliance with the Virginia Public Procurement Act, it was appropriate for the 
Authority to formally declare this equipment to be surplus and no longer necessary to the 
Authority’s operation and to authorize the Chief Executive Officer to sell such equipment 
by sealed bidding or through public auction and/or other methods consistent with the 
Authority’s policies. The equipment was to be sold “AS IS” and “WHERE IS” with 
absolutely no warranty of any kind. Staff will provide the Board with updated reports as 
equipment is sold by an information item.  Staff recommended that any proceeds from 
the auctioning of the equipment listed above be transferred into the Equipment Reserve 
Account to allow staff to use towards the purchase of equipment identified and 
authorized in the FY26 Annual Budget.  Staff recommend that the Board adopt the 
attached resolution:  

 
RESOLUTION 

Adopted this 28th day of May 2025 
RA #2025–17 

 
RESOLUTION DECLARING CERTAIN AUTHORITY EQUIPMENT AS SURPLUS AND 
AUTHORIZING THE CHIEF EXECUTIVE OFFICER TO SELL SUCH EQUIPMENT BY 

COMPETITIVE SEALED BIDDING, UPON CERTAIN TERMS AND CONDITIONS 
 
           BE IT RESOLVED by the Roanoke Valley Resource Authority that the Authority hereby 
declares the following equipment to be surplus and no longer necessary to the Authority’s 
operation:  

1. (15) Series 100, Titan Walking Floor Trailers 
2. (20) Series 300, Titan Walking Floor Trailers 
3. (14) Series 700, Titan Walking Floor Trailers; and 

            BE IT FURTHER RESOLVED that the Chief Executive Officer is authorized to publicly 
sell such equipment by competitive sealed bidding, the equipment to be sold “AS IS” and 
“WHERE IS” with absolutely no warranty of any kind, the sale documentation to include such 
other terms and conditions as deemed to be in the Authority’s interest by the Chief Executive 
Office and General Counsel, all as more particularly set forth in the report of the Chief Executive 
Officer to this Authority dated May 28, 2025; and 
 
            BE IT FINALLY RESOLVED that the Board Treasurer. or their designee, is authorized 
to transfer or deposit any funds received from the sale of surplus equipment onto the Equipment 
Reserve Account (C847-9210). 

 
MOTION: That the Board adopt the resolution, as presented.  
MOTION:  Mr. Peters 
SECOND: Mr. Blount  
AYES: Unanimous  
ABSENT:  Mr. Light, Mr. McEvoy, Ms. Owens 
RESOLUTION: RA2025-17 

 
B. Consider Resolution declaring certain equipment as surplus and authorizing the sale of 

the equipment and depositing said funds into the Equipment Reserve Account.  This 
item was for various miscellaneous equipment.  The Roanoke Valley Resource Authority 
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identified the following equipment as being surplus and the equipment was no longer 
necessary to the Authority’s operation, or the equipment was no longer operational:  

 
Surplus Equipment: 
 

Location Quantity Description  Model S/N 

TC
TS

 1 Bobcat Skid steer S220 530712472 
1 Bobcat Skid steer 843 5026M15613 
1 Ottawa Yard Dog Unknown 68767 

ST
S 

1 GMC Dump Truck 
Single Axle C7500 1GDP7C1B99F4D9664 

1 Bad Boy Ride 
Behind Mower 

726cc Pro 
Series BBS5426KA03141004 

1 Ford F-350 Single 
Cab with Tool Body F-350 1FTRF3BT3BEB90347 

SG
LF

 

1 Bush Hog SQ-840-1 NONE 
1 Bush Hog MD NONE 

1 Miller Gasoline 
Welder Miller Welder Unknown 

1 Cat Trash 
Compactor 826H Unknown 

1 Komatsu D9 Dozer D-155 80272 

1 Gravely Zero Turn 
Mower Zero Turn 5179 

1 Lid Lift Crane 5-ton Crane Unknown 
 
In compliance with the Virginia Public Procurement Act, it was appropriate for the Authority to 
formally declare this equipment to be surplus and no longer necessary to the Authority’s 
operation and to authorize the Chief Executive Officer to sell such equipment by sealed bidding 
or through public auction and/or other methods consistent with the Authority’s policies. The 
equipment was to be sold “AS IS” and “WHERE IS” with absolutely no warranty of any kind. 
Staff will provide the Board update reports as equipment is sold by an information item.  Staff 
recommended that any proceeds from the auctioning of the equipment listed above be 
transferred into the Equipment Reserve Account to allow staff to use towards the purchase of 
equipment identified and authorized in the FY 2025-2026 Annual Budget. Staff recommended 
that the Board adopt the attached resolution:  
 

RESOLUTION 
Adopted this 28th day of May 2025 

RA #2025 – 18 
 
 A RESOLUTION declaring certain Authority equipment as surplus and authorizing the 
Chief Executive Officer to sell such equipment by competitive sealed bidding, upon certain 
terms and conditions. 
 

BE IT RESOLVED by the Roanoke Valley Resource Authority that the Authority hereby 
declares the following equipment to be surplus and no longer necessary to the Authority’s 
operation: 1. GMC C7500 Dump Truck Single Axle – Salem Transfer Station; 2. Bad Boy 726cc 
Pro Series Ride Behind Mower – Salem Transfer Station; 3. Ford F-350 Single Cab with Tool 
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Body – Salem Transfer Station; 4. Bush Hog SQ-840-1 – Smith Gap Landfill; 5. Bush Hog MD – 
Smith Gap Landfill; 6. Miller Gasoline Welder – Smith Gap Landfill; 7. Cat 826H Trash 
Compactor – Smith Gap Landfill; 8. Komatsu D-155 D9 Dozer – Smith Gap Landfill; 9. Gravely 
Zero Turn Mower – Smith Gap Landfill; 10. Lid Lift 5ton Crane – Smith Gap Landfill; 11. Bobcat 
S220 Skidsteer – Tinker Creek Transfer Station; 12. Bobcat 843 Skidsteer – Tinker Creek 
Transfer Station; 13. Ottawa Yarddog – Tinker Creek Transfer Station.   

              
            BE IT FURTHER RESOLVED that the Chief Executive Officer is authorized to publicly 
sell such equipment by competitive sealed bidding, the equipment to be sold “AS IS” and 
“WHERE IS” with absolutely no warranty of any kind, the sale documentation to include such 
other terms and conditions as deemed to be in the Authority’s interest by the Chief Executive 
Officer and General Counsel, all as more particularly set forth in the report of the Chief 
Executive Officer to this Authority dated May 28, 2025. 
 

BE IT FINALLY RESOLVED that the Board Treasurer, or their designee, is authorized 
to transfer or deposit any funds received from the sale of surplus equipment into the Equipment 
Reserve Account (C847-9210). 

 
MOTION: That the Board adopt the resolution, as presented.  
MOTION:  Mr. Bandy 
SECOND: Mr. Blount  
AYES: Unanimous  
ABSENT: Mr. Light, Mr. McEvoy, Ms. Owens 
RESOLUTION: RA2025-18 
 

C. Consider Contract Extension #2 to the Ground and Surface Monitoring Contract and 
 various engineering services with TRC Engineers, Inc. 
 

On June 28, 2023, the RVRA Board authorized a contract with TRC Engineers, Inc. to 
provide ground and surface water management and various engineering services at 
Tinker Creek Transfer Station, Smith Gap Landfill, and Rutrough Road Landfill. The 
contract included provisions for annual extensions with pricing adjustments. 

 
This item proposed the second annual extension for Fiscal Year 2025-26 (FY25-26), 
covering groundwater, residential, and underdrain monitoring; assessment and 
corrective action monitoring; stormwater monitoring; Stormwater Pollution Prevention 
Plan (SWPPP) updates; PCB Pollutant Minimization Plan implementation; and new 
PFAS monitoring. The proposed FY25-26 budget is $280,500, a $72,000 (34.5%) 
increase from FY24-25’s $208,500. The breakdown of cost is as follows: 

 

Task Description FY 23-24 Costs 
FY 24-25 

Costs 
Groundwater Residential, and Underdrain 
Monitoring $58,500 $62,000 
Assessment and Corrective Action Monitoring $92,000 $129,000 
Stormwater Monitoring $26,500 $28,500 
Stormwater Pollution Prevention Plan Updates  $7,000 $7,000 
PCB Pollutant Minimization $24,500 $25,000 
PFAS Monitoring (New Legislation) $0 $29,000 
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Total $208,500 $280,500 
 

The cost increase is primarily driven by: (1) new mandatory PFAS monitoring ($29,000) 
at Smith Gap Landfill and Salem Transfer Station, required by DEQ legislation; and (2) a 
$37,000 increase in assessment and corrective action monitoring, due to the triennial 
Corrective Action Status Evaluation (CASE) Report for Rutrough Road Landfill, due 
August 2025. Additional increases include stormwater monitoring ($2,000), groundwater 
monitoring ($3,500), and PCB monitoring ($500), reflecting inflation, labor rate 
escalations, and minor scope expansions. SWPPP update costs remain unchanged. 
 
The FY25-26 budget for the TRC contract extension is $280,500, a $72,000 increase 
from FY24-25. Funding is available in the FY25-26 Annual Budget. The extension 
ensures compliance with Virginia Solid Waste Management Regulations, VPDES 
permits, and DEQ requirements for environmental monitoring and reporting. 

 
Staff recommended that the Board approve the contract amendment as follows:  

 
1) Authorize the Chief Executive Officer to execute the second annual extension of  

the contract with TRC Engineers, Inc. for ground and surface water management 
and various engineering services for FY25-26, as described above; and 

 
2)    Approve the FY25-26 budget of $280,500 for these services; and 

 
3)    Authorize the Chief Executive Officer to execute all necessary documentation for 

the contract extension, including terms deemed in RVRA’s interest by the Chief 
Executive Officer and General Counsel. 

 
MOTION: That the Board authorize Contract Extension #2 to the Ground and Surface 
Monitoring Contract and various engineering services with TRC Engineers, Inc., as 
presented.  
MOTION:  Ms. Gearheart 
SECOND: Mr. Bandy 
AYES: Unanimous  
ABSENT: Mr. Light, Mr. McEvoy, Ms. Owens 
RESOLUTION: RA2025-19 

 
D. Consider Resolution authorizing the award and execution of contracts for the supply of 

fuel and lubricants and authorizing negotiation of a propane service agreement pursuant 
to IFB# 92033. 
 
In support of ongoing fleet and equipment operations, RVRA staff issued IFB #92033 
seeking responsive bids for the supply and delivery of fuel, propane, and lubricants 
across the Authority’s three primary operating facilities: Tinker Creek Transfer Station, 
Salem Transfer Station, and the Smith Gap Regional Landfill.  Bids were publicly 
advertised through eVA and the RVRA Bid Portal, and responses were received from 
the following four vendors: 
• Webb’s Oil Company 
• Carter Machinery 
• PMI Lubricants 
• Safety-Kleen Systems 



Page 6 of 10 
 

Upon detailed review and tabulation, the following observations and rankings were made 
per service category: 
• Fuel: Only Webb’s Oil Company submitted a complete and responsive bid, including 

pricing for gasoline and diesel fuels, DEF, additives, telemetry support, and no-cost 
tank leasing with a defined annual volume threshold. Webb’s Oil Company was 
recommended for award of the fuel contract. 

• Lubricants: Carter Machinery submitted the most complete and responsive proposal, 
including full pricing, OEM-compliant product specifications, and bulk equipment 
support. They were recommended for the lubricants award. PMI and Safety-Kleen 
submitted partial lubricant bids but lacked critical specifications or completeness. 

• Propane: No vendor submitted a responsive bid for propane. Staff recommended no 
award at this time for propane service.  

 
A detailed evaluation matrix was prepared to rank each vendor’s responsiveness and 
compliance across the three categories. Separate awards are proposed for fuel and 
lubricants to the most qualified vendors in each area, avoiding duplicate awards per 
service in line with RVRA procurement practice. 

 
Fuel and lubricants are recurring operational expenses budgeted annually. Webb’s Oil’s 
Company fuel pricing aligns with projected FY25 volumes and market conditions and is 
anticipated to result in operational efficiencies and reduced equipment downtime. Carter 
Machinery’s lubricant pricing is consistent with prior procurement and includes added 
value through tank leasing and product standardization. No propane costs were 
anticipated under this action.  Staff recommended the Board adopt the following 
resolution authorizing the Chief Executive Officer to execute separate term contracts 
with: 

 
• Webb’s Oil Company for the supply of fuel and related services, and 
• Carter Machinery for the supply of lubricants and related support equipment, 

 
each in accordance with their bids submitted under IFB 92033 and subject to final terms 
approved by General Counsel. 

 
With regard to propane services, staff recommended that the Board authorize the Chief 
Executive Officer to negotiate directly with the Authority’s current propane provider to 
establish an agreement for the upcoming contract term. This recommendation was 
based on the fact that no responsive bids were received for the propane portion of IFB 
92033, and such direct negotiation is permissible under applicable procurement policy 
when a competitive solicitation yields no offers.  Any resulting agreement for propane 
services shall be executed under terms determined to be in the best interest of the 
Authority and in a form approved by General Counsel. 
 

RESOLUTION 
Adopted this 28th day of May 2025 

RA#2025-20 
 

A RESOLUTION AUTHORIZING THE AWARD AND EXECUTION OF CONTRACTS FOR 
THE SUPPLY OF FUEL AND LUBRICANTS AND AUTHORIZING NEGOTIATION OF A 

PROPANE SERVICE AGREEMENT PURSUANT TO IFB# 92033 
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WHEREAS, the Roanoke Valley Resource Authority (the “Authority”) issued Invitation 
for Bids (IFB) 92033 soliciting competitive sealed bids for the provision of fuel, propane, and 
lubricants to support its operational facilities; and 

 
WHEREAS, said solicitation was publicly advertised and distributed in accordance with 

the Authority’s procurement procedures and the Virginia Public Procurement Act; and 
 
WHEREAS, bids were received and evaluated, and it was determined that Webb’s Oil 

Company submitted the only responsive bid for fuel services and Carter Machinery submitted 
the most responsive and complete bid for lubricants; and 

 
WHEREAS, no responsive bids were received for propane services. 
 
NOW THEREFORE, BE IT RESOLVED by the Board of Directors of the Roanoke Valley 

Resource Authority as follows: 
1. Fuel Services Award: The Chief Executive Officer is hereby authorized to award and 

execute a term contract with Webb’s Oil Company for the supply and delivery of fuel 
and related products and services in accordance with the bid submitted under IFB 92033 
and subject to terms approved by General Counsel. 

2. Lubricants Services Award: The Chief Executive Officer is hereby authorized to award 
and execute a term contract with Carter Machinery for the supply of lubricants and 
related equipment in accordance with the bid submitted under IFB 92033 and subject to 
terms approved by General Counsel. 

3. Propane Services Authorization: In light of the absence of responsive bids for propane 
services, the Chief Executive Officer is hereby authorized to negotiate and execute a 
service agreement for propane supply with the Authority’s existing provider or another 
qualified vendor, provided that such agreement is determined to be in the best interest of 
the Authority and approved as to form by General Counsel. 

4. General Authority: The Chief Executive Officer is further authorized to execute any and 
all documents and take such other actions as may be necessary or desirable to carry out 
the intent of this Resolution. 
 
MOTION: That the Board approve the resolution authorizing the award and execution of 
contracts for the supply of fuel and lubricants and authorizing negotiation of a propane 
service agreement pursuant to IFB# 92033, as presented.  
MOTION:  Mr. Bandy 
SECOND: Mr. Peters 
AYES: Unanimous  
ABSENT: Mr. Light, Mr. McEvoy, Ms. Owens 
RESOLUTION: RA2025-20 
 

BUSINESS – INFORMATION ITEM 
None 
 
CONSENT AGENDA 

A. Minutes of March 26, 2025 Meeting 
B. Cancelled April 23, 2025 Meeting 
C. MXI – Contract amendment for Household Hazardous Waste 
D. New River Recycling - Contract Amendment #2 for Scrap Metal and 

Chlorofluorocarbon (cvc’s) Removal for the Tinker Creek Transfer Station, Salem 
Transfer Station and Smith Gap Landfill. 
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E. RC Lawncare - Contract Amendment #1 – Mowing and Tree Removal Services 
at Rutrough Road Landfill 

F. Smith + Gardner - Contract Extension #4 to Smith Gap and Rutrough Road 
Landfill Gas Management and Utilization Project Contract 

G. Thompson Trucking - Contract Extension to Waste Hauling and Trailer 
Maintenance (Amendment #3) 

H. Timberland Mulch, Inc. - Contract Amendment #2 – Mulch Service  
 
MOTION: That the Board approve all the consent agenda items, as presented.  
MOTION:  Mr. Blount 
SECOND: Mr. Bandy  
AYES: Unanimous  
ABSENT: Mr. Light, Mr. McEvoy, Ms. Owens 
RESOLUTION: RA2025-21 
 
REPORTS  
 
FINANCIAL REPORTS  
Mr. Brewer reviewed the following financial reports for month ending April 30, 2025   
1. Statement of Cash Balances 

 2. Statement of Operations 
 3. Reconciliation of Net Income to Cash Provided by Operations (Cash Basis) 
 4. Summary of Reserve Funds 

5. Summary of Cash Reserve Funds Transferred from Roanoke Valley Regional Solid 
Waste Management Board 

 6. Cumulative Statement of Operations 
 7. VRA2021A Bond Issuance 

 
WASTE TONNAGE REPORT 
Mr. Lanford reviewed the Waste Tonnage report.  The following monthly reports were also 
provided to the Board as information:   
• FY24-25 Monthly Trailer Report  
• Residential Waste Report 
• Woodwaste Report 
• Recycling Report 
• Household Hazardous Waste Report 
 
PROJECT STATUS REPORT 
None. 
 
PUBLIC QUESTIONS AND COMMENTS 
Mr. Lanford reported that he had spoken with Dean Smith, who lives at Williby and Hull Road, 
which is a 4-way stop.  Mr. Smith expressed concerned about heavy truck traffic and the 
neighbors not liking that there are trucks stopping there.  Mr. Smith requested that we make 
modifications, including reducing the speed limit from 25mph to 15mph and putting out yield 
signs.  Mr. Lanford discussed the concerns with Thompson Trucking and with all the neighbors.  
To improve the situation, new road signage will go up Friday this week.  Also, we had a piece of 
pipe placed to move water away from the road when there is heavy rainfall.  The water diversion 
meets all standard requirements, Mr. Lanford noted.   
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CHIEF EXECUTIVE OFFICER REPORT 
Mr. Lanford reported he met with Dennis Bagly at SPSA, who informed him that they are doing 
away with curbside recycling programs in each of their localities because they are running out of 
airspace.  He explained they will use AI Technology to sort through materials as they are 
processed on the floor, and as the computer recognizes the items, whether they be plastic, 
aluminum, or food, it will separate them.  He noted the technology gets more accurate with time 
and item recognition.  Mr. Bagly reported to Mr. Lanford that curbside recycling program costs 
are more than using the AI program.  Mr. Lanford stated if anyone was interested in a visit, we 
would get that scheduled.    
 
BOARD MEMBER COMMENTS 
Vice-Chair Powell thanked Mr. Lanford and Mr. Harbin for participating in the recent 
apprenticeship program and discussed how important the program is.   
 
CLOSED SESSION  
MOTION: That the Board go into Closed Session pursuant to the Code of Virginia, 1950, as 
amended, to discuss the following:   
 
• Section 2.2-3711(A)(3) - Discussion or consideration of the acquisition of real property for 

a public purpose, or of the disposition of publicly held real property, where discussion in 
an open meeting would adversely affect the bargaining position or negotiating strategy of 
the public body. 

 
MOTION:  Mr. Blount 
SECOND: Mr. Bandy 
AYES: Unanimous  
ABSENT: Mr. Light, Mr. McEvoy, Ms. Owens 
TIME: 12:35 p.m. 
RESOLUTION: RA2025-22 
 
CLOSED MEETING CERTIFICATION 
MOTION: That the Board return to Regular Session from Closed Session and adopted the  
following resolution by roll-call vote:  

 
BE IT RESOLVED, that to the best of the Board members’ knowledge only public 
business matters lawfully exempt from open meeting requirements and only such 
matters as were identified in the motion to go into Closed Session were heard, dis-
cussed or considered during the Closed Session. 
 

MOTION:  Mr. Bandy 
SECOND: Mr. Peters 
AYES: Unanimous  
ABSENT: Mr. Light, Mr. McEvoy, Ms. Owens 
TIME: 12:42 p.m. 
RESOLUTION: RA2025-23 
 
BOARD AUTHORIZATION FOR CHIEF EXECUTIVE OFFICER TO EXECUTE AGREEMENT 
Upon returning to Open Session, the Board desired to formally authorize the Chief Executive 
Officer to execute the Option Agreement as discussed in Closed Session. 
MOTION: That the Board authorize the Chief Executive Officer to execute the option 
agreement, as discussed in Closed Session. 
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MOTION:  Mr. Bandy 
SECOND: Mr. Blount 
AYES: Unanimous  
ABSENT: Mr. Light, Mr. McEvoy, Ms. Owens 
RESOLUTION: RA2025-24 
 
ADJOURNMENT  
Hearing no other questions or comments, Vice-Chair Powell adjourned the meeting at 12:49 
p.m. 
 
      Respectfully submitted, 
 
 
      _________________________ 

Lorie C. Bess                                
RVRA Board Secretary    

























DAILY TRAILER REPORT MAY 2025
TCTS STS

DAY DATE LOADED LOADED TO GAP TO NRV GRAND
OUT OUT TOTAL

Thu 5/1/2025 31 18 49 49
Fri 5/2/2025 19 23 42 42

Sat 5/3/2025 6 3 9 9
Sun 5/4/2025 0 0 0 0

Mon 5/5/2025 29 25 54 54
Tue 5/6/2025 28 25 53 53

Wed 5/7/2025 29 28 57 57
WEEKLY TOTAL 142 122 264 0 264

Thu 5/8/2025 31 22 53 53
Fri 5/9/2025 26 17 43 43

Sat 5/10/2025 6 2 8 8
Sun 5/11/2025 0 0 0 0

Mon 5/12/2025 26 21 47 47
Tue 5/13/2025 23 19 42 42

Wed 5/14/2025 29 37 66 66
WEEKLY TOTAL 141 118 259 0 259

Thu 5/15/2025 36 26 62 62
Fri 5/16/2025 22 21 43 43

Sat 5/17/2025 6 2 8 8
Sun 5/18/2025 0 0 0 0

Mon 5/19/2025 35 27 62 62
Tue 5/20/2025 34 30 64 64

Wed 5/21/2025 30 28 58 58
WEEKLY TOTAL 163 134 297 0 297

Thu 5/22/2025 35 21 56 56
Fri 5/23/2025 22 20 42 42

Sat 5/24/2025 5 4 9 9
Sun 5/25/2025 0 0 0 0

Mon 5/26/2025 Holiday 0
Tue 5/27/2025 18 33 51 51

Wed 5/28/2025 33 34 67 67
WEEKLY TOTAL 113 112 225 0 225

Thu 5/29/2025 32 27 59 59
Fri 5/30/2025 38 24 62 62

Sat 5/31/2025 6 3 9 9
0
0
0
0

WEEKLY TOTAL 76 54 130 0 130

MONTHLY TOTAL 635 540 1175 0 1175
13362 10493

PERCENT TONS
SHIPPED TO NRV 0.00% 0.0
SHIPPED TO GAP 100.00% 23,778.48

# OF TRAILERS LOADED 1175

AVG TONS PER TRAILER 21.04 TCTS
AVG TONS PER TRAILER 19.43 STS

AVG TONS PER TRAILER 20.24 TCTS/STS

TOTAL TONS LOADED (Est. Tons)
23,778



MONTH LOADED AVG. LOADED AVG. TO GAP TO NRV GRAND
OUT PER LOAD OUT PER LOAD TOTAL

JANUARY 494 20.01 427 19.07 928 0 928
FEBRUARY 488 20.56 424 19.42 913 0 913
MARCH 580 19.07 498 18.08 1078 0 1078
APRIL 636 0.00 521 0.00 1153 0 1153
MAY 635 21.04 540 19.43 1175 0 1175
JUNE 327 0.00 267 0.00 552 0 594
JULY 0 #DIV/0! 0 #DIV/0! 0 0 0
AUGUST 0 #DIV/0! 0 #DIV/0! 0 0 0
SEPTEMBER 0 #DIV/0! 0 #DIV/0! 0 0 0
OCTOBER 0 #DIV/0! 0 #DIV/0! 0 0 0
NOVEMBER 0 #DIV/0! 0 #DIV/0! 0 0 0
DECEMBER 0 #DIV/0! 0 #DIV/0! 0 0 0

MONTHLY TOTAL 3160 #DIV/0! 2677 #DIV/0! 5799 0 5841

STSTCTS
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