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WORK RULES and CODE of CONDUCT







To ensure orderly operations and provide the best work environment, we expect you to conduct
yourself at all times in a manner that is respectful and will protect the interests and safety of all
employees and WVLS. This handbook cannot address every conceivable circumstance that
may arise. We consider all our employees to be professionals, and you are expected to exercise
responsible judgment.

We reserve sole discretion to determine when certain behaviors, conduct, decisions, etc. are
inappropriate, even if they are not expressly prohibited or addressed in this handbook. The
consequences for any infraction will depend on all relevant circumstances and may include
discipline or termination as we determine appropriate.

e |tis not possible to list all the behavior that is unacceptable. The list below is illustrative
and not intended to be all-inclusive. These are examples of infractions that may result in
disciplinary action or termination:
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Any form of theft, dishonesty, or inappropriate removal, use or possession of
property.

Falsification of timekeeping or other records or documents.

Any form of violence.

Verbal or physical abuse; discourteous, disrespectful, insulting, or inflammatory
language or conduct, or any other form of behavior that could be deemed
“bullying” towards another person.

Negligence or improper conduct leading to damage of WVLS owned property or
property belonging to others, or injury to another person.

Insubordination or other failure to follow directives or instructions.

Violation of safety or health rules.

Smoking in prohibited areas.

Possession of dangerous or unauthorized materials, such as explosives or
firearms.

Unacceptable attendance record.

Unauthorized use or misuse of telephones, mail system, computers, social media
or other WVLS owned equipment.

Unsatisfactory or inappropriate performance or conduct.

Violation of any other policies/rules in this handbook.

e Corrective Action: The purpose of corrective action is to eliminate inappropriate conduct,
violation of policies, improper behavior, or performance problems. Corrective action may
include, but is not limited to, oral or written warnings, suspensions without pay, work
restrictions, job transfers, termination or any other form of discipline, counseling or
correction deemed necessary under the circumstances. The specific measures taken will
depend upon the nature and severity of the conduct and the surrounding circumstances.



