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WELCOME TO WPCAMR 

 
INTRODUCTORY STATEMENT 
 
This handbook is designed to provide employees with information about working conditions, benefits, and 
some of the policies affecting employment. You should read, understand, and comply with all provisions 
of the handbook. These policies are a means of creating a working environment favorable to achieving 
WPCAMR goals, objectives and purposes.  One of the objectives is to provide a work environment that is 
conducive to both personal and professional growth. 
 
Employees will receive and sign a copy of the Employee Handbook. This handbook does not constitute 
an express or implied contract and its provisions are not intended to be contractually binding. 
 
EMPLOYEE HANDBOOK ACKNOWLEDGEMENT 
  
I have entered into my employment relationship with WPCAMR voluntarily and acknowledge that there is 
no specified length of employment.  Accordingly, either WPCAMR or I can terminate the relationship at 
will, with or without cause, at any time. 
 
Since the information, policies, and benefits described here are necessarily subject to change, I 
acknowledge that revisions to the handbook may occur, except to WPCAMR policy of employment-at-will. 
Only the Board of Directors of WPCAMR has the ability to adopt any revisions to the policies in this 
handbook. 
  
Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal document. 
I have received and fully read the handbook, and I understand that it is my responsibility to read and 
comply with the policies contained in this handbook and any revisions made to it. 
 
 
 
 
_______________________________________  ________________________ 
Employee’s Signature       Date 
 
_______________________________________  ________________________ 
President, Board of Directors      Date 
 
 
 



EQUAL EMPLOYMENT OPPORTUNITY and NONDISCRIMINATION 
 
WPCAMR is a non-profit organization dedicated to the ideals of justice, fairness and equal opportunity for 
all. In compliance with federal and state laws, WPCAMR is committed to providing equal employment and 
volunteer opportunities for all persons without regard to race, color, sex, religion, national origin, age, 
disability, ancestry, sexual orientation, or status as a disabled or Vietnam-era veteran. 
 
WPCAMR will not tolerate racial, ethnic or sexual discrimination. Sexual harassment is considered by law 
to be a form of sexual discrimination and is, therefore, unacceptable.  
 
Direct equal opportunity, affirmative action, and Title IX inquires or complaints to the Regional 
Coordinator or the President of the Board of Directors. 
 
 
HIRING 
 
Staff positions of WPCAMR include, but are not limited to:  Regional Coordinator, Watershed Coordinator, 
and such other positions deemed necessary by the Board of Directors to effectively complete the mission 
of WPCAMR.  Notice of all openings shall be posted internally and/or externally at the discretion of the 
Board of Directors. 
 
The Board of Directors shall hire the Regional Coordinator, based on recommendations of the Executive 
Committee. 
 
The Regional Coordinator and the Executive Committee shall interview candidates for all staff positions, 
select qualified candidates for the position and make recommendations to the Board of Directors for 
approval. 
 
EMPLOYEE CLASSIFICATION 
 
All WPCAMR employees, full and part-time, are at will employees. 
 
Full-time employees are eligible for those benefits that are required by law, such as workers' 
compensation insurance and Social Security. 
 
WPCAMR 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 smployment.  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. 
 
 
 
JOB DESCRIPTIONS 
 
Job descriptions provide an excellent means of communicating important information about your position.  
Job descriptions: 
1. Establish the duties and responsibilities of each position. 
2. Assist in determining a job's relative worth in relation to the other jobs in the organization. 
3. Provide a way in which to more fairly and accurately appraise employee performance. 
4. Provide a base to objectively review salaries. 
5. Assist management in developing appropriate job standards, and 
6. Help your employer comply with various legislation such as The Fair Labor Standards Act, The Equal 
Pay Act, Title VII of The Civil Rights Act of 1964, and The Occupational Safety and Health Act. 
 
You will be given the opportunity to review your job description and discuss it with your supervisor. Also, 



supervisors will periodically review the job descriptions in their departments as changes in job content 
occur. 
 

INTRODUCTORY PERIOD 
 
All employees are hired for an initial probationary period. This is a period of adjustment and assessment 
and may vary depending upon the complexity of the job, but it is usually a minimum of ninety (90) days. 
 
During this time you will work closely with your supervisor as you familiarize yourself with your new duties 
and responsibilities. Your supervisor, in turn, will periodically evaluate your performance during this period 
in order to determine if you are adjusting to the new position, are showing initiative and are able to 
perform the duties and responsibilities assigned. 
 

PERFORMANCE EVALUATION 
 
Supervisors and employees are strongly encouraged to discuss job performance and goals on an 
informal, day-to-day basis.  A formal written performance evaluation will be conducted at the end of an 
employee’s initial period of hire, known as the introductory period.  Additional formal performance 
evaluations are conducted 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.   
 
A performance evaluation of all employees is according to an ongoing twelve (12) month cycle, scheduled 
a month prior to each employee’s anniversary date of each year.  The annual review will be conducted by 
your immediate supervisor 
 
Merit-based pay adjustments are awarded by WPCAMR in an effort to recognize truly superior employee 
performance.   
 
 
 

TRAVEL EXPENSES 
 
WPCAMR will reimburse employees for reasonable business travel expenses incurred while on 
assignments away from the normal work location (i.e. lodging, meals, tolls, mileage (in personal vehicle), 
gas (in WPCAMR vehicle).  All business travel must be approved in advance by the immediate supervisor 
and all receipts must be retained in your files.  Meal costs will be reimbursed at the current rate set by the 
Commonwealth. 
 
Employees are expected to limit expenses to reasonable amounts.  If possible all travel will be done in 
the WPCAMR vehicle.  If the WPCAMR vehicle is currently in use or out of service, miles on a personal 
vehicle will be reimbursed at the current mileage reimbursement rate set by the Commonwealth. 
  
Employees who are involved in an accident while traveling on business must promptly report the incident 
to their supervisor.  Vehicles owned, leased, or rented by WPCAMR may not be used for personal use. 
  
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. 
 
 
 
 
 



TIMEKEEPING 
 
Accurately recording time worked is the responsibility of every employee.  Federal and state laws require 
WPCAMR to keep an accurate record of time worked in order to calculate employee pay and benefits.  
Time worked is all the time actually spent on the job performing assigned duties.   
 
All exempt employees must review their time records on a monthly basis with their immediate supervisor.  
All non-exempt employees must review their timesheets on a weekly basis with their immediate 
supervisor. 
 
Altering, falsifying, tampering with time records, or recording time on another employee’s time record may 
result in disciplinary action, up to and including termination of employment. 

 
Pay and Deductions 
 
The Board of Directors shall approve wages and salary for each job position.  Wage and salary shall be 
reviewed annually by the Board of Directors according to the employee's start date. 
 
Merit-based pay adjustments may be awarded by WPCAMR in an effort to recognize superior employee 
performance.  The decision to award such an adjustment is solely at the discretion of the Board of 
Directors. 
 
Programs which cover all employees in the manner prescribed by law shall be provided to all eligible 
employees at WPCAMR (Social Security, workers' compensation, state disability, and unemployment 
insurance). 
The following benefit programs shall be available to full time employees: 
 
Bereavement Leave 
Holidays 
Vacation 
Sick Leave 
Medical Leave 
Jury Duty Leave 
Life Insurance 
Short and Long Term Disability Insurance 
Annual retirement contribution 
 
 
All employees are paid twice monthly, on the middle Friday and last Friday of each month.  Each 
paycheck will include earnings for all work performed through the end of the previous payroll period. 
If you have questions concerning why deductions were made from your paycheck or how they were 
calculated, the Regional Coordinator can assist in having your questions answered. 
 
In the event that a regularly scheduled payday falls on a holiday, employees will receive pay on the last 
day of work before the regularly scheduled payday. 
 
The law requires that WPCAMR make certain deductions from every employee’s compensation.  Among 
these are applicable federal, state, and local income taxes.  WPCAMR also must deduct Social Security 
taxes on each employee’s earnings up to a specified limit that is called the Social Security “wage base.”  
WPCAMR matches the amount of Social Security taxes paid by each employee. 
 
 
 
 



PAID LEAVE 
 
 
ANNUAL LEAVE 
 
Full-time employees 
 
The annual leave policy for employees of WPCAMR includes the following provisions: 
 
1. General Provisions: 
 
Length of Service      Annual Leave Benefits 
First Ninety (90) days   Zero (0) days 
After Ninety (90) days   Five (5) days 
January 1 of next Calendar year  Ten (10) days 
3 years     Fifteen (15) days 
10 years or more   Twenty (20) days 
 
2. Specific Provisions: 
 
a. Accrued vacation days cannot exceed twenty-five (25) days. 
b. Every full-time employee becomes eligible for annual leave when they have been with WPCAMR for 
ninety (90) days.  From then on, an employee becomes eligible for additional annual leave each January 
1 and may take annual leave at any time during that calendar year. 
c. All annual leave exceeding three consecutive days must be scheduled with your supervisor in order for 
WPCAMR to maintain efficient operations. 
d. When a legal holiday falls during your scheduled vacation, an additional vacation day will be granted. 
This day may be added to the vacation as scheduled.   
e. If you terminate your employment with WPCAMR and have not used vacation time for which you are 
eligible, you will be paid a lump sum equal to this eligibility at the time of termination.  Calculation of this 
sum will be determined by using your anniversary date as the date of actually earning the vacation time.   
f. If you terminate your employment with WPCAMR prior to completing one (1) year of continuous service, 
you will not be eligible for this lump sum payment.  
 
 
 
 
HOLIDAYS 
 
(Full-time employees) 
 
The Holidays observed by WPCAMR include: 
 
New Year's Day  
Martin Luther King Day 
Washington's Birthday  
Good Friday  
Memorial Day  
Flag Day 
Independence Day  
Labor Day  
Columbus Day 
Veterans' Day  
Thanksgiving and day after 
Christmas 



 
Each January the holiday schedule is reviewed by the Board of Directors and appropriate dates are set 
and posted. 
 
When a fixed holiday falls on a Sunday, it shall be observed on the following Monday. 
 
When a fixed holiday falls on a Saturday, it shall be observed on the preceding Friday. 
 
WPCAMR will close at 12:00 noon on Christmas Eve. 
 
WPCAMR will close at 3:00 p.m. on New Year's Eve. 
 
If one of the holidays observed by WPCAMR falls during your vacation, an additional vacation day will be 
scheduled, with management's approval. 
 
 
BEREAVEMENT  
 
Employees who need to take time off due to the death of an immediate family member should notify their 
immediate supervisor.  Up to four (4) days of paid bereavement leave will be provided to full-time 
employees.  WPCAMR defines “immediate family” as the employee’s spouse, parent, sibling, 
grandparents, mother/father-in-law, sister/brother-in-law or stepfamily.   
 
One (1) day of paid bereavement leave will be provided to full-time employees for non-immediate family 
members.  WPCAMR defines “non-immediate” family members as aunt, uncle, cousin and relatives 
through marriage. 
 
Bereavement leave will normally be granted unless there are unusual business needs or staffing 
requirements.  Employees may, with the Regional Coordinator’s approval, use any available paid sick, 
vacation, personal leave for additional time off as necessary. 
 
 
 
SICK LEAVE 
 
(Full-time employees) 
 
A.    Incidental Illness 
 
Nonexempt employees who are unable to report to work because of incidental illness will be eligible to 
receive sick leave benefits for a period of time as determined by the following schedule: 
 
 
 
Length of Service    Sick Leave Benefits 
Less than Ninety (90) days   zero (0) days 
Greater than Ninety (90) days   Ten (10) days per year 
 
Employees missing work in excess of the maximum allowed in the above schedule will not be paid for 
those days. 
 
Full-time employees are eligible for sixteen (16) hours per year to be used in one (1) hour increments for 
doctor, dentist, eye, or hospital appointments. 
 
You may be required to submit a doctor's statement indicating the nature of the illness, at the discretion of 
the immediate supervisor. 



 
The WPCAMR office must be notified of the use of sick leave immediately by calling the office phone 
number and leaving a message if appropriate. 
 
JURY DUTY 
 
WPCAMR believes that it is your civic duty to serve on a jury when called. Your supervisor should be 
notified when you are served with a jury summons and told the dates you expect to be away from work. 
 
For the first two (2) weeks of jury duty, WPCAMR will pay your full salary. For any subsequent days, 
WPCAMR will pay the difference between your jury pay and your regular rate of pay. 
 
Should you be excused from jury duty prior to 12:00 noon, you are expected to return to work. 
 
 
 
WORKERS’ COMPENSATION INSURANCE 
 
 
If you are injured while on duty, you must report the injury within twenty-four (24) hours to your supervisor 
who will inform the Personnel Department. Failure to report an accident or injury within this twenty-four 
(24) hour period may result in loss of eligibility for Workmen's Compensation benefits. 
  
 WPCAMR 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. 
 
Neither WPCAMR nor the insurance carrier will be liable for the payment of workers’ compensation 
benefits for injuries that occur during an employee’s voluntary participation in any off-duty recreational, 
social, or athletic activity sponsored by WPCAMR. 
 
DISABILITY 
 
WPCAMR provides short and long term disability insurance for employees.  Employees who become 
medically disabled and are unable to work for a period of ninety (90) days or less will be guaranteed that 
their position will be held open until they are able to return to work. During this time employees benefits 
premiums for  life insurance and long and short term disability insurance will continue to be paid by 
WPCAMR. 
 
 
 
LIFE INSURANCE 
 
WPCAMR pays for life insurance for all full-time eligible employees. 
 
Insurance under the plan will terminate thirty (30) days after the employee's last day of work.  During this 
period, the employee may convert the insurance to an individual policy issued by the insurance carrier at 
the standard rate or premium for his/her then attained age and class of risk. (Employee must then pay 
100% of the monthly premium.) 
 



 
 
EMPLOYMENT TERMINATION 
 
Termination of employment is an inevitable part of personnel activity within any organization, and many of 
the reasons for termination are routine.  WPCAMR will schedule exit interviews at the time of employment 
termination with the Executive Committee.  The exit interview will afford an opportunity to discuss such 
issues as employee benefits, conversion privileges, repayment of outstanding debts to WPCAMR, or 
return of WPCAMR-owned property.  Suggestions, complaints, and questions can also be voiced. 
  
RESIGNATION 
 
When you wish to resign, a letter of resignation should be submitted to your supervisor stating the 
effective date and reason for leaving.  
 
Upon termination, you will be asked to sign a Reference Authorization Form. This form states whether 
you would or would not permit WPCAMR to provide employment information (i.e., jobs held, length of 
service, attendance, job performance, and salary paid) to potential employers. 
All accrued, vested benefits that are due and payable at termination will be paid. 
 
LAYOFFS 
 
Should it ever become necessary for WPCAMR to layoff any of its employees, the layoffs would be 
accomplished according to the following procedure: 
1. If possible, you will be told approximately when you will be recalled and under what conditions at the 
time of the layoff. 
2. If not, you will be notified when to return to work. 
3. Seniority shall be given prime consideration in determining which employees will be laid off first and 
recalled first. 
 
 
DISCHARGE 
 
Since employment with WPCAMR is based on mutual consent, both the employee and WPCAMR have 
the right to terminate employment at will, with or without cause, at any time.  Employees will receive their 
final pay in accordance with applicable state law. 
 
 
RETIREMENT and PENSION 
 
At the end of each calendar year and at the discretion of the Board of Directors, full time employees 
receive an annual check for $2,000 as WPCAMR's contribution to the individual's own retirement plan. 
 
 
  
WORK RULES 
 
To ensure orderly operations and provide the best possible work environment, WPCAMR expects 
employees to follow rules of conduct that will protect the interests and safety of all employees and the 
organization. 
  
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 
• Falsification of timekeeping records 
• 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 or customer-owned equipment 
• Negligence or improper conduct leading to damage of employer-owned or customer-owned property 
• Insubordination or other disrespectful conduct 
• Violation of safety or health rules 
• Sexual or other unlawful or unwelcome harassment 
• Possession of dangerous or unauthorized materials, such as explosives or firearms, in the workplace 
• Excessive absenteeism or any absence without notice 
• Unauthorized disclosure of confidential information 
• Unsatisfactory performance or conduct 
  
At Will Statement 
Employment with WPCAMR is at the mutual consent of WPCAMR and the employee, and either party 
may terminate that relationship at any time, with or without cause, and with or without advance notice. 
 
 
Illegal Substances 
 
It is WPCAMR'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 WPCAMR premises and while conducting business related activities off WPCAMR 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. 
 
 
ATTENDANCE and PUNCTUALITY 
 
To maintain a safe and productive work environment, WPCAMR 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 WPCAMR.  In the rare instances when employees cannot avoid being late to work, or 
are unable to work as scheduled, they should notify their immediate supervisor as soon as possible in 
advance of the anticipated tardiness or absence. 
  
Poor attendance and excessive tardiness are disruptive.  Either may lead to disciplinary action, up to and 
including termination of employment. 
 
 
EQUIPMENT USAGE 
 
It is your responsibility to understand the machines and equipment needed by you to perform your duties. 
Good care of the machines as well as economical use of supplies will benefit both you and WPCAMR. 
 
If you find that a machine is not working properly, notify your immediate supervisor as soon as possible 
so that repairs or adjustments may be made. 
 
Computers, computer files, the e-mail system, and software furnished to employees are WPCAMR 



property intended for business use.  However, you may use WPCAMR property and equipment for 
personal needs, but only during non-scheduled working hours and with the approval of your supervisor. 
Employees should not use a password, access a file, or retrieve any stored communication without 
authorization 
 
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. 
 
 
PASSWORD PROTOCOL 
 
The use of a password is often needed to protect access to certain equipment such as a computer, or an 
email account.  While the use of a password is acceptable, the password must be made known to your 
immediate supervisor.  This password will be recorded in the employees personnel file. 
 
 
ACCEPTING FEES and GIFTS 
 
It is inappropriate for you to use your position with WPCAMR for personal gain. For example, you are 
expressly prohibited from accepting gifts valued at $25.00 or more, loans, or excessive or repetitive 
entertainment from customers of WPCAMR. Cash gifts in any amount are prohibited. In addition, you 
should refuse any commissions, special discounts or other forms of compensation from agencies, 
attorneys, insurance and real estate agents, salesmen, firms or others who offer such a gratuity for giving 
or referring business to them. 
 
You are also encouraged to refrain from accepting personal favors and to avoid personal situations which 
would place you or WPCAMR in a position of obligation. 
 
OUTSIDE EMPLOYMENT and BUSINESS INTERESTS 
 
Due to the potential for conflict of interest, you should exercise caution in either taking a second job or  
becoming involved in outside business interest. The following guidelines should be utilized in dealing with 
these situations. 
 
Outside Employment. Your immediate supervisor should be notified in the event you are contemplating 
taking a second job. Your supervisor will review the information executive management to determine if 
any conflict exists. The results of this process will be promptly reported to you by the supervisor. 
 
Business Interests. You must use prudent judgment in the choice of outside business investments. At no 
time can you place WPCAMR, either formally or by virtue of your job, in a position of obligation. Questions 
regarding an investment's potential for conflict of interest must be directed to the Executive Board. 
 
 
EDUCATIONAL OPPORTUNITIES 
 
In its efforts to improve staff quality and enhance customer service, WPCAMR encourages all employees 
to continue their education in areas relating to their careers.  
 
 
 

PROBLEM RESOLUTION 
 
WPCAMR 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 the Regional Coordinator and Board of Directors. 
  
WPCAMR strives to ensure fair and honest treatment of all employees.  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 WPCAMR 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: 
  
1. Employee presents problem to immediate supervisor after incident occurs.  If supervisor is unavailable 
or employee believes it would be inappropriate to contact that person, employee may present problem to 
the Board of Directors. 
2. Supervisor responds to problem during discussion or after consulting with appropriate management, 
when necessary.  Supervisor documents discussion. 
3. Employee presents problem to Board of Directors if problem is unresolved. 
4. Board of Directors reviews and considers problem and informs employee of decision.  The Board of 
Directors 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. 
 
 

DISCIPLINARY PROCEDURE 
 
It is our policy to make every effort to avoid unwarranted discharges. However, it is necessary to enforce 
WPCAMR's rules fairly and consistently. Violation of these rules shall result in one or more of the 
following disciplinary actions according to the frequency, seriousness and circumstances of the offense. 
 
1. Verbal Warning 
2. Written Warning 
3. Disciplinary Suspension (without pay)  
4. Discharge 
   

EMPLOYEE RECORDS 
 
WPCAMR maintains a personnel file on each employee.  The personnel file includes such information as 
the employee’s job application, resume, job description, Merit Review Performance Evaluation forms, 
wage/salary information, warnings or disciplinary actions, direct deposit authorization and I-9 Form. 
 
Personnel files are the property of WPCAMR, and access to the information they contain is restricted. 
Generally, only supervisors and management personnel of WPCAMR 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 request permission from their immediate supervisor.  
With reasonable advance notice, employees may review their own personnel files in WPCAMR’s offices 
and in the presence of their immediate supervisor. 
 
It is the responsibility of each employee to promptly notify WPCAMR of any changes in personnel data.  



Personal mailing addresses, telephone number and names of dependents, individuals to be contacted in 
the event of an emergency, of educational accomplishments, and other such status reports should be 
accurate and current at all times.  If any personnel data has changed, notify your immediate supervisor. 


