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Introduction

Whether you have just joined our staff or have been with the Loudoun Soil and Water Conservation District
(LSWCD or District) for a while, we are confident that you will find your employment with the District
rewarding. The District considers its employees to be valuable resources in its mission to address soil and
water conservation issues and promote programs to meet the agricultural and urban conservation needs of
our District. With that in mind, the following personnel policies are prepared and established to provide
general guidelines and serve as a guide for the employer/employee relationship of District employees and
other interested persons.
It is the intention of the Loudoun Soil and Water Conservation District Board of Directors to institute an orderly
system of personnel administration. The personnel policies represented in this handbook are intended to
provide guidance on the administration of District personnel and operations, and to demonstrate the District’s
intent to comply with applicable state and federal employment laws. This handbook is not intended to cover
every contingency and condition which may arise during the course of employment. The policies presented in
this handbook are not intended to in any way alter the at-will status of District employees or create a contract
of employment or a legal document.
It is the policy of the District to be non-discriminatory in its employment practices and to base personnel
administration on merit principles with equitable compensations based on ability, knowledge, skills and
performance; to make all employment decisions for applicants and employees without regard to disability,
race, national origin, sex, sexual orientation, color, age, religion/religious creed, veteran status, or genetics;
and to provide a workplace free of harassment. It is the District’s intent is to comply with applicable state and
federal laws governing non-discrimination in employment.
The District expressly prohibits any form of workplace harassment based on disability, race, national origin,
sex, sexual orientation, color, age, religion/religious creed, veteran status, or genetics. Improper interference
with the ability of District’s employees to perform their job duties may result in discipline up to and including
discharge.
These non-discrimination, harassment-free workplace policies apply to all aspects, terms and conditions of
employment, including but not limited to, recruiting, hiring, placement, work hours, promotion, termination,
layoff, benefits, leaves of absence, compensation and training as well as all programs, services, and procedures
of the District. These policies also apply to vendors, contractors, partner agencies, and other third parties with
whom the District conducts business.
Responsibility for Administration
The LSWCD Board of Directors is authorized to make any necessary interpretations and clarifications of these
personnel policies. The LSWCD Board may suggest, recommend, or vote changes and/or additions to the
personnel policies as needed.
Authority
The Personnel Committee is responsible for the periodic review of the personnel policies, day-to-day
administration of the policies, and for recommending actions to the District Board. Any actions or
recommendations of the Personnel Committee must be approved by a simple majority of the quorum
of the District Board. The Personnel Committee will consist of an appointed Personnel Committee
Chairman, Vice Chairman, the Chairman of the District Board, and a Board appointed designee. District
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Board members may also serve on the Personnel Committee. The Chairman of the Personnel
Committee is appointed by the District Board.
Administration
The District Operations Manager, under the direction of the LSWCD Board of Directors, shall serve as
the Administrative Personnel Officer for day-to-day operations.
Scope
Upon the vote of the LSWCD Board, these personnel policies, including job descriptions and pay plans,
shall apply immediately to all LSWCD employees unless otherwise specified in the LSWCD Board’s
motion adopting the policy or action. The District retains the right to change any policies or practices
at any time with or without any advance notice.
The policies and procedures contained herein supersede any and all prior policies, practices,
procedures, oral or written representations, or statements regarding the terms and conditions of
employment with the District. On Board approval of these personnel policies, the District expressly
revokes any and all previous personnel policies and procedures which are inconsistent with those
contained herein.
Dissemination of Personnel Policies
The District’s Personnel Committee shall be responsible for maintaining a complete and current set of
approved personnel policies as well as other approved practices, policies and procedures. A copy of all
current personnel policies as well as other approved practices, policies and procedures will be
provided to all new hires. If personnel policies or other approved practices, policies and procedures
are added or revised and approved by the Board, copies will be provided to all employees either
electronically or in hard copy in as timely a manner as possible.
Employment
At Will
Employment with the Loudoun Soil and Water Conservation District (LSWCD) is voluntary. Employment
may be terminated by the employee or employer at any time, with or without cause, and with or
without notice. Nothing in this handbook, these policies or any other LSWCD document shall be
interpreted to be in conflict with or to eliminate or to modify in any way the employment-at-will status
of LSWCD employees.
The policy of employment-at-will may not be modified by any officer or employee and shall not be
modified in any publication or document. The only exception to this policy is a written employment
agreement approved at the discretion of the LSWCD Board.
This handbook and these personnel policies are not intended to be or create any type of a contract of
employment or legal document.
It is the District’s policy to recruit and retain the best qualified applicants available for each position
vacancy without regard to disability, race, national origin, sex, sexual orientation, color, age, religion,
veteran status, or genetics, or other non‐merit or non‐job‐related factors.
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Hiring Processes
Recruiting.
The Personnel Committee will determine the best channels for advertising each position vacancy. The
Personnel Committee may choose to use any of the following advertising channels or any other
advertising channel it deems could attract the best qualified applicants: newspapers, trade journals,
online job sites such as Monster and InDeed, secondary schools career centers, college and university
career centers, Virginia Employment Commission, alumni networks, program heads at colleges and
universities with relevant educational programs, LSWCD web site, LSWCD Face Book page, Twitter,
Linked In, VASWCD web site, community bulletin boards, email blasts, partner agencies sites and email
blasts, job fairs, relevant professional associations, word-of-mouth by District employees and
Directors.
Screening of Applicants.
The Personnel Committee will review all applications and identify candidates whose relevant job
experience, education, technical skills, certifications/licenses, accomplishments, knowledge, jobrelated skills and other relevant experience best match the position’s requirements and assigned job
duties. The candidates determined to best match the positions requirements and duties most closely
will be contacted for an interview.
The District reserves the right to not interview or select any candidates and to re-advertise the position
at its discretion, in order to recruit and hire a candidate that best matches the position requirements
and duties.
Selection Process
The selection process may include any of the following: phone interviews, face-to-face interviews,
Skype interviews, job related tests, or any other method of determining the candidate’s knowledge,
skills and abilities as required to perform the position’s job duties. The selection process for a given
position must be determined by the Personnel Committee and applied equally to all applicants. The
Personnel Committee will make a hiring recommendation to the Board for their approval.
Background Check and Physical Test
Once a final candidate is identified, the District will check the candidate’s references; verify education
and employment history/salary, and any other credentials such as licenses and certifications. Once the
District has confirmation of these items, a conditional offer of employment will be extended. Once the
candidate has accepted the conditional offer of employment, the District will instruct the selected
candidate on the background check process (Virginia State Police Background Check) and any physical
tests/exams designed solely to determine physical ability to perform the duties of the position. The
Personnel Committee will also submit the selected candidate and the accepted terms and conditions
of employment to the Board for their approval. The selected candidate will be notified of the Board’s
decision.
Notifications
The District’s intent is to notify all applicants of the District’s hiring decision. Notifications will be made
via letter mailed to the applicants address as provided on the job application after the Board approves
the hiring recommendation from the Personnel Committee.
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The candidate selected will receive a letter confirming the terms and conditions of the conditional
offer of employment. The letter will mailed to the selected candidate’s address as provided on the job
application. The selected candidate will be required to accept the conditional offer of employment in
writing submitted to the Personnel Committee Chair.
Appointments
An appointment to a District position requires the approval of the District Board and is subject to the
terms and conditions of employment specified in the conditional offer. An appointment to a District
position in no way alters the at-will employment relationship and the employer/employee may
terminate the appointment at any time, with or without cause, and with or without notice. Nothing in
the Board’s approval of the appointment to a District position shall be interpreted to be in conflict with
or to eliminate or to modify in any way the employment-at-will status of LSWCD employees.
Training
Job Training
A detailed training plan will be developed for each employee. During the first two years, the employee
shall be evaluated semi-annually by the Personnel Committee to determine his/her progress;
thereafter, the employee’s training needs shall be evaluated by the Personnel Committee annually.
Training shall be provided through the LSWCD Board of Directors, NRCS, DSWC, and other cooperating
agencies. (If LSWCD funds are necessary for such items as registration, lodging, etc., Board action will
be necessary.)
Related Outside Training/Education
The LSWCD Board will make every effort to provide funds for outside education/technical course that
an employee may wish to take in order to increase job performance/expertise.
General




Career development is to be interrelated with employee and LSWCD organizational goals and
objectives. Employees are to be encouraged to plan career goals that will make them more
valuable employees to the LSWCD in order that the LSWCD’s ability to respond to future
growth and demands is enhanced.
The LSWCD Personnel Committee will discuss career development objectives with employees
during the performance evaluation process. Employee career development objectives will be
indicated on the employee’s Standard of Performance Evaluation form.

Tuition Assistance
Tuition assistance will be related to courses or certification identified as a LSWCD need by the LSWCD
Board.
Employees who are interested in being considered for tuition assistance should provide the LSWCD
Board/Personnel Committee with a clear definition of the course/courses, cost, as well as notification
of time that will be taken from normal work hours, if any.
Tuition assistance may be obtained in one of two ways:
 Tuition advance
 Tuition reimbursement
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Tuition assistance can only be used to cover the cost of course tuition. Additional fees/expenses (such
as application, registration, books, and supplies) must be paid for by the employee.
A grade of B or better will be required. Should an employee earn less than a B, the tuition advance
must be returned to the LSWCD.
Probationary Period
Purpose
The purpose of a probationary period is to allow a new employee a period for adjustment and to
provide the Personnel Committee time to evaluate the new appointee’s performance and potential.
Conditions
New appointments shall be on a probationary basis for a period of not less than six months or more
than one year. The length of the probationary period of each position shall be determined by the
Personnel Committee.
Probationary Period
Within 30 days of the end of the probationary period, the employee shall be evaluated by the
Personnel Committee and immediate supervisor on the employee’s capabilities to perform the job and
establish effective working relationships. If a satisfactory or better is evaluation is obtained, the
employee shall then be considered permanent. If an unsatisfactory evaluation is obtained, it shall be
up to the Personnel Committee to grant the employee an additional period of probation or to
terminate employment.
Definitions of Employment Classes
Probationary Employees
All newly hired employees will serve a 12-month probationary period. Employees are considered
probationary until the 12-month period has expired and the employee has received a satisfactory
performance evaluation. If the employee does not earn a satisfactory performance evaluation it will be
up to the Personnel Committee to determine whether to extend the probationary period or to
terminate employment.
Temporary Employees
Temporary employees are hired by the District, or contracted by the District from a staffing agency, to
temporarily supplement the workforce or to assist in the completion of a specific project and who are
temporarily scheduled to work a predetermined schedule for a limited duration. Employment beyond
any initially stated period does not in any way imply a change in employment status. Temporary
employees are limited to a maximum of 29 hours per week and are not eligible for District employee
benefits.
Permanent Full-time
Permanent full-time employees are employees who are not in a temporary or probationary status and
who are regularly scheduled to work the District’s full-time schedule of 37.5 hours per week.
Generally, these employees are eligible for the full benefits package, subject to the terms, conditions
and limitations of each benefits program.
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Permanent Part-time
Permanent part time employees are employees who are not in a temporary status and who are
regularly scheduled to work less than the full-time schedule but at least 20 hours each week. Regular,
part-time employees are eligible for some of the benefits offered by the District subject to the terms,
conditions and limitations of each benefits program
Work Day
Work Hours
Regular hours of operation for the office and many other District activities are Monday through Friday,
8:30 a.m. though 4:30 p.m. The LSWCD workweek begins on 12:00 a.m. on Thursday and ends on the
following Wednesday at 12:00 midnight.
The regular work day for full-time employees is seven-and-a-half (7½ ) hours. The regular workday for
part-time employees may vary as agreed to in advance by the employee and the District’s Personnel
Committee at the time of hire. The District also supports flexible scheduling with approval, as outlined
below.
Workday Requirements for All Employees
All District employees are required to start their workday at the office.
Daily workday duty requirements also include signing in at the beginning of the workday, signing out at
the end of each workday, and maintaining their schedule on the monthly office calendar. Maintaining
the monthly office calendar provides an “at-a-glance” schedule of each District employee’s schedule,
appointments, planned leave, planned absences, and other work related events and activities. Each
District employee is responsible for updating the calendar by either personally updating/maintaining
the calendar or providing written updates to the District’s Operations Manager.
Flexible Scheduling
The LSWCD supports flexible scheduling arrangements when they can be accommodated as long as
sufficient staff is available to meet service needs. Flexible scheduling of works hours is permitted
provided that:


Employees continue to work their authorized number of hours during the normal pay
workweek (Thursday-Wednesday);



Each separate workweek is structured below the Fair Labor Standards Act (FLSA) defined work
week (7 consecutive days, 40 work hours per week) and overtime threshold of 40 hours
worked in a defined workweek; and



All of the LSWCD’s regular hours of operation are adequately covered and the provision of
services to the public is not adversely affected.
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Attendance
Regular and reliable attendance is an essential job function required of all District employees, and
necessary to ensure the efficient and effective management and operation of the District’s office,
programs, services, events and other activities. Employees who experience an unplanned absence
should contact the office are required to notify the office as soon as practical.
Not reporting to work and not calling to report the absence is a no-call/no-show and is a serious
matter. The first instance of a no call/no show will result in a written warning. The second separate
offense may result in additional disciplinary action up to and including termination of employment
with no additional disciplinary steps. A no call/no show lasting three days may be considered job
abandonment and may be deemed an employee’s voluntary resignation of employment.
Summary Sheets (Timecards) and Reporting Time
Each District employee shall submit a summary sheet noting the total hours worked each week of the
pay period, including the dates and number of hours worked, leave used and exchange time earned
and used during the pay period. In addition, the “Exchange Time Tracking Form” must be completed to
show all exchange time earned during the pay period. If an employee expects to earn more than 7.5
hours of Exchange Time in a pay period, the employee must obtain pre-approval from District
Operations Manager as indicated on the form.
If you are classified as a non-exempt employee, you are eligible for overtime pay and must maintain a
summary sheet accurately reporting the total hours worked each day, any absences, early or late
arrivals, early or late departures and meal breaks as well as any type of paid or unpaid leave used
during that workweek.
If you are classified as an exempt salaried employee, you will receive a salary which is intended to
compensate you for all hours you may work for the District. This salary initially will be established at
the time of hire or when you are classified as an exempt employee. While your base salary may be
subject to review and modification from time to time, the salary will be a predetermined amount that
will not be subject to deductions for variations in the quantity or quality of the work you perform.
Exempt salaried employees are also required to prepare a summary sheet accurately reflecting hours
worked as well as any paid or unpaid leave used and any exchanged hours earned or taken.
At the end of each week, you are required to sign and date your summary sheet then submit your
completed and signed summary sheet to the District Operations Manager for verification and
approval. Do not sign and submit your summary sheet unless it is accurate. When you receive each
paycheck, please verify immediately that you were paid the correct hour type for all hours worked or
compensated (e.g. paid leave) each workweek.
Violations of this Policy
It is a violation of the District's policy for any employee to falsify a time card or to alter another
employee's time card. It is also a serious violation of District policy for any District employee, manager
or director to instruct another employee to incorrectly or falsely report hours worked or to alter
another employee's time card to under- or over-report hours worked or to fail to report any such
misconduct. If any District employee, manager or director instructs you to (1) incorrectly or falsely
under- or over-report hours worked, (2) alter another employee's time records to inaccurately or
falsely report that employee's hours worked, or (3) conceal any falsification of time-records or to
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violate this policy, do not do so. Instead, report it immediately to the District Chair or Personnel
Committee Chair. Every report will be fully investigated and corrective action will be taken where
appropriate, up to and including termination for any employee(s) who violates this policy. The District
will not allow any form of retaliation against individuals who report alleged violations of this policy or
who cooperate in the District’s investigation of such reports. Retaliation is unacceptable. Any form of
retaliation in violation of this policy will result in disciplinary action, up to and including discharge.
Any employee who fails to report or inaccurately reports any hours worked will be subject to
disciplinary action, up to and including discharge.
FLSA Application to Hours Worked, Compensation, and Exchange Time
The District intends to accurately compensate employees in accordance with state and federal wage
requirements. Job classifications are determined to be exempt or non-exempt from overtime
requirements based on assigned duties and requirements according to current Fair Labor Standards
Act (FLSA) criteria.
Non-exempt employees are eligible for overtime compensation at the rate of one-and-one-half times
the employee’s regular hourly rate for hours worked over forty (40) in the standard workweek
(Thursday to Wednesday). For full-time non-exempt employees, the number of hours worked between
37.5 and 40 will be compensated at the employee’s regular hourly rate. However, the District does not
typically have funding for overtime (regular rate or time-and-a-half rate), so the employee will be
required to work with the District Operations Manager to adjust (flex) their remaining scheduled work
hours within that work week to eliminate the equivalent amount of regularly scheduled work time. All
non-exempt employees are required to obtain approval from the District Operations Manager before
working any hours or portions of an hour over their scheduled number of hours in a workweek
Non-exempt employees at the discretion of the District Operations Manager may be allowed to earn
compensatory time for hours worked in excess of their scheduled hours in a work week on an hourfor-hour basis for each hour or portion of an hour worked up to 40 hours in that workweek only if the
employee reaches an agreement with the District prior to working the excess hours and only if the
agreement is documented in written memorandum of understanding with signatures from the
employee and an District Operations Manager. The District designates these hours as “Exchange
Hours”.
Non-exempt employees may be allowed to earn exchange time for hours worked in excess of the 40hour s in a workweek at a rate of one-and-one-half times each hour or portion of an hour worked only
if the employee reaches an agreement with the District prior to the employee working the excess
hours and only if the agreement is documented in written memorandum of understanding with
signatures from the employee and an appropriate District designee. The District designates these
hours as “Exchange” Hours”.
Exchange Hours earned by a non-exempt employee must be used as soon as practical within 90
calendar days of the date the Exchange Hours were earned. The use of the Exchange Time must be
scheduled so its use does not unduly disrupt District operations. Exchange Hours earned by a nonexempt employee will be paid to the employee at the current hourly rate upon termination of
employment.
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Exempt employees are paid a fixed salary regardless of the number of hours worked in excess of a
standard workweek according to the FLSA. However, the District recognizes that work responsibilities
may necessitate an exempt employee working more hours than their standard workweek. It is the
District’s desire to recognize this extra effort with the earning of “Exchange Time” in accordance with
the FLSA allowance for exempt employees to earn other compensatory time. Exempt employees must
receive prior approval from the District Operations Manager if exchange time earned exceeds 7.5 hrs.
in the pay period. Exchange Time earned must be used within three calendar months of the date it was
earned. Exchange time not used within three calendar months of the date it was earned will be
forfeited. Exempt employees are not compensated for earned unused Exchange Time at the
termination of employment.
Compensation
Authority to hire and set salaries
The LSWCD Board has the authority to hire, set and adjust salaries per the Code of Virginia § 10.1-532.
Adjustment to salaries
An employee’s pay may be adjusted for various reasons such as promotion, demotion, transfer or
reinstatement of employment.
For a promotion to a position or job classification in a higher salary range, the employee shall be paid
at a rate within the higher salary range. The rate of pay will be recommended by the Personnel
Committee and must be approved by the LSWCD Board.
For a demotion to a position or job classification in a lower salary range, the employee shall be paid at
a rate within the lower salary range. The rate of pay will be recommended by the Personnel
Committee and must be approved by the LSWCD Board.
A reinstated employee shall be paid at a salary rate within the approved salary range for the position
or job classification in which the employee is reinstated. The rate of pay will be recommended by the
Personnel Committee and must be approved by the LSWCD Board.
Payment of wages
All employees are paid on a bi-weekly schedule as established by the Loudoun County Department of
Financial Services, Division of Payroll and Benefits. Wages will be based on the timesheets and leave
reports.
Deductions from pay
Employees’’ pay may be reduced for certain types of deductions such as your portion of health, dental
or life insurance premiums; state, federal or local taxes; social security; mandated employee
contributions for VRS; or voluntary contributions to a 401(k), 457 or other qualified pension plan.
Employees’ regular pay may be offset by earned paid leave and Exchange Time accruals. Non-exempt
employees pay may vary based on the actual number of hours worked when earned paid leave is not
used to offset reduced hours.
Exempt employees’ salary may be subject to certain deductions under federal law. Exempt employee’s
salary may be reduced for the following reasons:
 Full day absences for personal reasons, such as vacation or personal days.
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Full day absences for sickness or disability which may be reimbursed by sick day or shortterm illness or disability plan.
Full day disciplinary suspensions for major safety violations or significant infractions of
important written workplace conduct rules.
Family and Medical Leave absences (either full or partial day absences).
To offset amounts received as payment for jury and witness fees or military pay.
The first or last week of employment in the event you work less than a full week.
Any full workweek in which you do not perform any work.

In any workweek in which an exempt employee performs any work, the exempt employee’s salary will
not be reduced for any of the following reasons:





Partial day absences for personal reasons, sickness, vacation or disability (unless the FMLA
provides to the contrary).
Your absence because the facility is closed on a scheduled work day.
Absences for jury duty, attendance as a witness, or military leave in any week in which you
have performed any work.
Any other deductions prohibited by state or federal law.

It is not an improper deduction to require the use of vacation/annual, sick, floating holiday, Exchange
Time, or other forms of paid time off for full or partial day absences for personal reasons, sickness,
disability or other reasons. Pursuant to paid leave policies, employees who are absent for all or part of
a work day must apply the appropriate accrued paid leave to that missed work time. After all paid
leave is exhausted, no partial day deductions will be made from the salary of a salaried exempt
employee unless permitted by law.
Errors in pay
If an employee receives and an incorrect paycheck resulting in his being underpaid, overpaid, and/or
inaccurate amounts deducted from his paycheck or direct deposit, the employee is obligated to
promptly report this to the District’s Operations Manager. The District Operations Manager will
reconcile the error or correct the error. If the error causes an overpayment, the resulting debt must be
repaid by the employee. Special repayment considerations may be made in certain circumstances by
the District Chair.
Pay Safe Harbor Provision
It is the District’s policy and practice to accurately compensate employees and to do so in compliance
with all applicable state and federal laws. To ensure that you are paid properly for all time worked and
that no improper deductions are made, you must record correctly all work time and review your
paychecks promptly to identify and to report all errors. No non-exempt employee who is eligible for
overtime should perform any work that is not authorized and not properly recorded on their time
card. While all time worked will be paid, even if not authorized, working without authorization is a
violation of District policy that could lead to disciplinary action.
The District makes every effort to ensure our employees are paid correctly. Occasionally, however,
inadvertent mistakes can happen. When mistakes do happen and are called to the District’s attention,
we will promptly make any corrections necessary. Please review your pay slip when you receive it to
make sure it is correct. If you believe a mistake has occurred, or you have any questions please contact
the District Operations Manager or District Chair immediately to report your concerns and so that the
District may promptly investigate and respond to your concern.
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Performance Appraisal
District employees’ job performance will be evaluated twice each fiscal year (January and June). The
performance appraisal process may include goal setting or other performance expectations. The
performance appraisal will be delivered to the employee by the Personnel Committee and discussed.
The discussed appraisal will be signed by both the employee and the District Chair or designee to
ensure that all strengths, areas for improvement and job goals for the next review period have been
clearly communicated. Performance evaluation forms will be retained in the employee’s personnel file.
Performance evaluation impact on salary
Upon a fully successful or better performance evaluation rating, an employee may be granted a salary
increase in accordance with LSWCD Board approved merit increase guidelines. If an employee earns a
less than acceptable performance evaluation rating, the Personnel Committee will withhold a salary
increase until the employee’s job performance is rated fully successful or better and documented in a
successive performance evaluation. Upon two consecutive does not meet expectations or needs
improvement performance evaluation ratings an employee may be terminated.
Salary Ranges
For each position, the District Board has established a salary range and adopted a pay for performance
system.
Generally, a new employee shall be paid the minimum rate of pay for his/her position, i.e., the rate
paid for a new employee meeting the minimum qualifications. Exceptions may be granted by the
LSWCD Board in the following cases:


If it becomes necessary to appoint a new employee of lesser qualifications, the employee
should be started below the minimum rate of the class/position at a salary level
commensurate with the experience as determined by the Personnel Committee.



If a new employee more than meets the minimum qualifications (under special circumstances)
he/she may be appointed at a higher salary level within the range as determined by the
Personnel Committee.

Pay Progression
Employees receiving a fully successful rating or above by the Personnel Committee at the end of the
employee’s probationary period and each year thereafter may receive pay for performance according
to available funding as determined by the LSWCD Board. Fiscal, budgetary, and economic conditions
will determine the percentage of a increases:






An overall rating of 0 = Does not meet expectations;
An overall rating of 1 = Needs improvement;
An overall rating of 2 =Fully successful;
An overall rating of 3 =Exceeds Expectation;
An overall rating of 4 = Exceptional performance, plus special recognition will be given.
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Employees will be assessed in three areas; job performance, demonstrating core competencies, and
performance on fiscal year objectives. The assessment of job performance will be done based on the
job components and expectations listed in the employee's performance plan. Job performance will
account for 50% of the overall rating. Demonstrating core competencies will account for 25% and
performance on fiscal year objectives will account for the remaining 25%.
Once the employee has attained the highest pay within the range of the position, the employee will no
longer be eligible for a fully successful service increase.
An employee receiving an unsatisfactory rating (0-1) on the probationary or annual evaluation will not
be eligible for a pay increase until his/her performance has reached the satisfactory level (2 or above).
Promotion
When an employee is promoted to a position in a higher range, the employee shall be paid at a rate
within the approved range for the higher class position. The rate of pay shall be set by the LSWCD
Board upon recommendation of the Personnel Committee.
Demotion
When an employee is demoted to a lower class position, the employee shall be paid at a rate which is
within the approved range for the lower class position. The rate of pay shall be set by the LSWCD
Board upon the recommendation of the Personnel Committee.
Reinstated Employee
A reinstated employee shall be paid at a salary rate within the approved salary range for the position
in which the employee is reinstated.
Paid Holidays
District Observed Holidays
The District observes the eleven and a half (11½) holidays as paid holidays for District employees. Fulltime employees will receive up to seven-and-a-half (7½ ) hours of holiday pay for each observed
holiday. Part-time employees may be eligible to receive up to three-and-a-half (3½ ) hours of holiday
pay for each observed holiday if the holiday falls on their regularly scheduled workday.
If a District observed holiday falls on a Saturday, the holiday will be observed on preceding Friday. If a
District observed holiday falls on a Sunday, the holiday will be observed on the following Monday. If a
District observed holiday is observed as a half day, full-time employees will receive four (4) hours of
holiday pay and part-time employees may be eligible to receive up to two (2) hours of holiday pay.
Additionally, District employee enjoy one additional floating holiday that can be taken whenever the
employee chooses with approval.
The following eleven and a half (11½) holidays as paid holidays for eligible District employees:
 New Year’s Day on January 1
 Martin Luther King Day on the third Monday in January
 President’s Day on the third Monday in February
 Memorial Day on the last Monday in May
 Independence Day on July 4
 Labor Day on the first Monday in September
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Columbus Day on the second Monday in October
Veteran’s Day on November 11
Thanksgiving Day on the 4th Thursday in November
Day after Thanksgiving 4th Friday in November
Christmas Eve as half day (afternoon) on December 24
Christmas Day on December 25

In addition to the holidays listed above, the District may at the discretion of the Board observe
additional holidays as granted ad hoc by Loudoun County or the State.
Annual leave
Accrual of Annual Leave:
A full-time permanent employee may accrue 3.5 hours of annual leave per bi-weekly pay period the
first year of employment; each year following the first, he/she will accrue an additional day per year to
a maximum of 24 days.
A permanent part-time employee may accrue annual leave if so prescribed by the Personnel
Committee; the accrual rate will be pro-rated according to work hours.
For a bi-weekly period in which an employee is paid for less than the full standard hours, including paid
leave, leave shall be credited to the nearest whole hour in the proportion that the number of days
worked has to the number of regular work days in the bi-weekly period.
Debiting Annual Leave:
The amount of annual leave to be debited shall be computed on the basis of the exact number of days
or hours an employee is scheduled to work in the period when leave is taken.
Holidays and other regular days off (i.e., weekends) shall not be included in computing annual leave
debits. Annual leave shall be debited in no less than quarter-hour (15 minute) units.
Leave Request Procedures:
All leave, except for emergencies, shall be requested in advance of the time period in which it is to be
taken according to specified procedures:


If an employee must take leave for a personal emergency of illness, the employee must notify
the LSWCD office within one hour of the time at which the employee is expected to report to
work or as soon as reasonably possible;



Leave of less than 37.5 hours may be taken at the employee’s discretion, provided the
employee has notified the District Operations Manager and any staff whose work may be
impacted by the employee’s absence;



Requests for 37.5 hours or more of leave must be submitted in writing on the leave request
form to the District Operations Manager. Under normal circumstances, request for extended
leave (1 week or more) will be submitted as an action item by the District Operations Manger
to the Board for approval at the regular monthly meeting preceding the time requested.
Requests for more than one week of leave (37.5 hours) should be made two weeks in advance
when possible. In the event that the employee needs the leave requested approved prior to

Updated 01-June-2015

Page 14 of 65

Loudoun Soil and Water Conservation District Personnel Policies
the Board meeting, the District Operations Manager will review leave balances and approve on
behalf of the Board. The employee’s performance of scheduled work, work schedules,
maintenance of services and special projects will be considered when reviewing these leave
requests prior to approval. The District Operations Manager will have unexpected leave in
excess of 37.5 hrs. approved by the District Chairman.


Each staff person shall submit a summary sheet noting total hours worked each week of the
pay period, including dates and number of hours of exchange time earned/used. In addition,
the exchange time tracking form must be completed to show all exchange time earned during
the pay period and, if a staff person expects to earn more than 7.5 hours of exchange time
during a pay period, he/she must obtain pre-approval from the District Operations Manager as
indicated on the tracking form.



All planned/anticipated leave shall be recorded by the employee on the Schedule Calendar
posted in the District office.

Emergencies
Emergency leave shall be granted for severe weather or personal emergencies; however, such leave
shall be documented the day the employee returns to work. Documentation of all leave is mandatory.
Granting Annual Leave:
The LSWCD Directors shall grant annual leave with pay to regular employees. Annual leave shall not
exceed the total amount credited to an employee at the time the proposed is to commence. An
employee may carry over no more than 364 hours annual leave by the December payroll deadline at
the end of the leave year. Leave in excess of 364 hours by December payroll deadline will be forfeited.
Effect of Separation on Annual Leave Credits:
Upon separation, an employee shall be paid for the unused portion of his/her accrued annual leave, up
to a maximum of 364 hours, provided he/she has completed six (6) consecutive months of service.
The LSWCD shall not pay for more than 364 hours of annual leave. Annual leave payouts are subject to
state and federal tax withholdings as well as other payroll taxes such as FICA and may be subject to
voluntary contribution elections such as deferred compensation.
Sick leave
Accrual of Sick Leave:
Sick leave shall be credited to regular employees as follows:


Full-time, permanent employees: 3.5 hours shall be credited for each bi-weekly period; parttime, permanent employees may be granted sick leave (pro-rated according to work hours) at
the discretion of the LSWCD Board.



For a bi-weekly period in which any employee is paid for less than the full standard hours,
including paid leave, leave shall be credited to the nearest whole hour in the proportion that
the number of days worked has to the number of regular work days in the bi-weekly period.



Unused sick leave may accumulate without limit.
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Debiting Sick Leave:
Sick leave shall be used when an employee is incapacitated by physical or mental disability, sickness, or
injury; for medical, dental, or optical diagnosis or treatment; for necessary care and attendance of
member of employee’s immediate family or household; or for exposure to a contagious disease when
the attendance at duty jeopardizes the health of others.
Ordinary sick leave shall not exceed the total amount credited to an employee at the time of his/her
absence. For regular employees after six (6) continuous months of service, annual leave credits may be
used for sick leave when sick leave credits have been exhausted.
Leave Request Procedures and Other Factors Relative to Sick Leave:
Reporting and investigating sickness together with other miscellaneous factors relative to sick leave
shall be handled as follows:


Employees who are going to be absent from duty for reasons which entitle them to sick leave
shall notify the District Operations Manager as soon as possible, but not later than one (1)
hour past the employee’s usual reporting time; upon return to work, the sick leave shall be
documented on the employee’s timesheet.



Employees who will be or are absent for more than five business days for an acute medical
reason (own or family member's) are required to provide a doctor's note for that period of
time. Employees who will be or are out for five or more days for a serious health condition
(own or family member's) are required to submit a WH-380-E or WH-381-F form. A serious
health condition causing extended absences, consecutive or intermittent, is defined as birth of
a child, adoption or placement of a child, health condition that makes the employee unable to
perform their job duties/functions, medical treatment for serious health condition. Forms are
available online at: http://www.dol.gov/whd/fmla/.



False or fraudulent use of sick leave shall be cause for disciplinary action against the offending
employee; such disciplinary action my include dismissal.



Conversion of sick leave to annual leave shall not be permitted.



An employee who is eligible for State Workmen’s Compensation insurance during the time lost
from work may use any sick leave credited to him/her and also workmen’s compensation
insurance.

Effect of Separation on Sick Leave Credits:
Effective July 1, 2001, the LSWCD will provide any employee who terminates employment with 10 or
more years of service a cash payment that is equal to 25% of the value of his/her unused sick leave, up
to a maximum payout of $10,000. Leave payouts are subject to state and federal tax withholdings as
well as other payroll taxes such as FICA.
Granting Extraordinary Sick Leave:
When the LSWCD Personnel Committee believes that it is in the best interest of the LSWCD to do so,
they may grant employees extraordinary sick leave on a case by case basis. Extraordinary sick leave
may only be requested after all other leave has been exhausted. Such requests are not to exceed 30
working days in any one fiscal year. Extraordinary sick leave is with pay; employees are not required to
pay back sick leave extensions.
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Miscellaneous Types of Paid Leave
Civil Duty/Jury Duty:
An employee shall be given time off without loss of pay when performing jury duty, when subpoenaed
to appear before a court, public body or commission in connection with LSWCD business or for the
purpose of voting.
Bereavement Leave
Full-time permanent employees are eligible to use up to five (5) consecutive days with pay upon the
death of a member of the employee’s extended family (defined for bereavement purposes as: the
employee’s spouse and either the employee’s or employee’s spouse’s son, daughter, stepchild,
grandchild, brother, sister, parent, step-parent, grandparent, or guardian).
Leave Without Pay:
The Personnel Committee may authorize leave without pay not to exceed 30 days, for permanent fulltime and part-time employees, with not less than six (6) months’ service for purposes of personal need
and education which improves effectiveness on the job and increased value of service to the District.
All leave without pay is subject to the following conditions:


Leave Without Pay shall be granted only to permanent employees when it is in the interests of
the LSWCD to do so; the interest of the employee shall be considered when he/she has shown
by his/her record to be of more than average value to the LSWCD and when it is desirable to
return the employee to service even at some sacrifice;



Any temporary hire may be authorized by the Personnel Committee for the purpose of filling
positions vacated while an employee is on leave without pay for more than sixty (60) days.



At the expiration of a leave without pay, the employee shall be reinstated in the position
vacated if specific arrangements were made with the Personnel Committee and noted on the
personnel action form at the time leave was granted, or reinstated in any other vacant
position, for which the employee is qualified, in the same or lower grade.



Personnel on leave without pay, who were able to work upon departure, will have their
anniversary date adjusted by postponing it one month for each month or portion of month of
absence after the first 30 days.



Credit toward annual and sick leave shall not be earned while an employee is on leave without
pay, but insurance and retirement benefits may be retained if paid for in full by the employee;



Failure on the part of the employee to report promptly at the expiration of leave without pay
may be cause for dismissal.
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Family and Medical Leave
This section provides employees with a general description of their Family Medical Leave Act (FMLA)
rights. In the event of any conflict between this policy and the applicable law, employees will be
afforded all rights required by law. The forms required to document your FMLA claim can be found on
the FMLA web site: http://www.dol.gov/whd/fmla/ .
To meet the FMLA eligibility requirements a District employee must meet the following conditions:






The employee must have worked for the District for 12 months or 52 weeks. The 12 months or
52 weeks need not have been consecutive. Separate periods of employment will be counted, if
the break in service does not exceed seven years. Separate periods of employment will be
counted if the break in service exceeds seven years due to National Guard or Reserve military
service obligations.
The employee must have worked at least 1,250 hours during the 12-month period
immediately before the date when the leave is requested to commence. The principles
established under the Fair Labor Standards Act (FLSA) determine the number of hours worked
by an employee. The FLSA does not include time spent on paid or unpaid leave as hours
worked. Consequently, these hours of leave are not counted in determining the 1,250 hours
eligibility test for an employee under FMLA.
Be employed by a public agency, including a local, state, or Federal government agency,
regardless of the number of employees it employs.

The FMLA entitles eligible employees of covered employers to take unpaid, job-protected leave for
specified family and medical reasons with continuation of group health insurance coverage under the
same terms and conditions as if the employee had not taken leave. Eligible employees are entitled to




12-workweeks of leave in a 12-month period for:
 the birth of a child and to care for the newborn child within one year of birth;
 the placement with the employee of a child for adoption or foster care and to care for
the newly placed child within one year of placement;
 to care for the employee’s spouse, child, or parent who has a serious health condition;
 a serious health condition that makes the employee unable to perform the essential
functions of his or her job;
 any qualifying exigency arising out of the fact that the employee’s spouse, son,
daughter, or parent is a covered military member on “covered active duty;”
or
Twenty-six workweeks of leave during a single 12-month period to care for a covered service
member with a serious injury or illness if the eligible employee is the service member’s spouse,
son, daughter, parent, or next of kin (military caregiver leave).

Serious Health Condition
A serious health condition is defined in the FMLA as a condition that requires inpatient care at a
hospital, hospice or residential medical care facility, including any period of incapacity or any
subsequent treatment in connection with such inpatient care or as a condition that requires continuing
care by a licensed health care provider. Or, as illnesses of a serious and long-term nature, resulting in
recurring or lengthy absences. Generally, a chronic or long-term health condition that would result in a
period of three consecutive days of incapacity with the first visit to the health care provider within
seven days of the onset of the incapacity and a second visit within 30 days of the incapacity would be
Updated 01-June-2015

Page 18 of 65

Loudoun Soil and Water Conservation District Personnel Policies
considered a serious health condition. For chronic conditions requiring periodic health care visits for
treatment, such visits must take place at least twice a year.
Procedure for Requesting FMLA Leave
All employees requesting FMLA leave must provide the District Operations Manager with verbal or
written notice of the need for the leave. Within five business days after the employee has provided
this notice, the District Operations Manager will provide the employee with the DOL Notice of
Eligibility and Rights.
When the need for the leave is foreseeable, the employee must provide the District with at least 30
days' notice. When an employee becomes aware of a need for FMLA leave less than 30 days in
advance, the employee must provide notice of the need for the leave either the same day or the next
business day. When the need for FMLA leave is not foreseeable, the employee must comply with the
District’s usual and customary notice and procedural requirements for requesting leave.
Employees will also be required to submit certification of the serious health condition on the
certification form, which must be completed by their healthcare provider. The required form is
available online at: http://www.dol.gov/whd/fmla/.
Designation of FMLA Leave
Within five business days after the employee has submitted the appropriate certification form, District
Operations Manager will provide the employee with a written response to the employee’s request for
FMLA leave.
Certification for the Employee’s Serious Health Condition
The District will require certification for the employee’s serious health condition. The employee must
respond to such a request within 15 days of the request or provide a reasonable explanation for the
delay. Failure to provide certification may result in a denial of continuation of leave. The form for
certification of the employee’s serious health condition is available online at:
http://www.dol.gov/whd/fmla/.
Certification for the Family Member’s Serious Health Condition
The District will require certification for the family member’s serious health condition. The employee
must respond to such a request within 15 days of the request or provide a reasonable explanation for
the delay. Failure to provide certification may result in a denial of continuation of leave. The form for
certification of the employee’s family member’s serious health condition is available online at:
http://www.dol.gov/whd/fmla/.
Certification of Qualifying Exigency for Military Family Leave
The District will require certification of the qualifying exigency for military family leave. The employee
must respond to such a request within 15 days of the request or provide a reasonable explanation for
the delay. Failure to provide certification may result in a denial of continuation of leave. The form for
certification of the qualifying military exigency is available online at: http://www.dol.gov/whd/fmla/.
Certification for Serious Injury or Illness of Covered Service Member for Military Family Leave
The District will require certification for the serious injury or illness of the covered service member.
The employee must respond to such a request within 15 days of the request or provide a reasonable
explanation for the delay. Failure to provide certification may result in a denial of continuation of
leave. The required certification form is available online at: http://www.dol.gov/whd/fmla/.
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Use of Paid and Unpaid Leave
All paid leave types taken for FMLA designated events runs concurrently with designated FMLA leave.
Disability leave for the birth of a child and for an employee's serious health condition, including
workers' compensation leave (to the extent that it qualifies), will be designated as FMLA leave and will
run concurrently with FMLA.
Intermittent Leave or a Reduced Work Schedule
The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently (take a
day periodically when needed over the year) or, under certain circumstances, may use the leave to
reduce the workweek or workday, resulting in a reduced-hour schedule. In all cases, the leave may not
exceed a total of 12 workweeks (or 26 workweeks to care for an injured or ill service member over a
12-month period).
Intent to Return to Work from FMLA Leave
The District may require an employee on FMLA leave to report periodically on the employee’s status
and intent to return to work.
Employee Status and Benefits During FMLA Leave
While an employee is on leave, the District will continue the employee's health benefits during the
leave period at the same level and under the same conditions as if the employee had continued to
work. The employee will remain responsible for the timely payment of premiums for all elected
benefits.
Employee Status After FMLA Leave
An employee who takes leave under this policy may be asked to provide a fitness for duty (FFD)
clearance from the health care provider.
Military Service and Leave
LSWCD is committed to protecting the job rights of employees absent on military leave. In accordance
with federal and state law, it is the District’s policy that no employee or prospective employee will be
subjected to any form of discrimination on the basis of that person's membership in or obligation to
perform service for any of the Uniformed Services of the United States. Specifically, no person will be
denied employment, reemployment, promotion or other benefit of employment on the basis of such
membership. Furthermore, no person will be subjected to retaliation or adverse employment action
because such person has exercised his or her rights under applicable law. If any employee believes that
he or she has been subjected to discrimination in violation of District policy, the employee should
immediately contact the District Chair, Personnel Committee Chair or the Operations Manager.
Employees taking part in a variety of military duties are eligible for benefits under this policy. Such
military duties include leaves of absence taken by members of the uniformed services, including
Reservists and National Guard members, for training, periods of active military service and funeral
honors duty, as well as time spent being examined to determine fitness to perform such service.
Subject to certain exceptions under the applicable laws, these benefits are generally limited to five
years of leave of absence.
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Employees requesting leave for military duty should contact the District Operations Manager to
request leave as soon as they are aware of the need for leave. For detailed information on eligibility,
rights while on leave, and job restoration upon completion of leave, refer to the current facts sheets
on the Department of Labor web site (www.dol.gov) or contact the District Operations Manager.
Benefits
The District is pleased to offer an array of benefits through an agreement with Loudoun County. The
benefits offered by the District to eligible employees are subject to change based on the offering s of
Loudoun County. Benefits may include healthcare, dental, vision, flexible spending account, dependent
care spending account, life insurance, optional life insurance coverage, accidental death and disability
coverage, short term or long term disability coverage, long term care insurance, or various optional
retirement savings plans such as deferred comp or ROTH IRA. Benefits (offerings and coverage) may
also be subject to Virginia Retirement System (VRS) plan 1, 2 and Hybrid eligibility and other plan
requirements.
Qualified Life Events
Healthcare benefit premiums paid on a pre-tax basis on subject to IRS Section 125 regulations. Due
these regulations, changes to medical, dental, vision and flexible or dependent care spending account
contributions may only be made under special circumstances called “qualifying events” and must be
made within 31-days of the qualified event. Please refer to specific plan documents or contact the
benefits provider for specific guidance if you experience any of the following qualified events:









Loss of eligibility for group health coverage, health insurance coverage, CHIP or Medicaid
Becoming eligible for state premium assistance, Medicaid or CHIP subsidies
Acquisition of a new spouse or dependent by marriage, birth, adoption or placement for
adoption
Change in marital status, number of dependents, employment status, change in residence
Receive a judgment, decree or order resulting from a divorce, legal separation, annulment,
changes in legal custody or qualified medical child support order (QMCSO)
You, your spouse or dependent becomes enrolled in coverage under Part A or Part B of
Medicare, or Medicaid or loses coverage under Part A or Part B of Medicare, or Medicaid
You change your employment status and that status is reasonably expected to continue longterm (e.g. go from part-time to full-time or go from full-time to part-time)
You experience a change in coverage under another employer’s plan (e.g. gain coverage or
lose coverage)

Affordable Care Act
As the Affordable Care Act and other healthcare reforms are implemented, other special
circumstances may allow you to make changes to your benefit elections. For detailed information on
your special circumstances, please contact the healthcare plan directly at the number listed on your
benefits ID card.
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COBRA
The Consolidated Omnibus Budget Reconciliation Act (COBRA) is a law that gives workers who lose
their health benefits the option to continue group health benefits provided by the plan under certain
circumstances. Events that can cause workers and their family members to lose group health coverage
may result in the right to COBRA coverage include:
 Voluntary or involuntary termination of the covered employee’s employment for reasons
other than gross misconduct
 Reduced hours of work for the covered employee
 Covered employee becoming entitled to Medicare
 Divorce or legal separation of a covered employee
 Death of a covered employee
 Loss of status as a dependent child under plan rules.
Under COBRA, the employee or family member may qualify to keep their group health plan benefits
for a set period of time, depending on the reason for losing the health coverage. When the plan
administrator is notified that a qualifying event has happened, the administrator will notify each
qualified beneficiary of their right to choose continuation of coverage. Qualified individuals who elect
to continue their coverage under COBRA may be required to pay the entire premium for coverage up
to 102% of the cost to the plan. Failure to make timely payments may result in loss of coverage.
For more information on COBRA rights and eligibility, please contact the healthcare plan directly at the
number listed on your benefits ID card.
Retirement/VRS
The District is pleased to provide employees with retirement benefits through the Virginia Retirement
System (VRS). Employees are eligible for benefits based on criteria determined by VRS. For more
information on VRS retirement benefits please refer to the VRS website online at: www.varetire.org/ .
Worker’s Comp
The District is covered under statutory state workers' compensation laws. An employee who sustains
work-related injury/injuries must immediately notify their supervisor and/or the District Operations
Manager immediately. If an employee is unable to immediately notify their supervisor or the District
Operations Manger of the injury/injuries, then the employee is responsible for notifying their
supervisor or the District Operations Manager as soon as possible after the occurrence of the incident
that resulted in injury.
Disability Leave
Disability leave, without pay, extending beyond earned sick leave credit to a maximum of ninety (90)
days, may be approved for regular, probationary, and temporary employees, by the LSWCD Personnel
Committee for temporary physical and mental disabilities including, but not limited to, pregnancy and
childbirth. Approval will only be granted on the basis of a doctor’s statement which certifies that the
employee is presently unable to work and which includes an anticipated return to work date.
Personnel on disability leave, without pay, do not earn credit toward annual and sick leave; insurance
and retirement benefits may be retained only if paid for in full by the employee. The employee will be
re-instated in the position vacated following disability leave
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Miscellaneous
Personnel Records
Personnel Transactions: All appointments, separations, and other personnel transactions shall be
completed on the appropriate forms designated by the LSWCD Board.
Public Inspection and Confidentiality: Certain District records are subject to the Virginia Freedom of
Information Act (FOIA). § 2.2-3700 et seq. of the Code of Virginia. Personnel records are expressly
exempted from FOIA requests (§ 2.2-3705.1). Detailed information on the Virginia Freedom of
Information Act is available online at http://foiacouncil.dls.virginia.gov/.
Employee files are maintained by the District Operations Manager and are considered confidential.
Managers and supervisors may only have access to personnel file information on a need-to-know
basis.
A manager or supervisor considering the hire of a former employee or transfer of a current employee
may be granted access to the file, or limited parts of it, in accordance with antidiscrimination laws.
Personnel file access by current employees and former employees upon request will generally be
permitted within three days of the request unless otherwise required under state law. Personnel files
are to be reviewed in the District Operations Manager’s presence. Personnel files may not be taken
outside the District office. Employees may contact the District Operations Manager to schedule a time
to review their personnel records.
Representatives of government or law enforcement agencies, in the course of their duties, may be
allowed access to file information.

Confidentiality of Records
The District may have cause to have in its possession various records that are subject to federal, state
or local confidentiality or protection requirements. These types of records will be maintained in files
separate from the employee’s personnel file. Maintaining these records in separate files allows the
District to manage access to this information appropriately and prevent inappropriate access. Records
that will be maintained separate from an employee’s personnel file include:
 Equal employment opportunity (EEO)/invitation to self-identify disability or veteran status
records
 Reference/background checks
 Drug test results
 Immigration (I-9) forms
 Medical/insurance records (medical questionnaires, benefit enrollment forms and benefit
claims, doctors notes, accommodation requests, and leave of absence records)
 Child support/garnishments
 Litigation documents
 Workers’ compensation claims
 Investigation records (although relevant disciplinary action, counseling or other direct
communications are placed in the employee’s personnel file)
 Requests for employment/payroll verification
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Equal Opportunity Employment
The District provides equal employment opportunities (EEO) to all employees and applicants for
employment without regard to disability, race, national origin, sex, sexual orientation, color, age,
religion/ religious creed, veteran status, or genetics in accordance with applicable federal, state and
local laws. This policy applies to all terms and conditions of employment, including hiring, placement,
promotion, termination, layoff, leaves of absence, compensation and training.
LSWCD expressly prohibits any form of unlawful employee harassment based on disability, race,
national origin, sex, sexual orientation, color, age, religion/ religious creed, veteran status, or genetics.
Americans with Disabilities Act (ADA) & Amendments Act (ADAAA)
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act, known
as the ADAAA, are federal laws that prohibit employers with 15 or more employees from
discriminating against applicants and individuals with disabilities and that when needed provide
reasonable accommodations to applicants and employees who are qualified for a job, with or without
reasonable accommodations, so that they may perform the essential job duties of the position.
It is the District’s policy to comply with all applicable federal and state laws concerning the
employment of persons with disabilities and to act in accordance with regulations and guidance issued
by the Equal Employment Opportunity Commission (EEOC). While the District currently employs fewer
than 15 employees, it is the District’s policy not to discriminate against qualified individuals with
disabilities in regard to application procedures, hiring, advancement, discharge, compensation, training
or other terms, conditions and privileges of employment.
The District will seek to reasonably accommodate qualified individuals with a disability so that they can
perform the essential functions of a job unless doing so causes a direct threat to these individuals or
others in the workplace and the threat cannot be eliminated by reasonable accommodation, and/or if
the accommodation creates an undue hardship to the District. Contact the District Operations
Manager with any questions or requests for accommodation.
Anti-Harassment and Complaint Procedures
The District is committed to a work environment in which all individuals are treated with respect and
dignity in all work related interactions. Each individual has the right to work in a professional
atmosphere that promotes equal employment opportunities and prohibits unlawful discriminatory
practices, including harassment. Therefore, LSWCD expects that all interactions among persons in the
office as well as at any location where Districts interests are represented will be business-like and free
of bias, prejudice and harassment. This expectation extends to all Directors, employees and others
affiliated with the LSWCD as well as others in working relationships and interactions with non-LSWCD
partner agencies’ staff, contractors, cooperators and the public. Any individual engaging in harassing
behavior or activities is subject to disciplinary action up to and including termination.
It is the policy of the LSWCD to ensure equal employment opportunity without discrimination or
harassment on the basis of disability, race, national origin, sex, sexual orientation, color, age,
religion/religious creed, veteran status, or genetics. The District prohibits any such discrimination or
harassment and encourages reporting of all perceived incidents of discrimination or harassment. It is
the policy of the LSWCD to promptly and thoroughly investigate such reports. LSWCD prohibits
retaliation against any individual who reports discrimination or harassment or who participates in an
investigation of such reports.
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Definitions of harassment
Sexual harassment constitutes discrimination and is illegal under federal and state laws. For the
purposes of this policy, sexual harassment is defined in accordance with the Equal Employment
Opportunity Commission Guidelines. Sexual harassment is defined as unwelcome sexual advances,
requests for sexual favors and other verbal or physical conduct of a sexual nature when:
 Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual's employment
 Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individual
 Such conduct has the purpose or effect of unreasonably interfering with an individual's work
performance or creating an intimidating, hostile or offensive working environment.
Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve
individuals of the same or different gender. Depending on the circumstances, these behaviors may
include unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal
abuse of a sexual nature; commentary about an individual's body, sexual prowess or sexual
deficiencies; leering, whistling or touching; insulting or obscene comments or gestures; display in the
workplace of sexually suggestive objects or pictures; and other physical, verbal or visual conduct of a
sexual nature.
Harassment on the basis of any other protected characteristic is also strictly prohibited. Under this
policy, harassment is verbal, written or physical conduct that denigrates or shows hostility or aversion
toward an individual because of an individual’s disability, race, national origin, sex, sexual orientation,
color, age, religion/ religious creed, veteran status, or genetics or any other characteristic protected by
law, and that:
 Has the purpose or effect of creating an intimidating, hostile or offensive work environment
 Has the purpose or effect of unreasonably interfering with an individual's work performance
 Otherwise adversely affects an individual's employment opportunities.
Harassing conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or hostile
acts; denigrating jokes; and written or graphic material that denigrates or shows hostility or aversion
toward an individual or group and that is placed on walls or elsewhere on the employer's premises or
circulated in the workplace, on District time or using District equipment via e-mail, phone (including
voice messages), text messages, tweets, blogs, social networking sites or other means.
Complaint procedures
Persons who believe that they are being, or have been, subjected to harassing or discriminatory
behavior should report the incident to the LSWCD Chairman. If the Chairman cannot satisfactorily
resolve the complaint, the LSWCD Board as a whole will attempt a resolution. Throughout the
harassment resolution process, the confidentiality of the complaint and complainant, as well as any
participants in an investigation or resolution process, will be kept as confidential as possible in the
given circumstances and all participants in the process shall be advised to similarly maintain
confidentiality.
The District will attempt to satisfactorily resolve all matters internally. However, other alternatives are
available to a complainant if s/he is not satisfied with the District’s resolution/outcome. An individual
may file a complaint through the State’s Human Rights Commission within 180 days of the incident
leading the complaint, or with the U.S. Equal Employment Opportunity Commission within 300 days of
the incident leading to the complaint.
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Sanction and discipline
Any Director, employee, or person affiliated with the LSWCD who violates this policy whether by
engaging in inappropriate or harassing conduct, or by allowing such conduct to go unaddressed, will be
subject to disciplinary action. Disciplinary actions include, but are not limited to, counseling,
reprimands, suspension with or without pay, removal from office, or termination of employment.
Workplace violence
The District is committed to a work environment in which all individuals are treated with respect and
dignity in all work related interactions. Each individual has the right to work in a professional
atmosphere free from verbal and physical conduct that may intimidate, threaten, bully, coerce or
otherwise be harmful to others.
Incidents of these types of behaviors should be reported promptly to the District Operations Manger,
Personnel Committee Chair or the District Chair. LSWCD will promptly and thoroughly investigate all
reports of threats of violence or incidents of actual violence and of suspicious individuals or activities.
The identity of the individual making a report will be kept as confidential as possible in the given
circumstances and all participants in the process shall be advised to similarly maintain confidentiality.
LSWCD will not retaliate against employees making good-faith reports of violence, threats or
suspicious individuals or activities.
In order to maintain workplace safety and the integrity of its investigation, LSWCD may suspend
employees suspected of workplace violence or threats of violence, either with or without pay, pending
investigation.
Anyone found to be responsible for threats of or actual violence or other conduct that is in violation of
these guidelines will be subject to prompt disciplinary action up to and including termination of
employment.
Workplace safety
It is the responsibility of each employee to conduct all tasks in a safe and efficient manner using all
required personal protective equipment and complying with all local, state and federal safety and
health regulations and program standards, and with any special safety concerns for any given work
site.
Additionally, each employee has the responsibility to identify and familiarize her/himself with the
emergency plan for his/her work area.
Smoke-free workplace
It is the policy of LSWCD to prohibit smoking on all District affiliated premises in order to provide and
maintain a safe and healthy work environment for all employees. Smoking is defined as the "act of
lighting, smoking or carrying a lighted, “smoking” or smoldering cigar, cigarette or pipe of any kind."
The smoke-free workplace policy applies to:
 All areas of District occupied buildings.
 All District-sponsored off-site conferences and meetings.
 All vehicles owned or leased by the District.
 All visitors (customers and vendors) to the District premises.
 All contractors and partner agencies and/or their employees working on the District premises.
 All employees, temporary employees and student interns.
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Smoking is permitted in parking lots only.
Employees who violate the smoking policy will be subject to disciplinary action up to and including
immediate discharge.
Lactation/Breast-feeding
An employee who is breastfeeding her child will be provided reasonable break times as needed to
express breast milk for her baby. The District has designated the District conference room for this
purpose. A refrigerator for the specific storage of breast milk is available. Any breast milk stored in the
refrigerator must be labeled with the name of the employee and the date of expressing the breast
milk. Any nonconforming products stored in the refrigerator may be disposed of. Employees storing
milk in the refrigerator assume all responsibility for the safety of the milk and the risk of harm for any
reason, including improper storage or refrigeration and tampering. Nursing mothers wishing to use the
designated room must request/reserve the room by signing out the conference room with the District
Operations Manager. Additional rules for use of the room and refrigerator storage are posted in the
room. Breaks of more than 20 minutes in length will be unpaid, and the employee should indicate this
break period on her time record. Additionally, Va. Code § 2.2-1147.1 (2002, 2015) guarantees a
woman the right to breastfeed her child in any place where the mother is lawfully present.
Drug and alcohol
LSWCD has a longstanding commitment to provide a safe and productive work environment. Alcohol
and drug abuse pose a threat to the health and safety of employees and to the District’s partners and
the public. For these reasons, LSWCD is committed to the elimination of drug and/or alcohol use and
abuse in the workplace.
Employees should report to work fit for duty and free of any adverse effects of illegal drugs or alcohol.
This policy does not prohibit employees from the lawful use and possession of prescribed medications.
Employees must, however, consult with their doctors about the medications’ effect on their fitness for
duty and ability to work safely and promptly disclose any work restrictions to their supervisor.
Employees should not disclose underlying medical conditions unless directed to do so by their
physician or as needed to exercise rights such as those provided under the Family and Medical Leave
Act.
LSWCD will assist and support employees who voluntarily seek help for such problems before
becoming subject to discipline and/or termination under this or other policies. Such employees may be
allowed to use accrued paid time off, placed on leaves of absence, referred to the Employee Assistance
Program (EAP) and otherwise accommodated as required by law. Such employees may be required to
document that they are successfully following prescribed treatment and to take and pass follow-up
tests if they hold jobs that are safety sensitive or that require driving or if they have violated this policy
previously.
Conflict of interest
District employees must avoid any relationship or activity that might impair, or even appear to impair,
their ability to make objective and fair decisions when performing their jobs. Additionally, District
property, information or other District related opportunities may not be used for personal gain.
Employees with a conflict-of-interest question should seek advice from the District Operations
Manager or the District Personnel Committee Chair. Before engaging in any activity, transaction or
relationship that might give rise to a conflict of interest, employees must seek review from the District
Operations Manager or the District Personnel Committee Chair.
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Secondary employment
An employee shall not engage in any employment, activity, or enterprise which has been or may be
determined to be inconsistent, incompatible or in conflict with duties, functions or responsibilities of
LSWCD employment.
No employee shall hold any other position in any other governmental jurisdiction or in private
employment when such other position may have the effect of reducing the efficiency of such
employee or creating a real or apparent conflict of interest.
An employee who wishes to accept outside employment in addition to his/her regular LSWCD position
shall inform the Chairman of the Personnel Committee. The LSWCD Board shall be informed of the
request for secondary employment and in cases of real or apparent conflict of interest, shall render a
final decision. This decision shall be binding upon the employee, subject to his/her rights of appeal
Gifts and Gratuities
An employee shall not accept tips, gratuities, or loans from organizations, business concerns, or
individuals with whom he/she has official relationships on LSWCD business.
These limitations are not intended to prohibit the acceptance of low value articles which are
distributed generally or to prohibit employees from accepting social courtesies which promote good
District public relations, or to prohibit employees from obtaining loans from regular lending
institutions.
Solicitation
There shall be no solicitation by private, political, or civic groups in or around LSWCDowned/rented/leased buildings and property except for solicitations authorized by the LSWCD Board
and approved for optional payroll deductions.
Attire and Grooming
It is important for all employees to project a professional image while at work by being appropriately
attired. LSWCD employees are expected to be neat, clean and well groomed while on the job. Clothing
must be consistent with the standards for a business environment and must be appropriate to the type
of work being performed.
LSWCD is confident that employees will use their best judgment regarding attire and appearance.
Management reserves the right to determine appropriateness. Any employee who is improperly
dressed will be counseled or in severe cases may be sent home to change clothes. Continued disregard
of this policy may be cause for disciplinary action.
Employment of relatives
The District wants to ensure that its employment practices do not create situations such as conflict of
interest or favoritism. This extends to practices that involve employee hiring, promotion and transfer.
Close relatives, partners, those in a dating relationship or members of the same household are not
permitted to be in positions that have a reporting responsibility to each other. Close relatives are
defined as husband, wife, domestic partner, father, mother, father-in-law, mother-in law, grandfather,
grandmother, son, son-in-law, daughter, daughter-in law, uncle, aunt, nephew, niece, brother, sister,
brother-in-law, sister-in-law, step relatives, cousins and domestic partner relatives.
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If employees begin a dating relationship or become relatives, partners or members of the same
household and if one party is in a supervisory position, that person is required to inform District
Operations Manager/Board Chairman of the relationship.
The District reserves the right to apply this policy to situations where there is a conflict or the potential
for conflict because of the relationship between employees, even if there is no direct-reporting
relationship or authority involved. It shall be the policy of the LSWCD to consider the employment of
relatives of either Directors or staff on a case by case basis in order to ensure that there is no conflict
of interest involved and that such employment is in the best interest of the LSWCD.
Electronic Communication and Internet Use
The following guidelines have been established for using the Internet, District-provided cell phones
and e-mail in an appropriate, ethical and professional manner:


Internet, District-provided equipment (e.g., cell phone, laptops, computers) and services may
not be used for transmitting, retrieving or storing any communications of a defamatory,
discriminatory, harassing or pornographic nature.



The following actions are forbidden: using disparaging, abusive, profane or offensive language;
creating, viewing or displaying materials that might adversely or negatively reflect upon
LSWCD or be contrary to the District’s best interests; and engaging in any illegal activities,
including piracy, cracking, hacking, extortion, blackmail, copyright infringement, and
unauthorized access of any computers and District-provided equipment such as cell phones
and laptops.



Employees may not copy, retrieve, modify or forward copyrighted materials, except with
permission or as a single copy to reference only.



Employees must not use the system in a way that disrupts its use by others. Employees must
not send or receive large files that could be saved/transferred via thumb drives. Employees are
prohibited from sending or receiving files that are not related to work.



Employees should not open suspicious e-mails, pop-ups or downloads. Contact your supervisor
or the District Operations Manager with any questions or concerns to reduce the release of
viruses or to contain viruses immediately.



Internal and external e-mails are considered business records and may be subject to discovery
in the event of litigation. Be aware of this possibility when sending e-mail within and outside
the District.

Right to Monitor
All District-supplied technology and District-related work records belong to the District and not to the
employee. LSWCD routinely monitors use of District-supplied technology. Inappropriate or illegal use or
communications may be subject to disciplinary action up to and including termination of employment.
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Disciplinary policy
The discipline policy and procedures are designed to provide a structured corrective action process to
address undesirable job related employee performance, behavior, conduct or attendance. The Loudoun
Soil and Water Conservation District (LSWCD) reserves the right to combine or skip steps depending on the
facts and circumstances of each situation and the nature of the offense. The level of disciplinary
intervention may also vary. Some of the factors that may be considered are whether the behavior and
performance issues are repeated despite coaching, counseling or training; the employee’s work record;
and the impact the conduct and performance issues have on the District, District operations, programs or
events, employees, partner or regulatory agencies; program participants, or citizens.
Procedures
Step 1: Counseling and/or Verbal Warning
Step 1 creates an opportunity to schedule a meeting with the employee for the purpose of bringing
attention to the employee’s existing performance, behavior, conduct or attendance issue. This
meeting will include discussion of the nature of the problem, including any violation of policies and
procedures, as well as impact and corrective steps prescribed or agreed to for resolution. Discussion
during this meeting will clearly describe the performance and outcome expectations as well as any
prescribed corrective steps the employee must take to improve performance or resolve the issue.
Within five business days of this meeting, the District’s representative (e.g. District Operations
Manager, Personnel Committee Chair, etc.) will prepare written documentation of the Step 1 meeting.
The employee will be asked to sign this document to demonstrate their understanding of the issue,
expectations, and the prescribed or agreed to corrective steps. The employee will be provided with a
copy of the signed document. If necessary, an additional meeting will be scheduled to facilitate
resolution.
Step 2: Written Warning
Although LSWCD hopes that the employee will promptly correct any identified or communicated
performance, behavior, conduct or attendance issues, LSWCD recognizes that this may not always
occur. Additionally, the nature, consequences, and/or impact of an employee’s performance, behavior,
conduct or attendance may warrant a more formal disciplinary response. Step 2: Written Warning
involves more formal documentation of the performance, behavior, conduct or attendance issues as
well as corrective steps and consequences.
In the event Step 2 proves necessary and/or appropriate for addressing performance, behavior,
conduct or attendance issues, the Personnel Committee Chair or designee will meet with the
employee to review incidents or information about the performance, conduct or attendance issues. If
Step 2 is result of a failed Step 1, the discussion will also include prior relevant corrective action
discussions or plans. The Step 2 meeting discussion will also outline the consequences for the
employee of his or her continued failure to meet performance, behavior, conduct or attendance
expectations.
Step 3: Performance Improvement Plan
While the LSWCD’s hope would be for the swift resolution of performance, behavior, conduct or
attendance issues, LSWCD recognizes that this may not always occur. Additionally, the nature,
consequences, and/or impact of an employee’s performance, behavior, conduct or attendance may
warrant a more formal response. Step 3: Performance Improvement Plan involves a formal written
performance improvement plan (PIP).
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A PIP will outline the performance and outcome expectations as well as any prescribed corrective
steps the employee must take to improve performance or resolve the issue and require the
employee’s immediate and sustained corrective actions. A PIP will be issued within five business days
of a Step 3 meeting. The PIP will also include a written warning indicating that the employee may be
subject to additional disciplinary action up to and including termination if immediate and sustained
corrective action is not taken. The PIP will be signed by the employee’s immediate supervisor and the
Personnel Committee Chair or designee and the employee. The employee will be provided with a copy
of the signed PIP document.
Step 4: Suspension and Final Written Warning
In the event step 4 proves necessary and/or appropriate for addressing performance, behavior,
conduct or attendance issues, the Personnel Committee Chair or designee will meet with the
employee to review incidents or information about the performance, behavior, conduct or attendance
issues. The Step 4 meeting discussion will outline the issues, if applicable identify any steps and actions
taken to date to resolve the identified issues, and will include discussion of the consequences for the
employee of his or her continued failure to meet performance, behavior, conduct or attendance
expectations. A formal written warning identifying and requiring the employee’s immediate corrective
action will be issued during the Step 4 meeting. The written warning will include a statement of final
written warning and advise that the employee may be subject to termination if immediate and
sustained corrective action is not taken. If applicable, at the conclusion of the Step 4 meeting the
employee will be notified of suspension, including written notification. The Personnel Committee Chair
or designee and the employee will sign the written notice of suspension and the final written warning.
The employee will be provided with copies of the signed documents. Employees may not substitute or
use any type of accrued paid leave (e.g. annual, sick, etc.) in lieu of the unpaid suspension.
There may be performance, behavior, conduct, or safety incidents so problematic and harmful that the
most effective action may be the temporary removal of the employee from the workplace. When
immediate action is necessary to ensure the safety of the employee or others, the immediate
supervisor may send the employee home for the remainder of the workday with pay. If it is
determined that extended suspension is necessary, with approval from the District Chair, the
Personnel Committee Chair may suspend the employee in full day increments without pay pending the
results of an investigation. Pay may be restored to the employee if an investigation of the incident or
infraction absolves the employee. In the event an investigation is necessary, the investigation will be
undertaken by the District Chair or the Personnel Committee Chair or designee and completed within
three (3) business days of the incident. Written notification of findings will be provided to the
employee within two (2) business days. Employees may not substitute or use any type of accrued paid
leave (e.g. annual, sick, etc.) in lieu of the unpaid suspension.
Suspensions that are recommended as part of the normal progression of this progressive discipline
policy and procedure are subject to approval from the District Chair and the Personnel Committee
Chair. Depending on the seriousness of the infraction, the employee may be suspended without pay in
full-day increments consistent with federal, state and local wage-and-hour employment laws.
Employees may not substitute or use any type of accrued paid leave (e.g. annual, sick, etc.) in lieu of
the unpaid suspension. Due to Fair Labor Standards Act (FLSA) compliance issues, unpaid suspension of
exempt employees is reserved for serious workplace safety or conduct issues. The Personnel
Committee will provide guidance so that the discipline is administered without jeopardizing the FLSA
exemption status.
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Step 5: Recommendation for termination of employment
The last and most serious step in the progressive discipline procedure is a recommendation to
terminate employment. Generally, LSWCD will try to exercise the progressive nature of this policy by
first providing documented verbal counseling and warnings, a written warning, a final warning or a
suspension from the workplace before proceeding to a recommendation to terminate employment.
However, LSWCD reserves the right to combine and skip steps depending on the circumstances of each
situation and the nature of the offense. Furthermore, employees of the LSWCD are at-will employees
who may be terminated without prior notice or disciplinary action. Recommendation to terminate
employment must be approved by District Board at a specially called meeting of the District Board.
Upon Board approval, the employee will be notified, including written notification.

Appeal Process
Employees may use the LSWCD grievance process to appeal disciplinary action and to present
additional information that may challenge information the LSWCD has used to issue disciplinary action.
While employees are expected to fully engage and participate in the disciplinary process during the
disciplinary step meeting(s), if the employee does not present relevant information during any of the
step meetings, the employee may use the grievance process to present such relevant information that
may provide insight into extenuating circumstances that may have contributed to the employee’s,
behavior, conduct, or attendance issues while allowing for an equitable solution.

Performance and Conduct Issues Not Subject to Progressive Discipline
Behavior that is illegal is not subject to progressive discipline, may be grounds for immediate
termination, and such behavior may be reported to local law enforcement authorities.
Similarly, theft, substance abuse, intoxication, fighting and other acts of violence at work are also not
subject to progressive discipline and may be grounds for immediate termination.

Documentation
The employee will be provided copies of all progressive discipline documentation, including all PIPs.
The employee will be asked to sign copies of this documentation attesting to his or her receipt and
understanding of the corrective action outlined in these documents. Copies of these documents will be
placed in the employee’s official personnel file.

Important note: Nothing in this policy provides any contractual rights regarding employee discipline or
counseling, nor should anything in this policy be read or construed as modifying or altering the
employment-at-will relationship between LSWCD and its employees
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Grievance policy
While the employees of LSWCD are at-will employees, the Loudoun Soil & Water Conservation District
(LSWCD) provides non-probationary permanent employees with a grievance process to voice concerns
and assist with resolution of expressed concerns. The purpose of the grievance process is to provide a
prompt and orderly method for the resolution of grievances initiated by non-probationary permanent
LCSWD employees. The District recognizes that situations may occur where an employee believes that
the application of a policy or practice affecting him or her has not been followed fairly or consistently.
In most cases, LSWCD expects that the employee would address such concerns the involved person(s).
However, when a concern has not been resolved satisfactorily with the involved person(s), the District
wishes to provide employees an alternative process to seek resolution. No employee shall be
subjected to retaliation, discrimination or adverse treatment for participating in any phase of the
grievance process and procedures.
Key Points of Contact:
 Loudoun Soil & Water Conservation District Operations Manager
 Loudoun Soil & Water Conservation District Chairman
 Loudoun Soil & Water Conservation District Personnel Committee Chair
 Loudoun Soil & Water Conservation District Personnel Committee
 Loudoun Soil & Water Conservation District Board (elected and appointed members)
Definition of a Grievance:
Concern, complaint or dispute initiated by a non-probationary permanent employee that pertains
directly and personally to the employee’s own employment with the LSWCD. Such concern, complaint
or dispute may include one or more of the following, or any other grievable issue of concern to the
employee:
 Disciplinary actions, including formal and informal actions
 Application or violation of LSWCD personnel policies, rules, regulations and practices
 Discrimination based on disability, race, national origin, sex/gender, color, creed, age,
religion, veteran status, pregnancy, or other legally protected category characteristic
 Acts of retaliation as the result of the use of or the participation in the grievance
procedure, or because the employee has complied with any law of the United States or of
the Commonwealth of Virginia, has reported any violation of such law to a governmental
authority, has sought any change in law before the United States Congress or the General
Assembly of Virginia, has reported an incident of fraud, abuse, or gross mismanagement;
or has exercised rights protected by law.
Rights and prerogatives reserved the District as an employer with the duty and responsibility to carry
out the operational functions and requirements incumbent on a SWCD are not grievable by an
employee:
 Establishment and revision of wages, salaries, job classifications, job descriptions, work
hours, work locations, work schedules, allocation of work duties, work resources such as
tools and equipment used in the performance of job duties, provided training and career
development, and general benefits
 Assignment of duties and responsibilities that are inherently and/or reasonably part of the
job content or support the LSWCD goals and operational needs, including ht relief of duties
in emergencies
 Supervision of the employee unless supervisory action conflicts with a local, state or
federal law or regulation
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The hiring, promotion, transfer, assignment and retention of employees except where
employee can show that established policies or procedures were not followed or applied
fairly
District assessment of the employee’s job performance or professional competencies
unless there is a material error in the feedback, data or supporting documents or the
appraisal is lacking substantiated objective supporting facts.
The contents of ordinances, statutes, or regulations incumbent on the LSWCD
LSWCD established personnel policies, procedures, rules, regulations and practices unless
it is in conflict with a local, state or federal law or regulation
The hiring, promotion, transfer, assignment, retention or termination unless such action
conflicts with a local, state or federal law or regulation

Key Steps and Timelines in the Grievance Process:
Trigger Date
The date the incident occurred, or the date the aggrieved employee knew/ became aware of the
incident.
Informal Step
The aggrieved employee is encouraged to talk with the District Operations Manager for assistance with
the resolution of action(s) resulting in the employee’s concern and serving as basis for possible
grievance action within 14 days of the incident. The District Operations Manager will then forward this
concern to the District Personnel Committee. It is the policy of the LSWCD that any employee shall be
able to discuss freely and without retaliation work-related concerns with the District Operations
Manager and other involved LSWCD staff and members of LSWCD Board in an attempt to resolve
problems informally.
Filing Date (Challenge Date) - Initial Notification to LSWCD
If the aggrieved employee is unable to resolve their concerns with the involved person(s) or their
supervisor, the aggrieved employee must present written notification (Form EG) detailing the
grievance to the LCSWD Operations Manager or LCSWD Chairman within 30 calendar days of the date
of the incident occurred, or within 30 calendar days of the date the aggrieved employee knew/became
aware of the incident. Employees may submit notification of their grievance to the LSWCD Operations
Manager who will promptly notify the Personnel Committee Chair of the grievance. Employees have
the option to submit notification of their grievance to the LSWCD Chairman who will who will promptly
notify the Personnel Committee Chair of the grievance. Initial notification must be written and
presented to the LSWCD within 30 calendars days of the date the incident occurred or within 30
calendar days of the date the employee knew/became aware of the incident.
LSWCD Notification
The employee grievance will be presented to the Personnel Committee Chair within 5 business days of
the date the employee filed the grievance. The Personnel Committee Chair, or their designee, will
coordinate a face-to-face meeting between the Personnel Committee Chair and the aggrieved
employee.
Face-to-face Meeting
The Personnel Committee Chair will meet with the aggrieved employee within 7 business days of the
date the Personnel Committee Chair received notification of the grievance for the following purposes:
hearing the aggrieved employee’s details, including facts and relevant documentation, that form the
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basis of the grievance; allowing the aggrieved employee to identify (if known) any policies and
regulations allegedly violated; allowing the aggrieved employee to identify the names of parties that
were witness to or may have information relevant to the grievance; receiving copies of any supporting
or otherwise relevant documentation and materials; and to identify what resolution the aggrieved
employee is seeking. The Personnel Committee Chair will be responsible for ensuring the aggrieved
employee has completed the first informal step in the process and for making an initial determination
for referring the aggrieved employee to the first step, or moving forward with the grievance process.
The Personnel Committee Chair will also be responsible for an initial determination whether or not the
incident qualifies as a grievable matter. Should the Personnel Committee Chair determine that the
cited incident is not grievable, a memo will be drafted and presented to the aggrieved employee
designating the incident as ineligible for the grievance process and include reason for the nongrievable status within 3 business days of the face-to-face meeting. If the incident is found to be
grievable, the Personnel Committee Chair shall advance the grievance to the investigation step. Should
the Personnel Committee Chair be unavailable during this period of time, the face-to-face
responsibilities will fall to the District Chair.
Investigation
The Personnel Committee Chair, or a designee member of the Personnel Committee, shall undertake
and complete as thorough and objective investigation of the grievance as possible within 10 business
days of the face-to-face meeting with the aggrieved employee. The Personnel Committee Chair, or a
designee member of the Personnel Committee, shall keep the investigation as confidential as possible
in the given circumstances and shall advise participants in the process to similarly maintain
confidentiality. The nature of the investigation will be dependent on each specific grievance.
Investigation may include interviews with identified or alleged witnesses; interviews with parties
identified or alleged to have knowledge relevant to the grievance; collection of physical evidentiary
materials (e.g. electronic communications, electronic documents, hard-copy documents, pictures, etc.)
with alleged relevance to the grievance; collection and review of applicable LSWCD, local, state and/or
federal practices, policies, rules, regulations, or laws relevant to the grievance; or other activities
deemed important to ascertaining facts and determining a resolution.
Findings
The Personnel Committee Chair will consider and review all information and materials from the
investigation process (and may include the Personnel Committee in the process), prepare a record of
findings and any resulting actions that LSWCD is prepared to undertake in response to the findings
(conditioned on LSWCD Board approval), and communicate the findings to the aggrieved employee
within 5 business days of the close of the investigation period. The findings report contents may vary
and will be dependent on each specific grievance. Typically the findings report shall include the
following: identify the aggrieved employee and the investigator(s); cite the incident being investigated
including details such as the date(s), time(s), location(s), etc.; cite any alleged violations of LSWCD,
local, state or federal practices, policies, rules, regulations, or laws; identify the individuals involved in
the incident(s) resulting in the grievance; identify the individuals involved in the investigation; identify
any evidentiary materials presented or collected; summarize each witness/participant’s statements;
summarize key factual findings; summarize conclusions; summarize any issues that could not be
resolved; summarize action/resolution LSWCD is prepared to undertake conditioned on LSWCD Board
approval. Should the Personnel Committee Chair be unavailable during this period of time, the findings
responsibilities will fall to the Personnel Committee.
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Aggrieved Employee Appeal
The aggrieved employee will review the findings and the actions the LSWCD is prepared to undertake.
Should the aggrieved employee be dissatisfied with the finding and resolution, the aggrieved employee
may file a written request to appeal with the Personnel Committee Chair within 5 business days of the
date the employee was presented with the findings. The Personnel Committee Chair will notify the
LSWCD Chair within 5 business days of the receipt of the written appeal request.
Findings Reviewed on Appeal
Upon notification of an employee’s written appeal request, the District Chair will review the grievance,
investigation and all the data and materials collected or presented and make a determination to
uphold or revise the action/resolution that was presented in the findings. Should the District Chair
seek to revise the action/resolution findings, the District Chair will work with the Personnel Committee
Chair and the Personnel Committee to revise the action/resolution. The District Chair’s determination
will be communicated in writing to the aggrieved employee within 5 business days of the receipt of the
employee’s written appeal request. Actions and resolutions resulting from appeal are conditioned on
LSWCD Board approval.
Aggrieved Employee Final Appeal
The aggrieved employee will review the District Chair’s written determination. Should the aggrieved
employee be dissatisfied with the District Chair’s written determination, the aggrieved employee may
file a written request to appeal with the Personnel Committee Chair within 5 business days of the date
the employee was presented with the determination. The Personnel Committee Chair will notify the
LSWCD Board within 5 business days of the receipt of the written appeal request.
Final Appeal Process
Upon written notification of an employee’s appeal request, the Personnel Committee Chair will
coordinate a face-to-face meeting with the aggrieved employee and the LSWCD Board (elected and
appointed members). The face-to-face meeting will be private and for the purpose of the aggrieved
employee presenting their grievance, including any witnesses or persons with direct knowledge
relevant to the incident instigating the grievance as well as any supporting materials, and the
resolution being sought to the LSWCD Board members. Following the aggrieved employee’s private
face-to-face meeting, the Personnel Committee Chair will have the responsibility for representing the
investigation and findings to the LSWCD Board members. The LSWCD Board members will have the
responsibility for making a final determination on the resolution of the grievance. At the conclusion of
the final appeal face-to-face meeting, the LSWCD Board members will deliberate and make a final
determination on the grievance’s resolution based on the facts, materials and representations
presented at the private face-to-face meeting. The LSWCD Board’s determination will not be subject
to review under any other grievance procedure. The LSWCD Board’s final determination will be
written and communicated to the aggrieved employee within 3 business days of the final appeal faceto-face meeting.
NOTES:
 Time intervals specified in the “Key steps and timelines in the Grievance Process” may be extended by
mutual consent. Mutual consent must be in written form and contain the process and time period being
extended as well as the signatures of the aggrieved employee and the Personnel Committee Chair or the
LSWCD Chair.
 Any gender reference is intended to be inclusive of all genders and is not exclusive in any way.
 When a deadline includes or falls on an LSWCD observed holiday that day shall not be counted in the
timeline.
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 As far as practical, all activities related to the grievance process shall occur within LSWCD’s normal hours of
operation.
 Witnesses or persons with knowledge relevant to the grievance may only be present while providing
information.
 The District shall not be held liable for any type of expenses related to the grievance and appeals processes
incurred by the aggrieved employee.
 Title 2.2 Administration of Government: Chapter 29 Virginia Personnel Act: Grievance Procedures: § 2.22905. Certain officers and employees exempt from chapter. The provisions of this chapter shall not apply to:
…12. County, city, town, and district officers, deputies, assistants, and employees; § 2.2-3002. Exemptions
from chapter. The provisions of this chapter shall not apply to: 4. Employees in positions designated in 2.22905 as exempt from the Virginia Personnel Act ( 2.2-2900 et seq.).
 § 10.1-538. District is political subdivision. A soil and water conservation district organized under the
provisions of this article shall constitute a political subdivision of this Commonwealth.

Termination
Termination of employment with an organization can occur for several different reasons.


Resignation: Although the District hopes your employment with the District will be a mutually
rewarding experience, we understand that varying circumstances cause employees to
voluntarily resign employment. Resigning employees are strongly encouraged to provide two
weeks’ notice, preferably in writing, to facilitate a smooth transition out of the organization.
Supervisory employees who are resigned are strongly encouraged to provide one month
notice, preferably in writing, to facilitate a smooth transition out of the organization.
Management reserves the right to provide an employee with two weeks’ pay in lieu of notice
in situations where job or business needs warrant such action. If an employee provides less
notice than requested, the employer may deem the individual to be ineligible for rehire
depending on the circumstances regarding the notice given.
If an employee voluntarily terminates employment and does not give the requested amount of
notification, the annual leave payout of accrued but unused hours may be reduced by the
same number of days not given as notification.



Retirement: Employees who wish to retire are requested to notify the District Operations
Manager in writing at least one month prior to their planned retirement date. Employees are
also required to submit an application and other required documentation at least 60 days and
not more than 120 days before their planned retirement date. Through the Loudoun County
Administration, the required paperwork will be certified and submitted to the Virginia
Retirement System (VRS), which provides varying defined benefits and requires both an
employer and employee contribution as determined by the Virginia State Legislature. LSWCD
also participates in the Federal Social Security Program which also requires both an employer
and employer contribution as determined by the Internal Revenue Code. Additional
information on VRS and the retirement processes is available online:
http://www.varetire.org/members/.
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Job abandonment: Employees who fail to report to work or contact the District Operations
Manager for three (3) consecutive workdays shall be considered to have abandoned the job
without notice, effective at the end of their normal work hours on the third day. The District
Operations Manager shall notify the District Chairman at the expiration of the third workday
and initiate the paperwork to terminate the employee. Employees who are separated due to
job abandonment are ineligible to receive accrued benefits and are ineligible for rehire.



Termination: District employees are employed on an at-will basis, and the District retains the
right to terminate an employee at any time, with or without cause, and with or without notice.

Return of District Property
The separating employee is required to return all District property at the time of separation and no
later than by the close of business on the last day of employment. Failure to return all items in good
working condition may result in charges to the employee. The separating employee will be presented
with an itemized statement of missing or items in disrepair and associated costs. The separating
employee will be required to review and sign the itemized statement. The employee may elect to pay
the charges by check or authorize the charges be deducted from the final pay check (employee must
sign the itemized statement and indicate in their own handwriting that the charges should be withheld
from the final pay check).
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Job descriptions


Conservation Specialist II (part-time)



Conservation Specialist III (full-time)



District Financial Officer (part-time)



District Operations Manager (full-time)



Outreach Specialist (part-time)



Program Assistant (part-time)



Urban/Ag Conservationist (full-time)
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CONSERVATION SPECIALIST II (PART-TIME)
GENERAL DEFINITION OF WORK:
The Conservation Specialist II performs professional and technical work relative to the promotion of the
Virginia Agricultural Best Management Practices (BMPs) programs for the Loudoun Soil and Water
Conservation District (SWCD); provides technical assistance in carrying out implementation plans; performs onsite inspections to determine feasibility of conservation measures in the urban and agricultural community.
Work is performed under the general supervision of the Loudoun SWCD Board of Directors with administrative
direction by the District Operations Manager.
ESSENTIAL FUNCTIONS/TYPICAL TASKS























Promotes the installation of the Virginia Agricultural Best Management Practices Cost Share Program
within the District.
Prepares and maintains appropriate BMP documentation (i.e.,cost-share request forms, nutrient
application records sheets, cultural resources, environmental evaluations, etc.)
Provides technical assistance as necessary for the installation/construction of said BMPs.
Maintains accurate records to ensure proper handling and tracking of applications, information and
records pertaining to each BMP.
Ensures adherence to cost-share guidelines and NRCS specifications throughout the installation and
lifespan of BMPs.
Ensure cost-share applications meet Virginia cost-share program guidelines and requirements.
Prepares and maintains files of BMP cost share request forms.
Assists landowners with preparation of maps (GIS maps, FSA maps, soils maps, and others) for farm
planning purposes.
Assists with soil loss calculations and layout design, construction and inspection
Develops conservation plans for landowners and farmers.
Determines cost-share figures, prepares reports, and prepares files for payment.
Provides technical, agricultural, and engineering assistance for the preparation of engineering designs
for structural practices.
Consults with landowners needing technical advice on soil and water conservation practices.
Demonstrates to landowners the effectiveness and value of conservation practices in reducing erosion
and controlling runoff and pollutants.
Assists with developing and implementing strategies to educate the public concerning soil and water
conservation, nonpoint source pollution problems, practices, and programs.
Assists with the development of news releases, promotional information, educational brochures, and
advertisements specific to the Virginia Ag BMP Cost-Share Program.
Serves as the designated Secretary to the Technical Review Committee.
Provides requested cost-share information for District reports.
Supports the Treasurer by providing quality control/quality assurance measures for cost-share
payment submissions.
Establishes and maintains effective working relationships with landowners, land users, associates,
government officials, and the general public.
Attends monthly SWCD Board meetings, staff meetings, and relevant inter-agency meetings, training,
and workshops.
Assists with and complete other tasks as assigned by the District Board.
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KNOWLEDGE, SKILLS, AND ABILITIES:














Thorough knowledge of the principles, practices and techniques of soil and water conservation in rural
and urban areas.
Interpret and apply technical standards and program policies, procedures, guidelines, ordinances, and
regulations pertaining to soil and water conservation and land development and management.
Maintain general knowledge of all local, state, and federal conservation programs and policies.
Able to review and advise others concerning agricultural management and conservation plans
Able to plan, organize, and carry out projects effectively.
Able to communicate effectively both orally and in writing.
Able to use soil surveys, maps, aerial photography, and digital geographic information systems to
determine acreage, distances, and ground elevations for land use planning and engineering
conservation practices. Experience with GIS a plus.
Knowledge of Best Management Practices for reduction of non-point source pollution.
Proficient in Microsoft Office computer programs.
Able to work independently as a self starter and manage time in an efficient manner.
Maintain effective working relationships in a team environment.
Coordinate work with other staff, agencies, and organizations.
Able to occasionally work extended, evening, and/or weekend hours, and occasionally travel out of
town for training and meetings, sometimes overnight.

EDUCATION AND EXPERIENCE:



An associate’s or higher degree in a field related to agriculture, agronomy, natural resources,
environmental studies and/or equivalent experience.
An understanding of Virginia Agricultural Best Management Practices and Cost-share program
preferred.

PHYSICAL REQUIREMENTS:





Work is subject to inside and outside environmental conditions.
Tasks involve frequent walking over difficult terrain, lifting and carrying moderate weight (25 lbs.) and
exposure to adverse weather conditions.
Operation of survey equipment may be required.
Tasks require alertness to avoid potentially hazardous conditions.

SPECIAL REQUIREMENTS:





Possession of valid Virginia driver’s license and demonstrate a safe driving record.
Complete a federal background check; drug testing may be required.
Successful completion of NRCS Level 1 Basic Planning Certification with completion of higher levels
expected.
Obtain and maintain other appropriate certifications as directed by the District Board.

Updated 01-June-2015

Page 41 of 65

Loudoun Soil and Water Conservation District Personnel Policies
CONSERVATION SPECIALIST III (FULL-TIME)
GENERAL DEFINITION OF WORK:
The Conservation Specialist III performs professional and technical work relative to the promotion of the
Virginia Agricultural Best Management Practices (BMPs) programs for the Loudoun Soil and Water
Conservation District (SWCD); provides technical assistance in carrying out implementation plans; performs onsite inspections to determine feasibility of conservation measures in the urban and agricultural community.
Work is performed under the general supervision of the Loudoun SWCD Board of Directors with administrative
direction by the District Operations Manager.
ESSENTIAL FUNCTIONS/TYPICAL TASKS




















Promotes the installation of the Virginia Agricultural Best Management Practices Cost Share Program
within the District.
Prepares and maintains appropriate BMP documentation (i.e., cost-share request forms, nutrient
application records sheets, cultural resources, environmental evaluations, etc.)
Provides technical assistance as necessary for the installation/construction of said BMPs.
Maintains accurate records to ensure proper handling and tracking of applications, information and
records pertaining to each BMP.
Ensures adherence to cost-share guidelines and NRCS specifications throughout the installation and
lifespan of BMPs.
Evaluates cost-share applications for need and feasibility.
Assists landowners with preparation of maps (GIS maps, FSA maps, soils maps, and others) for farm
planning purposes.
Assists with soil loss calculations and layout design, construction and inspection
Develops conservation plans for landowners and farmers.
Determines cost-share figures, prepares reports, and prepares files for payment.
Provides technical, agricultural, and engineering assistance for the preparation of engineering designs
for structural practices.
Consults with landowners needing technical advice on soil and water conservation practices.
Demonstrates to landowners the effectiveness and value of conservation practices in reducing erosion
and controlling runoff and pollutants.
Assists with developing and implementing strategies to educate the public concerning soil and water
conservation, nonpoint source pollution problems, practices, and programs.
Provides requested cost-share information for District reports.
Assists citizens by providing District information, explaining goals and objectives, identifying
appropriate conservation awards programs and prepares nominations and presentations.
Establishes and maintains effective working relationships with landowners, land users, associates,
government officials, and the general public.
Attends monthly SWCD Board meetings, staff meetings, and relevant inter-agency meetings, training,
and workshops.
Assists with and complete other tasks as assigned by the District Board.
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KNOWLEDGE, SKILLS, AND ABILITIES:














Thorough knowledge of the principles, practices and techniques of soil and water conservation in rural
and urban areas.
Interpret and apply technical standards and program policies, procedures, guidelines, ordinances, and
regulations pertaining to soil and water conservation and land development and management.
Able to review and advise others concerning agricultural management and conservation plans.
Maintains general knowledge of all local, state, and federal conservation programs and policies.
Able to plan, organize, and carry out projects effectively.
Able to communicate effectively both orally and in writing.
Able to use soil surveys, maps, aerial photography, and digital geographic information systems to
determine acreage, distances, and ground elevations for land use planning and engineering
conservation practices. Experience with GIS a plus.
Knowledge of Best Management Practices for reduction of non-point source pollution.
Proficient in Microsoft Office computer programs.
Able to work independently as a self starter and manage time in an efficient manner.
Maintain effective working relationships in a team environment.
Coordinate work with other staff, agencies, and organizations.
Able to occasionally work extended, evening, and/or weekend hours, and occasionally travel out of
town for training and meetings, sometimes overnight.

EDUCATION AND EXPERIENCE:



A bachelor’s or higher degree in a field related to agriculture, agronomy, natural resources,
environmental studies and/or equivalent experience.
An understanding of Virginia Agricultural Best Management Practices and Cost-share program
preferred.

PHYSICAL REQUIREMENTS:





Work is subject to inside and outside environmental conditions.
Tasks involve frequent walking over difficult terrain, lifting and carrying moderate weight (25 lbs.) and
exposure to adverse weather conditions.
Operation of survey equipment may be required.
Tasks require alertness to avoid potentially hazardous conditions.

SPECIAL REQUIREMENTS:





Possession of valid Virginia driver’s license and demonstrate a safe driving record.
Complete a federal background check; drug testing may be required.
Successful completion of NRCS Level 3 Basic Planning Certification.
Obtain and maintain other appropriate certifications as directed by the District Board.
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DISTRICT FINANCIAL OFFICER (PART-TIME)
GENERAL DEFINITION OF WORK:
The District Financial Officer performs professional work for the preparation and maintenance of District
financial records. This position prepares monthly update of District finances to the District Board, prepares
annual budget request to Loudoun County Government; advises the District Board in relation to financial
management. The Deputy Treasurer completes reports that maintain compliance with DCR Operating and
Cost-share grants. Work is performed under the general supervision of the Loudoun SWCD Board of Directors,
with administrative direction by the District Operations Manager.
ESSENTIAL FUNCTIONS/TYPICAL TASKS















Serves as financial liaison between the District Board and other agencies.
Performs a variety of general accounting/bookkeeping functions, such as writing journal entries to
general ledger, processing NSF/stop payment checks, balancing accounts and general ledger,
reconciling spreadsheets/reports and bank statements, researching financial discrepancies, calculating
data, maintaining, generating or submitting financial reports.
Prepares district’s budget request to the County.
Analyzes, tracks, and reviews general ledger activities to include expenditure/revenue/balance sheet
reports.
Performs financial analysis and budget forecasting; prepares complex financial reports in Quickbooks
for use at District and BOS presentations. Position requires bonding through the Virginia Department
of Conservation and Recreation, Division of Soil and Water Conservation.
Serves as signature authority for all financial activities for the district; checks accounts, bills, payroll,
cash deposits, etc.
Analyzes, tracks, and reviews budgeted revenue/expenditures; performs financial analysis and budget
forecasting; prepares complex financial spreadsheets and presentations.
Ensures District compliance with DCR grant agreements to include the distribution and tracking of all
funds.
Ensures adherence to all office and accounting/auditing principals, policies, and procedures.
Establishes and maintains effective working relationships with government officials, and the general
public.
Attends monthly SWCD Board meetings, staff meetings, and relevant inter-agency meetings, training,
and workshops.
Assists with and complete other tasks as assigned by the District Board.

KNOWLEDGE, SKILLS, AND ABILITIES:










Proficient in Quickbooks and Microsoft Office computer programs
Thorough knowledge of the theory, principles, methods and practices of accounting
Comprehensive knowledge of the District’s programs, services, and policies and program related
requirements.
Thorough knowledge of the laws, ordinances and regulations governing financial matters.
Thorough knowledge of Virginia Agricultural Best Management Practices Cost-Share Program; Virginia
Department of Conservation and Recreation requirements.
Able to prepare and maintain complex financial reports and records.
Able to research and prepare information for inclusion in program reports.
Able to effectively present Budget request to the County both orally and in writing.
Able to work independently as a self starter and manage time in an efficient manner
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Maintain effective working relationships in a team environment
Able to occasionally work extended, evening, and/or weekend hours, and occasionally travel out of
town for training and meetings, sometimes overnight.

EDUCATION AND EXPERIENCE:




An associate’s or higher degree with course work emphasis in business and/or accounting;
supplemented by three years previous experience in financial management; or any equivalent
combination of education, training, and experience which provides the requisite knowledge, skills, and
abilities to perform this job.
An understanding of Virginia Agricultural Best Management Practices and Cost-share program
preferred.

PHYSICAL REQUIREMENTS:



Work is subject to inside and outside environmental conditions.
Tasks involves frequent lifting and carrying moderate weight (15 lbs.).

SPECIAL REQUIREMENTS:




Possession of valid Virginia driver’s license and demonstrate a safe driving record.
Complete a federal background check; drug testing may be required.
Obtain and maintain other appropriate certifications as directed by the District Board.
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DISTRICT OPERATIONS MANAGER (FULL-TIME)
GENERAL DEFINITION OF WORK:
The District Operations Manager performs professional work related to the management of office operations.
This position provides leadership and assistance to the LSWCD Board of Directors in the day to day
coordination and direction of District operations. The incumbent assists the Directors in the development of
relevant policies and procedures and helps manage the District’s environmental education work. The position
requires the employee to exercise discretion or independent judgment. Work is performed under the general
supervision of the Loudoun SWCD Board of Directors.

ESSENTIAL FUNCTIONS/TYPICAL TASKS

























Assists Directors by providing administrative direction to District staff for day to day operations.
Assists Directors in developing and coordinating District policies and procedures
Assigns work to the Program Assistant and the part-time Outreach Specialist.
Serves as Board-appointed Secretary (e.g., prepares agendas and packets, prepare action items,
transcribes Board minutes, maintains official Board records).
In cooperation with various federal, state, regional agencies and groups, assess the need for
conservation work within the District and recommend actions and programs to meet these needs.
Administers all facets of the District's Time & Attendance (T&A) program, as well as associated
personnel action forms for all District staff.
Ensures District compliance with DCR operating grant agreement.
Ensures Memorandum of Understanding/Agreements with county, state, and federal agencies are
current, updated and implemented as required.
Oversees District compliance with Library of Virginia record retention schedule.
Performs District banking functions (deposits, bills, reimbursements, & invoice verification).
Assists the District Financial Officer with budget preparation for the District Board and the County
Budget request.
Assist with soliciting funds for special projects.
Organize the District’s Public Outreach efforts at public venues.
Develop and direct Annual Plan of Work; Assist with Strategic Plan. Ensures said documents are
followed and goals are met.
Coordinates staff participation in local and state programs to ensure District representation in local
and regional activities.
Maintain high quality environmental education program for elementary school teachers and
schoolchildren.
Promote conservation education initiatives endorsed by the District Board (Youth Conservation Camp,
Scholarships, Mini-grants, Earth Day, etc.)
Represent the District on key local and regional committees.
Perform as the District’s Public Information Officer, serve as the District webmaster.
Maintains District administrative files.
Composes routine correspondence and reports independently.
Establish and maintain effective working relationships with government officials, agency partners, and
the general public.
Attend monthly SWCD Board meetings, staff meetings, and relevant inter-agency meetings, training,
and workshops.
Assist with and complete other tasks as assigned by the District Board.
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KNOWLEDGE, SKILLS, AND ABILITIES:















Able to communicate effectively both orally and through written communication
Proficient in Microsoft Office and Adobe computer programs.
Comprehensive knowledge of the District’s programs, services, and policies and program related
requirements.
Knowledge of methods, procedures, and techniques of public or business administration.
Interpret and apply technical standards and program policies, procedures, and guidelines.
Experience developing and presenting programs to local youth/adults/committees and public relations
a plus.
Able to coordinate work with other staff, agencies, and organizations.
Deal effectively with the public.
Familiarity with Quickbooks
Able to research and prepare information for inclusion in program reports.
Able to work independently as a self starter and manage time in an efficient manner.
Multitask, prioritize, and stay organized in a fast paced environment.
Maintain effective working relationships in a team environment.
Able to occasionally work extended, evening, and/or weekend hours, and occasionally travel out of
town for training and meetings, sometimes overnight.

EDUCATION AND EXPERIENCE:




An associate’s or higher degree with course work emphasis in business; supplemented by three years
previous experience that includes administrative work; or any equivalent combination of education,
training, and experience which provides the requisite knowledge, skills, and abilities to perform this
job.
Managerial experience a plus.

PHYSICAL REQUIREMENTS:



Work is subject to inside and outside environmental conditions
Task involves frequent lifting and carrying moderate weight (15 lbs.).

SPECIAL REQUIREMENTS:




Possession of valid Virginia driver’s license and demonstrate a safe driving record.
Complete a federal background check; drug testing may be required.
Obtain and maintain other appropriate certifications as directed by the District Board.

Updated 01-June-2015

Page 47 of 65

Loudoun Soil and Water Conservation District Personnel Policies
OUTREACH SPECIALIST (PART-TIME)
GENERAL DEFINITION OF WORK:
The Outreach Specialist develops and presents environmental education programs for middle/high school
students and teachers to assist with the locality’s stormwater education needs. This position also assists with
other duties as assigned by the District Operations Manager. Work is performed under the general supervision
of the Loudoun SWCD Board of Directors with administrative direction by the District Operations Manager.

ESSENTIAL FUNCTIONS/TYPICAL TASKS













Conduct Outreach Education Programs to assist with the locality’s stormwater education needs.
Provide education reports as requested by the localities and the state.
Provide classroom presentations at middle and high schools.
Serve as a judge at the Regional Science Fair.
Coordinate and administer the District's mini-grant program for the schools.
Establish and sustain viable District participation in the Dominion Envirothon.
Participate as a counselor for Youth Conservation Camp.
Work with Loudoun County Public Schools on the Meaningful Watershed Experience Program
(MWEE).
Assist with District Public Outreach activities (e.g., exhibits, displays) at fairs, festivals, and meetings.
Attend monthly District Board meetings.
Occasionally work extended, evening, and/or weekend hours, and periodic travel out of town for
training and meetings (sometimes overnight).
Perform other duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES:






Able to communicate effectively both orally and through writing.
Knowledge of conservation issues related to water quality and the Chesapeake Bay.
Capable of developing and presenting age-appropriate education programs.
Proficient in Microsoft Office computer programs.
Maintain effective working relationships in a team environment.

EDUCATION AND EXPERIENCE:




Any combination of education and experience equivalent to graduation from high school
supplemented by college level courses in education or an environmental field.
Completion of Project WILD, WET, and LEARNING TREE a plus.
Marketing experience a plus.

PHYSICAL REQUIREMENTS:
 Work is subject to inside and outside environmental conditions.
 Tasks involve frequent lifting and carrying moderate weight (15 lbs.).
SPECIAL REQUIREMENTS:



Possession of a valid Virginia driver’s license and a safe driving record.
Complete a federal background check; drug testing may be required.
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PROGRAM ASSISTANT (PART-TIME)
GENERAL DEFINITION OF WORK:
The Program Assistant maintains the District Cooperator Database which outlines plan compliance in the Land
Use and Ag/Forestal districts. This position also assists with other duties as assigned by the District Operations
Manager. Work is performed under the general supervision of the Loudoun SWCD Board of Directors, with
administrative direction by the District Operations Manager.
ESSENTIAL FUNCTIONS/TYPICAL TASKS







Maintain District Cooperator Database to capture compliance with the plan requirement for the
County Land Use Tax Program.
Maintain District Cooperator files.
Assist the District Operations Manager with file compliance with the Library of Virginia Record
retention schedule
Transcribe staff meeting minutes.
Attend monthly District Board meetings
Perform other duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES:








Strong communication, computer, verbal and writing skills required.
Knowledge of the basic methods, procedures, and techniques of public or business administration.
Proficient in Microsoft Office computer programs.
Work independently as a self starter and manage time in an efficient manner.
Maintain effective working relationships in a team environment.
Apply office standards and program policies, procedures and guidelines to tasks as assigned.
Able to occasionally work extended, evening, and/or weekend hours, and occasionally travel out of
town for training and meetings, sometimes overnight.

EDUCATION AND EXPERIENCE:


Any combination of education and experience equivalent to graduation from high school
supplemented by college level courses in business, communications, education or related field and
experience.

SPECIAL REQUIREMENTS:



Possession of valid Virginia driver’s license and demonstrate a safe driving record.
Complete a federal background check; drug testing may be required.
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URBAN/AG CONSERVATIONIST (FULL-TIME)
GENERAL DEFINITION OF WORK:
The Urban/Ag Conservationist performs professional and technical work promoting the urban conservation
initiatives and the Virginia Agricultural Best Management Practices Cost Share Program; provides technical
assistance in carrying out implementation plans; performs on-site inspections to determine feasibility of
conservation measures in both the urban and agricultural community. Work is performed under the general
supervision of the Loudoun SWCD Board of Directors with administrative direction by the District Operations
Manager.
ESSENTIAL FUNCTIONS/TYPICAL TASKS

















▪

Identify agriculture and urban related water quality concerns throughout the District
Assist District landowners with plan development compliance with the Loudoun County Land Use Tax
and Ag and Forestal District Ordinances.
Implement program of conservation planning for District involvement in the Land Use Tax Assessment
Program.
Reviews land development referrals, ordinances, and area management plans following District Board
policies.
Promote urban conservation initiatives and the rural cost-share program and recruit participants
through contacts with the public.
Develop and deliver workshops, public education seminars, and outreach materials related to urban
conservation initiatives and the entire tax credit program.
Meet with landowners to discuss and examine water quality concerns.
Determine feasibility and effectiveness of rural and urban Best Management Practices (BMPs).
Produce the necessary documentation associated with the design and implementation of said BMPs.
Provide technical assistance as necessary for the installation/construction of referenced BMPs
Maintain accurate records to ensure proper handling and tracking of applications, information and
records pertaining to each BMP.
Ensure adherence to cost-share guidelines and NRCS specifications throughout the installation and
lifespan of BMPs.
Establish and manage all relevant tax credit programs.
Assist with District reports and data management.
Establish and maintain effective working relationships with landowners, land users, associates,
government officials, and the general public.
Attend monthly SWCD Board Meetings, staff meetings, and relevant inter-agency meetings, training,
and workshops.
Organize and present educational programs as needed.
Assist with and complete other tasks as assigned by the District Board.

KNOWLEDGE, SKILLS, AND ABILITIES:





General knowledge of the principles, practices and techniques of soil and water conservation in rural
and urban areas.
Interpret and apply technical standards and program policies, procedures, guidelines, ordinances, and
regulations pertaining to soil and water conservation and land development and management.
Maintain general knowledge of all local, state, and federal conservation programs and policies.
Plan, organize, and carry out projects effectively.
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Effectively communicate both orally and in writing.
Efficiently use soil surveys, maps, aerial photography, and digital geographic information systems to
determine acreage, distances, and ground elevations for land use planning and engineering
conservation practices. Experience with GIS a plus.
Knowledge of Best Management Practices for reduction of non-point source pollution.
Proficient in Microsoft Office computer programs
Able to work independently as a self starter and manage time efficiently.
Maintain effective working relationships in a team environment.
Coordinate work with other staff, agencies, and organizations.
Ability to occasionally work extended, evening, and/or weekend hours, and occasionally travel out of
town for training and meetings, sometimes overnight.

EDUCATION AND EXPERIENCE:



An associate’s or higher degree in a field related to agriculture, agronomy, natural resources,
environmental studies and/or equivalent experience.
An understanding of Loudoun County Land Use Tax Program and Best Management Practices and Costshare program preferred.

PHYSICAL REQUIREMENTS:





Work is subject to inside and outside environmental conditions.
Tasks involve frequent walking over difficult terrain, lifting and carrying moderate weight (25 lbs.) and
exposure to adverse weather conditions.
Operation of survey equipment may be required.
Tasks require alertness to avoid potentially hazardous conditions.

SPECIAL REQUIREMENTS:





Possession of valid Virginia driver’s license and demonstrate a safe driving record.
Complete a federal background check; drug testing may be required.
Successful completion of NRCS Conservation Planner Certification with completion of higher levels
expected.
Obtain and maintain certifications as directed by the District Board.
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Compensation plan
LSWCD total employee compensation consists of salary and benefits.
LSWCD compensation plan is available upon request from the District Operations Manager.
LSWCD employees participate in the benefits program of Loudoun County Government. Information on the
benefits program is available on the Loudoun County Government website,
http://va-loudouncounty.civicplus.com/index.aspx?nid=1057.
If an employee has any questions, he/she should contact the LSWCD District Operations Manager.
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Exchange Hours – Non-Exempt Employee Memorandum of Understanding
Employee Name: ________________________________________________
Date of Request: ________________________________________________
Request submitted to: ___________________________________________
Due the nature of my work responsibilities during the workweek beginning on Thursday, _____/______/_______, and
ending on Wednesday, _____/______/_______, I am requesting approval to earn “Exchange Time” in accordance with
applicable 29 Code of Federal Regulations, Fair Labor Standard Act Section 7(o)(5); § 553.28; § 553.23 and § 553.50.
Day

Date

# of Hours
over 37.5

# of Hours
over 40

Purpose

Thursday
Friday
Saturday
Sunday
Monday
Tuesday
Wednesday



I understand that the Exchange Hours earned beyond 37.5 in the above workweek will be earned at an hour-forhour basis for each hour or portion of an hour worked between 37.5 and 40 in lieu of cash payment.



I understand that the Exchange Hours earned beyond 40 in the above workweek will be earned at a rate of oneand-one-half times each hour or portion of an hour worked in excess of 40 in lieu of cash overtime payment.



Consistent with District policy, I have attempted to work with the District to flex my work schedule during the
workweek noted above. However, due to the District’s operational needs this was not possible. Therefore, I am
voluntarily requesting that I be allowed to work the hours as noted above and earn Exchange Time in lieu of
cash compensation.



I understand that I am required to use the earned Exchange Time as soon as practical within 90 calendar days of
the date it was earned and that my request to use the Exchange Time should be for a date(s)/time(s) that do not
unduly disrupt District operations.

Employee Signature: _______________________________________________ Date: _________________________
District Designee Signature: _________________________________________ Date: _________________________
For District Use:
Date Exchange Time Used
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For District Use:
Amount Used

Date Exchange Time Paid

# Hours Paid

Rate Paid
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Disciplinary Policy Step 1 - Documentation for Counseling and/or verbal warning
Employee:
Employee Title:
Supervisor:
Date of counseling or warning:
Nature of the problem, including any violation of policies and procedures, as well as impact discussed.

Performance and outcome expectations discussed.




Agreed to corrective steps.




The above accurately reflects the issue, expectations, and the prescribed or agreed to corrective steps as discussed.

Employee Signature

Date

Supervisor Signature

Date

Updated 01-June-2015
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Disciplinary Policy Step 2 - Documentation for written warning
Employee:
Employee Title:
Supervisor:
Date written warning discussed with employee:
If applicable: Date(s) of any previous counseling or warning:
Nature of the problem, including any violation of policies and procedures, as well as impact discussed.

Performance and outcome expectations discussed.




Recommended and agreed upon corrective steps – summarized – see attached Performance Improvement Plan (PIP).




Follow-up Dates.



The above accurately reflects the issue, expectations, and the prescribed or agreed to corrective steps as discussed. I understand
that I may be subject to additional disciplinary action up to and including termination if I do not take immediate and sustained
corrective action as outlined above and in the attached performance improvement plan (PIP).

Employee Signature

Date

Supervisor Signature

Date

Personnel Committee Chair (or designee) Signature

Date

Updated 01-June-2015
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Loudoun Soil and Water Conservation District Personnel Policies
Disciplinary Policy – Performance Improvement Plan (PIP)
Employee:
Employee Title:
Supervisor:
PIP Implementation Date:
PIP Period:  30 days

 60 days

 90 days

Performance Improvement Plan: Indicate what is expected, how it should be accomplished, and in what timeframe.

Follow-up Dates – include follow-up participants.



This performance improvement plan is not intended to be an employment contract or guarantee of continuing employment. I
understand that I may be subject to additional disciplinary action up to and including termination if I do not take immediate and
sustained corrective action as outlined in this performance improvement plan (PIP).

Employee Signature

Date

Supervisor Signature

Date

Personnel Committee Chair (or designee) Signature

Date

Updated 01-June-2015
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Loudoun Soil and Water Conservation District Personnel Policies
Disciplinary Policy – Performance Improvement Plan (PIP) Follow-up
Employee:
Employee Title:
Supervisor:
PIP Implementation Date:
Follow-up Date:
Follow-up Participants:
Follow-up Notes:
LSWCD/Supervisor Notes:

Employee Notes:

Next follow-up Date:
This performance improvement plan is not intended to be an employment contract or guarantee of continuing employment. I
understand that I may be subject to additional disciplinary action up to and including termination if I do not take immediate and
sustained corrective action as outlined in this performance improvement plan (PIP).

Employee Signature

Date

Supervisor Signature

Date

Personnel Committee Chair (or designee) Signature

Date

Updated 01-June-2015
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Disciplinary Policy Step 3 - Documentation for final written warning
Employee:
Employee Title:
Supervisor:
Date final written warning discussed with employee:
If applicable: Date(s) of previous counseling or warnings:
Nature of the problem, including any violation of policies and procedures, as well as impact discussed.

Performance and outcome expectations discussed.




Recommended and agreed upon corrective steps – summarized – see attached Performance Improvement Plan (PIP).




Follow-up Dates.



The above accurately reflects the issue, expectations, and the prescribed corrective steps as discussed. I understand that this is a
final written warning and that I may be subject to additional disciplinary action up to and including termination if I do not take
immediate and sustained corrective action as outlined above and in the attached performance improvement plan (PIP).

Employee Signature

Date

Supervisor Signature

Date

Personnel Committee Chair (or designee) Signature

Date

Updated 01-June-2015
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Loudoun Soil and Water Conservation District Personnel Policies
Disciplinary Policy Step 3 - Notification of suspension with intent to return employee to work
Employee:
Employee Title:
Supervisor:
Days suspended without pay:  1 day

 2 days

 3 days

 4 days

 5 days

 Other ______________

First day of suspension: ______________________________________
Last day of suspension: ______________________________________
Reason for suspension, including any violation of policies and procedures and impact of employee’s actions.

Upon return to work, the following performance and outcome expectations will are required.




Corrective steps – summarized – see attached Performance Improvement Plan (PIP).




Follow-up Dates.



The above accurately reflects the issue, expectations, and the prescribed corrective steps as discussed. I understand that this is a
final warning and that I may be subject to additional disciplinary action up to and including termination if I do not take immediate
and sustained corrective action as outlined above and in the attached performance improvement plan (PIP).

Employee Signature

Date

Supervisor Signature

Date

Personnel Committee Chair (or designee) Signature

Date

Updated 01-June-2015
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Loudoun Soil and Water Conservation District Personnel Policies
INVESTIGATION – In a private setting, eliminate distractions and use open ended questions to enable the participant to provide detailed information.
Reminder: Process and participation shall be kept as confidential as possible to preserve the integrity of the persons and process.

Suspended Employee:
Employee Title:
Contact Information:

Investigation Participant:

Date of Incident:

Date Interviewed:

Participant’s self-described direct knowledge relevant to the suspended employee’s actions.
Please use attachments if necessary.

Relevant materials or documentation identified or presented by participant. Please make and attach copies.




What other information did/can the participant share that can help accurately reflect the incident.




The notes above accurately reflect the information presented in this investigation meeting.
Participant’s Signature:

Date:

Interviewer’s Signature:

Date:

Investigator’s Use Only – Credibility Preliminary Assessment (EEOC Criteria):
Plausibility.
Demeanor. Does the participant seem to be telling the truth?
Corroboration.
Assessment Notes:

Updated 01-June-2015
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Loudoun Soil and Water Conservation District Personnel Policies
Disciplinary Policy Step 3 - Notification of suspension pending investigation
Employee:
Employee Title:
Supervisor:
Days suspended without pay:  1 day

 2 days

 3 days

 4 days

 5 days

 Other ______________

First day of suspension: ______________________________________
Last day of suspension: ______________________________________
NOTE: Circumstances leading to suspension are under investigation. Pay may be restored to the employee if the
investigation of the incident or infraction resulting to suspension absolves the employee.
Reason for suspension pending investigation:
Harassment
Bribery
Use or possession of drugs in workplace
Violence
Fraud/Falsification of records
Use or possession of alcohol in workplace
Abusiveness
Criminal Action
Violation of safety standards or rules
Injury to other(s)
Unauthorized absence(s)
Violation of program policy/regulations
Insubordination
Conviction of felony
Drugged or Intoxicated on the job
Conduct unbecoming
Violating public trust
Weapons in the workplace
Violation of LSWCD policy - Cite here: _____________________________________________________________
Other - Cite here:
____________________________________________________________________________________________
____________________________________________________________________________________________

LSWCD Notes:
The investigation will be undertaken by the District Chair or the Personnel Committee Chair or designee and completed within
three (3) business days of the incident. Written notification of findings will be provided to the employee within two (2) business
days. Employees may not substitute or use any type of accrued paid leave (e.g. annual, sick, etc.) in lieu of the unpaid suspension.

Employee notes and comments regarding suspension:

Employee Signature

Date

Supervisor Signature

Date

Personnel Committee Chair (or designee) Signature
Updated 01-June-2015
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Loudoun Soil and Water Conservation District Personnel Policies
Form EG – Must be submitted within 14 calendar days of the date the aggrieved employee knew/became aware of the incident.

Aggrieved Employee:
Employee Title:
Contact Information:

Date Submitted:

Date of Incident:

Submitted to:

Please provide in as much detail as possible the incident(s) that resulted in the filing of this grievance.
Please use attachments if necessary.

Please explain any informal steps taken to resolve prior to submitting formal notification of grievance:

Please list any witnesses.
Please use attachments if necessary.



Please list any party thought or know to have knowledge
related to the grievance. Please use attachments if necessary.


















Please list any attachments included with this form that you consider as supporting the grievance.














Employee Signature:

Date:

Received by (signature):

Date:

Personnel Committee Chair (signature):

Date:

Employee completed the Informal step: Yes: Date completed and participants:
No: Refer to Informal Step first
Face-to-Face Meeting scheduled for (who, date, time, location):
Updated 01-June-2015

No: Proceed to Face-to-face meeting
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Loudoun Soil and Water Conservation District Personnel Policies
Form INV – In a private setting, eliminate distractions and use open ended questions to enable the participant to provide detailed information.
Reminder: Process and participation shall be kept as confidential as possible to preserve the integrity of the persons and process.

Aggrieved Employee:
Employee Title:
Contact Information:

Investigation Participant:

Date of Incident:

Date Interviewed:

Participant’s self-described direct knowledge relevant to the grievance. Please use attachments if necessary.

Date(s) participant witnessed or became aware of incident(s) leading to the grievance.
Please use attachments if necessary.





Relevant materials or documentation identified or presented by participant. Please make and attach copies.




What other information did/can the participant share that can help accurately reflect the incident.




The notes above accurately reflect the information presented in this investigation meeting.
Interviewee’s Signature:

Date:

Interviewer’s Signature:

Date:

Investigator’s Use Only – Credibility Preliminary Assessment (EEOC Criteria):
Plausibility. Is the participant’s version of the facts believable? Yes No
Does the information presented by participant make sense? Yes No
Demeanor. Does the participant seem to be telling the truth? Yes No
Does the participant have any known reason to lie or misrepresent? Yes No
Corroboration. Are there documents or other materials or persons that support the participant’s version of events? Yes No
Assessment Notes:

Updated 01-June-2015
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Loudoun Soil and Water Conservation District Personnel Policies
FORM: Procedural Checklist

Aggrieved Employee:
Employee Title:
Contact Information:
Date of Incident:
Key Points of Contact and Contact Number:






Date Submitted:
Submitted to:

LSWCD Operations Manager: _______________________________________________________________
LSWCD Chairman: ________________________________________________________________________
LSWCD Personnel Committee Chair: __________________________________________________________
LSWCD Personnel Committee Members: ______________________________________________________
LSWCD Board (elected and appointed members):
o Chair: ____________________________________________________________________________
o Vice Chair: ________________________________________________________________________
o Treasurer: _________________________________________________________________________
o Director: __________________________________________________________________________
o Director: __________________________________________________________________________

Employee completed the Informal step:
Yes: Date and participants: _______________________________________________________________________________
No: Refer to Informal Step first
No: Proceed to Face-to-face meeting

Filing Date (Challenge Date) - Initial Notification to LSWCD – Date of notification: ____________________________


Employee filed within 21 calendar days of the date of the incident occurred, or within 21 calendar days of the date the
aggrieved employee knew/became aware of the incident? Yes No

LSWCD Notification – Date of notification: ___________________________________________________________
Presented to the Personnel Committee Chair within 5 business days of the date the employee filed the grievance
 Coordinated a face-to-face meeting between the Personnel Committee Chair and the aggrieved employee

Face-to-face Meeting:
 Personnel Committee Chair and aggrieved employee met within 7 business days of the date the Chair received notification of
the grievance – Date of Meeting: ___________________________________________________
o Discussed employee’s details, including facts and relevant documentation, that form the basis of the grievance
o Identified any policies and regulations allegedly violated
o Identified parties that were witness to or may have information relevant to the grievance
o Received copies of any supporting or otherwise relevant documentation and materials
o Identified resolution the aggrieved employee is seeking

Investigation – Completed within 10 business days Yes

No

Date investigation completed: ______________

 Interviews completed with identified or alleged witnesses
 Interviews completed with parties identified or alleged to have knowledge relevant to the grievance
 Collected physical evidentiary materials (e.g. electronic communications, electronic documents, hard-copy documents,
pictures, etc.) with alleged relevance to the grievance
 Collected and reviewed applicable LSWCD, local, state and/or federal practices, policies, rules, regulations, or laws relevant
to the grievance
 Other activities undertaken that were deemed important to ascertaining facts and determining a resolution
List: ____________________________________________________________________________________

Findings – provided to employees within 3 business days of the close of the investigation period
 Written record of findings
 Included actions that LSWCD is prepared to undertake in response to the findings

Appeal to District Chair
 Appealed to District Chair? Yes No
 Date appealed: ____________________
 Date of Meeting: __________________
 Date findings presented: ____________
Updated 01-June-2015

Final Appeal to District Board
 Appealed to District Board? Yes No
 Date appealed: ____________________
 Date of Meeting: __________________
 Date findings presented: _____________
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Employee Acknowledgement Form
I, ____________________________________________________________________, have received a copy of the
Loudoun Soil and Water Conservation District Personnel Policies and understand it is my responsibility to read and
comply with personnel policies. I have had time to review the policies and ask any questions I may have regarding my
understanding of the policies and my responsibility for complying with the policies. I acknowledge my understanding of
the policies and that I am responsible for complying with these policies.

__________________________________________________________
Employee Signature

________________________
Date

__________________________________________________________
District Operations Manager

________________________
Date

I, ____________________________________________________________________, refuse to acknowledge receipt
and understanding of the policies. I understand that my refusal to acknowledge these policies does not eliminate my
responsibility for complying with the policies.

__________________________________________________________
Employee Signature

________________________
Date

__________________________________________________________
District Operations Manager

________________________
Date

Employee refused to sign any acknowledgement of receipt of policies.
__________________________________________________________
District Operations Manager

________________________
Date

__________________________________________________________
Witness

________________________
Date

Updated 01-June-2015
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