
WVEMS BOARD OF DIRECTORS 

Thursday, December 13, 2018 
Salem Civic Center 

Parlor C 
Directions 

1001 Roanoke Boulevard 
Salem VA 24153 

Executive Committee - 1:30 PM 
Full Board - 2:00 PM 

AGENDA 

1. Call to Order 
2. Introduction of Guests 
3. Secretary's Report 

 
i. Minutes - Sept. 20, 2018 meeting   pdf 18 09 Minutes complete (2.02 MB)  pdf 

(1.91 MB) 
4. Treasurer's Report 

i. FY 2019 YTD Treasurer's Report    pdf Treasurer's Report 11 30 18 (18 KB) 
ii. FY 2018 Financial Statements (John Hash, Brown Edwards & Co.)    pdf 06 18 RPT 

WVEMS Draft (1.36 MB) 
5. Reports and Action Items 

i. Executive Committee  
a. Employee Handbook    pdf Final Draft Employee Handbook WVEMS 10 29 

2018 Watermark (1.10 MB) 
b. Bylaw amendments    pdf Proposed Bylaw Changes description (81 

KB)      pdf BYLAWS Draft amendments Dec 2018 DRAFT (196 KB) 
c. COOP review 

ii. Medical Direction 
a. Protocol Revisions - Progress Report (Charles Lane, MD/Eric Stanley, 

DO/Cathy Cockrell) 
iii. Performance Improvement Committee (meets same day as Board)  (Cathy Cockrell) 
iv. Near Southwest Preparedness Alliance (NSPA) -  (David Linkous) 
v. EMS Operations 

a. MCI Planning - Participation (Mike Garnett) 
vi. Education Workgroup 

a. Funding Contract for CE and Auxiliary Courses - FY 19 (Cathy Cockrell) 
6. EMS Financial Assistance (Joe Trigg) 
7. State EMS Advisory Board Report (Jason Ferguson)    pdf 

(59 KB) 
8. New Business 

i. Election of Officers and Directors    pdf REPORT OF THE NOMINATING 
COMMITTEE Dec 2018 (64 KB) 

9. President's Report 
10. Staff Reports  
11. Public comments 
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WESTERN VIRGINIA EMERGENCY MEDICAL SERVICES COUNCIL 
BOARD OF DIRECTORS  

DRAFT MEETING MINUTES 

DATE:    December 13, 2018 

LOCATION:  Salem Civic Center, Parlor C 

Directors Present 
Billy Altman 
Jim Cady, Sr. 
Joe Coyle 
Tim Duffer 
Billy Ferguson 
Carey Harveycutter 
Mike Jefferson 
Larry Lafon 
Robert Logan 
Matt Rickman 
Kris Shrader 
Stephen Simon 
Dallas Taylor 
Joe Trigg 
Val Tweedie 
Dale Wagoner 
Ford Wirt 

Staff Present 
Mary Christian 
Chris Christensen 
Cathy Cockrell 
Mike Garnett 
George Merix 

Guests Present 
John Hash, Brown Edwards & Co., LLC 
Jared Klajnbart, Stryker Medical 
Jim Cady, Jr., Roanoke City 
Robert Hawkins, NSPA 

TO ORDER 
President Steve Simon called this regular meeting of the Board of Directors to order at 2:00 PM.  

He introduced an upcoming new board member and guests:  

 Jim Cady, Jr. who has been appointed to represent Roanoke City on the WVEMS board
effective January 1, 2019.

 John Hash, Partner with Brown Edwards & Company, our auditors .

 Jared Klajnbart, Stryker EMS.

 Robert Hawkins, Executive Director, Near Southwest Preparedness Alliance.

SECRETARY’S REPORT 
The executive director presented minutes of the last meeting as distributed. He called for any 
corrections or additions.  
Being none, motion was made and seconded to approve the minutes. Motion CARRIED. 

TREASURER’S REPORT 
Quarterly YTD Report: Treasurer Joe Coyle then presented the quarterly year‐to‐date Treasurer’s 
Report. He noted that all accounts were within expectations, and explained that the second quarter 
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contract payment from VDH/OEMS would be received in January which would make revenues on 
target. He also explained the loss in our investment accounts that is attributed to the sluggish 
economy. 
 
Motion was made and seconded to receive the year‐to‐date Treasurer’s Report. Motion CARRIED. 
 
FY 2018 Financial Report and Audit: Joe then introduced John Hash with Brown Edwards & Co. who 
presented the FY 2018 annual financial report. John reported that the audit went smoothly, and he 
congratulated the staff for ending another successful year with a “clean” audit with no 
recommendations. 
 
Motion was made and seconded to approve the FY 2018 Financial Report and to distribute copies as 
required, and to commend the staff for its good work. Motion CARRIED. 
 
REPORTS AND ACTION ITEMS 
Executive Committee 
The executive committee met prior to the regular meeting to consider the following matters: 
  
Employee Handbook: The revised Employee Handbook was completed during the past quarter and 
has been distributed to the board, along with explanations of the significant revisions. The Executive 
Committee recommends adoption of the handbook as presented. 
Motion was made by the executive committee to approve and adopt the handbook as presented. 
Motion CARRIED. 
 
Bylaw Amendments: The Nominating Committee offered amendments to the WVEMS bylaws to 
establish term limits for officers, members of the executive committee, and elected directors. The 
committee also made recommendations to add an Assistant Regional Medical Director. Then a joint 
meeting with the nominating and executive committees was held. A new proposal was drafted to 
address the term limit issue, and to allow the Regional Medical Director to appoint up to two 
assistants, subject to approval by the board. The process for these revisions also allowed for several 
housekeeping matters to be addressed. 
 
Dr. Lane, the Regional Medical Director, then met with staff and President Simon to further refine the 
recommendations for amendments relating to the Medical Direction Committee and the 
appointment of Assistant RMDs. The final recommendations have been distributed to the board and 
will be attached to and made a part of these minutes. 
 
President Steve Simon explained the process by which the amendments were developed, and the 
rationale. Carey Harveycutter noted that the OEMS designation site visit team had recommended 
that we adopt term limits several years ago. 
 
After discussion, a motion was made and seconded to adopt the amendments as distributed. Motion 
CARRIED. 
 
COOP Affirmation: The Executive Director presented the Continuity of Operations Plan for WVEMS. 
The only revisions were updates to the IT security section, the plan for exercising the backup 
generator, the installation of a backup Internet provider for the Roanoke office, and a change in 
succession planning to place the board president as the first replacement for the executive director.  
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Motion was made and seconded to reaffirm the COOP as revised. MOTION CARRIED. 
 
Medical Direction 
Protocol Revisions: Cathy Cockrell and Rob Logan reported on the status of the protocol revision 
project. A plan is in place to develop a web‐based video roll‐out education program, and then face‐
to‐face Q&A sessions. A joint meeting of the Pharmacy and Allied Resources committees is being 
scheduled. Projected roll‐out date is March 1, 2019. 
 
Performance Improvement Committee 
Chris Christensen reported for the Performance Improvement Committee which met earlier this date. 
Several matters were considered, but there were no PI reviews for this meeting. 
 
 NSPA 
Robert Hawkins, Executive Director of the Near Southwest Preparedness Alliance, reported for NSPA. 
He announced several upcoming training events and the upcoming facilitated board workshop to be 
held on Friday, December 14. He announced that Mary Kathryn Alley had been hired to replace 
Matthew Marry as the Medically Vulnerable Populations Coordinator. 
 
EMS Operations 
MCI Planning: Mike Garnett had no MCI report at this time. 
 
Education Workgroup 
CE/Auxiliary MOU: The Executive Director reported on the status of the CE/Auxiliary course MOU for 
FY 2019. A written report was distributed. He encouraged all of those present to use this great source 
of funding to produce more continuing education. 
 
EMS FINANCIAL ASSISTANCE 
Joe Trigg reported on the current RSAF cycle, and on his participation as a member of FARC. He 
reported that the current cycle reviews had taken place recently in Bristol, and that award letters 
would be posted to agency portals soon. 
 
EMS ADVISORY BOARD 
Jason Ferguson provided a written report that is attached to and made a part of these minutes. 
 
NEW BUSINESS 
Election of Officers and Directors: Nominating Committee chair Carey Harveycutter presented a 
report of nominees for officers and directors for calendar year 2019 as follows: 
DIRECTOR SEAT   NOMINEE 
ED Physician at‐large    Eric Stanley, D.O. 
4th Planning District at‐large  Valerie Tweedie 
 
President Simon opened the floor for additional nominations for Director.  Being none, a motion was 
made and duly seconded to elect the slate of directors as nominated by the committee. Motion 
CARRIED.  
 
OFFFICE      NOMINEE    PLANNING DISTRICT 
President                Steve Simon    5th   
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Vice President        Mike Jefferson    12th 
Secretary                 Jason Ferguson    5th 
Treasurer                Joe Coyle    4th 
Exec. Comm. at‐large 4th            Val Tweedie    4th 
Exec. Comm. at‐large 5th   Matt Rickman    5th 
Exec. Comm. at‐large 12th         Kris Shrader    12th 

 
President Simon opened the floor for additional nominations for Officers and Executive Committee 
members.  Being none, a motion was made and duly seconded to elect the slate of officers and 
Executive Committee members as nominated by the committee. Motion CARRIED. 
 
PRESIDENT’S REPORT 
President Simon thanked the board for the plant that was sent to him home in memory of his mother 
who recently passed away. 
 
STAFF REPORTS 
Rob Logan‐ Reported on his recent attendance at the National Healthcare Coalition Preparedness 
Conference, and the fact that EMS continues to be a priority with the HPP program. He also reported 
that the two new mid‐sized SUVs were on order. The contract was awarded to Berglund Chevrolet in 
Roanoke, which was the low bidder. The vehicles are identical Chevrolet Traverses. He also thanked 
Dallas Taylor and Billy Altman for their faithful service on the board.  
 
Cathy Cockrell ‐ None 
 
Chris Christensen– None 
 
Mike Garnett – None 
 
Gene Dalton ‐ None 
 
HEARING OF THE PUBLIC 
Jared Klajnbart with Stryker Medical expressed his thanks for being able to attend, and announced 
that he would attend future meetings to maintain a good relationship with WVEMS. 
 
 
Being no further business, the meeting was adjourned at 3:15 PM. 
 
/s Robert Logan, Executive Director     
 
 



WESTERN VA EMS COUNCIL
UNAUDITED TREASURER'S REPORT

AS OF NOVEMBER 30, 2018

REVENUES BUDGET TOTAL % YTD

STATE GOVERNMENT (OEMS CONTRACT) 433,450 108,366 25.00%

SUPPLEMENTAL STATE EDUCATION ADMIN FUNDS 34,000 14,167 41.67%

SUPPLEMENTAL STATE SYMPOSIUM ADMIN FUNDS 18,000 6,000 0.00%

LOCAL GOVERNMENT 133,000 128,336 96.49%

UNITED WAYS 3,000 525 17.51%

SPECIAL FUNDS 2,743

CONTRIBUTIONS 1,000 0.00%

NSPA/VHHA PROGRAM REVENUE 500,000 147,791 29.56%

DIRECT PROGRAM INCOME (Tuitions, grants, VDH/OEMS) 235,000 149,779 63.74%

NSPA OFFSET REVENUE (Contract for services) 16,000 3,831 23.94%

RENT INCOME (NSPA) 18,000 7,500 41.67%

OTHER INCOME - SALE OF ASSET 11,200 0.00%

CREDIT CARD HOSTING FEE 264 0.00%

INVESTMENT / GAINS/LOSSES 10,000                     (5,038) -50.38%

TOTAL REVENUES 1,412,650                564,263           39.94%

EXPENDITURES BUDGET TOTAL % YTD

SALARIES / WAGES (WVEMS) 470,000 221,841 47.20%

PAYROLL TAXES (FICA) 35,955 17,729 49.31%

VEC 1,200 0.00%

403(b) / RETIREMENT 23,500 9,854 41.93%

HOSPITAL / MEDICAL INSURANCE 52,000 26,286 50.55%

LIFE INSURANCE/DISABILITY 11,000 4,778 43.44%

DENTAL INSURANCE 4,000 1,196 29.90%

PROFESSIONAL SERVICES/FEES 12,000 8,878 73.98%

MEDICAL DIRECTION ASSISTANCE 1,000 0.00%

MAINTENANCE / REPAIRS / SERVICE CONTRACTS 2,500 (1,472) -58.87%

OCCUPANCY (Utilities, repairs, NRV rent etc.) 22,000 8,510 38.68%

POSTAL / SHIPPING 2,500 709 28.35%

TELECOMMUNICATIONS 16,000 6,988 43.67%

SUPPLIES (ADMIN) 9,395 3,137 33.39%

EQUIPMENT 10,000 0.00%

INSURANCE 12,000 4,056 33.80%

DIRECT PROGRAM EXPENSES 160,000 68,306 42.69%

NSPA/VHHA  PROGRAM EXPENSES 500,000 147,791 29.56%

PRINTING / PUBLICATIONS 3,000 304 10.13%

TRAVEL / LODGING 5,000 654 13.09%

FUEL/VEHICLE MAINTENANCE 14,000 3,495 24.97%

MEETING SUPPORT 1,200 151 12.58%

DUES / MEMBERSHIP FEES 1,600 1,475 92.19%

STAFF DEVELOPMENT 15,000 4,974 33.16%

CISM PROGRAM COSTS 2,000 528 26.39%

COMMUNICATION SITE RENTAL 6,000 3,375 56.25%

COMMUNICATIONS WIRELINES 9,000 2,637 29.30%

COMMUNICATIONS MAINTENANCE 2,000 1,234 61.72%

COMMUNICATIONS UTILITIES 800 178 22.22%

COMMUNICATIONS INSURANCE 3,000 1,250 41.67%

COMMUNICATIONS EQUIPMENT 5,000
TOTAL EXPENDITURES 1,412,650 548,842 38.85%



PROGRAM
REVENUE (PROGRAM ACCOUNTS) TOTAL

OEMS FUNDS - INTERMEDIATE

OEMS FUNDS - ENHANCED 

OEMS FUNDS - ADJUNCT 

OEMS FUNDS - CARDIAC 

OEMS FUNDS - CT TRANSITION 

OEMS FUNDS - SHOCK TRANSITION 

OEMS FUNDS - ALS CE 

OEMS FUNDS - BLS 

OEMS FUNDS - EMT

OEMS FUNDS - CE 7,209                

OEMS FUNDS - AUX 11,500              

PROGRAM SERVICE FEES 

PROTOCOL, ETC. SALES 

TEXTBOOK SALES 

CONSOLIDATED TESTING 9,870                

DRUG BOX ENTRANCE FEES 4,386                

GRANTS & SPECIAL PROJECTS 2,024                

SALES - CONSUMER GOODS 

WEB DATABASE 

PROCESSING FEES

PROGRAM FEES - MONROE HEALTH CENTER

PROGRAM TUITION - INTERMEDIATE 

PROGRAM TUITION - ENHANCED 33,000              

PROGRAM TUITION - ADJUNCT 

PROGRAM TUITION - CARDIC 51,239              

PROGRAM TUITION - OTHER

PROGRAM TUITION - 

PROGRAM TUITION - NRVTC 30,522              

ID CARD SALES 30                     

COMMUNITY COLLEGE COURSE REVENUE 
TOTAL REVENUES 149,779            

EXPENSES (PROGRAM ACCOUNTS) TOTAL

CONTRACTS FOR SERVICES (INTERMEDIATE) 2,538                

CONTRACTS FOR SERVICES  (ENHANCED) 23,015              

CONTRACTS FOR SERVICES (ADJUNCT) 480                   

CONTRACTS FOR SERVICES  (CARDIAC)

CONTRACTS FOR SERVICES  (SPEC. PROJ.)

CONTRACTS FOR SERVICES  (ALS TEST)

CONTRACTS FOR SERVICES  (CTS) 5,936                

CONTRACTS FOR SERVICES  (CE WEEKENDS)

CONTRACTS FOR SERVICES (DRUG TESTING) 830                   

CONTRACTS FOR SERVICES (OEMS CE) 1,540                

CONTRACTS FOR SERVICES (OEMS AUX) 16,140              

PAYROLL TAXES (FICA) 1,573                

VEC 30                     

RENT - NRV TRAINING CENTER 685                   

POSTAGE (NRVTC)

SUPPLIES (Programs) 2,407                

SUPPLIES (CTS) 78                     

SUPPLIES  (ALS TESTING) 1,119                

SUPPLIES  (EDUCATION)

SUPPLIES  (NRVTC)

TEXTBOOKS  (EMT-I)

TEXTBOOKS (ALS) 3,328                

TEXTBOOKS (BLS)

SUPPLIES (TRAINING) 207                   

SUPPLIES  (TRAINING UNIFORMS)

BADGE TRAINING CARDS 40                     

AMLS CERTIFICTES

EQUIPMENT  (EDUCATION)

EQUIPMENT  (NRVTC)

INSURANCE 550                   

PRINTING / PUBLICATIONS (EDUCATION)

PRINTING / PUBLICATIONS (NRVTC)

AMLS CERTIFICATES AND CARDS

GRANTS & SPECIAL PROJECTS 4,047                

DRUG BOX EXCHANGE 2,563                

CREDIT CARD DISCOUNT 1,201                

MERCHANDISE FOR RESALE

ID CARD PROGRAM

COMMUNITY COLLEGE FEES

TUITION REIMBURSEMENT - ENHANCED

TUITION REIMBURSEMENT - INTERMEDIATE
TOTAL EXPENDITURES 68,306              



WESTERN VIRGINIA EMS COUNCIL, INC.
Balance Sheet

November 30, 2018

ASSETS

Current Assets
FSA CASH $ 1,287.73
Ryan Hubbard Scholarship Fund 466.21
SUNTRUST CHECKING 264,896.92
SUNTRUST PAYROLL 200.00
Western 14 Task Force 1,904.17
ACCOUNTS RECEIVABLE 80,899.72
DUE FROM NSPA 33,012.42

Total Current Assets 382,667.17

Property and Equipment

Total Property and Equipment 0.00

Other Assets
FRANKLIN TEMPLETON-LPL 139,751.79
COMMUNICATIONS EQUIPMENT 180,426.65
MISCELLANEOUS EQUIPMENT 341,043.53
OFFICE EQUIPMENT 35,144.59
BUILDING 175,223.00
LAND 201,600.00
BLDG. IMPROVEMENTS 86,142.54
GENERATOR BUILDING & EQUIPMENT 16,672.25
ACCUMULATED DEPRECIATION (449,602.16)

Total Other Assets 726,402.19

Total Assets $ 1,109,069.36

LIABILITIES AND CAPITAL

Current Liabilities
ACCOUNTS PAYABLE $ 5,179.10
ACCRUED SALARIES 45,883.20
DUE TO CC HOSTING 2,800.00
W14 CUSTODIAL LIABILITY 1,904.17
FLEX SPENDING ACCOUNT-MEDICAL 2,020.86

Total Current Liabilities 57,787.33

Long-Term Liabilities

Total Long-Term Liabilities 0.00

Total Liabilities 57,787.33

Capital
FUND BAL. UNRESTRICTED 707,162.00
FUND BAL. UNRESTRICTED DES. 55,036.00
RETAINED EARNINGS 226,138.54
FUND BALANCE TEMP. RESTR. 20,374.00
Net Income 42,571.49

Total Capital 1,051,282.03

Unaudited - For Management Purposes Only



WESTERN VIRGINIA EMS COUNCIL, INC.
Balance Sheet

November 30, 2018

Total Liabilities & Capital $ 1,109,069.36

Unaudited - For Management Purposes Only









































Summary Report on the most recent meeting of the Virginia EMS Advisory Board 

November 7, 2018 – Jason Ferguson representing WVEMS 

Norfolk Waterside Marriott 

 

The Board of Health meeting set for September 13, where the State Trauma Plan was set to be 

approved, was cancelled due to the impact of Hurricane Florence. So the Health Commissioner, acting 

on the Board’s behalf, approved the plan.  The Board will meet next on December 13, 2018 at the 

Perimeter Center in Richmond. 

The Advisory Board elected its 2019 officers: 

 Chair – Chris Parker 

 Vice Chair – Eddie Ferguson 

 Administrative Coordinator – Joh  Henschel 

 Rules & Regs Committee – John Henschel 

 Legislative & Planning Committee – Gary Samuels 

 Infrastructure Coordinator – Dreama Chandler 

 Transportation Committee – Eddie Ferguson 

 Communication Committee – John Korman 

 Emergency Management Committee – Tom Schwalenberger 

 Patient Care Coordinator – Dr. Aboutanos 

 Medical Direction Committee – Dr. Yee 

 Medevac Committee – Jason Ferguson 

 Trauma System Oversight & Management Committee – Dr. Aboutanos 

 EMS for Children Committee – Dr. Bartle 

 Professional Development Coordinator – Jose Salazar 

 Training & Certification Committee – R. Jason Ferguson 

 Workforce Development Committee – Jose Salazar 

 Provider Health & Safety Committee – Lori Knowles 

Luke Parker, the new Grant Coordinator at OEMS was introduced.  

The revised Rules and Regulations have entered Phase two of the adoption process. 

The new scholarship program for certification courses is underway. 

The Advisory Board’s bylaws were amended to establish an additional Coordinator and seven additional 

committees related to the trauma system study. 

Chris Vernovai has been hired by the OEMS as EMS Systems Planner, replacing Tim Perkins who was 

promoted to lead the new Community Health and Technical Resources division. Chris reports to Tim. 

The board has resurrected the Mobile Integrated Care workgroup, chaired by Dr. Yee. Anyone is 

welcome to attend its meetings. 

The full meeting transcript is available here:  

http://townhall.virginia.gov/L/GetFile.cfm?File=meeting\58\25683\Minutes_VDH_25683_v1.pdf 



Contract #  Agency / Contractor FIPS  Locality  Type
Contracted 
CE Hours 

CE Hours 
Used

CE Hours 
Remaining

Projected 
Contracted 
AUX Courses

AUX 
Courses 
Taught

Projected 
Students         

(20 Students per 
course)

Actual 
Students

Total Payment   
(CE & AUX)

Total CE Payments
Total AUX 
Payments

Total CE Payment 
Possible per 
Contract

Total CE Payments 
Remaining per 

Contract

Total AUX 
Payment Possible  

per Contract       
(20 Students per 

course)

Total AUX 
Payments 

Remaining per 
Contract

FY19‐01 WVEMS  N/A WVEMS Various Regional AUX  8 0 160 0 $0.00 $0.00 $9,600.00 $9,600.00
FY19‐02 Roanoke County  161 Roanoke County CE  33 0 33 $0.00 $0.00 $1,155.00 $1,155.00
FY19‐02 Roanoke County  161 Roanoke County AUX  11 7 220 100 $6,000.00 $6,000.00 $13,200.00 $7,200.00
FY19‐03 Roanoke City  770 Roanoke City  CE 33 14 19 $490.00 $490.00 $1,155.00 $665.00
FY19‐03 Roanoke City  770 Roanoke City AUX  8 3 160 28 $1,680.00 $1,680.00 $9,600.00 $7,920.00
FY19‐04 Sharon Shinall 121 Montgomery County CE 66 18 48 $630.00 $630.00 $2,310.00 $1,680.00
FY19‐05 Eric Newman 067 Franklin County AUX  3 2 60 7 $420.00 $420.00 $3,600.00 $3,180.00
FY19‐06 Roy Wall 121 Montgomery County CE 66 0 66 $0.00 $0.00 $2,310.00 $2,310.00
FY19‐07 James Satterfield 143 Pittsylvania County CE 33 12 21 $420.00 $420.00 $1,155.00 $735.00
FY19‐08 Jeffrey Reynolds  143 Pittsylvania County CE 66 0 66 $0.00 $0.00 $2,310.00 $2,310.00
FY19‐09 Jefferson College Health 770 Jefferson College Health AUX  5 3 100 134 $8,040.00 $8,040.00 $6,000.00 ‐$2,040.00
FY19‐10 Franklin County Public Safety 67 Franklin County CE 33 0 33 $0.00 $0.00 $1,155.00 $1,155.00

330 44 286 35 15 700 269 $17,680.00 $1,540.00 $16,140.00 $11,550.00 $10,010.00 $42,000.00 $25,860.00

Updated  12/11/18

                                                                  FY19 TOTAL

WVEMS / OEMS CONTINUING EDUCATION AUXILIARY COURSE REPORT 



REPORT OF THE NOMINATING COMMITTEE 

Presented to the Board of Directors, Western Virginia EMS Council, Inc. 

December 13, 2018 

The Nominating Committee hereby presents the following slate of officers for the Western Virginia EMS 

Council to serve for calendar years 2019 and 2020: 

DIRECTOR SEAT     NOMINEE 

ED Physician at‐large    Eric Stanley, D.O. 

4th Planning District at‐large  Valerie Tweedie 

OFFFICE      NOMINEE    PLANNING DISTRICT 

President                Steve Simon    5th   

Vice President        Mike Jefferson    12th 

Secretary                 Jason Ferguson    5th 

Treasurer                Joe Coyle    4th 

Exec. Comm. at‐large 4th            Val Tweedie    4th 

Exec. Comm. at‐large 5th   Matt Rickman    5th 

Exec. Comm. at‐large 12th         Kris Shrader    12th 

 

The following directors have been (or will be) appointed by their respective localities or organization for 

three‐year terms beginning January 1, 2018: 

Alleghany County  Ryan Muterspaugh* 

City of Roanoke  Jim Cady, Jr. 

Roanoke County  Steve Simon* 

Giles County  Larry Lafon* 

Franklin County  Billy Ferguson* 

Craig County  Jim Cady, Sr.* 

City of Martinsville  Kris Shrader* 

Emer. Nurses Assoc.  Tonya Kelly 
*Reappointment 

 

Respectfully submitted: 

Carey Harveycutter, Chair 

Jim Cady, Sr. 

Mike Jefferson 



July 1, 2017 - June 30, 2018

www.WVEMS.org

ANNUAL REPORT
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(as of 12-01-2018)

Executive Director
Robert H. Logan, Ph.D.

(logan@vaems.org)

Education Program Director
Cathy Cockrell, MHS, NRP

(ccockrell@vaems.org)

Business Manager
Sandra D. McGrath

(smcgrath@vaems.org)

Compliance Officer
Mary H. Christian

(mchristian@vaems.org)

Office Manager
George Merix

(gmerix@vaems.org)

Field Coordinator
Chris Christensen, NRP

(cchristensen@vaems.org)

Field Coordinator
Michael L. Garnett, NRP 
(mgarnett@vaems.org)

Field Coordinator
William E. (Gene) Dalton, NRP

(gdalton@vaems.org)

Statewide Information 
Technology Support Specialist

Jim Huffman
(jhuffman@vaems.org)

VHHA Unique Pathogens 
Grant Manager
Morris D. Reece

(mreece@vaems.org)

NSPA Executive Director
Robert Hawkins

(rhawkins@vaems.org)

NSPA RHCC Manager
John T. (JT) Clark

(jclark@vaems.org)

NSPA RHCC On‐call Staff
Jeff Echternach and

Michael Nallen

NSPA Medically Vulnerable 
Populations Coordinator

Mary Kathryn Alley
(mkalley@vaems.org)

NSPA Materials Managers
Tom Firebaugh

(tfirebaugh@vaems.org)
Mark Cromer

(mcromer@vaems.org)

WVEMS Regional Medical Director
Charles J. Lane, MD, FACEP

(clane@vaems.org)

STAFF  DIRECTORY

NSPA Continuity Specialist
Monica McCullough

(mmcullough@vaems.org)

4



Main Office
1944 Peters Creek Road, Roanoke VA 24017

New River Valley Office:
6580 Valley Center Drive, Radford VA 24141

(located in the New River Valley Business Center)

Piedmont Office
1024 DuPont Road, Martinsville VA 24115

(located in the Henry County Public Safety Training Center)

Office Information

CPR
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Regional EMS Councils in the Code of Virginia 
§ 32.1-111.11
 
Regional emergency medical services councils
 
The Board [of Health] shall designate regional 
emergency medical services councils which 
shall be authorized to receive and disburse 
public funds. Each council shall be charged 
with the development and implementation of 
an efficient and effective regional emergency 
medical services delivery system…

Alleghany County
Botetourt County

Craig County
Floyd County
Giles County

Franklin County
Henry County

Montgomery County
Patrick County

Pittsylvania County
Pulaski County

Roanoke County
City of Covington

City of Danville
City of Martinsville

City of Radford
City of Roanoke

City of Salem

MISSION

The mission of the Western Virginia EMS Council 
is to facilitate regional cooperation, planning and 

implementation of an integrated emergency 
medical services delivery system.

WVEMS is one of 11 regional EMS councils in 
Virginia. It serves the fourth, fifth and twelfth 
planning districts of Virginia, encompassing the 
following localities:

Virginia’s EMS Councils
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Stephen G. Simon, President*
J. Dale Wagoner, Vice President*
L. Joseph Trigg, Secretary*
Joseph Coyle, Treasurer*
Steve Allen
William O. Altman
Eric K. Stanley, D.O.
Marlon (Matt) Rickman
James L. Cady, Sr.
Tim Duffer
Dallas Taylor, MSN, RN
Larry Lafon
Anthony Morgan
Jason Ferguson*
William Ferguson
Carey Harveycutter
Michael Jefferson*
Charles J. Lane, MD, FACEP
Robert H. Logan, Ph.D.* (non-voting)

Ryan Muterspaugh
David Linkous
Kristopher Shrader
Rodney Haywood
Valerie Tweedie
Ford S. Wirt
Richard Flora
Matt Tatum
 *Executive committee 

Roanoke County
12th Planning District At-large
Pulaski County
Montgomery County
Patrick County
City of Roanoke
Emergency Physician At-large
City of Salem
Craig County
Pittsylvania County
Emergency Nurses Association
Giles County
City of Covington
Botetourt County
Franklin County
Va. Assoc. of Vol. Rescue Squads
City of Danville
Regional Medical Director
Executive Director
Alleghany County
NSPA/Hospital System Representative
City of Martinsville
City of Radford
4th Planning District At-Large
Floyd County
5th Planning District At-Large
Henry County

LEADERSHIP AND OVERSIGHT

Executive Committee -  Steve Simon, Chair
Medical Direction - Charles J. Lane, MD, Regional Medical Director/Chair

Pharmacy Subcommittee - Nadine Gilmore, R.Ph., Co-Chair; Larry Mullins, R.Ph., MBA, Co-Chair
Allied Resources Subcommittee - Darrell VanNess, MSN, Chair

Education Subcommittee – Marlon (Matt) Rickman, Chair
Performance Improvement/Trauma Triage Committee — Charles J. Lane, MD, Chair

Stroke Triage Committee - Charles J. Lane, MD, Chair
Near Southwest Preparedness Alliance Board of Directors: Tammy Turpin, Chair

Near Southwest Preparedness Alliance Healthcare Coalition: Daryl Hatcher, Chair
Regional Critical Incident Stress Management Team (CISM) – Dwayne Cromer, Team Administrator

Communications Committee - Jim Cady, Sr., Chair

BOARD OF DIRECTORS  
(As of 11-1-2018)

COMMITTEE, SUBCOMMITTEE AND PROGRAM LEADERS 

Representing
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Provided volunteer and career referrals and 
training course information in response to daily 
telephone and electronic inquiries.

Conducted an annual EMS awards program at the 
Jefferson Center in Roanoke. Recognized providers 
and agencies in ten categories of Regional EMS 
awards, plus a scholarship to an outstanding EMS 
provider who is a high school senior. Submitted 
regional award recipients as statewide Governor’s 
EMS award nominees.

Presented the Benny Summerlin Award for Service 
to Local Government. Also presented NSPA 
Healthcare Preparedness awards in four categories.

SIGNIFICANT ACCOMPLISHMENTS

PROVIDER SERVICES AND RECOGNITION
Coordinated and provided a point of contact for 
an accredited (VOEMS) regional critical incident 
stress management (CISM) team consisting of 
38 volunteer mental health and peer public 
safety debriefers. Quarterly team meetings were 
conducted, along with several special training 
events.

Responded to 17 requests for CISM team 
interventions, and provided various educational 
sessions for CISM team members.

Maintained statewide “Virginia EMS Jobs” (www.
vaemsjobs.com) on‐line database for the Virginia 
Office of EMS.

Managed multi‐regional Consolidated Test 
Site (CTS) registration system. (WVEMS staff 
coordinated development of this system.)

Served as EMS infrastructure point of contact for 
all EMS agencies, providers, hospitals, and local 
governments in the region and beyond.
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2018 REGIONAL EMS AWARDS

Award for Excellence in EMS
- Jason Ferguson, Botetourt County Fire & EMS 

Outstanding EMS Telecommunications Dispatcher 
- Devon Frazier, New River Valley Emergency 

Communications Regional Authority

Outstanding Prehospital Provider
- Matt Sacra, Roanoke County Fire & Rescue

Outstanding EMS Administrator
- Dave English, Blacksburg Volunteer Rescue Squad

Nurse with Outstanding Contribution to EMS
- Sara Beth Dinwiddie, Carilion Clinic

Outstanding Prehospital Educator
- Paul (PJ) Fleenor, Blacksburg Volunteer Rescue Squad

Outstanding EMS Agency
- Vinton First Aid Crew

Dr. Cheryl B. Haas Award for Outstanding EMS Physician
- Paul Frantz, M.D., Carilion Clinic Cardiac Services

Outstanding Contribution to EMS by a High School 
Senior ($1,000 scholarship)

 - Connor Moran, Christiansburg Rescue

Outstanding Contribution to EMS Emergency 
Preparedness and Response

- Near Southwest Medical Reserve Corps

Benny Summerlin Award for Service to Local 
Government

- Steven D. Eanes, Henry County Sheriff’s Department
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Provided standardized testing of students exiting from 
various initial certification EMS courses.

Coordinated 19 OEMS consolidated test sites 
throughout the region, testing 675 candidate for 
certification.

Maintained an Accredited AEMT Training Program in 
our New River Valley facilities. Awarded accreditation 
renewal in 2018.

Currently seeking to obtain an Accredited AEMT 
Training Program in the Piedmont area in 2018‐2019.

Maintained Clinical Agreements and Agency Field 
Training Agreements with a multitude of regional 
medical facilities and EMS Agencies to provide clinical 
and field training for our accredited programs.

Conducted three Regional EMS Instructor Network 
meetings, including ALS coordinators, emergency 
operations instructors and EMT instructors.

Provided a loaner library of EMS educational videos, 
training equipment and books.

Participated in program planning for the annual 
statewide EMS symposium (November 2018) in Norfolk 
to be attended by some 1500 EMS providers, nurses and 
physicians.

Started one Advanced EMT course in Roanoke enrolling 
22 students. Scheduled to complete in March 2019.

Started on Paramedic course in Roanoke enrolling 15 
students. Scheduled to complete in December 2018.

Started one Paramedic course in the New River Valley 
enrolling 16 students.  Scheduled to complete in 
December 2018.

Completed one Advanced EMT course in the New River 
Valley with a 16.

Completed one Advanced EMT course in the Roanoke area 
with a 92% pass rate.

Continued a cooperative EMS education program with 
Jefferson College of Health Sciences.

Offered numerous ALS and BLS continuing education 
programs across the region.

Funded 243 hours of BLS continuing education through 
a grant from the Virginia Department of Health, Office of 
Emergency Medical Services.

Funded 24 auxiliary courses through a grant from the 
Virginia Department of Health, Office of Emergency 
Medical Services.

Provided support to Roanoke Valley Regional Fire‐EMS 
Training Center, New River Valley Training Center, and 
Carilion Clinic to offer and facilitate AMLS, PHTLS, TECC, 
GEMS, ACLS, PALS and BLS classes throughout the region.

Provided regional coordination for a “Stop the Bleed” 
campaign for civilians and EMS providers.

Actively participated in numerous State‐level committees 
and work groups.

Served on advisory boards for local college and university 
programs.

EMS EDUCATION AND ADVOCACY
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Participated in pre‐hospital care committees for hospitals in 
the region.

Staff member served on Patient Safety Committee at one 
major regional hospital.

Conducted and participated in numerous meetings related 
to training programs throughout the region.

Promoted and co‐sponsored numerous educational events 
across the region.

Participated in disaster exercises in several localities, 
including multi‐jurisdictional drills.

Participated in statewide committee charged with 
reviewing and updating guidelines for VA EMS providers.

Maintained professional liability insurance on all students 
enrolled in council‐sponsored ALS training programs, 
saving students some $15,000.

Field training staff maintained certification as instructors 
in ACLS, AMLS, BLS, PALS, TECC, PHTLS, ADLS, BDLS, TCCC, 
GEMS.

Maintained regional web‐based training calendar.

Staff served as regional faculty for The American Heart 
Association in BLS, ACLS and PALS.

Staff serves as state coordinator for NAEMT and all NAEMT 
programs in the Commonwealth.

Staff appointed to Affiliate Faculty for the launch of GEMS 
(Geriatric Emergencies, NAEMT).

Staff appointed to Affiliate Faculty for TECC (NAEMT).

Coordinated efforts with LewisGale Montgomery to 
plan and facilitate annual Trauma Conference.

Co‐sponsored “EMS CE Nights” in the New River Valley.

Entered into a Memorandum of Understanding with 
the Virginia Department of Health/Office of EMS to 
provide funding for various educational offerings 
beginning in FY ‘18.

Served as AHA Liaison for Roanoke’s annual Heart Walk.

Taught over 250+ citizens “Hands Only CPR” at various 
corporate sites.

Staff serves as American Heart Association, Regional 
Faculty for ACLS, BLS and PALS.

Staff serves as NAEMT State Coordinator for Virginia.

Served as active participant in regional Heart Alert 
committees.

Maintained staff responsibility for BLS test site 
coordination to ensure uniformity and provide better 
customer service at BLS test sites.

Offered two Operational Medical Director “Currents” 
educational workshops in conjunction with the Blue 
Ridge and Southwest Virginia EMS Councils, held in 
Bedford and Abingdon.

Conducted AMLS, BLS, ACLS, PALS, PHTLS, GEMS and 
TECC courses throughout the region.

In conjunction with NSPA, offered ADLS and BDLS 
courses.
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MEDICAL DIRECTION AND PERFORMANCE IMPROVEMENT

Updated and maintained a regional 
ambulance diversion policy in conjunction 
with the Near Southwest Preparedness 
Alliance.

Maintained a regional ambulance supply 
exchange and drug restocking policy with 
all hospitals and EMS agencies in the region 
participating.

Continued projects for regional EMS 
performance improvement.

Produced a final draft of revised Regional 
Operational Protocols.

Provided suggested guidelines for quality 
improvement programs in agencies.

Reestablished and established new clinical 
education agreements at 13 hospitals and 
other medical entities across across the 
WVEMS and neighboring regions.

Continued and expanded the role of 
regional Performance Improvement 
Committees.

Revised and maintained a Regional Stroke 
Triage Plan.

Revised and maintained a Regional 
Trauma Triage Plan.

Maintained and published a regional 
Performance Improvement Plan.

Offered two continuing education 
workshops for Operational Medical 
Directors in conjunction with VDH/OEMS 
and neighboring EMS councils.

12



COMMUNICATIONS, FACILITIES 

PUBLIC INFORMATION AND REFERRAL

Coordinated a region‐wide system of drug 
and IV box exchange, incident reporting 
and follow‐up, and provision of inventory 
control.

Maintained a regional waiver exempting 
EMS agencies from registration for testing of 
blood with portable glucometry equipment, 
saving EMS agencies some $17,500 every 
two years.

Maintained a regional Controlled 
Substances Registration Permit to allow 
EMS agencies to carry IV fluids and other 
controlled substances as “restock items” 
saving individual agencies some $11,500 
every year.

Maintained an electronic newsletter with some 1,200 subscribers to provide frequent 
notices of training events and other timely EMS news.

Served as a clearinghouse for regional and state EMS pamphlets, posters, displays and 
other public relations and recruitment materials.

Regularly updated the council’s internet web site www.wvems.org with current EMS 
news and events, education, recruitment, CISM information, committee minutes and 
council reports, trauma triage information, mass casualty information, General Assembly 
information and relevant EMS links.

Published various flyers for courses, service offerings, etc. throughout the year.

Participated in various workshops and public events throughout the year.

Provided continuing liaison between EMS 
agencies, operational medical directors and 
emergency department nurse managers 
related to the exchange of supplies and 
equipment.

Continued ownership and operation of 
various regional EMS communication 
systems.
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OTHER PLANNING AND COORDINATING ACTIVITIES

Published periodic financial reports, quarterly 
program reports, an annual report, frequent 
committee minutes and other training and 
event announcements.

Provided a consistent point of contact 
for EMS providers, agencies and local 
governments.

Provided representation on a number of 
local, regional and statewide committees and 
boards.

Provided technical assistance to applicants 
for Virginia EMS Financial Assistance (RSAF) 
grants and provided standardized grading 
for all EMS grants submitted to OEMS from 
agencies within the WVEMS region.

Gained approval in FY 2018 for $1,138,064 
in RSAF grant awards to agencies within the 
region.

Revised regional EMS strategic plan and other 
regional planning documents.

Provided fiscal and administrative support 
for the Virginia EMS Symposium and other 
events.

Provided fiscal and administrative support to 
the Near Southwest Preparedness Alliance 
(NSPA) to manage some $$728,000 in federal 
hospital preparedness program (HPP) funds.

Continued employment of the Regional NSW 
Medical Reserve Corps Coordinator (NSWMRC) 
for five health districts for the Virginia 
Department of Health (VDH).

Employed a Unique Pathogens Grant Manager 
through contract with the Virginia Hospital and 
Healthcare Association.

Provided Information Technology Support for 
all 11 regional EMS councils by employing an 
IT support specialist and contracting various 
other services.

Provided fiscal and administrative support 
to the Western 14 Disaster Task Force, an all‐
volunteer disaster task force comprised of EMS 
providers from across the New River Valley. 
Western 14’s mission is to provide medical 
care, rescue, transportation, and other vital 
emergency services to those in need.

14



STATE FUNDING TO LOCALITIES AND TRAUMA CENTERS

$4.25 for Life —In 2006, the full funding 
generated by the “$4‐for‐Life” vehicle 
registration add‐on was allocated in
its entirety to EMS. For several years, a portion 
of this fund has been diverted to other 
areas, but beginning July 1, 2006, the full 
amount came back to EMS. Of this amount, 
26% is returned directly to the localities. 
The allocation is based on DMV collections, 
determined by the number of eligible 
vehicles registered in each jurisdiction. In the
2009‐2010 session, this funding stream 
was increased to $6.25 per eligible vehicle 
registration, but the additional revenue does 
not go to benefit EMS at this time.

Over the past 15 calendar years, the annual 
amount returned to localities in the WVEMS 
region has grown from $303,364 in FY 2004 to 
$651,847 in FY 2018.

State Trauma Center Fund—This funding 
comes from the reinstatement of driver’s 
licenses in Virginia. If a Virginia

resident loses his or her driver’s license 
for any reason, he or she must pay a fee 
to reinstate it. Part of the money
from this fee goes to support Virginia’s 
Trauma Centers and defray the cost of 
providing trauma care. These Trauma 
Centers must meet strict criteria for 
designation which includes facilities, 
on‐site physicians and other
medical specialists.

There are three designated trauma 
centers in the WVEMS region. Carilion 
Clinic’s Roanoke Memorial Hospital, a
Level I Trauma Center, along with 
the two Level III Trauma Centers in 
the region (Carilion New River Valley 
Medical Center and LewisGale Hospital 
Montgomery) have collectively 
received some $13 million since the 
program began in 2006.
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$1,164,794
$167,772

$1,332,566
$1,471,245

$30,496
$43,693
$64,490

$138,679

Cash and cash equivalents
Restricted cash
Accounts receivable
Prepaid expenses
Investments  (Note 2)
	 Total current assets

Land, buildings, and equipment, net (Note 3)
	 Total assets

ASSETS

LIABILITIES AND NET ASSETS
Accounts payable
Accrued expenses (Note 8)
Deferred revenue
	 Total liabilities

NET ASSETS
Unrestricted
Temporarily restricted (Note 4)
Total net assets
Total liabilities and net assets

$191,737
$39,286

$275,020
$23,462

$375,518
$905,020

$586,650
$1,491,670

$19,286
$65,721

$153,246
$238,433

$1,057,743
$195,494

$1,253,237
$1,491,670

$178,110
$8,812

$257,959
$24,174

$426,428
$895,483

$575,762
$1,471,245

FINANCIAL POSITION

The Notes to Financial Statements are an integral part of these statements.
Complete financial report available online at www.wvems.org

2018 2017

STATEMENTS OF FINANCIAL POSITION - June 30, 2018
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$1,884,449
$342,290
$2,226,739

REVENUES, GAINS, AND OTHER SUPPORT:

EXPENSES (NOTE 6)

NET ASSETS

State government 
Federal grant revenue
Local government (Note 5)
Symposium revenue (Note 9) 
Other support and income
United Way organizations
Unrealized and realized gains
Investment income
Contributions
Net assets released from restrictions and reclassifications
Total revenues

525,150 
 - 
$139,753 
$343,473
$469,093
$728
$4,665
$10,742
-
$626,084
$2,119,688

 - 
$653,806
-
-
-
-
-
-
-
($626,084)
$27,722

$525,150
$653,806
$139,753
$343,473
$469,093
$728
$4,665
$10,742
-
 -
$2,147,410 

Program services
Management and general
Total expenses

$1,884,449
$342,290
$2,226,739

-
-
-

Change in net assets $ (107,051)  $27,722  $(79,329)

Beginning
Ending

$1,164,794 
$1,057,743

$167,772
$195,494

$1,332,566 
$1,253,237 

The Notes to Financial Statements are an integral part of these statements.
Complete financial report available online at www.wvems.org

UNRESTRICTED TEMPORARILY
RESTRICTED

TOTAL

2018
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Commonwealth of Virginia
Virginia Hospital and Healthcare Association

Virginia EMS Symposium
Virginia Medical Reserve Corps

Near Southwest Preparedness Alliance
United Way Roanoke Valley

Greater Alleghany United Fund
Carilion Clinic

LewisGale Medical Center
LewisGale Hospital Alleghany

LewisGale Hospital Montgomery
LewisGale Hospital Pulaski
Sovah Health - Martinsville

Sovah Health - Danville
Veterans Affairs Medical Center – Salem

Centra Health
Alleghany County
Botetourt County

Craig County
Floyd County
Giles County

Franklin County
Henry County

Montgomery County
Patrick County

Pittsylvania County
Pulaski County

Roanoke County
City of Covington

City of Danville
City of Martinsville

City of Radford
City of Roanoke

City of Salem

OUR SUPPORTERS

These generous supporters and partners have contributed funds or in-kind services, or have allowed 
us to contract to provide services throughout the year.
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The EMS system in the Western Virginia region will . . .

OUR VISION

Provide access for victims for injury and sudden 
illness via a universally available enhanced 9-1-1 
emergency telephone system.

Provide for dispatcher-provided telephone 
assistance (pre-arrival instructions) to callers with 
life-threatening emergencies.

Provide for timely response of first responder and 
transportation, personnel and vehicles through 
a system of predetermined minimum response 
intervals, monitoring and quality assurance-
performance improvement.

Provide for high-quality, prehospital treatment of 
patients as a result of standardized basic life support 
training programs, accredited advanced life support 
educational and mentoring programs, standardized 
testing programs, frequent and timely continuing 
education programs, and quality assurance-
performance improvement programs.

Provide triage and transport, and transfer if 
necessary, of patients to the most appropriate 
facility based on predetermined universally 
accepted transport guidelines and protocols.

Provide timely emergency department care with 
emergency physicians, emergency nurses and 
other support personnel and trauma care, when 
necessary, with personnel and resources associated 
with a designated trauma center.

Provide communications system capabilities that 
enable EMS personnel to communicate with all 
other EMS personnel throughout the region, their 
dispatchers, all hospital emergency departments 
and other public safety personnel.

Provide resources and capabilities in order to 
appropriately respond to and manage large 
disasters and mass casualty situations.

Ensure EMS system viability and excellence through 
the effective use of state, local and private funding.
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Main Office (WVEMS & NSPA)
1944 Peters Creek Road, NW, Roanoke VA 24017

Telephone  (all offices) 540.562.3482
Toll-free (all offices) 800.972.4367

Facsimile (all offices) 540.562.3488
E-mail  western@vaems.org
Website  www.wvems.org

 
WVEMS New River Field Office

6580 Valley Center Drive, Radford VA 24141
 

WVEMS Piedmont Field Office
1024 DuPont Road, Martinsville VA 24115



WVEMS Employee Handbook, 2019 version 

Changes to Final Draft – Distributed to WVEMS Board of Directors 10-29-18 

 

Page numbers added (hard copy version). 

Welcome letter updated. 

General Information: Customer Relations section updated. 

Table of Contents revised to include page numbers. 

Supervisory Structure – Defined role of Human Resources Manager. 

Change Log added. 

Effective date changed to 01-01-2019. 

1.03 Parentheses removed in paragraph 1. 

1.15 First section reworded for consistency. 

2.01 Work expectations changed from 37.5 to 40 hours per week. 

2.09 Added “and availability of funds” to section on merit increases in second paragraph. 

4.10 Added title to section on Involuntary Setoffs. 

5.02 Work day definition and supervisor duties to approve meal breaks revised. 

7.12 Re-titled from “No Solicitation of Distribution” to “Solicitation and Distribution” 

Some policies were re-numbered to fit formatting requirements for on-line version 

Appendix A – Employee Performance Improvement Plan form added.  

Appendix B – Employee PTO Cash-in Form added. . 



WVEMS Employee Handbook, 2019 version 

Changes to Final Draft – Distributed to WVEMS Board of Directors 10-29-18 

 

Page numbers added (hard copy version). 

Welcome letter updated. 

General Information: Customer Relations section updated. 

Table of Contents revised to include page numbers. 

Supervisory Structure – Defined role of Human Resources Manager. 

Change Log added. 

Effective date changed to 01-01-2019. 

1.03 Parentheses removed in paragraph 1. 

1.15 First section reworded for consistency. 

2.01 Work expectations changed from 37.5 to 40 hours per week. 

2.09 Added “and availability of funds” to section on merit increases in second paragraph. 

4.10 Added title to section on Involuntary Setoffs. 

5.02 Work day definition and supervisor duties to approve meal breaks revised. 

7.12 Re-titled from “No Solicitation of Distribution” to “Solicitation and Distribution” 

Some policies were re-numbered to fit formatting requirements for on-line version 

Appendix A – Employee Performance Improvement Plan form added.  

Appendix B – Employee PTO Cash-in Form added. . 
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Employee Welcome Message: 

Welcome New Employee! 

On behalf of your colleagues, I welcome you to WVEMS and wish you every success here. 

We believe that each employee contributes directly to WVEMS's growth and success, and we hope you 
will take pride in being a member of our team. 

This handbook was developed to describe some of the expectations of our employees and to outline the 
policies, programs, and benefits available to eligible employees. Employees should familiarize 
themselves with the contents of the employee handbook as soon as possible, for it will answer many 
questions about employment with WVEMS. 

We hope that your experience here will be challenging, enjoyable, and rewarding. Again, welcome! 

Sincerely, 

Stephen G. Simon 
President 

Robert H. Logan III, Ph.D. 
Executive Director DRAFT
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Organization Description and General Information: 
 
 

I. Services Provided 
The Western Virginia EMS Council provides education, planning and coordination in many aspects of 
EMS in a twelve county, six city region encompassed by the fourth, fifth and twelfth planning districts of 
Virginia. 

 
II. Facilities and Locations 
Our main office is located in Roanoke. Field offices are located in Martinsville and Radford. The 
Roanoke office is located in a building owned by the Council, at 1944 Peters Creek Road. The New 
River Valley office is located in leased space at the New River Valley Business Center in Pulaski 
County, near Radford. In the Piedmont area, or office is located in space donated by Henry County in its 
Public Safety Training Center. 

 
The Council also maintains a cubicle at the Roanoke Valley Regional Fire/EMS Training Center in 
Roanoke County. This desk is only staffed when Council-sponsored training programs are in progress. 

 
III. The History and Authority of WVEMS 
The Council was established in 1975. Authority for Regional EMS Councils is established by the Code of 
Virginia, Sec. 32.1-111.1. 

 
IV. Organizational Structure 
Our Board of Directors consists of members representing all of the localities within our region, and other 
organizations and disciplines. The board is chaired by its president, and oversight is provided by an 
executive committee. The chief executive officer for the corporation is its executive director, who serves 
at the pleasure of the board. 

 
V. Goals 
WVEMS maintains a long-range strategic plan. This plan is broad-based and fluid, and it guides 
and sets goals for programs and projects undertaken by the council.  
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General Information: 

 
 

INTRODUCTORY STATEMENT: 
This handbook is designed to acquaint you with WVEMS and provide you with information about 
working conditions, employee benefits, and some of the policies affecting your employment. You should 
read, understand, and comply with all provisions of the handbook. It describes many of your 
responsibilities as an employee and outlines the programs developed by WVEMS to benefit employees. 
One of our objectives is to provide a work environment that is conducive to both personal and 
professional growth. 

 
No employee handbook can anticipate every circumstance or question about policy. As WVEMS 
continues to grow, the need may arise and WVEMS reserves the right to revise, supplement, or rescind 
any policies or portion of the handbook from time to time as it deems appropriate, in its sole and absolute 
discretion. The only exception to any changes is our employment-at-will policy permitting you or 
WVEMS to end our relationship for any reason at any time. Employees will, of course, be notified of 
such changes to the handbook as they occur. 

SUPERVISORY STRUCTURE: 
Throughout this handbook, you will see references to "WVEMS Management." This refers to our 
Management Team, consisting of the Executive Director, Assistant Director (if filled), Business 
Manager, and Education Program Director. References to "supervisor" refer to your immediate 
supervisor, or in his/her absence, any member of the Management Team. Also, the Human Resources 
Manager is designated by the Executive Director and is typically the Business Manager. 
 

REVISIONS TO/INTERPRETATIONS OF THE EMPLOYEE HANDBOOK: 
The Executive Director is the chief administrative officer of WVEMS and, and such, is responsible for 
revisions to and/or interpretations of the employee handbook (unless such specifically relates to the 
Executive Director).  The Executive Director has authority to approve operational policy matters relating 
to employment.   
 

CUSTOMER RELATIONS: 
Customers are among our EMS Council's most valuable assets. We consider the public, EMS agencies, 
EMS providers, hospitals, and local governments to be our customers. Every employee represents 
WVEMS to our customers and to the public. The way we do our jobs presents an image of our entire 
EMS Council. Customers judge all of us by how they are treated with each employee contact. 
Therefore, one of our first business priorities is to assist any customer or potential customer. Nothing is 
more important than being courteous, friendly, helpful, and prompt in the attention you give to 
customers. 
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Customers who wish to lodge specific comments or complaints should be directed to the Executive 
Director for appropriate action. Our personal contact with the public, and our manners and 
professionalism demonstrated in every communication with us, are reflections not only of ourselves, but  
also of the professionalism of WVEMS. Positive customer relations not only enhance the public's 
perception and image of WVEMS, but they pay off in greater opportunities for collaboration and 
involvement of WVEMS in the many areas we serve. 
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Employee Acknowledgement Form: 
 
 

The employee handbook describes important information about WVEMS, and I understand that I should 
consult the Executive Director or his designee regarding any questions not answered in the handbook. 

 
I have entered into my employment relationship with WVEMS voluntarily and acknowledge that 
there is no specified length of employment. Accordingly, either I or WVEMS can terminate the 
relationship at will, with or without cause, at any time, so long as there is no violation of applicable 
federal or state law. 

 
Since the information, policies, and benefits described here are necessarily subject to change, I 
acknowledge that revisions to the handbook may occur, except to WVEMS's policy of employment-at-
will. All such changes will be communicated through official notices, and I understand that revised 
information may supersede, modify, or eliminate existing policies. Only the Executive Director and/or 
the board of directors of the EMS Council have the ability to adopt any revisions to the policies in this 
handbook. I understand that the on-line version of this handbook located at www.wvems.org/handbook 
is the official version and should be consulted and considered as the most up-to-date version. It is my 
responsibility to update any printed copy that I may have when I am notified of such. 

 
I acknowledge that this handbook is neither a contract of employment nor a legal document. I have 
reviewed and I understand the handbook, and I affirm that it is my responsibility to comply with the 
policies contained in this handbook and any revisions made to it. If I have questions or need assistance 
interpreting any of the provisions of this handbook, I will consult my supervisor or the executive director. 

 
 

 

 
EMPLOYEE'S NAME (printed):    

 
 

EMPLOYEE'S SIGNATURE:    
 
 

DATE:    
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1.01 Nature of Employment 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Employment with WVEMS is voluntarily entered into, and the employee is free to resign at will at any 
time, with or without cause. Similarly, WVEMS may terminate the employment relationship at will at 
any time, with or without notice or cause, so long as there is no violation of applicable federal or state 
law. 

 
Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to 
constitute contractual obligations of any kind or a contract of employment between WVEMS and any of 
its employees. The provisions of the handbook have been developed at the discretion of management and, 
except for its policy of employment-at-will, may be amended or cancelled at any time, at WVEMS's sole 
discretion. 

 
These provisions supersede all existing policies and practices and may not be amended or added to 
without the express written approval of the Executive Director. 
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1.03 Equal Employment Opportunity and Non-Discrimination 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018  

 
 

In order to provide equal employment and advancement opportunities to all individuals, employment 
decisions at WVEMS will be based on merit, qualifications, and abilities. WVEMS does not discriminate 
in employment opportunities or practices on the basis of race, color, religion, sex, pregnancy, childbirth or 
related medical condition, sexual orientation and gender identity, national origin, age, marital status, 
veteran status, disability, genetic information, or any other characteristic protected by law. This policy 
governs all aspects of employment, including selection, job assignment, compensation, discipline, 
termination, and access to benefits and training. 

 
Any employees with questions or concerns about any type of discrimination in the workplace are 
encouraged to bring these issues to the attention of their immediate supervisor or the Executive Director. 
Employees can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in 
any type of unlawful discrimination will be subject to disciplinary action, up to and including termination 
of employment. 

  
The “Problem Resolution Policy” (7.18) describes the grievance procedure for individuals who have 
experienced discrimination.  The “Sexual and Other Unlawful Harassment Policy” (7.03) further defines 
sex discrimination by including examples of sexual harassment and other unlawful harassment.  The 
“Employees with Disabilities or Who are Pregnant Policy” (1.12) confirm the Agency’s commitment to 
providing accessibility to its programs, services, and activities for individuals with disabilities who are 
otherwise qualified and entitled to a reasonable accommodation.   
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1.04 Business Ethics and Conduct 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

The successful business operation and reputation of WVEMS is built upon the principles of fair dealing 
and ethical conduct of our employees. Our reputation for integrity and excellence requires careful 
observance of the spirit and letter of all applicable laws and regulations, as well as a scrupulous regard 
for the highest standards of conduct and personal integrity. 

 
The continued success of WVEMS is dependent upon our customers' trust and we are dedicated to 
preserving that trust. Employees owe a duty to WVEMS, its customers, and shareholders to act in a way 
that will merit the continued trust and confidence of the public. 

 
WVEMS will comply with all applicable laws and regulations and expects its directors, officers, and 
employees to conduct business in accordance with the letter, spirit, and intent of all relevant laws and to 
refrain from any illegal, dishonest, or unethical conduct. 

 
In general, the use of good judgment, based on high ethical principles, will guide you with respect to 
lines of acceptable conduct. If a situation arises where it is difficult to determine the proper course of 
action, the matter should be discussed openly with your immediate supervisor and, if necessary, with the 
Executive Director for advice and consultation. 

 
Compliance with this policy of business ethics and conduct is the responsibility of every WVEMS 
employee. Disregarding or failing to comply with this standard of business ethics and conduct could lead 
to disciplinary action, up to and including possible termination of employment. 
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1.05 Personal Relationships in the Workplace 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

The employment of relatives or individuals involved in a dating relationship in the same area of an 
organization may cause serious conflicts and problems with favoritism and employee morale. In addition 
to claims of partiality in treatment at work, personal conflicts from outside the work environment can be 
carried over into day-to-day working relationships. 

 
For purposes of this policy, a relative is any person who is related by blood or marriage, or whose 
relationship with the employee is similar to that of persons who are related by blood or marriage. A 
dating relationship is defined as a relationship that may be reasonably expected to lead to the formation 
of a consensual "romantic" or sexual relationship. This policy applies to all employees without regard to 
the gender or sexual orientation of the individuals involved. 

 
Relatives of current employees may not occupy a position that will be working directly for or supervising 
their relative. Individuals involved in a dating relationship with a current employee may also not occupy 
a position that will be working directly for or supervising the employee with whom they are involved in a 
dating relationship. WVEMS also reserves the right to take prompt action if an actual or potential 
conflict of interest arises involving relatives or individuals involved in a dating relationship who occupy 
positions at any level (higher or lower) in the same line of authority that may affect the review of 
employment decisions. 

 
If a relative relationship or dating relationship is established after employment between employees who 
are in a reporting situation described above, it is the responsibility and obligation of the supervisor 
involved in the relationship to disclose the existence of the relationship to management. The individuals 
concerned will be given the opportunity to decide who is to be transferred to another available position. 
If that decision is not made within 30 calendar days, management will decide who is to be transferred or, 
if necessary, terminated from employment. 

 
In other cases where a conflict or the potential for conflict arises because of the relationship between 
employees, even if there is no line of authority or reporting involved, the employees may be separated by 
reassignment or terminated from employment. Employees in a close personal relationship should refrain 
from public workplace displays of affection or excessive personal conversation. 
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1.08 Conflicts of Interest 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Employees have an obligation to conduct business within guidelines that prohibit actual or potential 
conflicts of interest. This policy establishes only the framework within which WVEMS wishes the 
business to operate. The purpose of these guidelines is to provide general direction so that employees can 
seek further clarification on issues related to the subject of acceptable standards of operation. Contact 
your supervisor for more information or questions about conflicts of interest. 

 
An actual or potential conflict of interest occurs when an employee is in a position to influence a 
decision that may result in a personal gain for that employee or for a relative as a result of WVEMS's 
business dealings. For the purposes of this policy, a relative is any person who is related by blood or 
marriage, or whose relationship with the employee is similar to that of persons who are related by blood 
or marriage. 

 
No "presumption of guilt" is created by the mere existence of a relationship with outside firms. However, 
if employees have any influence on transactions involving purchases, contracts, or leases, it is imperative 
that they disclose to WVEMS Management as soon as possible the existence of any actual or potential 
conflict of interest so that safeguards can be established to protect all parties. 

 
Personal gain may result not only in cases where an employee or relative has a significant ownership in a 
firm with which WVEMS does business, but also when an employee or relative receives any kickback, 
bribe, substantial gift, or special consideration as a result of any transaction or business dealings 
involving WVEMS. 
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1.10 Outside Employment 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

A Council employee may hold a job with another organization as long as he or she satisfactorily performs 
his or her job responsibilities with the Council. All employees will be judged by the same performance 
standards and will be subject to the Council's scheduling demands, regardless of any existing outside 
work requirements. 

 
If WVEMS determines that an employee's outside work interferes with performance or the ability to meet 
the requirements of WVEMS as they are modified from time to time, or if a conflict of interest exists, the 
employee may be asked to terminate the outside employment if he or she wishes to remain with 
WVEMS. 

 
Outside employment will present a conflict of interest if it has an adverse impact on WVEMS, or if the 
outside employment involves a business or other entity that does or will do business with the Council. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DRAFT



 

 

Employee Handbook          P a g e  | 16 
December 2018              

 

1.14 Employees With Disabilities or Who are Pregnant 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
Nondiscrimination: 

WVEMS will fully comply with all requirements of the Americans with Disabilities Act as Amended (ADAAA) 
and the Pregnancy Discrimination Act (PDA). 
 
It is the Agency's policy not to discriminate against qualified individuals with disabilities or who are pregnant 
and to provide reasonable accommodations as required by law to otherwise qualified applicants or employees 
with disabilities or pregnancy-related impairments in all employment practices, including job application 
procedures, hiring, advancement, job assignments, leaves of absence, transfers, layoffs, demotions, discipline, 
discharge, compensation, fringe benefits and job training. Employment opportunities will not be denied to an 
otherwise qualified applicant or employee because of the need to make a reasonable accommodation to the 
physical, mental, or pregnancy-related impairment(s) of such individual. 
 
A “disability” with respect to an applicant or employee is: (1) a physical or mental impairment that substantially 
limits one or more of the major life activities of such individual, (2) a record of such an impairment, or (3) being 
regarded as having such an impairment. 
 
Reasonable Accommodation: 

It is the Agency's intention to hire, employ or promote the best qualified candidate for a job, regardless of whether 
the individual is disabled or pregnant. When requested by an otherwise qualified applicant or employee with a 
disability or pregnancy-related impairment to do so, the Agency is prepared to modify or adjust the job 
application process or the job or work environment to make “reasonable accommodation” to the known physical 
or mental limitations of the applicant or employee to enable the applicant or employee to be considered for the 
position they desire, to perform the essential functions of the position in question, or to enjoy equal benefits and 
privileges of employment as are enjoyed by other similarly situated associates without disabilities, unless the 
accommodation would impose an "undue hardship" on the operation of the Agency's business. 
 
Reasonable accommodation may include the following: 
 

 Modifying an individual employee’s job duties by reassigning, reallocating, or redistributing 
non-essential, marginal job functions (job restructuring, light duty, etc.). 

 Modifying the employee’s work schedule. 
 Modifying the work flow and/or procedures affecting the employee’s work shift. 
 More frequent or longer breaks. 
 Time off to recover from childbirth. 
 Acquisition or modification of equipment. 
 Temporary transfer to a less strenuous or hazardous position. 

 
Request For Accommodation: 

Employees in need of accommodation for workplace accessibility or usability, to perform essential job duties,  
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to participate in Agency-sponsored programs and activities, or who need alternative accessible formats for  
Agency communications, or emergency treatment or emergency evacuation assistance, should make a written 
request of such needs to management. 
 
In the written request, the employee with a disability or pregnancy-related impairment should identify the 
difficulties the employee is experiencing and propose their suggestions for any potential accommodations the 
Agency might make that would enable them to perform the essential functions of the job.  Management will 
meet with the employee in an “interactive process” to discuss the employee’s suggestions for accommodations 
to allow the employee to perform the essential functions of the job. 
 
An employee who identifies themselves as having a disability or pregnancy-related impairment and requests 
reasonable accommodation may be required to provide documentation, including medical records, sufficient to 
establish the existence of the claimed physical or mental impairment and the need for accommodation. 
Management may make such a request when the need for an accommodation is not obvious or when otherwise 
appropriate. 
 
Reasonable accommodation does not negate the requirement of good job performance, successful completion of 
assigned training, adherence to Agency work rules, and adherence to supervisory instructions. 
 
Accommodation Transfers: 

An employee who can no longer perform the essential functions of their current position because of a disability 
or pregnancy-related impairment, with or without accommodation, will be placed on a lateral basis in an existing 
(or soon to be) vacancy for which they are qualified and can perform the essential job duties, with or without 
accommodation.  Accommodation transfers will be considered before vacancies are made available for other 
employees or applicants. 
 
If no such vacancy exists, the employee may be placed in an existing (or soon to be) vacancy on successively 
lower levels for which they are qualified and can perform the essential job functions, with or without 
accommodation.  An employee with a disability or pregnancy-related impairment who is reassigned to a lower 
graded position as an accommodation will receive the wages of the lower graded position. 
 
Employees in need of an accommodation transfer will be considered for promotional opportunities along with 
other internal candidates without priority or preference. 
 
Separation Of Employment: 

An employee may be terminated if (1) the Agency is unable to provide reasonable accommodation for the 
employee in the current job assignment without causing undue hardship to the Agency; (2) the Agency is unable 
to provide reasonable accommodation for the employee in a transfer to a new job assignment without causing 
undue hardship to the Agency; or (3) the employee refuses reasonable accommodation in the current job 
assignment or transfer to a new job assignment.   
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1.81 Voluntary Work Beyond Usual Job Requirements 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

From time-to-time, an exempt employee might voluntarily perform work beyond his or her usual scope 
of work, and/or beyond the work described in the position description.  Examples are course 
coordination, special projects, etc. The employee may be given the option of doing such extra work as 
part of his or her regular employment with the Council, and may be allowed to utilize flextime to offset 
the time worked on the additional work; or the employee may be paid additional salary for the additional 
work. 

 
If additional compensation is paid for such work, the amount and terms of such compensation along with 
the scope of services will be set forth in a contract or agreement between WVEMS and the employee. 

 
Regardless of whether the employee works "on the clock" or is compensated with additional salary, he or 
she is functioning as an employee of the Council while performing such outside work. As such, he or she 
is expected to adhere to all policies, procedures and standards of conduct expected of all employees 
during the normal course of employment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DRAFT



 

 

Employee Handbook          P a g e  | 19 
December 2018              

 
 

1.83 Whistleblower Policy 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

General: 
The Western Virginia EMS Council Business Ethics and Conduct policy (1.04) requires directors, 
officers and employees to observe high standards of business and personal ethics in the conduct of their 
duties and responsibilities. Additionally, the Council’s adopted administrative policies, Financial Policies 
and Procedures, and its Employee Policies handbook outline certain procedures and practices necessary 
to fulfill the Council’s mission and everyday operations. As employees and representatives of the 
Council, we must practice honesty and integrity in fulfilling our responsibilities and comply with all 
applicable laws and regulations. 

Reporting Responsibility: 
It is the responsibility of all directors, officers and employees to comply with the Business Ethics and 
Conduct policy and all other policies and procedures of the Council and to report violations or suspected 
violations in accordance with this Whistleblower Policy. 

 
No Retaliation: 
No director, officer or employee who in good faith reports a violation of the Code or other policies and 
procedures shall suffer harassment, retaliation or adverse employment consequence. An employee who 
retaliates against someone who has reported a violation in good faith is subject to discipline up to and 
including termination of employment. This Whistleblower Policy is intended to encourage and enable 
employees and others to raise serious concerns within the Council prior to seeking resolution outside the 
Council. 

Reporting Violations: 
Employees: In most cases, an employee’s supervisor is in the best position to address an area of concern. 
However, if you are not comfortable speaking with your supervisor or you are not satisfied with your 
supervisor’s response, you are encouraged to speak with the Executive Director. Supervisors and 
managers are required to report suspected violations of the Business Ethics and Conduct policy or any 
other policy or procedure to the Executive Director, who has specific and exclusive responsibility to 
investigate all reported violations. For suspected fraud, individuals should contact the Executive Director 
directly. In cases where the area of concern or suspected fraud may involve the Executive Director, the 
employee should report the concern directly to the President of the Board of Directors. 

Directors: In most cases, a board member should report an area of concern to the Executive Director or, if you 
are not comfortable speaking with the Executive Director, to the President, any board officer or any member 
of the Executive Committee. In cases not involving the Executive Director, the President, officer or Executive 
Committee member will communicate the issue to the Executive Director. 
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Compliance Officer: 
The Executive Director is the Council’s compliance officer for matters relating to all employment 
policies, and is responsible for investigating and resolving all reported complaints and allegations 
concerning violations of the Business Ethics and Conduct policy and other policies and procedures. At 
his discretion, he shall advise the Executive Committee. He shall provide a summary of all compliance 
matters to the Executive Committee at least annually. 

 
Accounting and Auditing Matters: 
The Executive Committee of the Board of Directors shall address all reported concerns or complaints 
regarding corporate accounting practices, internal controls or auditing. The Executive Director shall 
immediately notify the Executive Committee of any such complaint and work with the committee until 
the matter is resolved. 

 
Acting in Good Faith: 
Anyone filing a complaint concerning a violation or suspected violation of the Business Ethics and 
Conduct policy and other policies and procedures must be acting in good faith and have reasonable 
grounds for believing the information disclosed indicates a violation. Any allegations that prove not to 
be substantiated and which prove to have been made maliciously or knowingly to be false will be 
viewed as a serious disciplinary offense. 

 
Confidentiality: 
Violations or suspected violations may be submitted on a confidential basis by the complainant or may be 
submitted anonymously. Reports of violations or suspected violations will be kept confidential to the extent 
possible, consistent with the need to conduct an adequate investigation. 

 
Handling of Reported Violations: 
The Executive Director will notify the sender and acknowledge receipt of the reported violation or 
suspected violation within five business days. All reports will be promptly investigated and appropriate 
corrective action will be taken if warranted by the investigation. 
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1.85 Employee Professionalism and Confidentiality 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS employees are to maintain businesslike manners at all times when interacting with 
supervisors, co-workers, WVEMS clients, and other community stakeholders. 
 
WMEMS has certain information about clients that is unique to our organization.  Keeping 
certain records private is also a requirement of federal and state privacy acts.  All employees are 
required to keep confidential client and other business which is maintained by WVEMS as 
confidential.  An employee who divulges confidential information may be terminated and also 
may be subject to certain federal fines or imprisonment.  No employee is to take these records, 
or any other records maintained by WVEMS as confidential business or personal records, home 
without permission from their Department Manager or the Executive Director.  No employee is 
to copy such records for their personal use.  Moreover, one is prohibited from reviewing 
confidential information to which they do not have authorized access.  This includes looking at 
information contained on a computer or looking at hard copy located in others’ office or file 
cabinets. 
 
A statement of confidentiality shall be signed by each WVEMS employee and will be kept in the 
employee’s personnel file.  Also, for certain employees, a statement of confidentiality for the 
Virginia Department of Health is also required.   

 
Confidentiality is the preservation, in confidence, of all information concerning any individual or other 
entity which may be disclosed in the course of your employment with WVEMS, or any information 
relating to planning or the conduct of EMS Council business that has not been approved for release to the 
public. 

 
Any information obtained in the performance of official duties is to be considered confidential, and to be 
protected from access by unauthorized persons. This is to include information gained as a result of 
conversation, conferences, or staff meetings as well as written documentation. 

 
Requests for release of information citing the Virginia Freedom of Information Act should be referred to 
the Executive Director or his designee. 
 
The Executive Director is WVEMS’ spokesperson.  All requests including media and requests for 
information should be submitted to the Executive Director for an appropriate response.  An employee 
may not speak at any time on behalf of the organization. 
 
Malicious gossip about fellow employees and the spreading of confidential personnel information, inside 
or outside the organization, is strictly prohibited.  Violation of this rule will result in discipline, up to 
immediate termination.   
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1.86 Meal Periods and Break Periods 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 
 
 
All  salaried employees are permitted to take a daily paid meal break. You are free to use it as you see fit. 
Supervisors are  responsible for approving meal periods in their department, allowing for some level of staffing 
to be maintained in certain departments during these hours. 
 
Non-exempt employees are expected to take a minimum of 30 minutes for all meal periods.  For non-exempt 
employees, during your meal periods, you are not to eat at your desk or  perform any work whatsoever.  
 
It is important that you leave for lunch on time and return on time as the delay of one employee in leaving or 
returning can upset the lunch schedules. 

 
BREAK PERIODS: 
 

Rest periods are not formally defined; however, each person may leave their workstation for brief periods of 
personal interest and need.  Care should be exercised, when taking a break from one's work that others engrossed 
in their work should not be disturbed.  Also, it is important to return to your work obligation after your break in 
a timely fashion. 

 
BREAKS FOR NURSING MOTHERS:  
 

Employees who are nursing mothers are provided with unpaid breaks as often as needed to express breast milk 
for the employee’s nursing child.  A private place (other than the bathroom) which is shielded from view and 
free from intrusion from co-workers and the public is provided for this purpose.  These unpaid breaks for 
expressing breast milk are in effect for up to one year after the child’s birth. 
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1.87 Legal Work Status 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 
 
The Immigration Reform and Control Act of 1986 requires that all employees hired by WVEMS provide 
documentation proving that they have a legal right to work in the United States. 
 
In compliance with this Act, all job offers extended to successful applicants are made contingent upon the 
receipt of the required documentation and completion of USCIS Form I-9.  The required documentation must 
be provided prior to the date the employee begins work. Only those successful applicants who complete Form 
I-9 will be permitted to work.  
 
Former employees who are rehired must also complete the form if they have not completed an I-9 with the 
Agency within the past three years, or if their previous I-9 is no longer retained or valid. 
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1.88 Timekeeping/Time Records 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 
For non-exempt employees, laws and regulations today are very strict about recording the exact number of hours 
you work.  It is our responsibility to keep accurate records.  Additionally, keeping accurate time records provides 
us with a permanent record of time for computing your earnings.   
 
Certain classifications of employees may be required to keep time records by punching a timecard or otherwise 
recording their attendance on an approved time sheet, and this must be done on a daily basis reflecting the actual 
time you commence work and finish at the end of each day.  If you leave the premises, and you are not on Agency 
business, you are required to record the time you leave and return by recording in the specified manner. 
 
If you forget to record such absences, or if there is an error made on your time record, please notify your 
supervisor immediately. Your supervisor will make the necessary correction and both of you will initial the 
correction. 
 
No non-exempt employee is to work while clocked out for lunch if required to do so.  Additionally, non-exempt 
employees are not to work any overtime unless authorized by their supervisor.  Altering, falsifying, tampering 
with timecards, or recording time on another employee's timecard may result in disciplinary action, up to and 
including termination of employment.   
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1.89 Official Workweek 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 
 
 
The official payroll workweek for all employees at WVEMS begins at 12:00 a.m. Monday and ends at 12:00 
a.m. the following Sunday.  
 
Your particular work schedule will depend on your job and the shift you are assigned.  Your supervisor will 
explain your work schedule to you.  Hours may be changed to meet the needs of our customers.  Overtime, in 
any department, must be approved in advance by the supervisor. 
 
The hours of operation are the times within which we will accept customers and perform work.  In order to 
achieve this, employees are expected to be “ready to work” at their normal starting time with all Agency systems 
up and running.  Employees must be prepared to accept and perform work up to and in some cases before and 
past normal closing hours. 
 
From time to time, unforeseen circumstances may affect our hours of operation; i.e., weather.  The general rule 
of operation is:  if the Agency is open, all employees are expected to report for work based on their normal 
schedule.  Any expectations or deviations from this policy will be handled at the time of the occurrence at the 
discretion of your supervisor. 
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2.01 Employment Categories 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
It is the intent of WVEMS to clarify the definitions of employment classifications so that employees 
understand their employment status and benefit eligibility. These classifications do not guarantee 
employment for any specified period of time. Accordingly, the right to terminate the employment 
relationship at will at any time is retained by both the employee and WVEMS. 

 
Each employee is designated as either NONEXEMPT or EXEMPT from federal and state wage and hour 
laws. NONEXEMPT employees are entitled to overtime pay under the specific provisions of federal and 
state laws. EXEMPT employees are excluded from specific provisions of federal and state wage and hour 
laws. An employee's EXEMPT or NONEXEMPT classification may be changed only upon written 
notification by WVEMS management. 

 
In addition to the above categories, each employee will belong to one other employment category: 

 
REGULAR FULL-TIME employees are those who are not in a temporary or introductory status and who 
are regularly scheduled to work WVEMS's full-time schedule of 40 hours or more per week. Generally, 
they are eligible for WVEMS's benefit package, subject to the terms, conditions, and limitations of each 
benefit program. 

 
PART-TIME employees are those who are not assigned to a temporary or introductory status and who 
are regularly scheduled to work less than 40 hours per week. Part-time employees are ineligible for 
benefits except those mandated by federal or state law, such as Workers’ Compensation, Social Security 
Benefits, and the Affordable Health Care Act.  Under the Affordable Health Care Act, part-time 
employees working at least 30 hours per week will be eligible for group health insurance. 

 
INTRODUCTORY employees are those whose performance is being evaluated to determine whether 
further employment in a specific position or with WVEMS is appropriate. Employees who satisfactorily 
complete the introductory period will be notified of their new employment classification. 

 
TEMPORARY OR CONTRACTUAL employees are those who are hired as interim replacements, to 
temporarily supplement the work force, or to assist in the completion of a specific project, contract, or 
MOU. Employment assignments in this category are of a limited duration. Employment beyond any 
initially stated period does not in any way imply a change in employment status. Temporary employees 
retain that status unless and until notified of a change. While temporary employees receive all legally 
mandated benefits (such as workers' compensation insurance and Social Security), they are ineligible for 
all of WVEMS's other benefit programs unless specifically agreed to prior to employment in this 
category, or by amendment to the employment agreement or employment contract. 
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2.02 Access to Personnel Files 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS maintains a personnel file on each employee. The personnel file includes such information as 
the employee's job application, resume, records of training, documentation of performance appraisals and 
salary increases, and other employment records. 

 
Personnel files are the property of WVEMS, and access to the information they contain is restricted. 
Generally, only supervisors and management personnel of WVEMS who have a legitimate reason to 
review information in a file are allowed to do so. 

 
Employees who wish to review their own file should contact the Human Resources Manager. With 
reasonable advance notice, employees may review their own personnel files in WVEMS's offices and in 
the presence of an individual appointed by the Executive Director to maintain the files. 
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2.03 Pre-Employment Checks 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

To ensure that individuals who join WVEMS are well qualified and have a strong potential to be 
productive and successful, it is the policy of WVEMS to check the employment references and to 
perform a criminal background check and pre-employment drug screen of applicants prior to being 
offered employment with WVEMS. 
 
Pre-employment drug screens may also be required. (See policy 7.02 for additional information.) 

 
The Executive Director will respond to all reference check inquiries from other employers. Responses to 
such inquiries will be limited to factual information that can be substantiated by WVEMS's records. 
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2.04 Personnel Data Changes 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

It is the responsibility of each employee to promptly notify WVEMS of any changes in personnel data. 
Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be 
contacted in the event of an emergency, educational accomplishments, and other such status reports 
should be accurate and current at all times. If any personnel data has changed, notify the Human 
Resources Manager. 
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2.05 Introductory Period 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

The introductory period is intended to give new employees the opportunity to demonstrate their ability to 
achieve a satisfactory level of performance and to determine whether the new position meets their 
expectations. WVEMS uses this period to evaluate employee capabilities, work habits, and overall 
performance. Either the employee or WVEMS may end the employment relationship at will at any time 
during or after the introductory period, with or without cause or advance notice. (It is understood by the 
employee that voluntary resignation without notice as described in Policy 3.15 will forfeit payment for 
accrued PTO.) 

 
All new and rehired employees work on an introductory basis for the first 90 calendar days after their date 
of hire unless otherwise specified in their employment agreement. Any significant absence will 
automatically extend an introductory period by the length of the absence. If WVEMS determines that the 
designated introductory period does not allow sufficient time to thoroughly evaluate the employee's 
performance, the introductory period may be extended for a specified period. 

 
Upon satisfactory completion of the introductory period, employees enter the "regular" employment 
classification. 

 
During the introductory period, new employees are eligible for those benefits that are required by law, 
such as workers' compensation insurance and Social Security. They may also be eligible for other 
WVEMS-provided benefits, subject to the terms and conditions of each benefit program. Employees 
should read the information for each specific benefit program for the details on eligibility requirements. 
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2.08 Employment Applications 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS relies upon the accuracy of information contained in the employment application, as well as the 
accuracy of other data presented throughout the hiring process and employment. Any misrepresentations, 
falsifications, or material omissions in any of this information or data may result in the exclusion of the 
individual from further consideration for employment or, if the person has been hired, termination of 
employment. 
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2.09 Performance Evaluation 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 
 
WVEMS encourages the use of a continual evaluation process. Supervisors and employees are strongly 
encouraged to discuss job performance and goals on an informal, day-to-day basis. Additional formal 
performance evaluations may be conducted on a periodic basis to provide both supervisors and employees 
the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, 
and discuss positive, purposeful approaches for meeting goals. 
 
Merit-based pay adjustments are awarded by WVEMS in an effort to recognize truly superior employee 
performance. The decision to award such an adjustment is dependent upon numerous factors, including the 
information documented by this formal performance evaluation process and availability of funds.  A performance 
evaluation does not necessarily mean a change in pay or duties. 
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2.10 Job Descriptions 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS makes every effort to create and maintain accurate job descriptions for all positions within the 
EMS Council. Each description includes a job summary section (giving a general overview of the job's 
purpose), an essential duties and responsibilities section, a qualifications section (including education 
and/or experience, language skills, mathematical skills, reasoning ability, and any certification required), 
and a classification section. 

 
WVEMS maintains job descriptions to aid in orienting new employees to their jobs, identifying the 
requirements of each position, establishing hiring criteria, setting standards for employee performance 
evaluations, and establishing a basis for making reasonable accommodations for individuals with 
disabilities. 

 
The Executive Director in consultation with the WVEMS management team prepare job descriptions 
when new positions are created. Existing job descriptions are also reviewed and revised in order to 
ensure that they are up to date. Job descriptions may also be rewritten periodically to reflect any changes 
in the position's duties and responsibilities. All employees will be expected to help ensure that their job 
descriptions are accurate and current, reflecting the work being done. 

 
Employees should remember that job descriptions do not necessarily cover every task or duty that might 
be assigned, and that additional responsibilities may be assigned as necessary. Contact the Executive 
Director if you have any questions or concerns about your job description. 
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2.12 Salary Administration 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

The salary administration program at WVEMS was created to achieve consistent pay practices, comply 
with federal and state laws, mirror our commitment to Equal Employment Opportunity, and offer 
competitive salaries within our labor market. Because recruiting and retaining talented employees is 
critical to our success, WVEMS is committed to paying its employees equitable wages that reflect the 
requirements and responsibilities of their positions and are comparable to the pay received by similarly 
situated employees in other similar organizations. 

 
Each year, the pay plan may be adjusted to reflect changes in the cost of living.  The Council may also 
offer merit increases.  Merit-based pay increases may be awarded in for superior employee performance 
documented by the performance evaluation process.  Merit increases are based on a percentage of the 
midpoint of the pay grade to which your position is assigned.   

 
Salary adjustments (both merit and COLA) are usually implemented as of the first payday after July 1 of 
each year. However, adjustments may be implemented at other times. Each new employee's anniversary 
date is adjusted to the beginning of the first pay period of the month in which the employee began his 
employment with the Council. 

 
Compensation for every position is determined by several factors, including the essential duties and 
responsibilities of the job, and salary survey data on pay practices of other comparable employers. 
WVEMS periodically reviews its salary administration program and restructures it as necessary. 

 
Employees should bring their pay-related questions or concerns to the attention of their immediate 
supervisors, who are responsible for the fair administration of departmental pay practices. The Executive 
Director is also available to answer specific questions about the salary administration program. 
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3.01 Employee Benefits 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Eligible employees at WVEMS are provided a wide range of benefits. A number of the programs (such 
as Social Security, workers' compensation, state disability, and unemployment insurance) cover all 
employees in the manner prescribed by law. 

 
Benefits eligibility is dependent upon a variety of factors, including employee classification. Your 
supervisor can identify the programs for which you are eligible. Details of many of these programs can 
be found elsewhere in the employee handbook.  All insurance benefits are subject to underwriting by 
the provider. 

 
The following benefit programs are available to eligible employees: 

 
* Company Vehicles (for work-related travel) 
* SEP-IRA (503B) 
* Deferred Compensation Plan (paid by employee) 
* Dental Insurance 
* Direct Deposit 
* Educational Financial Assistance 
* Employee Assistance Program 
* Health Insurance  
* Flexible Spending Plan (For non-covered medical expenses - Funded by pre-tax withholding) 
* Jury Duty Leave 
* Life Insurance 
* Paid Time Off (PTO) 
* Long-Term Disability 
* Short-Term Disability 
* Long-term care (Fully paid by employer but funded by salary offset) 

 
Some benefit programs require contributions from the employee. 
 
For Contractual and Temporary Employees:  employee benefits shall be in accordance with the 
employment agreement, or contract between the employee and WVEMS.   
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3.05 Holidays 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
WVEMS will grant holiday time off to all eligible employees on the holidays listed below: 

 
* New Year's Day (January 1) 
* Lee-Jackson Day (Friday before Martin Luther King Day) 
* Martin Luther King, Jr. Day (third Monday in January) 
* Presidents' Day (third Monday in February) 
* Memorial Day (last Monday in May) 
* Independence Day (July 4) 
* Labor Day (first Monday in September) 
* Columbus Day (second Monday in October) 
* Veterans' Day (November 11) 
* Thanksgiving (fourth Thursday in November) 
* Day after Thanksgiving 
* Christmas Eve (December 24) 
* Christmas (December 25) 
* Other days designated as holidays by the Governor of Virginia or the President of the United States 

and approved by the President of the Council Board 
 

WVEMS will grant paid holiday time off to all eligible employees immediately upon assignment to an 
eligible employment classification. Holiday pay will be calculated based on the employee's straight-time 
pay rate (as of the date of the holiday) times the number of hours the employee would otherwise have 
worked on that day. Eligible employee classification(s): 

 
* Regular full-time employees 
* Introductory employees 

 
A recognized holiday that falls on a Saturday will be observed on the preceding Friday. A recognized 
holiday that falls on a Sunday will be observed on the following Monday. 
 
Additional time off as declared by the Governor of Virginia may be observed at the discretion of the 
Executive Director or the President. 

 
If a recognized holiday falls during an eligible employee's paid absence (such as vacation or sick leave), 
holiday pay will be provided instead of the paid time off benefit that would otherwise have applied. 

 
If eligible nonexempt or exempt employees work on a recognized holiday, they will be entitled to take 
"floating holiday hours" at another time equivalent to the number of hours worked on the holiday. 
 
For Contractual and Temporary Employees:  Holiday policies shall be in accordance with the 
employment agreement or contract between the employee and WVEMS.   
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3.06 Workers' Compensation Insurance 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS provides a comprehensive workers' compensation insurance program at no cost to employees. 
This program covers any injury or illness sustained in the course of employment that requires medical, 
surgical, or hospital treatment. Subject to applicable legal requirements, workers' compensation 
insurance provides benefits after a short waiting period or, if the employee is hospitalized, immediately. 

 
Employees who sustain work-related injuries or illnesses should inform their supervisor immediately. No 
matter how minor an on-the-job injury may appear, it is important that it be reported immediately. This 
will enable an eligible employee to qualify for coverage as quickly as possible. 
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3.11 Jury Duty 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS encourages employees to fulfill their civic responsibilities by serving jury duty when required. 
Employees in an eligible classification may request paid jury duty leave for the duration of any jury 
service. 

 
Jury duty pay will be calculated on the employee's base pay rate times the number of hours the employee 
would otherwise have worked on the day of absence. Employee classifications that qualify for paid jury 
duty leave are: 

 
* Regular full-time employees 
* Temporary employees 
* Contractual employees only if allowed by the employment contract 

 
Employees must show the jury duty summons to their supervisor as soon as possible so that the 
supervisor may make arrangements to accommodate their absence. Of course, employees are expected to 
report for work whenever the court schedule permits. 

 
Any compensation paid to the employee by the court or the jurisdiction in which the jury service is 
performed (other than parking reimbursement) must be paid to WVEMS. 

 
Either WVEMS or the employee may request an excuse from jury duty if, in WVEMS's judgment, the 
employee's absence would create serious operational difficulties. 

 
WVEMS will continue to provide health insurance benefits for the full term of the jury duty absence. 

Vacation, sick leave, and holiday benefits will continue to accrue during unpaid jury duty leave. 

For Contractual and Temporary Employees:  paid jury duty leave shall be in accordance with the 
employment agreement, or contract between the employee and WVEMS.   
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3.13 Benefits Continuation (COBRA) 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 
COBRA is part of a federal law enacted in 1986 requiring certain employers to offer employees and their 
families an opportunity for the temporary extension of health care coverage under certain instances where 
health care coverage would otherwise end. At the time a new employee becomes eligible for health care 
coverage through Company, that employee will be provided literature notifying them and their families of 
their rights under COBRA. This should be read carefully, both by the employee and their family, and 
retained for future reference. 

 
If an employee's hours are reduced and this reduction of hours results in loss of health care coverage, or an 
employee is terminated for any reason other than gross misconduct, that employee and their family will be 
provided literature notifying them of their right to elect coverage under COBRA. If elected by the employee 
or the employee's dependents, coverage will continue for a period of time specified by the law at the expense 
of the employee or the employee's dependents. 

 
In order that Western Virginia EMS may comply with this law, we require that the employee notify the 
Company of any change in status. Specifically, those changes are: 

 
 Employee's change of address 
 Change of address of spouse or dependent 
 Birth or death of a dependent 
 Death of a spouse 
 Divorce or legal separation from a spouse 
 Medicare eligibility for employee or spouse 
 A child ceases to be eligible for coverage under the plan as a “dependent child” 

 
You will be provided with the details of your rights under COBRA under a separate letter. 
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3.14 Educational Assistance & Advanced Degree Stipend 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS recognizes that the skills and knowledge of its employees are critical to the success of the EMS 
Council. The educational assistance program encourages personal development through formal education 
so that employees can maintain and improve job-related skills or enhance their ability to compete for 
reasonably attainable jobs within WVEMS. 
 
WVEMS will consider educational assistance to all eligible employees who have completed 180 calendar 
days of service in an eligible employment classification, subject to available funds. To maintain eligibility 
employees must remain on the active payroll and be performing their job satisfactorily through completion of 
each course. Employees in the following employee classification(s) are eligible for educational assistance: 
 
* Regular full-time employees 
 
Individual courses or courses that are part of a degree, licensing, or certification program must be related 
to the employee's current job duties or a foreseeable-future position in the EMS Council in order to be 
eligible for educational assistance. WVEMS has the sole discretion to determine whether a course relates 
to an employee's current job duties or a foreseeable-future position.  Employees should contact the 
Executive Director for more information or questions about educational assistance. 
 
While educational assistance is expected to enhance employees' performance and professional abilities, 
WVEMS cannot guarantee that participation in formal education will entitle the employee to automatic 
advancement, a different job assignment, or pay increases. 
 
WVEMS invests in educational assistance to employees with the expectation that the investment be 
returned through enhanced job performance. However, if an employee voluntarily separates from 
WVEMS's employment within one year of the last educational assistance payment, the amount of the 
payment will be considered only a loan. Accordingly, the employee will be required to repay up to 100 
percent of the original educational assistance payment. 
 
WVEMS offers an annual stipend of $2000 to any full-time employee who possesses an earned master’s 
degree in a related field and an annual stipend of $4000 to any full-time employee who possesses an earned 
doctorate in a related field. Such stipend is added to the annual base pay and paid proportionately with each 
pay period. Related fields of study include, but are not limited to, public administration, public health, 
healthcare administration, education, disaster management, and emergency health sciences. For more 
information, please contact the Executive Director. 
 
For Contractual and Temporary Employees:  Educational assistance and advanced degree stipend shall 
be in accordance with the employment agreement or contract between the employee and WVEMS.   
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3.15 Paid Time Off (PTO) 
Effective Date: 01/01/2019 
Revision Date: 12/17/2019 

 
 

Paid Time Off (PTO) is an all-purpose time-off policy for eligible employees to use for vacation, illness 
or injury, and personal business. It combines traditional vacation and sick leave plans into one flexible, 
paid time-off policy. Employees in the following employment classification(s) are eligible to earn and 
use PTO as described in this policy: 

 
* Regular full-time employees 
* Introductory employees 

 
Once employees enter an eligible employment classification, they begin to earn PTO according to the 
schedule below. They can request use of PTO after it is earned. 

 
The amount of PTO employees receive each year increases with the length of their employment as shown 
in the following schedule: 

 
* Upon initial eligibility the employee is entitled to 27 PTO days each year, accrued biweekly at the 

rate of 8.31 hours. 
 

* After 5 years of eligible service the employee is entitled to 33 PTO days each year, accrued 
biweekly at the rate of 10.15 hours. 

 
* After 10 years of eligible service the employee is entitled to 39 PTO days each year, accrued 

biweekly at the rate of 12 hours. 
 

The length of eligible service is calculated on the basis of a "benefit year." This is the 12-month period 
that begins when the employee starts to earn PTO. An employee's benefit year may be extended for any 
significant leave of absence except military leave of absence. Military leave has no effect on this 
calculation. (See individual leave of absence policies for more information.) 

 
PTO can be used in minimum increments of one-half day. Employees who have an unexpected need to be 
absent from work should notify their direct supervisor before the scheduled start of their workday, if 
possible. The direct supervisor must also be contacted on each additional day of unexpected absence. 
 
All paid time off must be prearranged with your supervisor’s approval.  We request that you schedule 
your vacation at least two weeks prior to the desired time off. Insofar as possible, your supervisor will 
honor your request for vacation days preferred.  When the vacation request of one employee conflicts 
with the request of another, vacation is granted to the employee with the earlier submission date, 
provided the vacation has been approved. If the submission dates are identical, the request of the senior 
employee will be honored, provided vacation leave has been approved.  
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Prior approval is required to take more than two consecutive days of PTO. To schedule planned 
PTO, employees should request advance approval from their supervisors. Requests will be reviewed 
based on a number of factors, including business needs and staffing requirements. 

 
PTO is paid at the employee's base pay rate at the time of absence. It does not include overtime or any  
special forms of compensation. 

 
All full-time employees must take at least two weeks (80 hours) of PTO per fiscal year. Employees are 
encouraged to take at least one full week (five consecutive work days) during each fiscal year. 

 
In the event that available PTO is not used by the end of the benefit year, employees may carry unused 
time forward to the next benefit year. If the total amount of unused PTO reaches a "cap" of 600 hours, 
further accrual will stop. When the employee uses PTO and brings the available amount below the cap, 
accrual will begin again. 

 
Upon voluntary termination of employment with at least two weeks’ notice, employees will be paid for 
unused PTO that has been earned through the last day of work, not to exceed 200 hours. However, if 
WVEMS, in its sole discretion, terminates employment for cause, forfeiture of unused PTO may result. 
 
For Contractual and Temporary Employees:  PTO policies shall be in accordance with the employment 
agreement, or contract between the employee and WVEMS.   
 
CASHING IN PAID TIME OFF (PTO): 
 
Regular full-time employees are encouraged to save at least 200 hours of PTO for emergencies. Current 
regular full-time employees who have accrued PTO in excess of 200 hours may request the EMS Council 
to cash in up to 200 accrued hours per fiscal year in excess of a 200 hour reserve. An employee may receive 
no more than two PTO cash-ins during each fiscal year. Requests to cash in accrued PTO will be evaluated 
on a case-by-case basis. Written request is made to the Executive Director on the appropriate form, who 
shall then forward such request with recommendation to the President. The President shall approve, deny 
or modify the request based on the availability of funds and other pertinent circumstances. 
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3.16 Health Insurance 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS's health insurance plan provides employees and their dependents access to medical, dental, and 
vision care insurance benefits. Employees in the following employment classifications are eligible to 
participate in the health insurance plan: 

 
* Regular full-time employees 
* Introductory employees 
* Eligible part-time employees 
* Eligible Temporary and Contractual employees 

 
NOTE:  Under the Affordable Health Care Act, part-time employees working at least 30 hours per week 
will be eligible for group health insurance. Eligibility will be determined in accordance with the 
Affordable Health Care Act and any other state and/or federal regulations that may be in place. 

 
Eligible employees may participate in the health insurance plan subject to all terms and conditions of the 
agreement between WVEMS and the insurance carrier. 

 
A change in employment classification that would result in loss of eligibility to participate in the health 
insurance plan may qualify an employee for benefits continuation under the Consolidated Omnibus 
Budget Reconciliation Act (COBRA). Refer to the Benefits Continuation (COBRA) Policy for more 
information. 

 
Details of the health insurance plan are described in the Summary Plan Description (SPD). An SPD and 
information on cost of coverage will be provided in advance of enrollment to eligible employees. Contact 
the Human Resources Manager for more information about health insurance benefits. 
 
For Contractual and Temporary Employees:  Health insurance shall be in accordance with the 
employment agreement or contract between the employee and WVEMS.   
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3.17 Life Insurance 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Life insurance offers you and your family important financial protection. WVEMS provides a basic life 
insurance plan for eligible employees. 

 
Accidental Death and Dismemberment (AD&D) insurance provides protection in cases of serious injury 
or death resulting from an accident. AD&D insurance coverage is provided as part of the basic life 
insurance plan. 

 
Employees in the following employment classifications are eligible to participate in the life insurance 
plan: 

 
* Regular full-time employees 
* Introductory employees 
* Eligible Temporary and Contractual employees 

 
Eligible employees may participate in the life insurance plan subject to all terms and conditions of the 
agreement between WVEMS and the insurance carrier. 

 
Details of the basic life insurance plan including benefit amounts are described in the Summary Plan 
Description provided to eligible employees. Contact the Office Manager for more information about life 
insurance benefits. 
 
For Contractual and Temporary Employees:  Life insurance shall be in accordance with the 
employment agreement or contract between the employee and WVEMS.   
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3.18 Short-Term Disability 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS provides a short-term disability (STD) benefits plan to eligible employees who are unable to 
work because of a qualifying disability due to an injury or illness. Employees in the following 
employment classifications are eligible to participate in the STD plan: 

 
* Regular full-time employees 
* Introductory employees 
* Eligible Temporary and Contractual employees 

 
Eligible employees may participate in the STD plan subject to all terms and conditions of the agreement 
between WVEMS and the insurance carrier. 

 
Disabilities arising from pregnancy or pregnancy-related illness are treated the same as any other illness 
that prevents an employee from working. STD benefits are offset by any workers' compensation benefits 
so that combined benefits do not exceed the maximum level. 

 
Details of the STD benefits plan including benefit amounts, when they are payable, and limitations, 
restrictions, and other exclusions are described in the Summary Plan Description provided to eligible 
employees. Contact the Human Resources Manager for more information about STD benefits. 
 
For Contractual and Temporary Employees:  Short-term disability shall be in accordance with the 
employment agreement or contract between the employee and WVEMS.   
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3.19 Long-Term Disability 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS provides a long-term disability (LTD) benefits plan to help eligible employees cope with an 
illness or injury that results in a long-term absence from employment. LTD is designed to ensure a 
continuing income for employees who are disabled and unable to work. 

 
Employees in the following employment classifications are eligible to participate in the LTD plan: 

 
* Regular full-time employees 
* Introductory employees 
* Eligible Temporary and Contractual employees 

 
Eligible employees may participate in the LTD plan subject to all terms and conditions of the agreement 
between WVEMS and the insurance carrier. 

 
LTD benefits are offset with amounts received under Social Security or workers' compensation for the 
same time period. 

 
Details of the LTD benefits plan including benefit amounts, and limitations and restrictions are described 
in the Summary Plan Description provided to eligible employees. Contact the Human Resources 
Manager for more information about LTD benefits. 
 
For Contractual and Temporary Employees:  Long-term disability shall be in accordance with the 
employment agreement or contract between the employee and WVEMS.   
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3.24 Employee Assistance Program 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS cares about the health and well-being of its employees and recognizes that a variety of personal 
problems can disrupt their personal and work lives. While many employees solve their problems either 
on their own or with the help of family and friends, sometimes employees need professional assistance 
and advice. 

 
Through the Employee Assistance Program (EAP), WVEMS provides confidential access to professional 
counseling services for help in confronting such personal problems as alcohol and other substance abuse, 
marital and family difficulties, financial or legal troubles, and emotional distress. The EAP is available to 
all employees and their immediate family members offering problem assessment, short-term counseling, 
and referral to appropriate community and private services. 

 
The EAP is strictly confidential and is designed to safeguard your privacy and rights. Information given 
to the EAP counselor may be released only if requested by you in writing. All counselors are guided by a 
Professional Code of Ethics. 

 
Personal information concerning employee participation in the EAP is maintained in a confidential 
manner. No information related to an employee's participation in the program is entered into the 
personnel file. 

 
There is no cost for employees to consult with an EAP counselor. If further counseling is necessary, the 
EAP counselor will outline community and private services available. The counselor will also let 
employees know whether any costs associated with private services may be covered by their health 
insurance plan. Costs that are not covered are the responsibility of the employee. 
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3.81 Family and Medical Leave of Absence (FMLA) 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Establishing Eligibility For Leave: 
 

Employees who have at least 12 months of total service, and who have worked at least 1250 hours during the 
preceding 12-months immediately preceding the commencement leave, who work at a WVEMS location where 
at least 50 employees are working within a 75-mile radius, will be granted a total of up to 12 weeks’ unpaid leave 
under the Family and Medical Leave Act (FMLA). 
 
The amount of FMLA leave available to the employee is determined by examining the amount of FMLA leave 
taken in the preceding 12-month period, measured backward from the date an employee uses any FMLA leave.  
This is referred to as the “rolling 12-month period” method of calculation.  
 
Establishing Leave Eligibility: 
 

A.   Due to the birth of a child of the employee and in order to care for the newborn child. 
 

B.   Due to the placement of a child with the employee for adoption or foster care. 
 

C.   In order to care for the employee's spouse, child or parent who has a serious health condition.  
 

D.   Because of the employee's serious health condition which makes the employee unable to 
perform the functions of their current position. 

 

E. Because an immediate family member (spouse, child, or parent) is called to active duty in the 
Uniformed Services of the United States. 
 

F. In order to care for a “recovering active duty service member” (spouse, child, parent, or nearest 
blood relative). (Up to 26 weeks in a single 12-month period) 

 
A recovering service member, as in (F) is defined as a member of the Uniformed Services of the 
United States who suffered an injury or illness while on active duty that renders the person 
unable to perform the duties of the person’s office, grade, rank, or rating. 
 
Covered family members are also eligible for up to 26 weeks of leave to care for veterans who 
are undergoing medical treatment, recuperation, or therapy for a serious injury or illness and 
who were members of the Uniformed Services of the United States (including the National 
Guard or Reserves) at any time during the five years preceding the date of treatment, therapy, 
or recuperation. 

 
Application For Leave/Advance Notice: 

An employee requesting FMLA leave must provide WVEMS with at least 30 days advance notice before leave 
is to begin, if the need for the leave is foreseeable, based on an expected birth, placement for adoption or foster  
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care, or planned medical treatment for a serious health condition of the employee or of a family member.  If 30 
days’ notice is not practicable due to a lack of knowledge of approximately when leave will be required to begin, 
a change in circumstances, or a medical emergency, notice must be given as soon as practicable. 

 
“As soon as practicable” ordinarily would mean at least verbal notification to the Company within one or two 
business days of when the need for leave becomes known to the employee, except in extraordinary 
circumstances. 

 
Employees must submit a written request to the President indicating the dates on which the leave will begin 
and end. 

 
If you fail to give 30 days’ advance notice for foreseeable leave with no reasonable excuse for the delay, WVEMS 
may deny the taking of leave until at least 30 days after the date you provide notice to the Agency of the need 
for the leave. 
 
Treatment Schedules: 

When planning medical treatment, you should consult with your Supervisor and make a reasonable effort to 
schedule the leave so as not to disrupt unduly the Agency’s operations, subject to the approval of the health 
care provider. Employees are ordinarily expected to consult with their Supervisor prior to the scheduling of 
treatment in order to work out a treatment schedule that best suits the needs of both the Agency and the 
employee. WVEMS may, for justifiable cause, require an employee to attempt to reschedule treatment, subject 
to the ability of the health care provider to reschedule the treatment and the approval of the health care provider 
as to any modification of the treatment schedule. 
 
Medical Certification: 

WVEMS may require that an employee’s request for leave to care for the employee’s seriously-ill spouse, child, 
or parent, or due to the employee’s own serious health condition that makes the employee unable to perform the 
functions of the employee’s position, be supported by a certification issued by the health care provider of the 
employee or of the employee’s ill family member. The Agency will give written notice of a requirement for 
medical certification and will allow 15 calendar days to do so. 

 
In the case of foreseeable leave, an employee who fails to provide timely certification after being requested by 
the Agency to furnish such certification (e.g., within 15 calendar days, if practicable) may be denied the taking 
of leave until the required certification is provided. 

 
If you fail to provide a medical certification within a reasonable time under the pertinent circumstances, WVEMS 
may deny your continuation of leave. 

 
WVEMS reserves the right to require the employee requesting FMLA leave for the reason listed in (C), (D), 
and (F) to provide additional Certifications of Need.  Any cost associated with completing the initial form will 
be the employee’s responsibility; however, any costs associated with additional forms will be paid by the 
Agency. Depending upon the circumstances, medical recertification may be required every 30 days. 

 
If both spouses are employees of WVEMS, they will be entitled to an annual combined total of 12 weeks’  
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leave for birth, adoption, foster placement, or to care for a seriously ill parent.  However, each is still entitled to 
the difference between the amount of leave they have individually taken for those purposes and the amount of 
leave (up to 12 weeks) needed for their own, their spouse’s or their child’s serious health condition. 

 
Group Healthcare Premiums: 

Group health plan benefits will be continued on the same basis as coverage would have been provided if the 
employee had been continuously employed during the leave period.  Therefore, the share of health plan premiums 
that you had been paying prior to leave must continue to be paid by you during the leave period.  If premiums 
are raised or lowered, you would be required to pay the new premium rates. 

 
While WVEMS will continue to maintain health benefits, the Agency’s obligations to maintain health insurance 
coverage will cease if an employee’s premium payment is more than 30 days late.  All other employee 
entitlements would continue. 

 
WVEMS will recover the cost of any premium payments missed by you for any leave period during which the 
Agency continues your health coverage.  Such recovery shall be accomplished by deductions from future 
compensation or any other amount that may be due you.  

 
Benefits During Leave: 

Length of service and other benefits will not accrue during the unpaid portion of the leave, but length of service 
and other unused benefits accrued prior to the leave will be fully credited and available upon return from leave. 

 
All accrued paid time off benefits must be exhausted prior to using leave without pay.  FMLA will run 
concurrently with Workers’ Compensation benefits and maternity leave. 

 
Intent To Return To Work: 

WVEMS requires that employees report every two weeks on their status and intent to return to work while on 
leave. 

 
Ability (Inability) To Return To Work: 

As a condition of restoring an employee whose leave was occasioned by the employee’s own serious health 
condition that made the employee unable to perform their job, the Agency requires all employees who take leave 
for these conditions to obtain and present certification from their health care provider that the employee is able 
to resume work in the employee’s former position or in a specific equivalent position. 

 
Employees returning from a Family Medical Leave must furnish their supervisor with a physician’s statement 
releasing them to return to work and the date of their return.  WVEMS may deny restoration to employment until 
an employee submits the required fitness-for-duty certification. 

 
When an employee is unable to return to work after FMLA leave because of the continuation, recurrence, or 
onset of a serious health condition, WVEMS may require medical certification of the employee’s or the family 
member’s serious health condition.  The employee is required to provide medical fitness-for-duty certification 
within 30 days from the date of the Agency’s request. 
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Leave taken under this policy will be counted against the employee’s annual FMLA 12-week entitlement.  

Time not worked because of leave under this policy will not be counted against an employee’s attendance 
record. 
 

 Key Employee Exceptions:   
 

Under specified and limited circumstances where restoration to employment will cause 
substantial and grievous economic injury to its operations, WVEMS may refuse to reinstate 
certain highly-paid “key” employees after using FMLA leave during which health benefits are 
maintained. 
 

A “key” employee is a salaried “eligible” employee who is among the highest paid 10% of 
employees.  At the time leave is requested, the employee will be advised regarding “key 
employee status.” 
 

Failure To Return From Leave: 

If an employee fails to return to their scheduled work after an FMLA leave, employment will be considered 
voluntarily terminated as of the first scheduled workday the employee misses following the expiration of their 
approved leave.  If the employee is covered by WVEMS’s group health insurance, they will become eligible 
for conversion rights at that time, according to policy provisions. 

 
When an employee exhausts their 12 weeks of FMLA and is unable to return to work, the employee loses job 
protection.  However, if the employee is a qualified individual with a disability within the meaning of the 
Americans with Disabilities Act As Amended (ADAAA), the Agency will consider if reasonable 
accommodations can be made (barring undue hardship on the business operations) to allow the employee to 
perform the essential functions of their job.  Reasonable accommodation might involve an extension of the 
time off or an extension of the employee’s reduced work schedule that was in place. 
 
Earning Income Or Working At Another Job While On FMLA Leave:  

If an employee works at another job or is earning income during the FMLA-designated leave without prior 
written approval by WVEMS, the Agency will assume that the employee has resigned their position and 
terminate the employee’s employment. 
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3.82 Long-Term Care Insurance 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 
 
 
Any full-time employee may, at his or her option, participate in WVEMS’ optional long-term care 
insurance program. The entire annual premium will be paid by WVEMS and funded by an offset in the 
participating employee’s gross salary equivalent to the actual amount of the annual premium. 
 
Every eligible employee will be furnished a copy of the publication A Shopper’s Guide To Long-Term Care 
Insurance published by the National Association of Insurance Commissioners. In order to be approved, a 
policy must be tax-exempt qualified, and issued by an insurance company holding the top rating by at least 
three of the four major independent rating services (A.M. Best, Fitch, Standard & Poor’s, and Moody’s 
Investors Services), and must offer a level (non-escalating) premium throughout the term of the policy. 
 
Benefits derived from a qualified long-term care policy are generally not taxable, according to applicable tax 
laws. 
 
For Contractual and Temporary Employees:  long-term care insurance shall be in accordance with the 
employment agreement, or contract between the employee and WVEMS.   
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3.83 Bereavement Leave 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 
 
 

Employees shall be eligible to receive time off without pay in the event of death of a member of their immediate 
family.  Immediate family is defined as spouse, parent, child, or sibling.  The period of absence may not exceed 
three days for one cause. Paid vacation benefits, if available, may be substituted in lieu of unpaid time off. 
 
Should more than three days be needed, they may be taken without pay, subject to the discretion of the 
Supervisor. 
 
Funeral leave is to be used only for bereavement and managing personal matters associated with the death 
of a family member and must be taken during bereavement period at time of death. 
 
For Contractual and Temporary Employees:  Bereavement leave shall be in accordance with the 
employment agreement or contract between the employee and WVEMS.   
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3.84 Overtime and Flextime 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Exempt Employees: 
 

Exempt employees are not eligible for overtime. However, the Council recognizes that exempt employees 
often work well beyond the usual 40-hour workweek to accomplish their job responsibilities. Exempt 
employees are expected to work a full 40-hour workweek, but flextime on a one-time basis may be 
permitted with advance approval of the employee's supervisor. Every effort is made to allow exempt 
employees a degree of flexibility in their schedules, while ensuring that all job requirements are met. 

 
See Policy 5.02 (Work Schedules) for more information.  
 
Non-Exempt Employees: 
 
It is incumbent upon each non-exempt employee to limit work to no more than 40 hours per defined 
workweek. Overtime must be approved by your supervisor. In the event that you are approved to work 
extra hours during any workweek, you will be paid overtime at the rate of 1.5 times your normal rate 
of pay. 

 
Non-exempt employees must record and report their hours worked to the designated Agency 
official or Business Manager using the forms or electronic means provided by WVEMS. 
 
See Policy 5.02 (Work Schedules) for more information. 
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4.03 Paydays 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

All employees are paid biweekly on every other Friday. Each paycheck will include earnings for all work 
performed through the end of the current payroll period.  
 
Employees are encouraged to have pay directly deposited into their bank accounts. Employees will 
receive an itemized statement of wages when WVEMS makes direct deposits.  Requests to be paid 
by paper check must be made in writing to the Business Manager or to your Supervisor. 

 
In the event that a regularly scheduled payday falls on a banking holiday, employees will receive pay on 
the last day of work before the regularly scheduled payday. 

 
If a regular payday falls during an employee's vacation, and if being paid by paper check, the employee's 
paycheck will be available upon his or her return from vacation. 

 
If you are paid by paper check and you are unable to pick up your check, it will be held for you. 
Paychecks cannot be picked up by others unless an authorization slip is signed by you, giving permission 
to do so. 
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4.05 Employment Termination 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Termination of employment is an inevitable part of personnel activity within any organization, and many 
of the reasons for termination are routine. Below are examples of some of the most common 
circumstances under which employment is terminated: 

 
* Resignation - voluntary employment termination initiated by an employee. 
* Discharge - involuntary employment termination initiated by the organization. 
* Layoff - involuntary employment termination initiated by the organization for non-

disciplinary reasons. 
 

WVEMS may schedule exit interviews at the time of employment termination. The exit interview will 
afford an opportunity to discuss such issues as employee benefits, conversion privileges, repayment of 
outstanding debts to WVEMS, or return of WVEMS-owned property. Suggestions, complaints, and 
questions can also be voiced. 

 
Since employment with WVEMS is based on mutual consent, both the employee and WVEMS have the 
right to terminate employment at will, with or without cause, at any time. 

 
Employee benefits will be affected by employment termination in the following manner. All accrued, 
vested benefits that are due and payable at termination will be paid. Some benefits may be continued at 
the employee's expense if the employee so chooses. The employee will be notified in writing of the 
benefits that may be continued and of the terms, conditions, and limitations of such continuance. 
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4.08 Pay Advances 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS does not provide pay advances to employees for unearned wages. 
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4.09 Administrative Pay Corrections 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 
 
 
WVEMS takes all reasonable steps to ensure that employees receive the correct amount of pay in each 
paycheck and that employees are paid promptly on the scheduled payday. 
 
In the unlikely event that there is an error in the amount of pay, the employee should promptly bring the 
discrepancy to the attention of the Human Resources Manager so that corrections can be made as quickly as 
possible. 
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4.10 Pay Deductions and Setoffs 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

VOLUNTARY DEDUCTIONS: 
WVEMS offers programs and benefits beyond those required by law. Eligible employees may voluntarily 
authorize deductions from their paychecks to cover the costs of participation in these programs. 

 
INVOLUNTARY SETOFFS: 
Pay setoffs are pay deductions taken by WVEMS, usually to help pay off a debt or obligation to 
WVEMS or others. Tax liens and garnishments must be honored in accordance with the State 
garnishment law and the Federal Wage Garnishment Law. Handling such liens and garnishments places 
an undue burden on WVEMS staff, and as such, employees are expected to take steps to minimize such 
actions. Garnishment for more than one debt can result in disciplinary action, up to and including 
termination. 

 
If you have questions concerning why deductions were made from your paycheck or how they were 
calculated, the Human Resources Manager can assist in having your questions answered. 
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5.02 Work Schedules 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 
 
 
The normal work schedule for all employees is 8 hours a day, 5 days a week. Supervisors will advise 
employees of the times for lunch breaks and when work schedules will normally begin and end. Staffing 
needs and operational demands may necessitate variations in starting and ending times, as well as 
variations in the total hours that may be scheduled each day and week. 
 
Flexible scheduling, or flextime, is available in some cases to allow employees to vary their starting and 
ending times each day within established limits. Flextime may be possible if a mutually workable 
schedule can be negotiated with the supervisor involved. However, such issues as staffing needs, the 
employee's performance, and the nature of the job will be considered before approval of flextime. 
Employees should consult their supervisor to request participation in the flextime program. 
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5.05 Tobacco Use 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 
 
 
In keeping with WVEMS's intent to provide a safe and healthful work environment, tobacco use is 
prohibited throughout the workplace, in Council vehicles, and at any Council-sponsored class or other 
event. This applies to all WVEMS office locations and locations that host Council-sponsored events 
during the time of the event. Smoking is also prohibited within 30 feet of any public entrance to a 
Council office location. 
 
This policy applies equally to all employees, customers (class attendees, students, event participants, 
etc.), and visitors. 
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5.08 Use of Equipment and Vehicles 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult to 
replace. When using property, employees are expected to exercise care, perform required maintenance, 
and follow all operating instructions, safety standards, and guidelines. 

 
Please notify the Council's designated fleet manager if any equipment, machines, tools, or vehicles 
appear to be damaged, defective, or in need of repair. Prompt reporting of damages, defects, and the need 
for repairs could prevent deterioration of equipment and possible injury to employees or others. The 
supervisor can answer any questions about an employee's responsibility for maintenance and care of 
equipment or vehicles used on the job. 

 
To schedule the use of a Council vehicle, please use the Vehicle Reservation Calendar or contact your 
Supervisor. 

 
The Council utilizes a fleet credit card to purchase fuel for its vehicles. This fleet card is accepted at most 
retail fuel dealers nationwide and should be used any time a Council vehicle is refueled. Each employee 
will be assigned an employee code to be used when purchasing fuel. A fleet card is assigned to each 
vehicle, and should be located in its glove box. Do not use any customer loyalty cards when purchasing 
fuel using the fleet card, as this disrupts the accounting system used to reconcile fuel purchases. 

 
WVEMS is committed to the safe operation of all vehicles owned or used by WVEMS. Therefore, 
employees are required to know, understand and comply with WVEMS’s guidelines as set forth here 
and any other related guidelines delivered orally or in writing. 
 
 Current Driver’s License 
 
 Incompetent drivers may cause damage, create unnecessarily high operating costs, delay service 

and harm public relations.  Therefore, on a routine basis, each employee who may be required to 
drive a vehicle will be required to present a valid, current state driver’s license to the supervisor.  

 
 Safety Guidelines 
 
 Drivers must operate the vehicle in a safe manner.  It is mandatory that drivers obey traffic laws 

and ordinances and comply with all traffic signals and signs. 
 
 Drivers must wear seat belts. 

 
 Vehicles may not be driven unless the vehicles are safe to operate. 

 
 No driver shall operate, or be required or permitted to operate, a vehicle while their ability or  

DRAFT



 

 

Employee Handbook          P a g e  | 63 
December 2018              

 
 

 
alertness is impaired through fatigue, illness, medicine or any other cause. 

 
 No employee shall drive a motor vehicle while under the influence of alcohol, drugs or any 

other mind altering substance. 
 
 Drivers must comply with all traffic laws and related ordinances and laws (including laws which 

govern the use of cellular telephones while driving). 
 
 Drivers shall not engage in any activity which distracts from a driver’s ability to safely operate 

the vehicle including, without limitation, eating, smoking, referring to written material, using 
cellular telephones (except in hands-free mode) or other electronic equipment, etc.  Drivers who 
receive a call while driving should park in a safe location and complete the phone call.  Sending 
and receiving text messages while driving is prohibited. 

 
 In the case of an accident, do not leave the scene, unless necessary to secure medical assistance, 

until you have obtained and provided all necessary information.  Under no circumstances should 
liability be admitted, or payment of any kind be made to any persons or company. A telephone 
call must be made immediately to our office or to the appropriate person after office hours. All 
accidents will be reviewed. 

 
All drivers are required to report all accidents, personal injury, or arrests and fines at the end of each 
trip.  
 
 Radar detectors are prohibited in any vehicles owned or used by WVEMS. 

 
 Non-employees (including family members) may not operate Company-owned vehicles, unless 

authorized. 
 
 Vehicle cargo must be secured at all times and vehicles must be locked while en route and while 

a vehicle is parked. 
 
 Drivers are responsible for the internal cleanliness of their vehicle. 

 
 Driving Record 
 

Motor Vehicle Records (MVR) shall be checked annually on each employee where driving is 
identified as part of the employee’s job description. An employee will only be authorized to drive 
upon maintaining an acceptable record.  You will be required to give consent to WVEMS to access 
and review your MVR.  Any employee who refuses to provide consent will not be authorized to 
drive any vehicle for or on behalf of WVEMS. 
 

If you receive a DUI citation (driving under the influence) you must immediately report the citation to 
your immediate supervisor at WVEMS (i.e. no later than the next working day) and you will no longer 
be authorized to drive any vehicle for or on behalf of WVEMS. 
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Agency vehicles will not be used for personal business unless approved by management.  If the 
Agency vehicle is used for personal business, the employee is responsible for the fuel and 
maintenance of the Agency vehicle. 
 
The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, as 
well as excessive or avoidable traffic and parking violations, can result in disciplinary action, up to and 
including termination of employment. 
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5.10 Emergency Closings 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

At times, emergencies such as severe weather, fires, power failures, or earthquakes, can disrupt company 
operations. In extreme cases, these circumstances may require the closing of a work facility. WVEMS 
Management will determine when emergency closings are necessary, and will communicate such 
closings to staff as early as possible on such days. During such closures, the Council’s Continuity of 
Operations Plan (COOP) will be activated. You should become and remain familiar with the current 
version of the COOP. 

 
When operations are officially closed due to emergency conditions, the time off from scheduled work 
will be paid. 

 
In cases where an emergency closing is not authorized, employees who fail to report for work will not be 
paid for the time off. Employees may request available paid leave time such as unused vacation benefits. 

 
Employees in essential operations may be asked to work on a day when operations are officially closed. 
In these circumstances, employees who work will receive regular pay. 
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5.12 Business Travel Expenses 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS will reimburse employees for reasonable business travel expenses incurred while on 
assignments away from the normal work location. All out-of-town business travel must be approved in 
advance by the employee's direct supervisor or the Executive Director. (Travel by WVEMS Management 
is exempt from the prior approval requirement.). Employees are expected to use Council vehicles 
whenever possible. 

 
Employees whose travel plans have been approved may request the Office Manager to make travel 
arrangements, or may make their own. 

 
When it is necessary to use personal vehicles, mileage is reimbursed at the approved state rate. Lodging 
may be charged to the employee’s WVEMS credit card and should utilize state rates whenever possible. 
Other expenses directly related to accomplishing business travel objectives will be reimbursed by 
WVEMS. Meals and incidentals will be paid on a per-diem basis at the established rate. The Office 
Manager will provide the currently-approved rates. At the employee's option, actual costs for meals and 
incidentals may be charged if less than the per-diem rate. Employees are expected to limit expenses to 
reasonable amounts. 

 
Employees who are involved in an accident while traveling on business must promptly report the incident 
to their immediate supervisor. Vehicles owned, leased, or rented by WVEMS may not be used for 
personal use without prior approval. 

 
Cash advances to cover reasonable anticipated expenses may be made to employees, after travel has been 
approved. Employees should submit a written request to the Office Manager or Business Manager when 
travel advances are needed. 

 
Employees should submit completed travel expense reports within 10 days. Reports should be 
accompanied by receipts for all expenses charged to the council credit card and for any reimbursable 
expenses other than those covered by the per-diem. 

 
Employees should contact their supervisor for guidance and assistance on procedures related to travel 
arrangements, travel advances, expense reports, reimbursement for specific expenses, or any other 
business travel issues. 

 
Abuse of this business travel expenses policy, including falsifying expense reports to reflect costs not 
incurred by the employee, can be grounds for disciplinary action, up to and including termination of 
employment. 
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5.16 Internet, Computer, and Email Usage 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Internet access to global electronic information resources on the World Wide Web is provided by 
WVEMS to assist employees in obtaining work-related data and technology. The following guidelines 
have been established to help ensure responsible and productive Internet usage. 

 
All Internet data that is composed, transmitted, or received via our computer communications systems is 
considered to be part of the official records of WVEMS and, as such, is subject to disclosure to law 
enforcement or other third parties. Consequently, employees should always ensure that the business 
information contained in Internet email messages and other transmissions is accurate, appropriate, 
ethical, and lawful. 

 
The equipment, services, and technology provided to access the Internet remain at all times the property 
of WVEMS. As such, WVEMS reserves the right to monitor Internet traffic, and retrieve and read any 
data composed, sent, or received through our online connections and stored in our computer systems. 

 
Data that is composed, transmitted, accessed, or received via the Internet must not contain content that 
could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating, or disruptive 
to any employee or other person. Examples of unacceptable content may include, but are not limited to, 
sexual comments or images, racial slurs, gender-specific comments, or any other comments or images 
that could reasonably offend someone on the basis of race, age, sex, religious or political beliefs, national 
origin, disability, sexual orientation, or any other characteristic protected by law. 

 
Internet users should take the necessary anti-virus precautions before downloading or copying any file 
from the Internet. All downloaded files are to be checked for viruses; all compressed files are to be 
checked before and after decompression. 

 
Abuse of the Internet access provided by WVEMS in violation of law or WVEMS policies will result in 
disciplinary action, up to and including termination of employment. Employees may also be held 
personally liable for any violations of this policy. The following behaviors are examples of previously 
stated or additional actions and activities that are prohibited and can result in disciplinary action: 

 
* Sending or posting discriminatory, harassing, or threatening messages or images 
* Stealing, using, or disclosing someone else's code or password without authorization 
* Copying, pirating, or downloading software and electronic files without permission 
* Sending or posting confidential material, trade secrets, or proprietary information outside of the 

organization 
* Violating copyright law 
* Failing to observe licensing agreements 
* Engaging in unauthorized transactions that may incur a cost to the organization or initiate unwanted 

Internet services and transmissions 
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* Sending or posting messages or material that could damage the organization's image or reputation 
* Participating in the viewing or exchange of pornography or obscene materials 
* Sending or posting messages that defame or slander other individuals 
* Attempting to break into the computer system of another organization or person 
* Refusing to cooperate with a security investigation 
* Sending or posting chain letters, solicitations, or advertisements not related to business purposes or 

activities 
* Jeopardizing the security of the organization's electronic communications systems 
* Sending or posting messages that disparage another organization's products or services 
* Passing off personal views as representing those of the organization 
* Sending anonymous email messages 
* Engaging in any other illegal activities 

 
COMPUTER AND EMAIL USAGE: 

 

Computers, computer files, the email system, and software furnished to employees are WVEMS property 
intended for business use. Employees should not use a password, access a file, or retrieve any stored 
communication without authorization. To ensure compliance with this policy, computer and email usage 
may be monitored.  Employees do not have a personal privacy right in any matter created, received or 
sent from WVEMS’s Internet system.   

 
WVEMS strives to maintain a workplace free of harassment and sensitive to the diversity of its 
employees. Therefore, WVEMS prohibits the use of computers and the email system in ways that are 
disruptive, offensive to others, or harmful to morale. 

 
For example, the display or transmission of sexually explicit images, messages, and cartoons is not 
allowed. Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-color jokes, 
or anything that may be construed as harassment or showing disrespect for others. 

 
WVEMS purchases and licenses the use of various computer software for business purposes and does not 
own the copyright to this software or its related documentation. Unless authorized by the software 
developer, WVEMS does not have the right to reproduce such software for use on more than one 
computer. 

 
Employees may only use software on local area networks or on multiple machines according to the 
software license agreement. WVEMS prohibits the illegal duplication of software and its related 
documentation. 

 
Employees should notify their immediate supervisor, the Executive Director or any member of 
management upon learning of violations of this policy. Employees who violate this policy will be subject 
to disciplinary action, up to and including termination of employment. 
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5.26 Cell Phone Usage 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS provides cellular telephones to some employees as a business tool. They are provided to assist 
employees in communicating with management and other employees, their clients, associates, and others 
with whom they may conduct business. Cell phone use is primarily intended for business-related calls. 
However, occasional, brief personal use is permitted within a reasonable limit. Cell phone invoices are 
regularly monitored, and excessive use could result in suspension of some or all cell phone privileges. 

 
As a representative of WVEMS, cell phone users are reminded that the regular business etiquette 
employed when speaking from office phones or in meetings applies to conversations conducted over a 
cell phone. 
 
As a courtesy to other employees, all cell phones and other electronic devices should be kept on silent 
or vibrate if necessary to bring these devices onto Agency premises.   
 
Cell phone use while driving any company-owned vehicle must comply with all laws and regulations 
of the state in which the vehicle is being driven. 
 
This policy applies to all categories of employees, whether full-time or part-time. Violations of this 
policy will be grounds for disciplinary action, up to and including termination.  
 
Employees whose job responsibilities include regular or occasional driving and who have a cell phone 
are expected to refrain from using their phone while driving, unless they are “hands-free.”  Safety 
must come before all other concerns. Regardless of the circumstances, including slow or stopped 
traffic, employees are strongly encouraged to pull off to the side of the road and safely stop the 
vehicle before placing or accepting a call or texting.  If acceptance of a call is unavoidable and 
pulling over is not an option, employees are expected to keep the call short, use hands-free options if 
available, refrain from complicated or emotional discussions, and keep their eyes on the road. 
WVEMS encourages that special care is taken in situations where there is traffic, inclement weather, 
or the employee is driving in an unfamiliar area. 
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5.81 Visitors and Building Security 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
The WVEMS main office building is a Secure Facility.  This means that the building will remain locked at all 
times.  There will be security camera, doorbell, and communication systems to request access using an 
electronic locking mechanism that can be released remotely to allow entry.  Doors will automatically unlock 
for routine or emergency egress from the building. 
 
To provide for the safety and security of staff and Council facilities, only authorized visitors are allowed in the 
workplace.  Restricting unauthorized visitors helps maintain safety standards, protects against theft, ensures 
security of equipment, protects confidential information, safeguards staff member welfare, and avoids potential 
distractions and disturbances. 
 
All visitors should enter the Council at the reception area.  Authorized visitors will receive directions or be 
escorted to their destination.  Staff members are responsible for the conduct and safety of their visitors. 
 
If an unauthorized individual is observed on Council premises, staff should immediately notify the supervisor, 
or, if necessary, direct the individual to the reception area. 
 
Minor children should not be brought into the workplace except in extraordinary circumstances.  Staff 
members with childcare emergencies are encouraged to take vacation time.  Children too sick for school or 
public daycare should not be brought to work. 
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6.05 Military and Emergency Assistance Team Leave 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

A military leave of absence will be granted to employees who are absent from work because of service in 
the U.S. uniformed services or the National Disaster Medical System (NDMS) in accordance with the 
Uniformed Services Employment and Reemployment Rights Act (USERRA), and for service with any 
other state or federal disaster/emergency assistance team such as DMAT, DMORT, or EMS Task Force. 
Advance notice of such service is required, unless military or other team deployment necessity prevents 
such notice or it is otherwise impossible or unreasonable. 

 
Leave for up to 15 consecutive working days (excluding Saturdays, Sundays and holidays) per year will 
be paid at the employee's regular rate of pay for such service. Leave beyond 15 work days will be unpaid. 
However, employees may use any available paid time off for the absence at their discretion. 

 
Continuation of health insurance benefits is available as required by USERRA based on the length of the 
leave and subject to the terms, conditions and limitations of the applicable plans for which the employee 
is otherwise eligible. 

 
Benefit accruals, such as vacation, sick leave, or holiday benefits, will be suspended during the leave and 
will resume upon the employee's return to active employment. 

 
Employees on military leave are required to return to work or reapply for work according to USERRA in 
a timely manner. Employees on longer military leave must apply for reinstatement in accordance with 
USERRA and all applicable state laws. 

 
Employees returning from military leave will be placed in the position they would have attained had they 
remained continuously employed or a comparable one depending on the length of military service in 
accordance with USERRA. They will be treated as though they were continuously employed for purposes 
of determining benefits based on length of service. 

 
Contact the Human Resources Manager for more information or questions about military leave. 
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6.81 Administrative Leave 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Any employee may be placed on administrative leave (with or without pay) for a period of up to 15 work 
days, at the discretion of the Executive Director. An employee may request such leave, or may be placed 
on such leave by the Executive Director. Requests are considered on a case-by-case basis. 

 
Administrative leave may be imposed or granted with conditions. 

 
An employee may appeal the decision to grant or deny leave, and the conditions of such leave, to the 
President. The decision of the President may be appealed to the Executive Committee. The decision of 
the Executive Committee is final. 

 
During any administrative leave period, benefits will continue and PTO will continue to accrue. 
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7.01 Employee Conduct and Work Rules 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

To ensure orderly operations and provide the best possible work environment, WVEMS expects 
employees to follow rules of conduct that will protect the interests and safety of all employees and the 
EMS Council. 

 
It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The 
following are examples of infractions of rules of conduct that may result in disciplinary action, up to and 
including termination of employment: 

 
* Theft or inappropriate removal or possession of property 
* Working under the influence of alcohol or illegal drugs 
* Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while on 

duty, or while operating employer-owned vehicles or equipment 
* Boisterous or disruptive activity in the workplace 
* Insubordination or other disrespectful conduct 
* Sexual or other unlawful or unwelcome harassment 
* Excessive absenteeism or any absence without notice 
* Violation of personnel policies 
* Unsatisfactory performance or conduct 

 
Employment with WVEMS is at the mutual consent of WVEMS and the employee, and either party may 
terminate that relationship at any time, with or without cause, and with or without advance notice. 
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7.02 Drug and Alcohol Use 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

It is WVEMS's desire to provide a drug-free, healthful, and safe workplace. To promote this goal, 
employees are required to report to work in appropriate mental and physical condition to perform their 
jobs in a satisfactory manner. 

 
While on WVEMS premises and while conducting business-related activities off WVEMS premises, no 
employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The 
legal use of prescribed drugs is permitted on the job only if it does not impair an employee's ability to 
perform the essential functions of the job effectively and in a safe manner that does not endanger other 
individuals in the workplace.  Employees required to take prescription or non-prescription medication, 
which may potentially affect job performance, are required to report this to their supervisor.   
Management may consult with or obtain a written statement from the prescribing physician to determine 
if it is necessary to temporarily place them on another assignment to ensure the safety of our employees 
and the public, or to remove them from the workplace. 

 
Violations of this policy may lead to disciplinary action, up to and including immediate termination of 
employment, and/or required participation in a substance abuse rehabilitation or treatment program. Such 
violations may also have legal consequences. 
 
WVEMS reserves the right to test employees for the presence of drugs and/or alcohol, and a refusal to 
take such a test is grounds for refusal to hire or discharge.  When urinalysis, hair follicle, and/or blood 
tests are requested or necessary, samples will be taken under the supervision of an appropriate health care 
professional. 
 
Applicant Drug Screening Procedure: 
 
Applicants who have been made a conditional offer of employment may be required to submit to a drug 
screen.  Applicants who do not take the test within the specified period of time, test positive, or refuse to 
be tested will be considered ineligible for hire. Applicants will NOT begin work before the results of the 
drug tests are known to be negative. 
 
Current Employees May Be Tested: 
 
 For Cause/Reasonable Suspicion.  If management determines that there is reasonable cause to 

suspect an employee is under the influence of drugs or alcohol they may require the employee to 
be tested.  Reasonable grounds would include inappropriate behavior or performance problems on 
the job, an accident in the workplace or while operating a Company or customer vehicle, 
observable indications of use of substance and direct observation of the individual taking drugs or 
alcohol. 
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 After An Accident.  The Agency reserves the right to require an employee to submit to substance 
abuse screening after notifying management of an accident.  The accident may include an injury 
involving loss of time on the job, an injury requiring medical attention, an accident causing 
damage to Agency property, a moving traffic violation resulting from the accident on Agency time 
and any accident resulting in a fatality. 

 
 Random Testing: As part of the overall enforcement of the program, WVEMS may conduct 

random testing.  Employees to be tested will be selected through the use of a neutral selection 
mechanism. A predetermined percentage of employees will be randomly selected for drug testing.  
Management will establish the percentage. The random selection of test employees will be done 
by an outside administrator based on employee numbers, not names. 

 
 Return to Service: Employees, who return to service after an extended period of time away from 

employment with the Company, will be required to submit to drug testing. 
 
The above-mentioned searches and drug tests will not be conducted if an individual refuses to submit; 
however, refusal to submit will result in immediate suspension and will be grounds for termination.  
Results of drug and alcohol tests may be shared with an employee's supervisor or others in management 
who have a legitimate need to know. 

 
Employees with questions or concerns about substance dependency or abuse are encouraged to use the 
resources of the Employee Assistance Program. They may also wish to discuss these matters with their 
supervisor or the Executive Director to receive assistance or referrals to appropriate resources in the 
community. 
 
The Employee Assistance Program (EAP) provides confidential counseling and referral services to 
employees for assistance with such problems as drug and/or alcohol abuse or addiction. It is the 
employee's responsibility to seek assistance from the EAP prior to reaching a point where his or her 
judgment, performance, or behavior has led to imminent disciplinary action. Participation in the EAP 
after the disciplinary process has begun may not preclude disciplinary action, up to and including 
termination of employment. 

 
Employees with drug or alcohol problems that have not resulted in, and are not the immediate subject of, 
disciplinary action may request approval to take unpaid time off to participate in a rehabilitation or 
treatment program through WVEMS's health insurance benefit coverage. Leave may be granted if the 
employee agrees to abstain from use of the problem substance; abides by all WVEMS policies, rules, and 
prohibitions relating to conduct in the workplace; and if granting the leave will not cause WVEMS any 
undue hardship. 
 
Copies of the drug testing policy will be provided to all employees. Employees with questions on this 
policy or issues related to drug or alcohol use in the workplace should raise their concerns with their 
supervisor or the Executive Director without fear of reprisal. 
 
It is the responsibility of all Company employees to ensure that the work environment is free of alcohol 
and drugs.  Violations of this policy will subject an employee to disciplinary action, up to and including  
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termination.  Any employee that has knowledge of the violation of this policy by another employee and 
does not report it may also be subject to disciplinary action, up to and including termination. 
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7.03 Sexual and Other Unlawful Harassment 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS is committed to providing a work environment that is free from all forms of discrimination and 
conduct that can be considered harassing, coercive, or disruptive, including sexual harassment. Actions, 
words, jokes, or comments based on an individual's sex, race, color, national origin, age, religion, 
disability, sexual orientation, or any other legally protected characteristic will not be tolerated. 

 
Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct of a 
sexual nature. This definition includes many forms of offensive behavior and includes gender-based 
harassment of a person of the same sex as the harasser. The following is a partial list of sexual 
harassment examples: 

 
* Unwanted sexual advances. 

 
* Offering employment benefits in exchange for sexual favors. 

 
* Making or threatening reprisals after a negative response to sexual advances. 

 
* Visual conduct that includes leering, making sexual gestures, or displaying of sexually suggestive 

objects or pictures, cartoons or posters. 
 

* Verbal conduct that includes making or using derogatory comments, epithets, slurs, or jokes. 
 

* Verbal sexual advances or propositions. 
 

* Verbal abuse of a sexual nature, graphic verbal commentaries about an individual's body, sexually 
degrading words used to describe an individual, or suggestive or obscene letters, notes, or 
invitations. 

 
* Physical conduct that includes touching, assaulting, or impeding or blocking movements. 

 
Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other verbal or 
physical conduct of a sexual nature constitute sexual harassment when: (1) submission to such conduct is 
made either explicitly or implicitly a term or condition of employment; (2) submission or rejection of the 
conduct is used as a basis for making employment decisions; or, (3) the conduct has the purpose or effect of 
interfering with work performance or creating an intimidating, hostile, or offensive work environment. 

 
If you experience or witness sexual or other unlawful harassment in the workplace, report it immediately 
to your supervisor. If the supervisor is unavailable or you believe it would be inappropriate to contact 
that person, you should immediately contact the Executive Director or any other member of management. 
You can raise concerns and make reports without fear of reprisal or retaliation. 
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All allegations of sexual harassment will be quickly and discreetly investigated. To the extent possible, 
your confidentiality and that of any witnesses and the alleged harasser will be protected against 
unnecessary disclosure. When the investigation is completed, you will be informed of the outcome of the 
investigation. 

 
Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment must 
immediately advise the Executive Director or any member of management so it can be investigated in a 
timely and confidential manner. Anyone engaging in sexual or other unlawful harassment will be subject 
to disciplinary action, up to and including termination of employment. 
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7.04 Attendance and Punctuality 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

To maintain a safe and productive work environment, WVEMS expects employees to be reliable and to 
be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other 
employees and on WVEMS. In the rare instances when employees cannot avoid being late to work or are 
unable to work as scheduled, they should notify their supervisor as soon as possible in advance of the 
anticipated tardiness or absence. 

 
Two consecutive scheduled workdays in which an employee fails to report as expected will be 
considered a voluntary resignation on the part of the employee.  

 
Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and 
including termination of employment. 
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7.05 Personal Appearance 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect 
the business image WVEMS presents to the community. 

 
During business hours or when representing WVEMS, you are expected to present a clean, neat, and 
tasteful appearance. You should dress and groom yourself according to the requirements of your position 
and accepted social standards. 
 
Employees may not wear any jewelry which would create safety problems while operating equipment or 
while otherwise performing job responsibilities.   
 
While we understand that earrings and various other body piercings are a matter of personal choice, it is 
our desire to present a professional image at all times. Therefore, male employees are not allowed to 
wear earrings or any other piercings (e.g. nose rings, tongue rings, etc.) while at work. Female 
employees may wear earrings while at work, but no other visible piercings may be worn while at work.  
 
Your supervisor is responsible for establishing a reasonable dress code appropriate to the job you 
perform. Consult your supervisor if you have questions as to what constitutes appropriate appearance. 
Where necessary, reasonable accommodation may be made to a person with a disability. 
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7.06 Return of Property 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Employees are responsible for all WVEMS property, materials, or written information issued to them or 
in their possession or control. 

 
Employees must return all WVEMS property immediately upon request or upon termination of 
employment. Where permitted by applicable laws, WVEMS may withhold from the employee's check or 
final paycheck the cost of any items that are not returned when required. WVEMS may also take all 
action deemed appropriate to recover or protect its property. 
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7.08 Resignation 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Resignation is a voluntary act initiated by the employee to terminate employment with WVEMS. 
Although advance notice is not required, WVEMS requests at least two weeks' written resignation notice 
from all employees. If an employee leaves without giving at least two weeks' notice, pay for any eligible 
accrued PTO will be forfeited. 

 
Prior to an employee's departure, an exit interview may be scheduled to discuss the reasons for 
resignation and the effect of the resignation on benefits. 
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7.12 Solicitation or Distribution 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 
In order that employees give their undivided attention to their jobs and customers, employees are prohibited from 
the solicitation of support for organizations or the distribution of material or literature of any kind other than 
official Agency communications during the employee's working time, unless specifically approved by the 
Executive Director. Similarly, no employee who is not on working time may solicit for organizations or distribute 
materials or literature of any kind to another employee who is on working time, unless specifically approved by 
the Executive Director.  Working time does not include meal times, break times, or other periods when the 
employee is properly not engaged in performing their work assignments. 
 
No uninvited or unapproved outside solicitation is allowed at any Agency office location. 
 
Non-electronic distribution of literature and other material is prohibited in work areas at all times and in non-
work areas during working time. 
 
No littering with solicitation literature is permitted at any time. 
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7.16 Progressive Discipline 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

The purpose of this policy is to state WVEMS's position on administering equitable and consistent 
discipline for unsatisfactory conduct in the workplace. The best disciplinary measure is the one that does 
not have to be enforced and comes from good leadership and fair supervision at all employment levels. 

 
WVEMS's own best interest lies in ensuring fair treatment of all employees and in making certain that 
disciplinary actions are prompt, uniform, and impartial. The major purpose of any disciplinary action is 
to correct the problem, prevent recurrence, and prepare the employee for satisfactory service in the 
future. 

 
Although employment with WVEMS is based on mutual consent and both the employee and WVEMS 
have the right to terminate employment at will, with or without cause or advance notice, WVEMS may 
use progressive discipline at its discretion. 

 
Disciplinary action may call for any of four steps -- verbal warning, written warning, suspension with or 
without pay, or termination of employment -- depending on the severity of the problem and the number of 
occurrences. There may be circumstances when one or more steps are bypassed. 

 
Progressive discipline means that, with respect to most disciplinary problems, these steps will normally 
be followed: a first offense may call for a verbal warning; a next offense may be followed by a written 
warning; another offense may lead to a suspension; and, still another offense may then lead to 
termination of employment. 

 
WVEMS recognizes that there are certain types of employee problems that are serious enough to justify 
either a suspension, or, in extreme situations, termination of employment, without going through the 
usual progressive discipline steps. 

 
By using progressive discipline, we hope that most employee problems can be corrected at an early stage, 
benefiting both the employee and WVEMS. 
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7.18 Problem Resolution 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

WVEMS is committed to providing the best possible working conditions for its employees. Part of this 
commitment is encouraging an open and frank atmosphere in which any problem, complaint, suggestion, 
or question receives a timely response from WVEMS supervisors and management. 

 
WVEMS strives to ensure fair and honest treatment of all employees. WVEMS management, 
supervisors, and employees are expected to treat each other with mutual respect. Employees are 
encouraged to offer positive and constructive criticism. 

 
If employees disagree with established rules of conduct, policies, or practices, they can express their 
concern through the problem resolution procedure. No employee will be penalized, formally or 
informally, for voicing a complaint with WVEMS in a reasonable, business-like manner, or for using the 
problem resolution procedure. 

 
If a situation occurs when employees believe that a condition of employment or a decision affecting them 
is unjust or inequitable, they are encouraged to make use of the following steps. The employee may 
discontinue the procedure at any step. 

 
1. Employee presents problem to immediate supervisor after incident occurs. Be sure to talk with your 
supervisor within seven working days of the incident.  If supervisor is unavailable or employee believes 
it would be inappropriate to contact that person, employee may present problem to Executive Director 
or any other member of management. (If the employee reports directly to the Executive Director, then 
the problem may be reported by the employee directly to the President.) 

 
2. Supervisor responds to problem during discussion or after consulting with appropriate management, 
when necessary. Response is given within 3 working days of receiving complaint.  Supervisor 
documents discussion. 

 
3. Employee presents problem to Executive Director (or to the President if the problem involves the 
Executive Director or has already been addressed by him) within 14 working days of the incident if 
problem is unresolved. 

 
4. Executive Director (or President in the case of the Executive Director) counsels and advises employee, 
assists in putting problem in writing, visits with employee's supervisor if necessary, and directs employee 
to President for review of problem.  These actions are taken within 3 working days of receiving complaint.   

 

5. Employee presents problem to President in writing within 3 weeks of incident. 
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6. President reviews and considers problem. President informs employee of decision and forwards copy 
of written response to Executive Director for employee's file. The President has full authority to make 
any adjustment deemed appropriate to resolve the problem. 

 
Not every problem can be resolved to everyone's total satisfaction, but only through understanding and 
discussion of mutual problems can employees and management develop confidence in each other. This 
confidence is important to the operation of an efficient and harmonious work environment, and helps to 
ensure everyone's job security. 
 
WVEMS believes that the work conditions, wages, and benefits it offers to its employees are competitive 
with those offered by other employers in this area and in this field of work. If employees have concerns 
about work conditions or compensation, they are strongly encouraged to voice these concerns openly and 
directly to their supervisors. 

 
Our experience has shown that when employees deal openly and directly with supervisors, the work 
environment can be excellent, communications can be clear, and attitudes can be positive. We believe 
that WVEMS amply demonstrates its commitment to employees by responding effectively to employee 
concerns. 
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7.81 Workplace Violence 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 
 
 
WVEMS is concerned about the increased violence in society that has also filtered into many workplaces 
throughout the United States, and has taken steps to help prevent incidents of violence from occurring at the 
Agency.  In this connection, it is the policy of WVEMS to expressly prohibit any acts or threats of violence by 
any employee, or former employee, against any other employee in or about the Company, or elsewhere, at any 
time.  The Agency also will not condone any acts or threats of violence against our employees, customers, or 
visitors on our premises at any time or while they are engaged in business with, or on behalf of, the Agency, on 
or off Agency premises. 
 
In keeping with the spirit and intent of this policy, and to ensure that the Agency’s objectives in this regard are 
attained, it is the commitment of WVEMS: 
 

 To provide a safe and healthful work environment, in accordance with our safety and health 
policy. 

 

 To take prompt remedial action up to, and including, immediate termination, against any 
employee who engages in any threatening behavior or acts of violence, or who uses any obscene, 
abusive, or threatening language or gestures. 

 

 To take appropriate action when dealing with customers, former employees, or visitors to our 
Agency who engage in such behavior.  Such action may include notifying the police or other 
law enforcement personnel and prosecuting violators of this policy to the maximum extent of 
the law. 

 

 To establish viable security measures to ensure that our Agency is safe and secure to the 
maximum extent possible, and to properly handle access to Agency facilities by the public, off-
duty employees, and former employees. 

 
All employees are entitled to perform their work free from violence, regardless of location, whether on the 
employer’s premises or elsewhere. 
 
In furtherance of this policy, employees have a duty to warn management or personnel representatives of any 
suspicious workplace activity or situations or incidents that they observe, or that they are aware of, that involve 
other employees, former employees, customers, or visitors and that appear problematic.  This includes, for 
example, threats or acts of violence, aggressive behavior, offensive acts, threatening or offensive comments or 
remarks, and the like.  Employee reports made pursuant to this policy will be held in confidence to the maximum 
extent possible.  The Agency will not condone any form of retaliation against any employee for making a report 
under this policy. 
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7.83 Bulletin Boards 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 
WVEMS uses bulletin boards as a means of informing employees of new policies, changes in procedures, open 
positions, special events, and general information.  Bulletin boards are located in the break area.  Employees 
should make a habit of reading them regularly so that they will be well-informed on Agency matters. These 
bulletin boards are to be used only for Agency business.  No bulletins, notices, or other materials may be posted 
without the specific approval of management. 
 
An electronic message board is also maintained in the lobby of the main office location.  The purpose of this 
board is to share information of interest to the public.  Employees are encouraged to suggest content for this 
board to the Office Manager or your Supervisor. 
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7.85 Social Media 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 
“Social media” is the term commonly given to websites and online tools that allow users to interact with each 
other in some way - by sharing information, opinions, knowledge and interests. As the name implies, social 
media involves the building of communities or networks, encouraging participation and engagement. 
 
Employees are expected to conduct themselves in a professional manner that reflects their allegiance to and 
respect for our customers.  The use of sound and ethical judgment is expected at all times. Employees are asked 
to demonstrate positive attitudes, common courtesy, and respect for customers.  
 
Generally, what employees do on their own time is their own affair.  However, employees should consider the 
impact such activities may have on their job performance or upon the Agency’s business interests.  Employees 
should be aware that their actions captured via images, posts, or comments can reflect on our Agency. 
 
Violation of this policy or policies within other sections of this handbook may be handled in accordance with 
progressive disciplinary actions.   

 
 Personal blogs should have clear disclaimers that the views expressed by the author in the blog 

are the author’s alone and do not represent the views of the Agency. Be clear and write in first 
person. Make your writing clear that you are speaking for yourself and not on behalf of the 
Agency. 
 

 Information published on your blog(s) should comply with the Agency’s confidentiality and 
disclosure of proprietary data policies. This also applies to comments posted on other blogs, 
forums, and social networking sites. 
 

 Be respectful to the customers, partners, and competitors. 
 

 Social media activities should not interfere with work commitments.  
 

 Your online presence reflects on the Agency. Be aware that your actions captured via images, 
posts, or comments can reflect that of our Agency. 
 

 Do not reference or cite Agency clients, partners, or customers without their express consent. In 
all cases, do not publish any information regarding a client. 
 

 Respect all copyright and other intellectual property laws. For our protection as well as your 
own, it is critical that you show proper respect for the laws governing copyright, fair use of 
copyrighted material owned by others, trademarks and other intellectual property, including our 
own copyrights, trademarks, and brands. 
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 If you have images contained on social networking sites that could be unfavorably viewed by 
our customers, please take necessary precautions to restrict these images from the public domain.  

 
This policy is not intended to restrict an employee’s right to discuss working conditions and other work-related 
information with co-workers.  WVEMS wants to ensure that its customers and vendors are not defamed or injured 
through use of blogs and social networking sites.   

 
Where no policy or guideline exists, employees should use their professional judgment and take the most prudent 
action possible. Consult with your Supervisor if you are uncertain. 
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8.93 Identification and Security 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

To ensure a certain level of security and to further the professional image expected of all Council 
employees, all WVEMS staff members will be issued and must wear their official ID badges while on 
official Council business outside the office when in any environment where identification badges are 
required or would be beneficial. 

 
Badges are not required inside Council offices, but must be worn and displayed when outside the office on 
Council business at facilities such as hospitals, government offices or other governmental facilities, 
training centers, fire departments and EMS agencies. 

 
A Council employee will be assigned to maintain the ID badge system, and will issue the appropriate 
badge to WVEMS staff. Employees must immediately report all missing, stolen or damaged badges to 
the assigned employee. 

 
Alarm codes, keys to Council property, access codes, and other access control devices will be issued to 
Council employees from time to time. All remain the property of WVEMS and must be surrendered upon 
request. Such access control devices and information must not be shared with anyone other than other 
Council employees without express permission of your supervisor. 
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8.94 Political Offices 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Any Council employee who desires to run for political or public office shall first obtain permission of 
the Executive Committee of the Board of Directors. 

 
Any employee of the Council who runs for political or public office shall not campaign for himself or 
herself, during the hours when he or she is employed to work for the Council; nor shall any employee of 
the Council campaign for any other candidate for public or political office during the hours when he or she 
is employed to work for the Council. Prior to engaging in any political activity, an employee should 
determine whether such activity violates the Virginia Conflict of Interest Act. 
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8.96 Purchasing - Credit Limits 
Effective Date: 01/01/2019 
Revision Date: 12/13/2018 

 
 

Council employees may be issued a Council credit card. Cards are to be used for official Council 
business only, and each card is assigned a specific credit limit. Every credit card purchase must be 
documented by a receipt. Such receipts must be turned in to the Office Manager as soon as possible, but 
in no event within fifteen business days of making the purchase, or sooner upon request. Small Purchase 
Exception: If a credit card purchase is under $25.00, an email to the Office Manager substantiating the 
purchase will be accepted in lieu of the original receipt. 

 
Purchasing is governed by the Council's Fiscal Management Policies. All purchases exceeding $200 
(excluding routine recurring charges such as fuel for Council vehicles, copier supplies, postage, etc.) 
require a requisition and approval of the executive director or his designee. In the case of emergency 
(such as a roadside emergency involving a Council vehicle), you may expend up to $200 without 
approval. 

 
Approval for purchases is accomplished by completing and submitting a purchase requisition to your 
supervisor or the Office Manager. Once approved, you or the Office Manager may place the order. Under 
most circumstances, the Office Manager will issue a purchase order for any purchase exceeding $1000. 

 
Questions regarding purchasing should be addressed to your supervisor or the Business Manager. 
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8.97 Appendix A:  Employee Performance Improvement Plan 
 
Employee Name:            
 
Title:             
 
Date:      
 
Performance in need of improvement:        
             
             
             
 
Target date for improvement:      
 
Expected results (List measurements where possible):     
             
             
             
 
Dates to review progress by the supervisor:       
 
Progress at review dates:          
             
             
             
 
Employee signature:          
 
Date:      
 
Supervisor signature:          
 
Date:      
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8.967 Appendix B:  PTO Cash-In Form 
 
 

Regular full-time employees are encouraged to save at least 200 hours of PTO for emergencies. Current 
regular full-time employees who have accrued PTO in excess of 200 hours may request the EMS Council 
to cash in up to 200 accrued hours per fiscal year in excess of a 200 hour reserve. An employee may receive 
no more than two PTO cash-ins during each fiscal year. Requests to cash in accrued PTO will be evaluated 
on a case-by-case basis. Written request is made to the Executive Director on the appropriate form, who 
shall then forward such request with recommendation to the President. The President shall approve, deny 
or modify the request based on the availability of funds and other pertinent circumstances. (See Policy 
3.15) 
 
Taxes will be withheld according to the regular tax tables used in calculating your payroll unless 
you specify a greater amount to be withheld. 
 

Name:              
 
Number of hours requested to be “cashed in”:    
 
Amount or percentage of Federal Income Tax to withhold (if greater than standard):   
 
Amount or percentage of State Income Tax to withhold (if greater than standard):    
 
 
Employee Signature:        
 
Date:        
 
Please print and sign this form and email or deliver to the Executive Director. 
 
 
FOR OFFICE USE 
 
ED Recommendation:  _____ Approve  _____ Deny   _____ Modify to ____ hours 
 
ED’s Signature:       Date:     
 
 
President Action:  _____ Approve  _____ Deny   _____ Modify to ____ hours 
 
 
President’s Signature:       Date:     
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Proposed Bylaw Changes ‐ WVEMS 

December 13, 2018 

The intent of the proposed changes is as follows: 

 The proposal applies term limits to the officers and other members of the executive 

committee, and to the elected members of the board.  

 Officers and other members of the board would be subject to a limit of two two‐year 

terms. Such term limits would be effective with the terms that begin on January 1, 2019. 

 Elected board members (three at‐large non‐EMS members, one at‐large ED physician) 

would be subject to two three year terms. Such term limits would be effective with the 

member’s most recent election to the seat. 

 All officers and executive committee members: Eligible for two two‐year terms 

beginning 1‐1‐19 and 1‐1‐21. 

 Elected board members:  

o ED Physician at‐large – (Now Stanley, eligible for two three‐year terms beginning 

1‐1‐19 and 1‐1‐22) 

o Fourth PD at‐large – (Now Tweedie, eligible for two three‐year terms beginning 

1‐1‐19 and 1‐1‐22) 

o Fifth PD at‐large – (Now Flora, eligible for two three‐year terms beginning 1‐1‐17 

and   1‐1‐20) 

o Twelfth PD at‐large – Wagoner, eligible for two three‐year terms beginning 1‐1‐

17 and 1‐1‐20) 

 Officers’ terms expire concurrently with board terms should the board term limit be 

reached while serving as an officer. 

 Any partial board or office term created by election to fill an unexpired term of more 

than one year shall count as a full term for purposes of term limits. 

 Allow the Regional Medical Director to appoint up to two Assistant Regional Medical 

Directors subject to confirmation by the board.  

 Other housekeeping amendments:  

o Clarify that the board members representing professional organizations are 

appointed by those organizations rather than elected. This has been the custom 

since the 2012 revisions, but the effort to fix the language to show those 

directors as “appointed” was not acted upon when proposed along with other 

changes in 2014 that were deferred. 

o Update committee structure. 

o Correct date of annual meeting. 

o Update formatting and terminology, correct typographical errors. 

 

 



 

 

 WESTERN VIRGINIA EMERGENCY MEDICAL SERVICES COUNCIL, INC. 
As amended December 13, 2012 

 
 BYLAWS 
 
 
 ARTICLE I - NAME 
 
The name of this Corporation shall be the Western Virginia Emergency Medical Services 
Council, Inc. 
 
 
 ARTICLE II - PURPOSES 
 
The purposes of this Corporation shall be those set forth in the Articles of Incorporation. 
 
 
 ARTICLE III - AREA TO BE SERVED 
 
The Corporation shall serve the areas consisting of the following political subdivisions of the 
State of Virginia: 
 
  City of Roanoke Alleghany County*   Patrick County* 
  City of Salem  Roanoke County*   Floyd County* 
  City of Covington Botetourt County*   Pulaski County* 
  City of Radford Giles County*    Craig County* 
  City of Danville Montgomery County*   Pittsylvania County* 
  City of Martinsville Franklin County*   Henry County* 
       
 (* Including incorporated towns therein) 
 
The corporation may serve additional political subdivisions as may be authorized upon a 
majority vote of the Board of Directors. 
 
 
 ARTICLE IV - LOCATION OF OFFICE 
 
The principal office of the Corporation shall be located in the City of Roanoke, Virginia.  The 
Corporation may have such additional offices at other places and such times as may, from time 
to time, be designated by the Board of Directors. 
 
 
 ARTICLE V - BOARD OF DIRECTORS 
 
 Section 1 - MEMBERSHIP 
 
Directors of the Corporation, hereinafter referred to as the Council Board, shall be elected or 
appointed in accordance with the Articles of Incorporation and the following provisions: 
 
 



 

 

Section 3 - ELECTIONS, TERM OF OFFICES AND VACANCIES 
 
The Council Board shall be comprised of twenty-seven (27) members allocated as follows: 
 
 A. Among Political Jurisdictions (18) 
 
  At least one director from each of the following political jurisdictions: 
 
  City of Roanoke   Alleghany County 
  City of Salem    Roanoke County 
  City of Radford   Botetourt County 
  City of Covington   Craig County 
  Pulaski County   Montgomery County 
  Floyd County    Giles County 
  City of Danville   Franklin County 
  City of Martinsville   Henry County 
  Pittsylvania County   Patrick County 
    
  Directors allocated to political jurisdictions shall include residents of the area 

served and representatives of organizations, including rescue squads and medical 
societies, engaged in the emergency medical services system as prescribed in 
Article V, Section 1. Directors representing localities shall be appointed by the 
locality represented. 

 
 B. At Large Professional (4) 
 
  Emergency Nurses Association    1 
  Virginia Association of Volunteer Rescue Squads  1 
  Near Southwest Preparedness Alliance   1 
  Regional Medical Director     1 
   
 
  One at-large from each of the above professional organizations shall be elected 

appointed from among names of persons submitted by each organization to the 
Council Board. In the case of the Regional Medical Director, nominations shall be 
provided by the nominating committee. 

 
 C. At-Large Other (4) 
 
  Three directors, one from Fourth Planning District, one from the Fifth Planning 

District, and one from the Twelfth Planning District, shall be chosen with out 
regard to professional organization affiliation or political jurisdiction, and shall be 
elected by the board. One board-certified emergency physician affiliated with a 
hospital-based emergency department in the region shall be chosen, and shall be 
elected by the board. 

 
 D. The Council's Executive Director, who shall serve without vote. 
 
Of the foregoing twenty-seven directors, not less than ten percent (10%) shall be persons whose 
vocational or professional activities do not directly involve them as emergency health care 



 

 

providers. 
 
 E. Directors, (with the exception of the Executive Director and Regional Medical 

Director) shall serve a term of three (3) years in office, measured beginning the 
first day of the month following the annual meeting of the Council Board.  The 
Executive Director's term shall coincide with his/her employment.  The Regional 
Medical Director's terms shall coincide with his/her appointment. 

 
  Elected directors are eligible to serve no more than two consecutive three-year 

terms.  
 
  All directors whether elected or appointed annually shall take office on the first 

day of the month following their election or appointment. 
 
 F. Vacancies on the Council Board shall be filled for the unexpired portion of the 

term by the Council Board or the appointing authority at any regular meeting or at 
a Special meeting called for that purpose. For elected directors, any partial term 
with more than one year remaining shall be considered a full term for purpose of 
calculating term limits. 

 
 
 G. A director shall serve until the expiration of the term to which elected or until 

replaced by the appointing authority, and until a successor has been appointed or 
qualified, or until the prior resignation, death or removal of such director. 

 
 H. An elected director who shall be absent from three (3) consecutive Board 

Meetings shall be considered to have resigned from the Board, subject to 
acceptance of the resignation by the Board of Directors. 

 
 I. Removal of a director for cause, other than absence, shall require a vote of two-

thirds (2/3) of the members of the Board present and voting.  Notice of a meeting 
to consider a removal shall be mailed to each director at least seven (7) days prior 
to the date of such proposed meeting, stating the purpose of such meeting. 

 
Vacancies resulting from the above shall be filled according to the membership 
and election and appointment requirements of the Bylaws. 

 
    
 ARTICLE VI 
 
 Section 1 - OFFICERS 
 
The officers shall be elected by and from the directorship of the Council Board except as 
hereinafter stated, and shall consist of the following: 
 
 A. President, who shall serve as the Chairman of the Board of Directors. 

 
 B. Vice President 

 
 C. Secretary 



 

 

 
 D. Treasurer 

 
 E. Executive Director 
 
Officers, except the Executive Director, shall be elected for two-year terms of office at the 
annual meeting of the Council Board of the in oddeven-numbered years. Elected officers shall 
take office on the first day of the month immediately following their election, unless the position 
is vacant, whereupon the term shall begin immediately upon election. The Executive Director 
shall serve a term consistent with his/her employment.  Officers shall serve until their successors 
are elected to and take office.  An officer shall be eligible to serve no more than two consecutive 
two-year terms. 
 
Assistant treasurers and secretaries may from time to time be elected, as desired by the Council 
Board. 
 
A person shall hold no more than one office in the Corporation. 
 
 Section 2 - PRESIDENT 
 
There shall be the President, who shall be the Chairman of the Board of Directors and will 
preside at all of its meetings and shall be the Chairman of the Executive Committee.  The 
President shall appoint the members of all committees of the Council with the approval of the 
Council Board.  The President shall be an ex-officio member of all committees and task forces of 
the Board. 
 
 Section 3 - VICE PRESIDENT 
 
In the absence of the President, or in the event of his/her inability to act, or if that office is 
temporarily vacant, the Vice President shall exercise all the powers and perform all the duties of 
the President. 
 
 Section 4 - SECRETARY 
 
The Secretary shall keep the minutes of all meetings of the Council.  He/she shall be responsible 
for the giving and serving of all notices of meetings of the Council and, in general, shall perform 
all duties incident to the office of Secretary and shall have such other powers and duties as may 
be assigned to him by the Council Board. 
 
 Section 5 - TREASURER 
 
The Treasurer shall have general supervision over the care and custody of the funds and 
securities of the Council and shall be Treasurer of the Council. He/she shall deposit the same or 
cause the same to be deposited in the name of the Council in such banks or other depositories as 
the Council Board may direct. He/she shall cause the funds of the Council to be disbursed by 
checks or drafts upon the authorized depositories of the Council and shall cause to be taken and 
preserved proper vouchers for all funds disbursed. He/she shall keep or cause to be kept full and 
accurate accounts of all receipts and disbursements of the Council and shall present to the 
Council Board, whenever requested, a complete report of receipts and disbursements and of 
financial conditions.  He/she shall perform such other duties as may be assigned to him from 



 

 

time to time by the Council Board. 
 
 Section 6 - EXECUTIVE DIRECTOR 
 
The Executive Director shall be the Chief Professional Executive Officer of the Corporation.  
The Executive Director shall have the power to make and execute contracts in the ordinary 
business of the Corporation in the sum of up to $5,000 or binding the Corporation for up to 
twelve months and for and in the name of the Corporation to execute other legal instruments as 
authorized by the Council Board.  The Executive Director shall be employed by contract 
approved by the Board.  Upon any matter concerning his/her employment, the Executive 
Director shall have no vote. 
 
The Executive Director shall have such powers and duties as from time to time may be assigned 
to him/her by the Council Board. 
 
 Section 7 - VACANCIES 
 
A vacancy in any office, except of the Executive Director, shall be filled for the unexpired 
portion of the term by the Council Board at any regular meeting, or at a special meeting called 
for that purpose. Any partial term with more than one year remaining shall be considered a full 
term for purpose of calculating term limits. 
 
 
 ARTICLE VII - COMMITTEES 
 
 Section 1 - EXECUTIVE COMMITTEE 
 
It shall be the purpose of the Executive Committee to conduct the necessary and routine business 
of the Council Board between meetings of the Board of Directors. 
 
The Executive Committee shall consist of the following members of the Council Board: 
 
 A. The President, who shall serve as the Chairman of the Executive Committee. 
 
 B. The Vice President 
 
 C. The Secretary 
 
 D. The Treasurer 
 
 E. The Executive Director, who shall not vote. 
 
 F. Three (3) members from the Council Board, one from the Fourth Planning 

District, one from the Fifth Planning District, and one from the Twelfth Planning 
District. 

 
The at-large members elected from the Council Board shall serve for a term of two (2) years and 
are eligible to serve two consecutive two-year terms.  A vacancy occurring on the Executive 
Committee shall be filled at any regular meeting of the Council Board or at any special meeting 
called for that purpose. Any partial term with more than one year remaining shall be considered 



 

 

a full term for purpose of calculating term limits. 
 
 
 
Functions of the Executive Committee shall include, but not be limited to the following: 
 

A. Budget and Finance 
 

B. Human Resources 
 

C. Strategic Planning 
 

D. Audit 
 

E. Bylaws and Policies 
 

 
Section 2 – STANDING AND SPECIAL COMMITTEES, TASK FORCES AND WORK 

GROUPS 
 
Committees have broad responsibility to address ongoing issues affecting the provision and 
coordination of EMS within the region. Committees shall be chaired by a WVEMS board 
member. Recommendations of committees typically require board action for adoption and 
implementation. 
 
Subcommittees exist under the auspices of a committee, and address a specific subset of the 
committee’s charge. Recommendations of subcommittees require adoption by the parent 
committee prior to board action.  
 
Work Groups are perpetual and function independently, although they may be organized by a 
committee. They are established to address issues related to specific elements of the EMS system 
such as MCI planning, communications and hospital relations. Recommendations of work 
groups may require committee and/or board action.  
 
Task forces are established for a limited duration and for a specific purpose or to complete a 
specific task. They cease to exist upon fulfillment of the purpose or completion of the task.  
 
Committee and Work Group members are appointed by the president with concurrence of the 
board. Subcommittee members are appointed by the parent committee.  Task force members are 
appointed by the president with concurrence of the executive committee. 
 

A. The Nominating Committee shall be appointed by the President with the concurrence of 
the Council Board.  The Nominating Committee shall be composed of not more than one 
director of the Council Board from any of the participating political jurisdictions and 
shall have no fewer than three members.  Prior to the annual meeting at which officers 
and directors will be elected, the Nomination Committee shall fulfill the following 
charges: 

 
i. Prepare a slate for the election of directors for each elected position.  
 



 

 

ii. Prepare a slate nominating directors to serve as officers of the Council 
Board. 

 
iii. Prepare a slate nominating directors to serve as at-large members of the 

Executive Committee. 
 

iv. Ensure that such slates are submitted in writing to each director of the 
Council at least ten (10) days in advance of such election. 

 
v. Perform such other duties as may be appropriately delegated by President 

or the Council Board. 
 

   
B. There shall be an established Medical Direction Committee, comprised of all active 

Operational Medical Directors of Emergency Medical Services Agencies within the 
WVEMS region. The committee will also include at least two career and two volunteer 
ALS-certified EMS providers who shall be non-voting members of the committee. The 
Regional Medical Director shall be the chair.  

 
The Council board shall solicit from the Medical Direction Committee the names of 
physicians who are active Operational Medical Directors within the Western Virginia 
EMS Region to be considered to serve as Regional Medical Director. The Board shall 
appoint the Regional Medical Director (RMD). The RMD shall enter into a contract or 
other agreement with the Council that defines duties and obligations. 
 
The Regional Medical Director may appoint, subject to the Council board’s approval, up 
to two Assistant Regional Medical Directors (Assistant RMDs) who are active OMDs in 
the WVEMS region to assist in the carrying out of his/her duties. It is encouraged that 
such Assistant RMDs reside or practice in a planning district within the WVEMS region 
that is different from the planning district in which the RMD practices or resides. In the 
event that there are two Assistant RMDs, it is encouraged that they each reside or 
practice in different planning districts, such that all three planning districts are 
represented. Such Assistant RMDs will each enter into a contract or other agreement with 
the Council that defines duties and obligations. 

 
 

 
The Medical Direction Committee is responsible for oversight of the following three 
work groups: 

 
i. Education which shall consist of no less than 7 members broadly 

representing EMS education in the region. 
 

ii. Pharmacy which shall consist of the Pharmacist in Charge of each hospital 
pharmacy in the region(s) included (or their designees). In the event that 
the Blue Ridge EMS Council’s pharmacy group is established jointly with 
the WVEMS pharmacy group, there will be co-chairs, one from each 
region. The pharmacy group will include at least two pre-hospital EMS 
providers who shall serve without vote. 

 



 

 

iii. Allied Resources which shall consist of one representative from the 
administration of each hospital within the WVEMS region, and at least 
four pre-hospital EMS providers. This work group may be established 
jointly with the Blue Ridge EMS Council, in which case it will include 
similar representation from hospitals in the Blue Ridge EMS region. 

 
 C. There shall be established Performance Improvement Committee which shall consist   

     of members broadly representing hospitals, trauma centers, stroke centers, volunteer   
     and career prehospital EMS agencies, and others. The committee shall may establish   
             subcommittees including, but not limited to the following: 

 
i. Trauma Performance Improvement and/or Trauma Triage 

 
ii. Stroke Performance Improvement and/or Stroke Triage 

 
iii. General and Medical Performance Improvement 

 
 D. There shall be established a Communications Work Group which will provide             

guidance and advice on interoperable communications systems and on operation,       
licensure and maintenance of any EMS radio systems owned and/or operated by  
WVEMS. 

 
 E. There shall may be established an Mass Casualty Incident Planning Work Group (to be 

consistent with any contractual language in the MOU or contract with the Virginia 
Department of Health) which shall consist of emergency management officials from 
each locality in the WVEMS region, hospital emergency managers, pre-hospital EMS 
providers and others with expertise in emergency management and MCI planning. 
This Work Group may operate jointly with the Blue Ridge EMS Council, in which 
event it shall include similar representation from the Blue Ridge EMS region 

 
The President, with the concurrence of the Council Board may establish other work groups and 
task forces as deemed necessary and appropriate. 
 
 
 ARTICLE VIII - MEETINGS 
 
 Section 1 - SCHEDULING AND CALL OF MEETINGS 
 
The Annual Meeting of the Council Board shall be held in January of each yearthe last regular 
meeting of the calendar year.  The date, place and exact time of such meetings shall be set by the 
Council Board.  The Council Board shall have the power to set the date, times and places of 
regular meetings of the Council Board.  Special meetings of the Council Board shall be called by 
the President or by the Secretary on the written request of any five (5) directors of the Council. 
 
 Section 2 - NOTICE OF MEETINGS 
 
Notice of the time, place and purpose of annual and special meetings of the Council Board shall 
be served as provided by law, but in no case shall such notice be less than five (5) days unless 
agreed upon by all directors of the Council Board.  Attendance at such meetings shall constitute 
waiver of notice, unless such attendance is for the sole purpose of objecting to the notice 



 

 

provisions therefore. 
 
 
 ARTICLE IX - QUORUM 
 
To constitute a quorum at all meetings of the Council and its Executive Committee, one-third of 
each body shall constitute a quorum for the transaction of business, but less than a quorum may 
adjourn any meeting without further notice until a quorum may be present.  On matters of 
personnel employment, the Executive Director shall not vote, but his/her presence shall be 
included in the quorum. 
 
 
 ARTICLE X - VOTE 
 
Each director of the Council Board shall be entitled to one vote, with the exception of the 
Executive Director, who serves without vote.  All actions taken by the Council Board shall 
require a majority vote of those directors present and voting at any meeting.  The same 
procedure shall apply to all meetings of the Council.   
 
 
 ARTICLE XI - ANNUAL AND OTHER REPORTS 
 
The President, Secretary, Treasurer and Executive Director shall present to the Council Board at 
its Annual Meeting a report, verified by them, showing the whole amount of real and personal 
property owned by the Corporation, where located, and where and how invested, the amount and 
nature of the property acquired during the year immediately preceding the date of the report and 
the manner of its application, appropriations and expenditures have been made; and the names 
and addresses of the directors of the Council Board and officers of the Corporation, which report 
shall be filed with the records of the Corporation and an abstract thereof entered in the minutes 
of the proceedings of the Annual Meeting of the Council. 
 
The Council shall also publish at least annually a report or reports adequately summarizing the 
activities of the Corporation and shall make such reports and the financial report specified above 
available to each director of the Council Board, the participating political sub-divisions, and 
shall otherwise cause these reports to be given wide distribution in the member communities. 
 
 
 ARTICLE XII - EXECUTIVE DIRECTOR 
 
The Council Board shall be empowered to employ an Executive Director for the carrying out of 
the purposes of this Corporation at such salary as may be set by the Council Board.  The 
Executive Director shall be the Chief Professional Officer. 
 
 
 ARTICLE XIII 
 
 Section 1 - EXECUTION OF INSTRUMENTS 
 
All checks, bills of exchange, notes or other obligations or orders for payment of money shall be 
signed in the name of the Corporation by the Treasurer or such other officer or officers as the 



 

 

Council Board may, from time to time, designate by resolution. 
 
All persons authorized to execute the instruments set forth in the Articles or to otherwise deal 
with the receipts and payments of funds of this Corporation shall be bonded by the corporate 
surety bond in an amount not less than the annual budget for this Corporation. 
 
 
 ARTICLE XIV 
 
 Section 1 - FISCAL YEAR 
 
The fiscal year of the Corporation shall be from the first day of July to thirtieth day of June, 
inclusive, or such other twelve-month period as the Council Board may designate by resolution. 
 
 
 Section 2 - BUDGET 
 
Prior to the close of each fiscal year, the council board shall adopt a budget of income and 
expense to control the finances of the Corporation during the next ensuing fiscal year.  The 
adopted budget for any year may be revised from time to time at any meeting of the Council 
Board in light of changing conditions. 
 
 
 ARTICLE XV - SEAL 
 
The seal of the Corporation shall be circular in form with the name of the Corporation and 
figures, "1975", an impression of which the Secretary shall impress upon or otherwise display 
upon the margin of these Bylaws. 
 
 
 ARTICLE XVI - AMENDMENTS 
 
These Bylaws may be amended or repealed at any meeting of the Council Board by an 
affirmative vote of two-thirds of those directors present provided notice of all proposed 
amendments shall have been mailed to the directors of the Council Board at least fifteen (15) 
days prior to such meetings. 
 
 
 ARTICLE XVII - INDEMNIFICATION 
 
 Section 1 - CLAIMS OF THIRD PARTIES 
 
The Corporation shall indemnify an officer or director who was, or is a party, or is threatened to 
be made, a party to any threatened, pending or completed action, suit or proceedings, whether 
civil, criminal, administrative, arbitrative or investigative (other than an action by or in the right 
of the Corporation) by the reason of the fact that he/she is, or was, a director, officer, employee 
or agent of the Corporation, or is, or was serving at the request of the Corporation, partnership, 
joint venture, trust or other enterprise, against expenses (including attorneys' fees), judgments, 
fines and amount paid in settlement actually and reasonably incurred by him in connection with 
such action, suit or proceedings if he/she acted in good faith and in a manner he/she reasonably 



 

 

incurred by him in connection with such action, suit or proceedings if he/she acted in good faith 
and in a manner he/she reasonably believed to be in or not opposed to the best interests of the 
Corporation, and, with respect  to any criminal action or proceeding, he/she had no reasonable 
cause to believe that his/her conduct was unlawful.  The termination of any action, suit or 
proceeding by judgment, order, settlement, conviction or upon a plea of nolo conterdere or its 
equivalent, shall not of itself create a presumption that the person did not act in good faith and in 
a manner which he/she reasonable believed to be in or not opposed to the best interests of the 
Corporation, and, with respect to any criminal action or proceeding, he/she had no reasonable 
cause to believe that his/her conduct was unlawful. 
 
 Section 2 - CLAIMS OF CORPORATION 
 
The Corporation shall indemnify any officer or director who was, or is a party, or is threatened to 
be made a party to any threatened, pending or competed action or suit by or in the right of the 
Corporation to procure a judgment in its favor by reason of he/she fact that he/she is, or was, a 
director, officer, employee or agent of the Corporation, or is or was serving at the request of the 
Corporation as a director, officer, employee, or agent of another Corporation, partnership, joint 
venture, trust or other enterprise, against expenses (including attorneys' fees), actually and 
reasonably incurred by him or her in connection with defense or settlement of such action or suit 
if he/she acted in good faith and in a manner he/she reasonably believed to be in or not opposed 
to the best interests of the Corporation and except that no indemnification shall be made in 
respect to any claim, issue  or matter as to which such personal shall have been determined to be 
liable for gross negligence or willful misconduct in the performance of his/her duty to the 
Corporation, unless and only to the extent that the court in which such action or suit was brought 
shall determine upon application that, despite the adjudication of liability but in view of all 
circumstances of the case, such person is fairly and reasonably entitled to indemnity for such 
expenses which such court shall deem proper. 
 
 Section 3 - INDEMNIFICATION UPON SUCCESSFUL DEFENSE 
 
To the extent that any such person has been successful on the merits or otherwise in defense of 
any action, suit or proceeding referred to in Sections 1 and 2, or in defense of any claim, issue or 
matter therein, he/she shall be indemnified against expenses (including attorneys' fees) actually 
and reasonably incurred by him in connection therewith. 
 
 Section 4 -DETERMINATION OF RIGHT TO INDEMNIFICATION 
 
Any indemnification under Sections 1 and 2 (unless ordered by a court) shall be made by the 
Corporation only as authorized in the specific case upon a determination that indemnification is 
proper in the circumstances because he/she has net the applicable standard of conduct.  Such 
determination shall be made (i) by the Board of Directors by a majority vote of a quorum 
consisting of directors who are not parties to such action, suit or proceeding, or (ii) if such a 
quorum is not obtainable, or, even if obtainable a legal counsel in a written opinion, or (iii) by a 
majority vote of the shareholders.  Each such indemnity may continue as to a person who has 
ceased to have the capacity referred to above and may inure to the benefits of the heirs, executors 
and administrators of such a person. 
 
 Section 5 - ADVANCE PAYMENTS 
 
Expenses (including attorneys' fees) incurred in defending an action, suit or proceeding, whether 



 

 

civil, criminal, administrative, arbitrative or investigative, may be paid by the Corporation in 
advance of the final disposition of such action, suit or proceeding as authorized in the manner 
provided in Section 4, upon receipt of an undertaking by or on behalf of such person to repay 
such amount unless it shall ultimately be determined that he/she or she is entitled to by 
indemnified by the Corporation as authorized in this Article. 
 
 Section 6 - INSURANCE 
 
The Corporation shall have power pursuant to resolution of the Board of Directors, to purchase 
and maintain insurance on behalf of any person who is or was a director, officer, employee or 
agent of the Corporation, or is or was serving at the request of the Corporation as a director, 
officer, employee or agent of another Corporation, partnership, joint venture, trust or other 
enterprise, against any liability asserted against him or incurred in any such capacity or arising 
out of his/her status as such, whether or not the Corporation would have the power to indemnify 
him against such liability under the provisions of this Article. 
 
 Section 7 - DEFINITION OF "CORPORATION" 
 
For the purposes of this Article, references to "Corporation" include all constituent Corporations 
absorbed in a consolidation or merger as well as the resulting or surviving Corporation so that 
any person who is, or was, an officer or director of such a constituent Corporation or is, or was, 
serving at the request of such constituent Corporation as director, officer, employee or agent of 
another Corporation, partnership, joint venture, trust or other enterprise shall stand in the same 
position under the provisions of this Article with respect to the resulting or surviving 
Corporation as he/she would if he/she had served the resulting or surviving Corporation in the 
same capacity. 
 

Article XVIII - DISTRIBUTION OF ASSETS UPON DISSOLUTION OF THE 
CORPORATION 

Upon the dissolution of the corporation, assets shall be distributed for one or more 
exempt purposes within the meaning of section 501(c)(3) of the Internal Revenue Code, 
or the corresponding section of any future federal tax code, or shall be distributed to the 
federal government, or to a state or local government, or another 501(c)(3) organization, 
for a public purpose.  Such distribution shall be made in accordance with all applicable 
provisions of the laws of the Commonwealth of Virginia. 
 
 
        _______________________ 
PRESIDENT, COUNCIL BOARD                   
 
        
SECRETARY, COUNCIL BOARD                  







MAR JUN SEP DEC MAR JUN SEP DEC MAR JUN SEP DEC
Allen, Steve O X X O
Altman, Billy X O O X
Cady Sr., Jim X O X X
Coyle, Joe X O X X
Duffer, Tim X O O X
Ferguson, Jason X X O O
Ferguson, William O X O X
Flora, Richard X X O O
Guests 1 0 1 2
Harveycutter, Carey X O X X
Haywood, Rodney O X O O
Horton, Greg O
Jefferson, Mike X O X X
Lafon, Larry X X
Lane, Charles O X O O
Linkous, David X O O O
Logan, Robert X X X X
Morgan, Anthony X X O
Muterspaugh, Ryan X O X O
Rickman, Matt O X X X
Shrader, Kris O X X X
Simon, Stephen X X X X
Stanley D.O., Eric O X O O
Tatum, Matt X O O O
Taylor, Dallas X X X X
Trigg, Joe X X X X
Tweedie, Valerie X X X X
Wagoner, J. Dale X O X X
Wirt, Ford X X O X

STAFF PRESENT: MAR JUN SEP DEC MAR JUN SEP DEC MAR JUN SEP DEC
Christian, Mary O O O X
Christensen, Chris X X X X
Cockrell, Cathy X O X X
Dalton, Gene X O X O
Garnett, Mike X O X X
McGrath, Sandi X X X O
Merix, George X X O X

PRESENT = X
DID NOT ATTEND = O
NO LONGER INVOLVED

March 2018 Guests: John Cook - Jefferson College of Health Sciences 
June 2018 Guest: None 
Sept 2018 Guest: John Cook - Jefferson College of Health Sciences 
Dec. 2018 Guest: John Hash - Brown & Edwards ; Jared Klajnbart - Stryker EMS; 
                              Jim Cady, Jr.,  Robert Hawkins, NSPA 

DIRECTORS: 2020

2018 2019 2020

2018 2019
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