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Package Instructions:
1. Print the following PDF files in 8.5 x11 sheets of paper, unless otherwise specified use the

color white.
2. The Federal OSHA poster must be printed in an 8 ½ x 14 sheet of paper to be in compliance.
3. Post the printed sheets in a place frequented by employees (i.e. lunch rooms, HR offices,

employee lounges).
4. You may also distribute electronic copies of the Labor Law Notices to all relevant workstations

in your facility.



NOTICE 
THE WEST VIRGINIA HUMAN RIGHTS ACT 

THE WEST VIRGINIA FAIR HOUSING ACT 

Prohibits Discrimination  in Employment and Places  of Public Accommodations  Based On: 

Race, Religion, Color, National Origin, Ancestry, Sex, Age (40 or above), Blindness ,  or Disability 

Prohibits Discrimination in Housing Based On: 

Race, Religion, Color, National Origin, Ancestry, Sex, Blindness, Disability , Familial Status 

For  Further  Information  or  to  File  a  Complaint, Visit,  Call  or  Write to  the WV Human Rights Commission at: 

WV Human Rights Commission 

Room 108 A 

1321 Plaza East 

Charleston, WV  25301-1400 

Phone: 304-558-2616

     (Toll Free) 888-676-5546 

Fax:    304-558-0085

Website:  www.hrc.wv.gov 

THE WEST VIRGINIA PREGNANT WORKERS’ FAIRNESS ACT 

Prohibits Discrimination in Employment Based On: 

Pregnancy , Childbirth or  Related  Medical Conditions 

Revised 06/14/2016 



WEST VIRGINIA DIVISION OF LABOR 
1900 Kanawha Boulevard East - State Capitol Complex – Building 3, Room 200 - Charleston, WV 25305 

Telephone: (304)558-7890                      labor.wv.gov   Fax: (304)558-3797 

MINIMUM WAGE REQUIREMENTS 

An employer employing 6 or more employees in any one separate, distinct and permanent location during any 
calendar week, including the State of West Virginia, and its agencies and departments, must comply with the 
state minimum wage law, §21-5C. 

Required Minimum Wage Rate 

• Beginning January 1, 2016, employers must pay employees at least $8.75 per hour.

Required Minimum Training Wage Rate 

• An employer may pay an employee under the age of 20 years, first hired on or after January 1, 2015, a
training wage of at least $6.40 per hour for the first 90 days of employment.

• Beginning with the 91st day of employment, an employer must pay the employee the required minimum
wage rate.

Permissible Minimum Wage Credit for Tipped Employees 

• Beginning January 1, 2016, employers may take up to a 70% credit, or $6.13 per hour, against the
required minimum wage rate for employees who customarily receive tips, resulting in a reduced hourly
wage rate of at least $2.62 per hour. 

• To qualify for the credit, employers must ensure that the employees’ tips and the reduced hourly wage
rate equal at least the required minimum wage rate and must keep accurate records of employees’ tips. 

             Revised January 2018 



WorkForce West Virginia 
Notice To Employees — Unemployment Benefits 

What is Unemployment?
Unemployment Insurance (UI) benefits provide financial assistance to those who 
have lost their job or experienced a reduction in full-time work. These benefits help 
cover living expenses while you look for new employment. You can apply for 
benefits the day after your employment ends or your hours are significantly 
reduced. The claim will be effective starting the Sunday of the week it is filed. 

Your UI benefits are taxable by both the federal and state government. You may 
choose to have federal taxes withheld at 10% and state taxes withheld at 3% from 
your weekly benefit payment. If you choose not to have taxes withheld, you will be 
responsible for the full taxable amount at the end of the year.

Total Unemployment
You are considered totally unemployed during any week when you are fully 
separated from your job and not performing any work for which you are paid or 
receive compensation. 

Partial Unemployment
You are considered partially unemployed if you were working full-time but had your 
hours reduced due to business slowdowns, equipment breakdowns, or similar 
reasons. You may be eligible for partial unemployment benefits if your earnings for 
the week are less than your weekly unemployment benefit amount plus $60. 

If your employer participates in the Short-Time Compensation (STC) program, you 
may be eligible to receive a prorated amount of unemployment benefits based on 
the reduction in your hours. To qualify for STC, your employer must have an 
approved plan with WorkForce West Virginia and reduce your hours between 10 
and 60 percent of your regular workweek.

If your employer does not participate in the STC program, they should provide you 
with a Low Earnings Report (LER) for the week, showing your gross wages. You 
must complete the claims portion of the LER and file it with your local office as 
instructed on the form.

Eligibility Requirements
To be monetarily eligible to receive unemployment benefits, you must have earned 
at least $2,200 in gross wages during two or more calendar quarters of your 
regular base period, (the first four of the last five completed calendar quarters) or 
the alternate base period, (the last four completed calendar quarters immediately 
before the first day of your benefit year).

To qualify for unemployment benefits, you must:
• File a claim for benefits online at uc.workforcewv.org or at the nearest 

local office. 
• Register for work with Job Service and continue reporting as directed.

     when offered, or return to your customary self-employment when  
           directed.

• You are unemployed due to a labor dispute.
• You receive wages in lieu of notice or Workers’ Compensation for 

temporary total disability during the week.
• You receive unemployment compensation under the laws of another 

state or the United States during the week.
• You are training, participating, or preparing to participate in 

professional sports or athletic events with reasonable assurance of 
performing such services in the current or upcoming seasons.

• You are an employee of an educational institution or service agency, 
for any week of unemployment that starts during: a paid sabbatical 
leave, or a holiday or vacation period between two academic years or 
terms, if: you performed services in the prior academic year or term, 
you worked before the holiday or vacation period began, and you 
have a contract or reasonable assurance that you will perform 
services in the next academic year or term, or after the holiday/
vacation period. Exception: If you have enough non-school wages in 
your base period to qualify for benefits based on those wages alone, 
you may be entitled to benefits during this period.

• You perform services as an alien, unless you are lawfully residing in 
the United States and have a valid work permit.

• You quit work to attend school or wait to attend school or another 
educational institution.

• You are unemployed because you or your authorized agent requested 
vacation at a specified time that forces your employer to suspend 
operations.

• You receive any annuity, pension, or retirement pay from a base 
period employer or a related fund. If your remuneration is less than 
your unemployment benefits, your benefits will be reduced by the 
amount of the annuity, pension, or retirement pay.

• Within the past 24 months, you knowingly made a false statement or 
failed to disclose a material fact to obtain, attempt to obtain, or 
increase benefits. This can result in a misdemeanor charge, severe 
penalties, and disqualification for the week in question and for 52 
weeks thereafter.

The full consequences and length of a disqualification are not explained here.

Local Office
The following local office locations are open Monday through Friday:
Beckley Huntington South Branch
Charleston  Logan Summersville
Clarksburg  Martinsburg  Weirton
Elkins Mercer County Welch
Fairmont  Morgantown Wheeling
Greenbrier Valley Parkersburg  

Unemployment Compensation Benefit Rate Table 

WVUC-B-59- Effective July 1, 2025 

• Be able to work and available for full-time work that matches your 
training or experience.

• Actively seek full-time work by completing at least four (4) work 
search activities each week, documenting them, and providing them 
to the Agency upon request.

• Complete a one-week unpaid waiting period during your benefit year.
• Earn less than your weekly benefit amount plus $60 during each 

week you claim benefits.
• Re-qualify for benefits after a previous benefit year if you have earned 

at least eight times your previous weekly benefit amount in covered 
employment after the start of your previous claim.

• Participate in profiling and reemployment services when selected.

How Do I Apply for Benefits?
The quickest way to apply is online at uc.workforcewv.org. If you’re unable to 
apply online, you can visit the nearest local office. There, you’ll have access 
to computers and staff to help you file your claim. If visiting a local office isn’t 
possible, call 1-800-252-JOBS (5627) for assistance. You will be guided 
through the process and given further instructions.

To file for benefits, you will need information such as:
• Social Security number
• Government-issued photo ID
• Mailing address and phone number
• Valid email address
• If not a U.S. citizen: Proof of alien status
• Employer names, addresses, and phone numbers
• First and last dates worked for each employer
• Reason for leaving or for reduction in hours
• If filing during your last week of work: Your gross earnings for that 

week.

Weekly Certifications
Once your initial claim is filed, you must submit a weekly certification for 
every week you wish to receive benefits. Weekly certifications can be filed 
in the same manner as your initial claim—online or in person.

Disqualifications
You may be disqualified from receiving unemployment benefits if: 

• You quit your job without good cause, and it was not due to fault on 
the part of your employer.

• You are fired for misconduct. 
• You fail to apply for available suitable work, accept suitable work 



WVUC-B-59, effective July 1, 2025

For More Information 
For more information, visit workforcewv.org/ui, or scan the QR code: 



WEST VIRGINIA DIVISION OF LABOR 
1900 Kanawha Boulevard East - State Capitol Complex – Building 3, Room 200 - Charleston, WV 25305 

Telephone: (304)558-7890                      labor.wv.gov   Fax: (304)558-3797 

WEST VIRGINIA WAGE PAYMENT AND COLLECTION ACT 

This abstract must be placed in an area accessible to all employees in accordance with the requirements of W. Va. 
Code §21-5-9.  

§21-5 REQUIRES THE EMPLOYER TO:

Pay employee wages at least twice a month, with no more than 19 days between paydays. 

Compensate employees for services rendered by cash, check, direct deposit, or money order, and make arrangements 
with a bank convenient to the place of employment for employees to have immediate access to their wages.   

When an employee is discharged, quits, resigns, is laid off, or is on strike, pay the employee on or before the next regularly 
scheduled payday for all work he or she performed prior to his or her separation from employment. 

On separation from employment, pay an employee the fringe benefits due and payable according to the time, terms, and 
conditions of an employer-employee agreement, whether verbal or written, if any. 

Notify employees in writing at the time of hire, or by a posted notice that is accessible to all employees, identifying the 
employer’s established work week, pay periods, regularly scheduled pay days, and employment practices and policies 
regarding vacation, sick leave and other fringe benefits, if any. 

Provide employees with at least 1 full pay period’s written notice before making any changes to an employee’s rate of 
pay, fringe benefits, the time and place for meeting payroll, or any other existing terms or conditions of employment. 

Furnish each employee with a written itemized statement of deductions withheld from his or her wages each pay period. 

§21-5 PREVENTS THE EMPLOYER FROM:

Selling goods or supplies to employees at prices higher than the current market value. 

Deducting more than 25% of an employee’s net earnings under a wage assignment (excluding amounts required by law 
to be withheld or paid for union or club dues, pension plans, payroll savings plans, credit unions, charities, and 
hospitalization and medical insurance). 

Accepting a wage assignment that does not contain the employee's notarized signature, specify the total amount due and 
the amount to be deducted, and state that 75% of the employee's net wages are exempt from assignment. 

Refusing to pay wages owed, up to $800.00, to the relatives of a deceased employee. 

 Revised January 2018 



WEST VIRGINIA DIVISION OF LABOR 
1900 Kanawha Boulevard East - State Capitol Complex – Building 3, Room 200 - Charleston, WV 25305 

Telephone: (304)558-7890                      labor.wv.gov   Fax: (304)558-3797 

PARENTAL LEAVE ACT 

PARENTAL LEAVE ACT – (W. Va. Code §21-5D-1, et. seq.).  This legislation, enacted in 1989, covers employees of all 
departments, divisions, boards, bureaus, agencies, commissions or other units of State Government and County Boards 
of Education. 

Under this law, an employee shall be entitled to a total of 12 weeks of unpaid Parental Leave following the exhaustion of 
all his or her annual and personal leave, during any 12-month period.  The unpaid leave shall be granted to an employee 
for any of the following reasons: 

• The birth of a son or daughter of the employee

• The placement of a son or daughter with the employee for adoption

• To care for the employee’s son or daughter, spouse, parent, or dependent who has a serious health condition

The statute further states that in the case of a serious health condition, the leave may be taken intermittently when 
medically necessary. 

If a leave of absence due to the birth or adoption of a child is foreseeable, the employee shall provide the employer with 
a two weeks written notice.  If a leave of absence is foreseeable due to planned medical treatment or medical supervision, 
the employee shall make a reasonable effort to schedule the leave of absence so as not to disrupt the operations of the 
employer, subject to the approval of the health care provider.  

If an employee requests Parental Leave to care for a family member with a serious health condition, the employer may 
require the employee to provide certification by a health care provider of the family member’s health condition and that 
the employee’s assistance is necessary.  The certification shall be sufficient if it contains the following:  

• That the child, dependent, parent, or employee has a serious health condition

• The date the serious health condition commenced and its probable duration

• The medical facts regarding the serious health condition, upon release by the patient

The position held by an employee immediately before the leave of absence shall be held and the employee shall be 
returned to that position upon his or her return to work.  However, the employer may hire a temporary employee to fill 
the position for the period of time the employee is off work.  

No employer may, because an employee received Parental Leave, reduce or deny any employment benefit or seniority 
which accrued to the employee before his or her leave commenced. 

   Revised January 2018 



400 Quarrier Street Charleston, WV 25301 www.brickstreet.com 

1.866.45BRICK 

Your Employer Information: 

I Your Employer Contact: 

West Virginia law requires you to notify your employer 
immediately upon sustaining a workplace injury. 

A126099
Text Box
State Agencies of WV
WCB1025339
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PROHIBITED 

FIREARMS 

DANGEROUS/DEADLY WEAPONS 

THREATENING/ASSAULTIVE BEHAVIOR 

The possession of firearms or dangerous/deadly weapons on these premises by any individual, including any individual 

who possesses a license to carry a concealed weapon, is prohibited. 

EXCEPTIONS 

➢ On-duty federal, state, or local government law enforcement/security personnel or employees authorized to
carry a firearm only while engaged in official duties.

➢ State property specifically designated for hunting or target shooting.

➢ Unless otherwise prohibited, any person lawfully allowed to be present in the area may keep a lawfully
possessed firearm stored out of view, locked inside, or locked to a personal motor vehicle.  A canister of pepper
spray less than or equal to one ounce used solely for self-defense purposes by any person over the age of
sixteen (16) at the Capitol Complex, and other State government workplaces, is also allowed.

Individuals seeking entrance to State-owned, leased, or operated facilities may be subject to security screening procedures 

which include: 

✓ Passing through a metal detector, and
✓ Having personal possessions (e.g., purses, briefcases, backpacks, etc.) x-rayed or manually searched.

Threatening or assaultive behavior is prohibited.  Any person who exhibits threatening or assaultive behavior, physical or 

verbal, or who otherwise willfully disrupts the orderly and peaceful process of any department, division, or agency of State 

government, may be subject to arrest and criminal prosecution.  

The policy and posters are available at:  www.personnel.wv.gov/rules/policies/Pages/default.aspx or call 304-558-3950 

to request that forms be emailed to you. 

PENALTIES 
Any person who, upon request, refuses to vacate the premises while unlawfully possessing a firearm or other deadly/dangerous 

weapon may be charged with a misdemeanor, and upon conviction, may be fined not more than $1000 or be confined in jail for 

not more than 6 months, or both. (W. Va. Code § 61-7-14) 

Any person who engages in threatening or assaultive behavior may be subject to arrest and criminal prosecution.     (W. Va. 

Code §§ 61-6-1b and 61-6-19) 

Any employee who violates the provisions of the West Virginia Division of Personnel’s Workplace Security policy is subject to 

disciplinary action, up to and including dismissal. 

THANK YOU FOR YOUR COOPERATION 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&docid=O1OfjvrZZYw6iM&tbnid=utWT9iI-Eq4YsM:&ved=0CAUQjRw&url=http://www.azcourts.gov/adminservices/Security/ProhibitedItems.aspx&ei=XAOzU9fZAcmqyATJhIKQAg&bvm=bv.70138588,d.b2k&psig=AFQjCNG4YPpgMlCkU1YLhqxfzeSzRst1OA&ust=1404326935071919
http://www.personnel.wv.gov/rules/policies/Pages/default.aspx


     SMOKING IS 
    PROHIBITED 

BOTH INDOORS 
AND 

WITHIN        FEET OUTSIDE OF 
ANY ENTRY/EXIT FOR 

FACILITIES OF 
THE STATE OF WEST VIRGINIA 

In Accordance with State Policy 
“Smoking Restrictions in the Workplace” 

The policy and posters are available at: 
www.personnel.wv.gov/rules/policies/Pages/default.aspx 
or call, 304-414-1853, to request that forms be emailed to you 

July 2014 

THANK YOU FOR YOUR COOPERATION 
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 PROHIBITED WORKPLACE 
HARASSMENT

Individuals alleging nondiscriminatory hostile workplace 
harassment should immediately notify their immediate 
supervisor or the Human Resources Office. 

Nondiscriminatory hostile workplace harassment claims 
are not within the jurisdiction of the HRC and/or the EEOC 
and must be addressed through the employer or private 
litigation. Employees who have recourse to the State 
grievance procedure may also file a grievance with the 
Public Employees Grievance Board at 304-558-3361. Visit 
https://pegb.wv.gov for more information.

An individual alleging illegal harassment has a 
duty to promptly report the incident or complaint 
to the agency’s Equal Employment Opportunity 
(EEO) Coordinator/ Counselor, his or her immediate 
supervisor, or Human Resources Office. 

In addition, individuals have the right to file a 
complaint with the West Virginia Human Rights 
Commission and the U.S. Equal Employment 
Opportunity Commission.

Need Support? 
Division of Personnel’s 
Employee Relations

West Virginia Human 
Rights Commission

U.S. Equal Employment 
Opportunity Commission304-414-1853

dopemprelations@wv.gov

WV Division of Personnel Policy DOP-P6,  Prohibited Workplace Harassment    |    Poster Date: January 1, 2026 

1-888-676-5546

1-800-669-4000  
1-800-669-6820 (TTY)  
1-844-234-5122 (ASL Video Phone)



WELCOME
TO OUR DRUG- AND

ALCOHOL-FREE WORKPLACE

➢ The possession, use, distribution, or dispensing of alcohol; the reporting to work
under the influence of alcohol, or having alcohol in the body system at work, whether
the alcohol was consumed at work or away from work, are all prohibited in the
workplace.

➢ The unlawful possession, use, manufacture, distribution, or dispensing of a controlled
substance or illegal drug; the reporting to work under the influence of a controlled
substance or illegal drug; having an illegal drug in the body system; or possession of
drug paraphernalia are all prohibited in the workplace.

The provisions of this policy apply to all employees of West Virginia Executive agencies, or any 
affiliated political subdivision, including executive, administrative, classified, non-classified, 
exempt, volunteer and temporary employees, and employees of county health departments 
affiliated with the West Virginia Division of Personnel, as well as vendors/independent 
contractors.

We promote  the use of the Employee Referral Program to any employee who seeks
professional assistance for substance abuse.

We do not discriminate against  any employee who voluntarily seeks help.

We honor  the confidentiality of all requests for assistance.

Contact your supervisor or human resources office to inquire about employee referral services
offered by your agency.  You may also obtain information on the State of West Virginia’s 
Employee Referral Program by contacting the Division of Personnel at 304-414-1853, or by 
visiting the web site at https://personnel.wv.gov/employees/benefits/Pages/referral.aspx.

POLICY AND POSTERS AVAILABLE
www.personnel.wv.gov/rules/policies/Pages/default.aspx
Call 304-558-3950 to request that forms be emailed to you.

DOP-P2-P January 2021

JOIN US IN KEEPING OUR WORKPLACE FREE OF DRUGS AND ALCOHOL



Regular Pay Days for Employees of _______________________________
(Firm Name)

shall be as follows:

____ Weekly       ____ Bi-Weekly      ____ Semi Monthly      ____ Monthly 

Pay Checks will be distributed at
___________________________________________________________

(Place of Distribution)

This is in accordance with West Virginia State Law

By __________________________ Title __________________________

PAY DAY NOTICE

EMERGENCY PHONE NUMBERS

For
_______________________________________________________________

(Please Give Exact address of This Worksite Location)

Physicians: _____________________________________________________

Hospitals: ______________________________________________________

Ambulances: 911 or ______________________________________________

Fire Department 911 or: ___________________________________________

Police: 911 or ___________________________________________________

PLEASE POST IN A CONSPICUOUS LOCATION
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