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November 29, 2012 
 
 
 
Dear BSC Staffer: 
 

Welcome to the Bluefield State College family!  I’m delighted that you have 
decided to join the college as an employee and pursue your professional growth 
with us.  The BSC Staff Employee Handbook is provided to assist you in your 
understanding of the rights, privileges, and expectations of our employees, and to 
serve as a source of reference for you. 
 

As a member of the College family, you have become part of a proud 
tradition that spans well over a century.  This College has a rich heritage of 
preparing leaders who make a positive difference on their community, state, nation 
and world. 
 

Throughout the year, a variety of educational, cultural, entertainment and 
athletic events are presented at the College.  As President, I encourage you to take 
advantage of these opportunities for professional growth, and your attendance and 
participation is welcomed.  Thank you for contributing your time, talent, and 
energy to Bluefield State College. I look forward to meeting you personally. 
 
Sincerely, 
 
 
 
Dr. Marsha V. Krotseng  
President 
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Handbook Receipt 
 
 
The Staff Employee Handbook is not an implied or expressed employment 
contract.  The provisions of this handbook are guidelines rather than policies, and 
Bluefield State College reserves the right to depart from such guidelines where 
circumstances warrant.  Existing policy and law will prevail over any inadvertent 
errors in the following text.  GUIDELINES OUTLINED IN THIS 
HANDBOOK MAY BE CHANGED AT ANY TIME AT BLUEFIELD 
STATE’S DISCRETION. The duration of employment for any employee is 
unspecified, and is at the discretion of Bluefield State College and the employee 
within appropriate parameters set forth by applicable rules, policies, and laws. 
 
 
I acknowledge receipt of the Bluefield State College Employee Handbook. 
 
 
 
_________________________________  ______________________________ 
Name       Date 
 
 
_________________________________ 
Name Printed 
 
 
 
 
 
 
 
 Return this document to: 
 
 Human Resource Office 

Conley Hall Room 202 
Bluefield State College 

219 Rock Street 
Bluefield, WV 24701 
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Preface 
 
This handbook is intended for the purpose of covering general information on 
personnel administration and on the rights, privileges, security, benefits, 
opportunities and responsibilities of Bluefield State College staff employees.   
 
Interpretation and enforcement of guidelines in this manual will be made by the 
Director of Human Resources, subject to the approval of the President of this 
Institution. These guidelines are subject to change by the Higher Education Policy 
Commission and Bluefield State College.  New information will be sent to 
employees as changes occur, with instructions to replace the old information. 
 
Suggestions, comments and/or corrections to this handbook are welcome and 
should be brought to the attention of the Director of Human Resources. 
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Introduction 
 
 
Welcome to Bluefield State College!  We're glad you joined us!!  Bluefield State will provide a 
challenging work environment for growth and progress, and our hope is that you will make every 
effort to perform your duties and responsibilities to the best of your ability.  
 
Bluefield State College was established as an institute for educating black citizens in 1895.  It 
has grown into a comprehensive institution during the past thirty years.  Although standard 
measures of achievement indicate that most of the entering freshmen are under prepared to enter 
college, student achievement by the receipt of the associate or baccalaureate degree is 
demonstrably competitive with other institutions.   
 
Bluefield State College offers many of the technological advancements as teaching tools for 
faculty and students, yet personnel constitute the real heart of the college.  The achievement of  
students is due in large measure to the effectiveness of the personnel and the motivation and 
abilities of the student body. 
 
Bluefield State College focuses on affordable, accessible, and relevant higher education 
opportunities for both traditional and nontraditional students within the College’s service area. 

 
Mission Statement  

The mission of Bluefield State College is to provide students an affordable, accessible 
opportunity for public higher education. A historically black institution, Bluefield State College 
prepares students for diverse professions, graduate study, informed citizenship, community 
involvement, and public service in an ever-changing global society. The College demonstrates its 
commitment to the student’s intellectual, personal, ethical, and cultural development by 
providing a dedicated faculty and staff, quality educational programs, and strong student support 
services in a nurturing environment. 

 
Vision Statement  

Bluefield State College is committed to being the region’s leading institution of higher 
education.  Embracing the diversity that shapes our world, the College strives to assist students 
from all walks of life to achieve their personal and professional goals.  Using the expertise of 
faculty and staff, along with the commitment of its students and alumni, Bluefield State College 
will continue to strive for excellence in learning, service to the community, and advancements in 
research.  Proficiency in these areas enables the Institution and its graduates to make important 
contributions at the community, state, national, and global levels. 
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Bluefield State College provides a diverse range of curricular and co-curricular interactive 
opportunities to its students, faculty, staff, alumni, and members of the community.  The College 
builds toward the future with continued emphasis on recruiting and retaining motivated students 
and highly credentialed faculty and staff; achieving university status; offering Master's level 
programs; and expanding its programmatic offerings through distance education initiatives. 

 
Core Values  

.  We value and are dedicated to excellence in our faculty, staff, and students, Excellence
programmatic offerings, support services, research, and service to our world. 

Community.  We value and are dedicated to the development and enhancement of a sense of 
community, mutual respect, and collaboration among our faculty, staff, students and the greater 
community we serve. 

Diversity.  We value and are dedicated to the diversity of our faculty, staff, and students, 
programmatic offerings, and co-curricular opportunities. 

Growth.  We value and are dedicated to the intellectual, personal, ethical, and cultural growth of 
our faculty, staff, and students and to providing those opportunities for growth and continuous 
improvement throughout our community. 
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Higher Education Policy Commission 
 
 
The West Virginia Higher Education Policy Commission (HEPC) is responsible for developing, 
establishing, and overseeing the implementation of a public policy agenda for the state's four-
year colleges and universities. It is charged with oversight of higher education institutions to 
ensure they are accomplishing their missions and implementing the provisions set by state 
statute.  The Commission consists of ten members; seven of whom are appointed by the 
governor, and three ex-officio members; Secretary of Education and the Arts, State 
Superintendent of Schools, and Chairperson of the West Virginia Council for Community and 
Technical College Education. The Commission, led by an elected Chairperson, normally meets 
on a monthly basis.  The monthly meeting is held at one of the institutions when possible.  The 
entire Commission tries to visit each campus on a rotating basis.  Employees may meet with the 
Commission when it meets on their campus.  The Commission appoints a Chancellor to head the 
Higher Education Policy Commission administrative staff.  The staff is located in Charleston, 
except for those who work at the West Virginia Network for Educational Telecomputing 
(WVNET) in Morgantown. The authority to make regulations and establish local procedures in 
certain areas, however, is delegated to the institutions themselves.  These colleges and 
universities are: 
 
Bluefield State College 
Concord University 
Fairmont State University 
Glenville State College 
Marshall University 
Shepherd University 
West Liberty University 
West Virginia School of Osteopathic Medicine 
West Virginia State University 
West Virginia University 
West Virginia University Institute of Technology 
 
Blue Ridge Community & Technical College 
Bridgemont Community & Technical College 
Eastern West Virginia Community & Technical College 
Kanawha Valley Community & Technical College 
Mountwest Community & Technical College 
New River Community & Technical College 
Pierpont Community & Technical College 
Southern West Virginia Community & Technical College 
West Virginia Northern Community & Technical College 
West Virginia University Parkersburg 
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Board of Governors 
 
 

Duties 
 
The Bluefield State College Institutional Board of Governors was established on July 1, 2001, as 
directed by legislation (Senate Bill 653).  With this legislation, the College’s Interim Institutional 
Board of Advisors transitioned into the Bluefield State College (BSC) Board of Governors.  
Under this system, the Board of Governors reports to the West Virginia Higher Education Policy 
Commission.  The Institutional Board of Governors is comprised of representatives from the 
BSC faculty, classified staff and student body, as well as citizens from the institution’s service 
region.  The Board of Governors’ duties include: 
 

A. determining, controlling, and supervising all financial affairs of the institution; 
B. developing Master Plan for Institutional Compact(s); 
C. submitting budget requests to the HEPC: 
D. holding exclusive authority to approve Teacher Education programs at its 

institution; 
E. administering personnel pursuant to uniform rule the chancellor is to promulgate; 
F. administering grievances; 
G. appointing and terminating the college president; 
H. evaluating the president every four years; 
I. submitting an annual report to HEPC regarding the Institutional Compact; 
J. entering into consortium agreements; 
K. delegating powers to the president; 
L. abiding by existing rules regarding acceptance of advanced placement credit; 
M. acquiring legal services; 
N. setting tuition and fees, but cannot increase more than 4%, or 100% of peers 

without approval of HEPC; 
O. rescinding delegation of power to the president when necessary. 
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Members 
2012-2013 

(as of August 2012) 

 

Mr. Larry Ratliff (Chair) 

Mr. Roger Topping (Vice-Chair) 

Mr. James J. Palmer, III, Esq.  

Mr. Richard Bezjak 

Mr. Norris Kantor, Esq. 

Mr. Robert Perkinson, Jr. 

Ms. Anne L. Taylor 

Dr. Norman Mirsky (Faculty Representative) 

Dr. Sarita A. Rhonemus (Classified Staff Representative) 

Mr. Dakota Dotson (Student Representative) 
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Organizational Chart 
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Organizational Chart 
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Section 1: 
Employment Policies and Procedures 

 
 

Equal Opportunity Policy 
 
Bluefield State College is an equal opportunity/affirmative action institution, which recruits, 
employs, trains, and promotes based on merit and business needs, not on race, religion, color, 
sex, age, national origin, disability, veteran or family status, or on any other status or condition 
protected by applicable federal or state laws, except where a bona fide occupational qualification 
applies.  Also, for promotion, seniority may apply. 
 
Bluefield State College ensures that human resource programs, such as compensation, benefits, 
transfers, layoffs, return to work, training, education, tuition assistance, and other employment 
programs are administered without regard to race, religion, color, sex, age, national origin, 
disability, veteran or family status, or on any other status or condition protected by applicable 
federal or state laws, except where a bona fide occupational qualification applies. 
 
In furtherance of its policy prohibiting discrimination against individuals on the basis of physical 
or mental impairment or disability, the College will provide reasonable accommodation in the 
work place for disabled employees.  All inquiries regarding the rights of employees with 
disabilities, including the right to employment accommodations, should be directed to the ADA 
Coordinator. 
 
The Director of Multicultural Affairs is designated as the Equal Opportunity/Affirmative Action 
Officer.  The Director of Human Resources is designated as the ADA Coordinator.  The Office 
of Multicultural Affairs will be responsible for communicating and implementing these policies 
at each campus location.   
 
 
 
 

Job Accommodation 
 
An employee who has, or acquires, a disability causing functional restriction or limitations, 
which can be reasonably accommodated, will be provided such measures by the College, if 
reasonable accommodation will permit the employee to meet the essential functions of the job.  
This request is to be submitted to the ADA Coordinator in writing with the appropriate medical 
documentation from the attending physician. 
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Sexual Harassment 
 
In 1980, the Equal Employment Opportunity Commission (EEOC) first published guidelines on 
sexual harassment.  The EEOC defines sexual harassment as unwelcome advances, requests for 
sexual favors, or other verbal or physical conduct of a sexual nature when 
 

1. Submission to such conduct is made either explicitly or implicitly a condition of an 
individual’s employment; or 

2. Submission to or rejection of such conduct by the individual is used as the basis for 
employment decisions affecting such individual; or 

3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s 
work performance or creating an intimidating, hostile, or offensive work environment.” 

 
Any acts of harassment by an employee may be a violation of Title VII of the Civil Rights Act of 
1964.  An employee who feels that he or she is the victim of a workplace incident of sexual 
harassment is encouraged to discuss the matter promptly with the Director of Multicultural 
Affairs.  No form of retaliation is to be applied to any person making a complaint of sexual 
harassment.  
 
Bluefield State College supports the spirit and objectives of equal opportunity guidelines on 
sexual harassment. It is the College’s policy that anyone in the organization who is found to have 
engaged in harassment of another employee will be subject to disciplinary action, up to and 
including termination.  In turn, Bluefield State College recognizes that the issue of whether 
sexual harassment has occurred requires a factual determination by the investigator based on all 
the evidence found.  The College also recognizes that false accusations of sexual harassment can 
have serious effects on innocent men and women and are subject to disciplinary action, up to and 
including termination.  It is expected that BSC employees will act in a responsible and 
professional manner, remain sensitive to treating co-workers with dignity and respect, and help 
provide a productive work environment. 
 
 

Immigration Reform and Control Act of 1986 
 
The Immigration Reform and Control Act of 1986 requires all employees, as a condition of 
employment, to provide original documents which establish their identity and employment 
eligibility.  Also, each employee must complete their portion of the Immigration and 
Naturalization Services Employment Eligibility Verification Form I-9.   All employees must 
complete this document within three days of the first day of employment.  The college is 
required to retain copies of the original documents along with the completed I-9 form. 
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Orientation 
 
The Human Resource Department will provide an introduction to policies, procedures, and 
employee benefits.  The supervisor will provide performance and conduct expectations and set 
goals and objectives of the position through the employee performance appraisal system.  A copy 
and an explanation of the job description or PIQ (Performance Information Questionnaire), 
which contains the duties and responsibilities of the job, will also be provided. 
 
 

Employment Status 
 
Employees are either in an exempt or non-exempt position as determined by the federal Fair 
Labor Standards Act (FLSA).  Non-exempt employees are entitled to receive overtime pay under 
specific provisions of federal and state laws.  The immediate supervisor must approve overtime 
for non-exempt employees before the overtime is worked.  The Memorandum of Understanding 
for compensatory time must be completed and sent to the Payroll Office.  Exempt employees do 
not receive overtime compensation except “when an exempt employee is required to work on 
any designated board or institution holiday, that employee shall be given substitute time off on 
an hour-for-hour basis” as set forth in the Higher Education Policy Commission (HEPC) Title 
133, Series 8 & 9.  These employees meet the FLSA criteria for Executive, Administrative, and 
Professional positions. 
 
TYPES OF EMPLOYEES 
 
In addition to these categories, each employee will belong to one other employment category as 
set forth in Title 133, Series 8, Section 2.1 as listed below: 
 

Full-Time Regular (FTR) - Any employee in a classified position created to last a 
minimum of nine months of a twelve month period and in which such employee is 
expected to work no less than 1,040 hours during said period. The full-time equivalent 
(FTE) of such a position must be reported at no less than .53 FTE. Such an employee is 
covered under the classification program set out by this rule and is eligible for all 
applicable benefits of a full-time regular classified employee, subject to the qualifying 
conditions of each benefit. Such benefits shall be prorated in relation to a 1.00 FTE. 
Length of service as a full-time regular employee with the State of West Virginia shall be 
credited toward initial placement on the salary schedule which may be subsequently 
enacted by the Legislature or adopted by the governing boards. 
 
Part-Time Regular (PTR) - An employee in a position created to last less than 1,040 
hours during a twelve-month period. An employee in a PTR position is not eligible for 
benefits, but is covered under the classification program. 
 
Classified - An employee who is covered by the provisions of the classification program 
outlined in the Higher Education Policy Commission (HEPC) Title 133, Series 8.  The 
jobs of classified employees are assigned to titles, job families and pay grades in the 
Higher Education Policy Commission pay system. Per WV Code §18B-9-2 (a) 
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Definitions: “Classified employee” or “employee” means any regular full-time or regular 
part-time employee of a governing board, the commission or the council, including all 
employees of the West Virginia Network for Educational Telecomputing, who hold a 
position that is assigned a particular job title and pay grade in accordance with the 
personnel classification system established by this article or by the Commission and 
council….” 
 
Non-Classified - An employee, designated by the president, who is responsible for policy 
formation at the department or institutional level or reports directly to the president of the 
Institution, or is in a position considered critical to the institution by the president. Non-
classified employees are not subject to the classification program but are eligible for 
benefits. Non-classified shall not exceed ten percent of the total number of employees at 
the Institution who are eligible for membership in any state retirement system and shall 
serve at the will and pleasure of the president. An additional ten percent of the total 
number of employees of that Institution may be placed in this category if they are in a 
position considered critical to the Institution by the president. 
 
Faculty - The faculty at any state institution of higher education shall be those appointees 
of the institution’s designee. The faculty are those so designated by the Institution and 
may include, but are not limited to, such professional personnel as librarians, faculty 
equivalents, academic professionals, and those involved in off-campus academic 
activities. 
 
Student - An employee enrolled at the Institution as a student and whose primary 
purpose for being at the Institution is to obtain an education. A student employee is not 
eligible for benefits and is not covered by the classification program. 
 
Temporary - An employee hired into a position expected to last fewer than nine months 
of a twelve month period regardless of hours worked per week. A temporary employee is 
not eligible for benefits, but is covered by the classification program. 
 
Casual - A casual employee position is a position created to meet specific operational 
needs at an institution for no more than 225 hours in a 12-month period. Individuals in a 
casual employee position are not eligible for benefits and are not covered by the 
classification program. 
 

 
Conduct, Discipline, and Grievances 

 
The employee’s immediate supervisor will outline standards of performance and conduct for 
each employee.  If an employee does not observe these standards, her or his supervisor will 
counsel her or him to try to resolve the problem.  If counseling is not effective, the employee 
may receive a series of warning letters, a period of suspension and/or, if the conduct does not 
improve, dismissal.  An employee who believes he or she has been disciplined unjustly may use 
the West Virginia State Employee’s grievance procedure, West Virginia Code Section 29-6A-1 
through 12 to present her or his case.  A copy of the grievance form can be obtained from the 
Office of Human Resources or visit http://www.state.wv.us/admin/grievanc/grievanc.htm.      

http://www.state.wv.us/admin/grievanc/grievanc.htm
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Disciplinary action, including suspension or dismissal, may be taken whenever an employee’s 
conduct interferes with the operation of her or his unit or brings discredit to the work unit.  An 
employee considered for discharge must, when appropriate, be informed of the possible action 
by letter of warning.  The letter, to be delivered in person or by certified mail, specifies:  the 
nature of the nonstandard work, remedial steps the employee must take, a calendar date by which 
the employee’s work will be brought back to standard, and a notification that failure to bring the 
work back to standard by the date specified will result in dismissal.  A supervisor may give an 
employee written warnings about her or his performance or conduct.  Written warnings are given 
to the employee with a copy placed in the employee’s personnel file and will specify how long it 
will remain in the file.  The supervisor may also recommend suspension without pay for a period 
varying from one to fifteen days, depending on the gravity of the offense and the employee’s 
previous records.  Suspension may be applied in cases of first serious offenses or repeated minor 
ones when, in the supervisor’s judgment, proper conduct can be attained without resorting to 
dismissal.   
 
Immediate dismissal may be appropriate in cases of flagrant or willful violations of rules, 
regulations, standards of accepted behavior or performance, or for actions where an investigation 
proves the employee was in clear violation of policy.  An employee may also be discharged for 
offenses after he or she has received two (2) written warnings.  A pre-termination hearing will be 
scheduled to allow the employee the opportunity to provide explanation why he or she should 
not be terminated.  The employee will be informed of the President’s decision within five (5) 
working days of the hearing.  Administrators have the right of dismissal for “just cause.”  In 
cases of immediate dismissal, a written statement will be given to the employee and a copy will 
be included in the employee's personnel file.  Just cause includes, but is not limited to, the 
following: 
 

1. Reporting to work under the influence of alcohol or narcotics or partaking of these 
substances while at work; 

2. Malicious destruction or theft of property of the Institution, the Higher Education Policy 
Commission, or its visitors, patrons, or employees; 

3. Wrongful injury to an employee of the Higher Education Policy Commission or an 
employee’s Institution; 

4. Refusal to comply with Institutional rules; 
5. Neglect of duty; 
6. Dishonesty; 
7. Sleeping on duty; 
8. Failure to maintain established performance standards; 
9. Habitual absence from work without permission or proper explanation; 
10. Tardiness;  
11. Insubordination; and, 
12. Failure to adhere to repeated warnings. 
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Termination 
 
Termination of employment is an inevitable part of personnel activity within any organization, 
and many of the reasons are routine.  Below are examples of some of the most common 
circumstances: 
 

Resignation - Voluntary employment termination initiated by employee.  In order for an 
employee to leave in good standing, he or she will (1) provide two weeks written notice 
of resignation to the President; (2) return all College property; and, (3) settle any 
monetary or other obligations with the College.  An employee is expected to work 
throughout the two-week notice, unless waived by the immediate supervisor. 
 
Discharge - Involuntary employment termination initiated by the Institution. 
 
Reduction in Force - (Layoff) Involuntary employment termination because of lack of 
funds or work.  Bluefield State College will comply with the requirements of WV Code 
18B-7 when implementing this procedure. 
 
Retirement - Voluntary employment termination initiated by the employee meeting age, 
length of service, and any other criteria for retirement from the Institution. 
 
Grant Expiration - Voluntary and/or involuntary employment termination caused as a 
result of the expiration of a grant or loss of funds in a grant. 
 
Medical Reason - Voluntary and/or involuntary employment termination because it is 
medically, psychologically, or psychiatrically determined that an employee can no longer 
perform the essential duties of the position and reasonable accommodation cannot be 
made.  The employee should investigate what benefit entitlement is applicable. 

 
 

Exit Interviews 
 
Exit interviews will be scheduled at the time of employment termination with your supervisor 
and the Human Resource Director.  The exit interview will afford an opportunity to discuss such 
issues as employees’ benefits, conversion privileges, repayment of outstanding debts, and/or 
return of BSC property, including keys belonging to the College.  Suggestions, complaints, and 
questions can be voiced at this time. 
 
 

Performance Appraisals 
 
Bluefield State College employees will be evaluated based on goals and objectives set by the 
supervisor.  These goals will be reviewed on a continual basis with annual written evaluation 
periods.  The results of the assessments will be essential in determining quality of job 
performance. 
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Section 2: 
Hours of Work and Pay 

 
 

Compensation 
 
Base salary is calculated on a thirty-seven and one-half (37 1/2) hour workweek or (1,950 
hours/year).  No guarantee exists that employees will receive a salary increase on an annual basis 
or for merit.  Increases of this type have been granted when money was available and when the 
Legislature allocated it for that purpose. 
 
 

Payday 
 
Beginning July 1, 2002, as stated in H. B. 4012, all new employees will be paid one pay cycle in 
arrears except for elected officials or those transferring from one state agency to another with no 
break in service.  Paychecks will be issued on the 15th or 16th and the 30th or 31st of each 
month.  When the last day of the pay period falls on a Saturday or Sunday, paychecks will be 
distributed on Friday.   Transportation problems could cause occasional delays in paycheck 
distribution.  Direct deposit is available to all employees.  Each employee should examine her or 
his paycheck to assure that he or she has received the correct amount based upon deductions, 
overtime (if applicable), hours worked and rate of pay.  Notify the payroll office should there be 
any errors so they can make corrections.  Non-exempt, full-time regular employees with an FTE 
of .53 or greater, need to complete a time card once a month.   The time card is to be submitted 
to the Payroll Office on the last day of the month.  All temporary employee’s time cards are to be 
submitted semi-monthly (either on the 15th and 30th or 16th and 31st).  Failure to adhere to this 
deadline may result in not receiving a paycheck the next pay period. 
 
 

Required Deductions 
 
State or federal law requires each institution to deduct state and federal income taxes, social 
security, retirement premiums, unemployment and worker’s compensation premiums from each 
employee's paycheck. 
 
 

Optional Deductions 
 
For the employee’s convenience, optional deductions may be made for United States Savings 
Bonds, West Virginia Public Employees Credit Union, or other approved employee deductions. 
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Section 3: 
Employee Responsibilities 

 
 

Confidentiality 
 
Confidential information is protected under Institutional policies, Higher Education Policy 
Commission policies, state or federal law.  Examples include, but are not limited to certain 
financial, employee, and student information; donor histories and related information collected 
and maintained by various foundations and departments; and mailing lists.  All employees are 
responsible for protecting such information by not disclosing the information without 
authorization; not viewing or copying information without authorization; and carefully disposing 
of documents and computer listings containing private information.  Any and all requests of 
employment verifications are to be forwarded to the Human Resource Office.  It is one of the 
employee’s prime responsibilities to be sure that such information is not revealed or divulged 
and that it is only used in the performance of College duties.  Divulging confidential information 
will result in immediate suspension leading to dismissal. 
 
 

Misuse of Computing and 
 Telecommunications Resources 

 
Telephones, computer equipment, data, or programs owned, leased or otherwise provided by the 
Institution are for conducting authorized, non-personal business.  Use for personal benefit, gain, 
or unauthorized purposes may be grounds for suspension or dismissal and may require 
reimbursement of funds to the Institution. Inappropriate use of computing and 
telecommunications resources should be reported to the supervisor of the department.  The 
supervisor will contact Computer Services to investigate and verify any abuse or misuse of the 
Institution’s computer and/or software, etc.  Upon the findings of the investigation being 
presented to the supervisor, the supervisor will then contact the Director of Public Safety, if 
criminal conduct is determined.  If the findings are limited to a violation of policies and/or 
procedures, then the supervisor, in conjunction with the President or the President’s designee 
will determine what penalties/discipline is necessary. 
 
 

Conflict of Interest 
 
Employees have an obligation to conduct business within guidelines that prohibit actual or 
potential conflicts of interest.  For guidelines governing ethics of the institution, please refer to 
HEPC Series 31 on “Ethics.” 
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Employee’s Personnel File 
 
A confidential personnel file is maintained in the Human Resource Office. It contains 
information concerning employment, such as the resumes/applications, contracts, PIQ’s, and 
evaluations.  An employee may examine her or his file in accordance with the conditions and 
exceptions promulgated under HEPC’s Title 133 Series 8.  It is the employee’s responsibility to 
keep the personnel file current.  Any changes in name, address, etc. should be given to the 
Human Resource and Payroll Offices immediately.   
 
 

Dress and Grooming Code 
 
All employees are expected to be suitably attired and groomed during working hours or when 
representing the interests of the College.  The supervisor will determine the appropriate dress and 
grooming codes for each department or work area, according to operational needs. 
 
 

Safety/Workplace Violence 
 
Each employee is expected to obey safety rules and to exercise caution in all work activities.  
Employees should immediately report any unsafe condition to the appropriate supervisor.  
Employees who violate safety standards, who cause hazardous or dangerous situations, may be 
subject to disciplinary action, up to and including termination of employment.  So as not to cause 
any unnecessary dangers or hazardous situations, individuals coming on campus to visit 
employees should be kept to a minimum.  
  
 

Smoking/Use of Tobacco Products 
 
The use of all tobacco products is prohibited in campus buildings, at each BSC campus location, 
and in all State vehicles.  
 

Drug and Alcohol Use 
 
It is the policy of Bluefield State College to create a drug-free workplace in keeping with the 
spirit and intent of the Drug-Free Workplace Act of 1988.  The use of controlled substances is 
inconsistent with the behavior expected of employees.  It subjects all employees, students and 
visitors to the College’s campuses to unacceptable safety risks, and it undermines the 
Institution’s ability to operate effectively and efficiently.  For these reasons, the unlawful 
manufacture, distribution, dispensing, possession, sale, or use of a controlled substance in the 
workplace or while engaged in Bluefield State College business off our premises is strictly 
prohibited.  To educate employees on the dangers of drug abuse, BSC has established a drug-free 
awareness program.  Periodically, employees will be provided training sessions at which the 
dangers of drug abuse, the policy regarding drugs, and the availability of counseling, will be 
discussed. 
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Solicitation 
 
All solicitations and selling of products and articles upon property under the jurisdiction of 
Bluefield State College are prohibited except by organizations and groups directly connected 
with and recognized by the institution and upon the written approval of the President or her or 
his designee.  No individual, firm, group, organization or other agency may use the name of this 
Institution to secure funds for any purpose, by any means, without the written permission of the 
President. 
 

Parking/ID Card 
 
Parking permits are required for all vehicles.  These permits can be obtained from the Office of 
Public Safety at the beginning of the fall semester and are for the use of the employee only.  An 
Employee ID card can also be obtained at this office. 
 
 

Lost and Found 
 
Contact Office of Public Safety to report lost items.  Also, take any found items to the Office of 
Public Safety.   
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Section 4: 
Employee Benefits 

 
 

Benefits 
 
Employee benefits significantly increase the value of the employee’s total compensation.  The 
exact amount varies with individual circumstances.  Health insurance coverage includes basic 
health/hospital/surgical care, a major medical plan, prescription drugs, and $10,000 life 
insurance coverage through an indemnity plan or Managed Health Care Plan.  Eligibility for 
these benefits and other provisions concerning them are subject to change without notice.  
Monthly premiums for health care benefits for the employee and dependent coverage are based 
on the employee’s annual salary.  (This information is provided in the back of the PEIA 
Summary Plan Description.)  Employees enrolled for medical benefits or basic life insurance 
may elect to participate in the optional life insurance program (up to $500,000).  Enrollment for 
life insurance must be within the first 30 days of employment or a statement of health must be 
submitted to the insurance company. 
 
Enrollment information is provided during the employee’s orientation.  Enrollment plans are 
open during the first month of employment.  After initial employment, employees who wish to 
enroll in benefit plans must provide a statement of health and may be required by the Insurance 
Board to have a physical examination (at the employee’s expense) unless there is a life changing 
event.  Also, guidelines allow employees to enroll during the open enrollment period in the 
spring of each year, as well as change health care plans.  Employees should review their benefits 
occasionally to see if changes should be made.  Certain life changing events can require or 
warrant changes in the employee’s benefit plan (i.e., marriage, divorce, birth, promotion, etc.).  If 
a family status change occurs, employees have the calendar month of the event, and the TWO 
following calendar months to change their plan coverage; otherwise, employees may make 
changes only during the open enrollment period.  Change of Beneficiary forms are available 
through the Payroll Office.  
 
A brief overview of these benefits is provided.  Any questions and/or changes should be directed 
to the Human Resource or Payroll Office. 
 
 

Hospitalization 
 

Public Employees Insurance Agency (PEIA) Indemnity Plan 
 
PEIA is a self-insured health insurance trust fund which offers hospital, surgical, major medical, 
prescription drug and other medical care benefit coverage, as well as basic and optional life 
insurance, to employees and retirees of all state agencies, organizations, universities and 
colleges, county boards of education and those counties and municipal agencies and 
organizations which elect to participate.  This represents 12% of West Virginia’s population.  All 
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elected and regular, full-time employees of the State of West Virginia, the State Colleges and 
Universities, etc. are eligible for enrollment in the PEIA Benefit Plan beginning on the first day 
of the month after employment begins.  The term “full-time” will mean a permanent position that 
is considered full-time by the participating agency and that requires at least twenty hours per 
week, or 1,040 hours per year in that position. 
 

Managed Health Care Plans 
 
Managed Health Care plans in which the costs of providing health care services are managed by 
an array of cost controlling measures such as (but not limited to) assigning a primary care 
physician who coordinates the members’ care, controlling access to specialty physicians, 
monitoring and lowering administrative costs, and negotiating with providers to obtain the best 
cost of services while maintaining quality of care.  THE PREMIUMS FOR HEALTH CARE 
PLANS ARE WITHHELD THE FIRST PAY PERIOD OF EACH MONTH. 
 
 

Life Insurance Program Under PEIA 
 
The basic health plan under PEIA includes $10,000 term life insurance with an accidental death 
and dismemberment benefit.  Employees not needing coverage under the health plan may elect 
life insurance only.  Additional optional life insurance may be purchased by the employee for a 
monthly premium based on age and the principal sum of $5,000 through $500,000.  Dependent 
life insurance may also be purchased in the amounts of as much as $20,000 for a spouse and 
$10,000 for each eligible child.  Enrollments under both options are subject to a statement of 
health thirty days after initial employment. 
 
 

Mountaineer Flexible Benefit Plans 
 
Additional benefit plans are available on a pretax basis.  These plans include dental, eye, flexible 
spending accounts, etc.  Information on these accounts will be given during orientation and can 
also be obtained during the open enrollment period.  These benefits are provided at group-rate 
costs and paid by the employee.  The premiums for Mountaineer Flexible Benefits are withheld 
both pay periods. 
 

Section 125 Plan 
 
Employees who contribute to the cost of their health insurance, basic life insurance, accidental 
death and dismemberment insurance, or optional life insurance may elect to pay these premiums 
on a pre-tax basis.  Your tax savings are made up of Federal, State, and FICA (Social Security) 
taxes which are not paid until the premiums are paid. 
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COBRA 
 
Federal law entitles the employee and covered dependents under the Consolidated Omnibus 
Budget Reconciliation Act (COBRA) to continue medical coverage only in certain cases when 
coverage would otherwise terminate, provided the employee and/or dependent(s) pay the full 
group premiums. A covered active employee who would lose eligibility for coverage because of 
voluntary or involuntary termination (except for gross misconduct) or reduction in work hours to 
part-time status may elect to continue medical coverage for self and dependents at employees’ 
own expense for up to 18 months from the date coverage would have terminated.  It will be the 
responsibility of the employing agency to notify PEIA of termination or reductions in hours 
within 60 days of date coverage would ordinarily have terminated under the Plan.  PEIA will 
then notify the employee within 14 days of the right to continue coverage.  Coverage may be 
continued for up to 18 months, but will end earlier if an employee becomes covered under 
another group health plan, fails to pay the required premium, or becomes covered by Medicare.  
Claim forms are available in the Payroll Office.  Employees who have difficulties with claims 
should contact the Insurance Company by calling the numbers listed on insurance cards. 
 
 

Retirement – TIAA-CREF 
 
Participation by benefits-eligible employees in a tax-sheltered retirement program is mandatory 
by West Virginia State law.  Employees must contribute six percent of their gross pay to a 
retirement program.  BSC matches the employee’s contribution with an equal amount.  Vesting 
is immediate and retirement may begin at any age upon termination of employment.  Retirement 
income is based on age at retirement, amounts of dollars accumulated, and the income options 
chosen, i.e., single life or joint life. 
 
 

Supplemental Retirement Annuities 
 
In addition to the basic retirement plan, employees have the option of tax sheltering additional 
money through a supplemental retirement account (these accounts are payroll deductible), IRAs, 
mutual funds, etc.  Information may be obtained through the Human Resource Office. 
 
 

TIAA-CREF Total Disability Insurance 
 
The TIAA-CREF disability insurance is a long-term disability plan providing a non-taxable 
monthly income to age 65 in the event of total disability.  The income benefit is based upon the 
employee’s base salary and begins after six months of total disability.  The monthly income 
benefit, which includes any income payable from employee’s sick leave, Social Security, 
Worker’s Compensation, and any disability benefit payable under any insurance or retirement 
plan sponsored by BSC, is equal to 60 percent of the monthly salary to a maximum of $5,000.  
The minimum monthly benefit under this plan is $100; there is a one year eligibility waiting 
period before new enrollees are eligible.  The premium is based on the base salary and paid by 
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the employee.  Employees enrolling for the disability income benefit are also included under the 
“Annuity Benefit” provision of the plan.  The annuity benefit provides for the monthly payment 
of 12 percent of the employee’s salary into a TIAA/CREF Annuity in addition to the disability 
income payments. 
 
 

Workers’ Compensation 
 
Workers’ Compensation state laws provide replacement income and medical benefits if the 
employee become ill or injured as a result of the employees’ job and the illness or injury 
qualifies for benefits based on West Virginia State law.  Coverage begins on the first day of 
employment and is provided at no cost to the employee.  All injuries under statutory coverage, 
no matter how minor, must be reported, in writing, immediately to the supervisor and the 
Director of Human Resources.  The Director of Human Resources will prepare and submit to the 
State all reports required to establish the employee’s claim for compensation once it has been 
received from the attending physician.  On-the-job injuries or occupational illnesses which 
involve no more than three (3) days of disability or absence from work will be charged against 
the employee’s accumulated sick leave.  If such illness/injury requires a leave beyond the three-
day period, the employee may have the option of either of the following: 

 
1. Use earned and accumulated sick and annual leave until both are exhausted and then, 

receive any additional benefits from WV Workers’ Compensation; 
 

2. Reserve for future use any earned and accumulated sick and annual leave and receive 
only Workers’ Compensation benefits for which adjudged eligible. 

 
Any questions regarding these two options should be directed to the Human Resource Office.  
An employee is responsible for her or his portion of the health insurance premium when they are 
off of the payroll due to collecting Workers’ Compensation benefits.  
 
  

Unemployment Compensation 
 
Wages at Bluefield State College are reported quarterly to the West Virginia Department of 
Employment Security.  For more information about this program, contact the local Job Service 
Office/Office of Employment Security. 
 
 

Social Security  
 
All employees must contribute to Social Security.  These funds are matched by the Institution.  
Some of the benefits provided by Social Security are retirement and disability benefits, health 
care and dependent income for employees who die prior to the age of retirement.   Detailed 
information is available from the Social Security Office. 
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West Virginia Public Employees Credit Union 
 
The West Virginia Public Employees Credit Union is a member-owned financial cooperative 
serving employees of the State of West Virginia.  The purpose of the credit union is to promote 
thrift between its members and to provide low-cost loans and service to its membership.  An 
employee may sign up for membership with the Human Resource or the Payroll Office at any 
time.  The West Virginia Public Employees Credit Union offers a wide range of services to meet 
employee’s needs.  The following is a partial list which outlines available services: 
 

Payroll Deductions  Direct Deposit 
Savings Accounts  Checking Accounts 
Loans    Visa/Owl Program 

 
The Public Employees Credit Union’s address is 2200 Washington Street East, P.O. Box 50919, 
Charleston, WV 25305-0919.  The telephone number is 304-558-0566.  
 
 

U. S. Savings Bonds 
 
U. S. Savings Bond Payroll Savings Plan is available to all employees.  It is an easy way to save. 
Bonds offer competitive, market-based rates, complete safety, federal income tax deferral, and 
freedom from state and local income taxes.  The interest earned on Bonds may be exempt from 
federal income taxes if the proceeds are used for qualified higher education costs.  Payroll 
deductions for savings bonds must be withheld both pay periods. Forms are available through the 
Payroll Office. 
 
 

Employee Wellness Program 
 
All full-time employees are eligible to participate in an Employee Wellness Program after 
completion of the six month probationary period provided the absences will not interfere with the 
operation of the department.  The program allows for up to three (3) hours* per week to 
participate in wellness activities, set by the Wellness Program Director, with the supervisor’s 
approval.   
 

Educational Opportunities 
 
Bluefield State College encourages career development and self-improvement.  Full-time regular 
employees are eligible for a maximum of three (3) hours* off during the regularly scheduled 
work-week to attend BSC classes on campus after completion of the six-month probationary 
period, provided the employee’s absence will not interfere with the operation of the department.  
Before the semester in which the class is to be taken, each employee is required to provide her or 
his supervisor a written request for release time.   
 
*Employees may participate in wellness or educational opportunities, but not both.   
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Training and Personnel Development 
 
Employees will be encouraged to attend various training programs and workshops conducted or 
offered. These training programs are designed to provide knowledge and skills to ensure better 
job performance.  It is recommended that the employee and supervisor discuss the employee’s 
desire to participate in training programs, conferences, etc. that would be of value to your 
position and the institution.  Personnel Development funds are available to assist employees in 
professional development and to improve credentials.   
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Section 5: 
Employee Leave 

 
 

Annual Leave 
 
ACCRUAL 
 
Full-time non-classified employees and faculty with twelve-month appointments shall be eligible 
for up to twenty-four (24) days leave per year calculated at the rate of 2.00 days per month from 
the date of employment. Employees occupying full-time classified positions shall be eligible for 
annual leave on the following basis: 

• Less than 5 years of service: 1.25 days per month 
• 5 but less than 10 years of service: 1.50 days per month 
• 10 but less than 15 years of service: 1.75 days per month 
• 15 or more years of service: 2.00 days per month 

Employees working at least 1,040 hours per twelve (12) consecutive months on a regular and 
continuing basis, but less than 1,950 hours shall accumulate annual leave on a pro rata basis.  
Accumulated annual leave for continuing employees may be extended beyond that earned during 
a period of one (1) year by written approval of the president or his/her designee, but in no case 
shall it exceed twice the amount earned in any twelve-month period.  An employee is entitled to 
accumulated leave at termination of service but the aforementioned limits apply.   Annual leave 
will not be granted to casual, temporary, or student employees.   

 
SCHEDULING 
 
Annual leave must be approved in advance by the supervisor.  Annual leave will be arranged to 
fit operating schedules; however, consideration will be given to an employee’s request.  
Seniority may be considered by the supervisor when arranging vacation schedules.  An employee 
may not take leave before it is earned and illness which occurs during scheduled annual leave is 
counted as annual leave. 
 
 
TERMINATION 
 
An employee is entitled to accumulated leave at termination of service, but in no case may this 
exceed the limits set forth above.  An employee will be paid a lump sum payment for accrued 
and unused annual leave.  This payment will be made the pay period following the last day of 
employment.  In the event of an employee’s death, accumulated annual leave will be credited to 
the employee’s estate. 
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Sick Leave 
ACCRUAL 
 
Full-time employees will accumulate sick leave at the rate of 1.5 days per month.  Accumulation 
of sick leave is unlimited.  Employees working at least 1,040 hours on a regular and continuing 
basis during a twelve (12) consecutive month period will accumulate leave on a pro-rata basis.  
Employees working less than 1,040 hours are not eligible for leave benefits. 
 
 
TRANSFER 
 
Accumulated sick leave may be transferred from other agencies of WV State government to 
Bluefield State College or another institution in the state. See HEPC Title 128, Series 38 for 
requirements. 
 
 
TERMINATION 
 
An employee is not entitled to payment for accumulated sick leave at termination of service 
unless, upon meeting certain requirements, the individual is retiring from Bluefield State College 
and may be eligible to apply unused sick leave as credit toward the premiums for the WV Public 
Employees Insurance Plan.  An employee may also transfer sick days to another West Virginia 
State Agency, but the value of sick leave may not be paid to the employee’s estate. For 
additional information contact the Payroll Office.  If you have been covered by PEIA (or one of 
the managed care plans offered through PEIA) for health or life insurance continuously since 
before July 1, 1988, 100% of the premium will be paid for you.  Your days convert as follows: 
 

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

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

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

Full-time faculty members employed on an annual contract basis for a period other than 12 
months may extend employer-paid insurance coverage based on years of teaching service as 
follows: 
 

3 1/3 years of teaching service = 1 year of single coverage 
5 years of teaching service = 1 year family coverage 
 
Employees hired on or after July 1, 2002 are not eligible for this benefit. 
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MEDICAL LEAVE VERIFICATION 
 
Medical leave verification/assessment is a signed statement from the treating health care provider 
to validate the illness or other cause for which sick leave or medical leave of absence may be 
granted.  Pregnancy-related illness or disability will be treated the same as any other off-the-job 
illness or disability.  The health care provider signing the medical assessment must be current 
and appropriately board certified.  The document must provide information regarding the 
individual's medical condition, diagnosis, prognosis, functional limitations, including duration 
and treatment plan, if any.  Based upon the medical assessment, employability and/or 
accommodation determinations will be made by Bluefield State College.  Bluefield State College 
may require verification of an illness (SEE HEPC Title 128, Series 38) it is the employee’s 
responsibility to pursue and obtain the necessary medical assessment from the treating health 
care provider, and present the completed evaluation to Bluefield State College in a timely 
manner.  Provision of incomplete, unacceptable or untimely medical information may result in 
disciplinary process or loss of leave and/or medical benefits. 
 
 

Leave 
 
Policies and procedures regarding employee leave are addressed in Title 128, Series 38.  
Notification of an absence, prior to an employee’s scheduled start time is required.  If, for any 
reason, an employee is unable to report to work as scheduled, the employee should notify her or 
his supervisor at the earliest possible time with the reason and the expected duration of the 
absence.  Failure of notification can result in discipline, including termination.  Absence from 
work for three consecutive days without explanation or authorization may be deemed an 
automatic resignation.  Leave forms should be turned in prior to or immediately after time off. 
 
 

Funeral Leave 
 
When a death occurs in the immediate family, a reasonable amount of time may be charged to 
accrued sick leave as required for the employee to arrange for and attend the funeral and related 
services, including travel time.  For the purpose of administering this leave policy, the immediate 
family is defined as listed in HEPC Title 128, Series 38.  A reasonable amount of time is 
determined at the discretion of the supervisor, and is based upon geographic distance, work load 
and similar factors. Sick leave is not provided for an extended bereavement period or to attend to 
the affairs of the estate; annual leave may be requested for these purposes. 
 

Catastrophic Leave 
 
A classified or non-classified employee experiencing a catastrophic illness or injury as defined 
by the ‘Higher Education employee catastrophic leave bank’ and Bluefield State College policy 
may request approval to receive paid leave time donated by other employees.  The employee 
must petition the President for this leave by filling out the Catastrophic Leave Form and 
attaching medical leave verification from the treating health care provider.  Once this has been 
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approved, a plea is sent out to all employees for leave donations.  Within established limits, 
employees may voluntarily donate accumulated sick or annual leave to an approved recipient not 
to exceed one year.  The Catastrophic Leave Donation forms can be obtained from the Human 
Resource Office. 
 
 

Leave Without Pay 
 
A full-time regular employee, upon application in writing and with written approval by the 
President, may be granted a continuous leave of absence without pay for a period of time not to 
exceed one year. See HEPC Title 128, Series 38 on Employee Leave. During this time the 
employee will not accrue sick or annual leave.  Leaves of absence without pay may be granted 
for medical reasons, personal need, or in compliance with the Parental or Family Medical Leave 
Acts. Prior to a medical leave of absence, all sick and annual leave must be used.  The employee 
may continue her or his PEIA insurance at her or his employee premium cost and the Institution 
will continue to pay its portion.  For a personal leave of absence, all annual leave must be taken 
before the leave is approved.  The employee may continue her or his PEIA insurance, but will be 
responsible for the entire cost of the insurance.  For a parental/family leave of absence, all annual 
leave must be taken before the leave is approved.  Parental/family leave of absence provides a 
maximum of twelve weeks leave without pay during any twelve-month period.  The President, at 
her or his discretion, may require the written approval of the supervisor before accepting the 
written application of an employee for a leave of absence without pay and will determine if the 
purpose for which such leave is requested is proper and within sound administrative policy.  At 
the expiration of a leave of absence without pay, the employee will be reinstated without loss of 
any rights, to the vacant position or a comparable position.  During a leave of absence without 
pay, BSC will honor an employee’s rights under WV Code Section 18B-17-1.  Failure of the 
employee to report promptly at the expiration of a leave of absence without pay, except for 
satisfactory reasons submitted in advance, will be cause for termination of employment by the 
Institution. 
 
 

Military Leave 
 
An employee who is a member of the National Guard or any reserve component of the armed 
forces of the United States will be entitled to and will receive a leave of absence without loss of 
pay, status, or efficiency rating, for all days in which engaged in drills or parades ordered by 
proper authority, or for field training or active service for a maximum period of thirty (30) 
working days ordered or authorized under provisions of state law in one (1) calendar year.  
According to WV Code Section 15-1F-1, an additional thirty (30) working days will be allowed 
when mobilized by appropriate federal authorities.   
 
The Public Employees Insurance Agency shall make available health and life insurance benefits 
to those full-time public employees currently covered by the Public Employees Insurance 
Agency who are members of a reserve component of the United States Armed Forces, including 
the West Virginia National Guard, and who are mobilized to active military duty by the President 
of the United States in response to terrorist attacks, as follows: 
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Public employee members with healthcare insurance coverage and benefits for 
themselves and their families may continue their coverage while on such active military 
duty by paying their premium share to their respective benefit coordinators after 
expiration of their leave time.  The employer shall continue to pay its normal pre-
mobilization share for the public employee members and their families; 

 
Employer participants in the Public Employee Insurance Agency shall continue to pay 
premiums associated with the basic life insurance for their public employee members 
who are on such active military duty; and 

 
Public employee members with optional life insurance coverage in force at the time of 
mobilization for active military duty may continue such coverage by paying their 
premium share to their respective benefits coordinators. 

 
PEIA has implemented a 90-day grace period for receipt of the employee’s insurance premiums.  
This is since constraints of military service can provide the employee from getting their premium 
remitted within the timely cycle.  For those who are in a war zone, appeals will be considered on 
a case-by-case basis after the 90-day grace period expires. 
 
 

Disaster Service Leave 
 
Any state employee who is a certified disaster service volunteer of the American Red Cross may 
be granted leave with pay for up to fifteen (15) working days per year to participate in 
specialized relief services.  Approval of the immediate supervisor and a report to the Governor 
including employee’s name and cost of salary and benefits during the leave period is required. 
 
 

Emergency Leave 
 
An emergency leave up to five days within any fiscal year, with pay, may be granted by the 
President of Bluefield State College in the event of extreme misfortune to the employee or her or 
his immediate family.  Typical events which may qualify an employee for such leave include 
fire, flood, or other occurrences (other than personal illness or injury, or serious illness or death 
in the immediate family) of a nature requiring emergency attention by the employee. 
 
 

Grievance, Witness, and Jury Leave  
 
Employees who are subpoenaed or directed to serve as jurors, or appear as witnesses for review 
proceedings of the Federal Government, the State of West Virginia, or a political subdivision 
thereof, will be entitled to work release time for such duty and for such period of required 
absence which overlaps regularly scheduled work time.  Employees are entitled to leave with pay 
for the required period of absence during the regularly scheduled work time including reasonable 
travel time.  An employee may be granted leave in this section provided the employee is not a 
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party to the action.  Leave for an employee who is subpoenaed as a witness, who is absent in 
connection with an employee’s usual official duties, or who serves as a jury member will be 
entitled to leave with pay for such duty and for such period of required absence.  However, an 
employee who is scheduled to work prior to the court or hearing start time will initially report to 
work, travel time permitting.  The employee is also expected to return to work, for the remainder 
of the work day, if he or she is excused before the end of that regular work day.  This leave 
would also apply to those who live in the surrounding state(s) and would be called for jury duty, 
etc. in their home state. 
 
 

Inclement Weather Late Schedule 
 
Absences from work due to weather conditions other than during a declared emergency must be 
charged against accumulated annual leave.  Bluefield State College schedule change 
announcements; 
 

1. “Classes will meet on the Inclement Weather Schedule.”  This is an alteration of class 
meeting times.  Its purpose is to provide time for College maintenance personnel to clear 
snow from campus sidewalks, steps, and parking lots.  In this case, employees are to 
report at the regular times unless a specific change is announced through the media.* 

 
2. “Classes will not be held (or are canceled).”  In this case, employees are to report at the 

regular time, unless a specific change is announced through the media.* 
 

3. “The college is closed.”  This means that all offices are closed and classes will not meet.  
Employees do not report for work that day.* A “state of emergency” must be declared to 
close the college (See HEPC Title 128, Series 35). 

 
Generally, a decision on the status of night classes will be made and announced through the 
media after 2:00 p.m. on the day of the class.  Generally, day class decisions are announced after 
6:00 a.m. on the day in question.  Weather-related schedule changes will be announced on the 
following primary radio stations:  WHIS-J104-KICKS Country & WKOY/WKMY in Bluefield, 
WELC in Welch, WRON, WRRL & WSLW in Greenbrier County, WCIR & WJLS in Beckley, 
WCWV in Summersville and WVAR in Richwood.  WOAY, TV Channel 4 will also be notified.  
The College will attempt to notify other primary radio stations and television stations in the 
service area.   
 
*The exception to this is that maintenance personnel report at designated times. 
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Holidays 
 
Policies and procedures regarding holidays are addressed in HEPC Series 14.  The Higher 
Education Policy Commission directs that the President of each college, or her or his designee, 
will determine six holidays which will be observed by the employees of that institution in 
addition to the six holidays specified in Section 3.1 of Series 14.  A list of these holidays will be 
distributed annually before each fiscal year begins. 
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Section 6:  Policies 
 

Bluefield State College 
Board of Governors’ Policies 

 
 
Policy No. 1 - Change in the Organization of Colleges, Schools, Divisions, Departments or 
                       Other Administrative Units 
Policy No. 2 - Naming or Renaming of Buildings or Organizational Units  
Policy No. 3 - Sexual Harassment 
Policy No. 4 - Sabbatical Leave 
Policy No. 5 - Program Review 
Policy No. 6 - Grade Point Average for Associate & Baccalaureate degrees 
Policy No. 7 - Assessment, Payment, and Refund of Fees  
Policy No. 8 - Holidays  
Policy No. 9 - Staff Development  
Policy No. 10 - Alcoholic Beverages on Campus  
Policy No. 11 - Awarding of Undergraduate Tuition and/or and Fee Waivers  
Policy No. 12 - Use of Institutional Facilities  
Policy No. 13 - Social Justice  
Policy No. 14 - Student Rights and Responsibilities  
Policy No. 15 - Student Academic Rights  
Policy No. 16 - Faculty Development  
Policy No. 17 - Classified Employees  
Policy No. 18 - Employee Leave  
Policy No. 19 - Academic Freedom, Professional Responsibility, Promotion, and Tenure  
Policy No. 20 - Ethics 
Policy No. 21 - Standards and Procedures for Undergraduate Admissions   
Policy No. 22 - Travel  
Policy No. 23 - Assignment of Academic Credit and Financing Noncredit Instruction  
Policy No. 24 - Presidential Appointments, Responsibilities and Evaluation  
Policy No. 25 - Personnel Administration 
Policy No. 26 - Productivity of Faculty and Administrators and Employment of Adjunct  
                          Part-time Faculty  
Policy No. 27 - Measles and Rubella Immunization 
Policy No. 28 - Interinstitutional Cooperation and Sharing Between Public and Private 
                          Higher Education in West Virginia  
Policy No. 29 - Purchasing 
Policy No. 30 - Reduced Tuition and Fee Program for State Residents who are at Least 
                          Sixty-Five Years of Age  
Policy No. 31 - Credit Card Solicitation on the Bluefield State College Campuses  
Policy No. 32 - Making Agendas Available to the Public  
Policy No. 33 - Classified Employee Salary Policy 
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Policy No. 34 - Disposition of Obsolete and Unusable Equipment, Surplus Supplies and 
                          Other Unneeded Materials for Bluefield State College  
Policy No. 35 - Catastrophic Leave  
Policy No. 36 - Textbook List 
Policy No. 37 - Enforcement and Penalties for Traffic and Parking  
Policy No. 38 - Bluefield State College Faculty Salary Pay Plan 
Policy No. 39 - Employment Innovations  
Policy No. 40 - Grievance Procedure  
Policy No. 41 - Salary Policy  
Policy No. 42 - Hiring Policy  
Policy No. 43 – Research and Scholarship Misconduct  
Policy No. 44 - Enrollment Management Council  
Policy No. 45 - Institutional Bookstore Return Policy 
Policy No. 46 - Chemical Hygiene  
Policy No. 47 - Bluefield State College Archives and Records Management Policy   
Policy No. 48 - Campus Safety Policy 
Policy No. 49 - Employee Wellness 
Policy No. 50 - Campus-Wide Drug and Alcohol Abuse Prevention Program and Committee  
Policy No. 52 - Employment of Relatives (Nepotism) 
Policy No. 53 – Extramural Grants and Contracts Administration  
 
 
To view these policies in more detail, please use the link below:   
http://www.bluefieldstate.edu/index.php?option=com_flexicontent&view=category&cid=144&It
emid=582.  You can also obtain a printed copy of the BSC Policies from the Office of Human 
Resources. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

http://www.bluefieldstate.edu/index.php?option=com_flexicontent&view=category&cid=144&Itemid=582
http://www.bluefieldstate.edu/index.php?option=com_flexicontent&view=category&cid=144&Itemid=582
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Higher Education Policy Commission Rules and Policies 

 

Series 1:  Performance Indicators 
Series 2:  Higher Education Finance Policy 
Series 3:  Report Card 
Series 4:  Rules, Guidelines and Other Policy Statements by Governing Boards 
Series 5:  Guidelines for Governing Boards in Employing and Evaluating Presidents  
Series 6:  Higher Education Adult Part-Time Student (HEAPS) Grant Program 
Series 7:  West Virginia Providing Real Opportunities for Maximizing In-State Student  
                 Excellence (PROMISE) Scholarship  
Series 8:  Personnel Administration 
Series 9:  Academic Freedom, Professional Responsibility, Promotion and Tenure 
Series 10:  Policy Regarding Program Review 
Series 11:  Submission of Proposals for Academic Programs and the Monitoring and  
                  Discontinuance of Existing Programs 
Series 12:  Capital Project Management 
Series 13:  Change in Organization of Colleges and Schools 
Series 14:  Holidays 
Series 15:  Acceptance of Advanced Placement Credit 
Series 16:  College Level Examination Program 
Series 17:  Transferability of Credits and Grades at the Undergraduate Level 
Series 18:  Assignment of Academic Credit and Financing Noncredit Instruction 
Series 19:  Guidelines for College Courses for High School Students 
Series 20:  Authorization of Degree Granting Institutions 
Series 21:  Freshman Assessment and Placement Standards 
Series 22:  Grade Point Average for Associate and Baccalaureate Degree Students 
Series 23:  Standards and Procedures for Undergraduate Admission 
Series 24:  Preparation of Students for College 
Series 25:  Residency Classification for Determining Tuition and Fees 
Series 26:  Underwood Smith Teacher Scholarship Program 
Series 27:  Financial Assistance to Athletes 
Series 28:  WV Engineering Science and Technology Scholarship Program 
Series 29:  Travel 
Series 30:  Purchasing 
Series 31:  Ethics 
Series 32:  Hold for Tuition and Fee Policy Legislative Rule 
Series 33:  Anatomical Board 
Series 34:  Medical Student Loan Program  
Series 35:  Correspondence, Business, Occupational, and Trade Schools 
Series 36:  Sports Programs at Community and Technical Colleges 
Series 37:  Increased Flexibility for Community and Technical Colleges 
Series 38:  Employee Leave 
Series 39:  Classified Employees 
Series 40:  Equal Opportunity and Affirmative Action 
Series 41:  Health Sciences Scholarship Program 

https://www.wvhepc.org/resources/133-1.pdf
https://www.wvhepc.org/resources/133_2.pdf
https://www.wvhepc.org/resources/133-3.pdf
https://www.wvhepc.org/resources/133-4.pdf
https://www.wvhepc.org/resources/rulesandpolicies_files/Series%205%20%284-14-09%29.pdf
https://www.wvhepc.org/resources/133-6.pdf
https://www.wvhepc.org/resources/Series_7_%283-22-10%29.pdf
https://www.wvhepc.org/resources/Series_7_%283-22-10%29.pdf
https://www.wvhepc.org/resources/133-8final.pdf
https://www.wvhepc.org/resources/133-9final.pdf
https://www.wvhepc.org/resources/rulesandpolicies_files/Series%2010%20FINAL%20%289-10-08%29.pdf
https://www.wvhepc.org/resources/Series_11_62411.pdf
https://www.wvhepc.org/resources/Series_11_62411.pdf
https://www.wvhepc.org/resources/133-12.pdf
https://www.wvhepc.org/resources/133-13.pdf
https://www.wvhepc.org/resources/133-14.pdf
https://www.wvhepc.org/resources/133-15.pdf
https://www.wvhepc.org/resources/133-16.pdf
https://www.wvhepc.org/resources/133-17.pdf
https://www.wvhepc.org/resources/133-18.pdf
https://www.wvhepc.org/resources/Series_19_%284-27-10%29.pdf
https://www.wvhepc.org/resources/133-20.pdf
https://www.wvhepc.org/resources/Series_21_%288-30-10%29.pdf
https://www.wvhepc.org/resources/133-22.pdf
https://www.wvhepc.org/resources/133-23_2007.pdf
https://www.wvhepc.org/resources/133-24.pdf
https://www.wvhepc.org/resources/133-25.pdf
https://www.wvhepc.org/resources/133-26.pdf
https://www.wvhepc.org/resources/133-27.pdf
https://www.wvhepc.org/resources/133-28.pdf
https://www.wvhepc.org/resources/133-29.pdf
https://www.wvhepc.org/resources/133-30.pdf
https://www.wvhepc.org/resources/133-31.pdf
https://www.wvhepc.org/resources/133-33.pdf
https://www.wvhepc.org/resources/rulesandpolicies_files/Series%2034%20%284-14-09%29.pdf
https://www.wvhepc.org/resources/133-35.pdf
https://www.wvhepc.org/resources/133-36.pdf
https://www.wvhepc.org/resources/133-37.pdf
https://www.wvhepc.org/resources/133-38.pdf
https://www.wvhepc.org/resources/133-39.pdf
https://www.wvhepc.org/resources/133-40.pdf
https://www.wvhepc.org/resources/133-41.pdf
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Series 42:  WV Higher Education Grant Program  
Series 43: Purchasing Efficiencies 
Series 44: Policy Regarding Action to be Taken on Audit Reports 
Series 45: Community and Technical College Faculty Instructional Load  
Series 46: Standards for Subject-Area Content in Secondary Level Teacher Preparation Programs 
Series 47: Commission Organization and Meeting  
Series 48: Research Trust Fund Program  
Series 49: Accountability System  
Series 50: Energy and Water Savings Revolving Loan Fund Program   
Series 51: Bookstores and Textbooks  
 

To review HEPC policies in more detail or to get additional information about the WV HEPC, 
please visit their website 
at: http://wvhepcnew.wvnet.edu/index.php?option=com_content&task=view&id=26&Itemid=0.  
You can also obtain a printed copy of these policies from the Office of Human Resources. 
 
 
 
 
 
 
 
 

https://www.wvhepc.org/resources/rulesandpolicies_files/Series%2042%20%284-14-09%29.pdf
https://www.wvhepc.org/resources/133-43.pdf
https://www.wvhepc.org/resources/133-44.pdf
https://www.wvhepc.org/resources/133-45.pdf
https://www.wvhepc.org/resources/133-46.pdf
https://www.wvhepc.org/resources/Series_47_62211.pdf
https://www.wvhepc.org/resources/rulesandpolicies_files/Series%2048%20%284-16-09%29.pdf
https://www.wvhepc.org/resources/rulesandpolicies_files/Series%2049%20%284-14-09%29.pdf
https://www.wvhepc.org/resources/Series_50_%283-22-10%29.pdf
http://wvhepcnew.wvnet.edu/index.php?option=com_content&task=view&id=26&Itemid=0
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