Caroline County Personnel Rules and Regulations September 2024

Resolution #2018-003 Sick and Safe Leave

Resolution #2018-007 Temporary Assignment and Appointments
Resolution#2018-022 Hardship Leave Bank

Resolution #2019-001 Recruitment

Resolution #2019-003 Employee Grievance Panel

Resolution # 2019-012 Americans with Disability Act Analysis
Resolution # 2019-13 Position Vacancy Announcement
Resolution # 2020-004 Early Return to Work Program
Resolution # 2020-006 Continuity of Operations

Resolution # 2020-022 Continuity of Operations Update Inclement Weather
Resolution #2022-014 Employee Grievance Procedures
Resolution #2023-002 Employee Advisory Board

Resolution #2023-009 Leave Chapter

Resolution #2023-010 Retiree Health and Other Benefits
Resolution #2024-026 Tuition Assistance Programs

Resolution #2024-027 Harassment Policy



Caroline County Personnel Rules and Regulations

Table of Contents
CHAPTER LISTING PAGE
CHAPTER 1 THE CAROLINE COUNTY PERSONNEL SYSTEM
ARTICLE 1. CrEation. .....eoiuiiiiieiieeieeiie ettt ettt ettt e st sbee st ebeesateenaee 1
SECTION
1-101 Creation of These Rules and Regulations............ccccccoevvieiiniieninennnnne. 1
ARTICLE 2. Nature of the Personnel System.........c.cccceevciieniiiniienieniieiecieeee e 1
SECTION
1-201 No Property Interest or Contractual Rights Created by the
N 1<) 10 L TP TRTPRRRRP 1
1-202 No Right to Continued Employment ............cccceeveiiiniiiiiiieeeiie e 1
1-203 Freedom to Amend Rules and Regulations at Any Time ..................... 2
ARTICLE 3. Construction of PrOVISIONS .......c.cccieriieriieniieiieeieeiie e e sve e sve e 2
SECTION
1-301 DEfINITIONS ..ottt 2
1-302 SEVETaDIILY ...eiiviieiiiiiieiee e 7
1-303 THME oottt ettt et sneene 7
ARTICLE 4. Personnel AdminiStration ..........coccceeieeieenieniieenie et 7
SECTION
1-401 Personnel AdmIinistrator ..........cccocceeeviienieeiiienie e 7
1-402 Department Heads .......cc.ceocuieeeiiieiiieeieeeeeeeee e 8
1-403 Employee Advisory Board...........cceeveeiieniiiiiienieciicecieeeee e 8
CHAPTER 2 COUNTY EMPLOYMENT
SECTION
2-101 Equal Employment Opportunity Employer .........cccccoevvveeciiincieneenen. 11
2-102 A-WIIL SEIVICE ittt 11
2-103 At-Will Employee Contracts .........ccceeecveeeeieeeeieeeiieeeiieeeieeeeiee e 12
2-104 ClIassified SEIVICE .....cccuieruieriieiieeieeiteeee ettt 13
2-105 Contractual EMpPlOYEes .......cccccveviiieiiiieiieeeiee e 13
2-106 Temporary EMPIOYEES ......cccvieviiiriiiiieeiieiieeieeeeete et 14



Caroline County Personnel Rules and Regulations

CHAPTER 3

SECTION
3-101
3-102
3-103
3-104
3-105
3-106
3-107
3-108
3-109
3-110
3-111

CHAPTER 4

SECTION
4-101
4-102
4-103
4-104
4-105

4-106
4-107
4-108
4-109
4-110
4-111
4-112
4-113

CHAPTER 5

SECTION
5-101
5-102
5-103
5-104
5-105

RECRUITMENT AND SELECTION

VACANCIES ..uveiuiiiiiiieiieiiest ettt sttt ettt ettt st sb et st b et st e s re s
Position Vacancy AnNOuncemMents ...........cceeeeeeeeerveesiueeeniueeesiveeenveenns
Employment Applications ..........cccceevieeriieniieniienieeiieeie e
Preliminary Rejection of Applicants ...........ccccceeveiieniiieeniieeeiee e,
Review of Applicants for At-Will Service ........cccceevvevveneinienienennene.
Review of Applicants for Classified Service........cccceevveecieenciveennnnnns
Criminal Background Investigation of Applicants .........c..cccccevueenenee.
Notification to APPlICANtS .......ccceeeeeiieriiieeiiieeie et
Selection of Alternative Applicants ...........cocceeveerieeiieenieeieeieeeiene
Creation of Personnel File ..o,
County Assistance to State Agencies, Units of State Government

and State EMPIOYEES .....cccveiriiiiiiiiieeiieeeiee et

WORK RULES

Respectful, Professional and Non-Discriminatory Workplace ...........
Harassment POIICY .....ccuveeiiiiiiiecciie ettt e
SUbStANCE ADUSE ..c..eoviiiiiriiiiieiecereeee e
General Policies Governing Employee Conduct ............cceevveeennennnee.
Technology, Cellular Phone, E-Mail, Internet, and Telephone

POLICY e e
Employee Use of Social Networking Software & Systems ................
Confidentiality .....c.coeovvieeiiieeie e e
Code Of EhiCS....coueeiiieieiieieiieceeeceee e
Smoking on County Property.........cccccueeeeuieereieeeciieeeie e
Criminal Background Investigation of Employees..........c.ccccccevuennnenne.
Relatives POLICY ..occviieiieeieeee et
Pregnancy POLICY ......coociiiiiiiieie e
Whistleblower POIICY .......cccvieiiiieiiiieiieceeeeeeeeee e

DISCIPLINE OF EMPLOYEES

POLICY it
Causes for Disciplinary ACtiON .........cccceccveeercieeerieeeiieeeiie e eevee e
Types of Disciplinary MEasures ........cccceeceeecvierieeeieenienieerieenreeeens
Who May Discipline EMpIOYeEes .......ccceevvieieiieiiiieeieeeieeciee e
Suspension, In-grade Reduction, Demotion and Dismissal

ProCeAUIES ......oiiiiiiiiiiie s



Caroline County Personnel Rules and Regulations

5-106
CHAPTER 6

SECTION
6-101
6-102
6-103
6-104
6-105
6-106
6-107
6-108
6-109
6-110

CHAPTER 7

SECTION
7-101
7-102
7-103

CHAPTER 8

SECTION
8-100
8-101
8-102
8-103
8-104
8-105
8-106
8-107
8-108
8-109
8-110
8-111
8-112
8-113
8-114
8-115

Discipline Records ..........coviiiiiiii e,

EMPLOYEE GRIEVANCE PROCEDURES

INtrOdUCLION ..ot
Employees Covered ........oooiiiiiiiiiiieiieeieeciee et
Reasons for Filing a Grievance ...........ccccceevveeriienieeniienieeniee e
Matters That May Not Be Grieved .........ccccoveveeeiiieniiieeiieeciee e
Grievance Form and Documentation .............ccceeceeecveeniienieenieenneeinans
Filing @ Grievance .........c.oviiiiiiiiiii i e e e e
Disciplinary GIiEVANCES. ......ccueerueeeriieriieeiienieeieesteerieeseeesseeseeeseesenas
Non-Disciplinary GrieVances..........ccceeeeveeereueeerireeeriieeenieeesveeenveeennnens
Grievance Review Panel Procedure...........cccoocevviiniiiiniiniiicieeieeen,
Grievant ’s Right to Representation............ccccceeeeiveeiieenciecncie e,

PROBATION

PrODatioN ....coviiiiiiieiieieciteeeee e
Probationary Periods .........cccceevieeiiieeiiieeieeeieeee e
Evaluations During Probation ............cccccceeiieiiiniienienieeeeeieeeeee,

LEAVE

INErOAUCTION ...ttt eeeareeens
Leave RECOTAS ...cviiiuieiiiiiieciieie et
At-Will EMPIOYEES ..cccvviiiiiiieciieeiee ettt
Temporary and Contractual Employees ..........ccccceeecvienieniieniienieeinen,
Annual (Vacation) Leave ........cccceecvveeiiieeiiieeiiee e
Sick and Safe Leave ........cccceevieriiiiiieieeiiee e
Personal Leave ......cccccciieeiiieciie ettt
Paid HOLIAAYS ...cccvieiiieiieiieciiee e
Family and Medical Leave .........ccccveeviieeiiieiiiecieeceeceee e
MilItary LEAVE ..cc.veeuieeiieiieeiieeiie ettt
JUIY DULY LEAVE ..eeveiiiiiiie ettt
Educational Leave .........cccceeiuieiiiiiiieiecieeee et
Voluntary Leave Without Pay ........cccccoeeiiiiiiiiiiiiieieeeee e
FUrlough ......ooouiiiii e
Bereavement Leave .........ooviviiiiiiiiiiieecee e
Unpaid Leave.......ooeiiniiii e e,

il



Caroline County Personnel Rules and Regulations

8-116

CHAPTER 9

SECTION
9-101
9-102
9-103
9-104
9-105
9-106
9-107
9-108
9-109

CHAPTER 10

SECTION
10-101
10-102
10-103
10-104
10-105
10-106
10-107

CHAPTER 11

SECTION
11-101
11-102
11-103
11-104
11-105
11-106
11-107

Tracking Leave for Units of State Government Funded by the
COUNLY ittt ettt et e ettt e et e st e e eesanee e 88

RETIREMENT, HEALTH, AND OTHER BENEFITS

REHTEMENT ..ot e 90
Workers” COmMPENSAtION .........ccceeevvieriieeiiienieeiiienieeieeeieeiee e eeeeeenes 91
Health COVEIage ......ooeviiieeiieeeiie ettt e 92
Disability INSUTANCE ......cccvieiiiiiieiiecieeieee et 93
Health Care Benefits for Retired Employees ........ccccocvveveiienciieeennnn. 94
Life INSUTANCE ....ovviiviriiiiiiiieiereee e 96
Educational Benefits .........ccccceeiiiiiiiiiiiiiiiiececeee e 97
DIrect DEPOSILE ..ccuvieeieeiiieiieeiieeiie ettt 97
Early Return to Work Program ..........ccccoeovieiiiieniiiieieeeeeee e 97
EMPLOYEE CAREER  DEVELOPMENT AND
EDUCATIONAL BENEFITS

Employee Career Development Programs .........ccccceeeevveevcveeenieeennnen. 100
Administration of Employee Career Development Programs .......... 100
Employee Orientation ...........cccceeeeieeeiiieeiieeeeieeeeeeeieeesveeeevee e 100
Employee Training OppOrtuniti€s ..........cceeveerveerieerieenreenieeneeeneneenn. 100
Tuition Reimbursement ............ccccooiiiiiiiiiiniiieeee, 101
Educational Leave .........coccooievirienieniiiienieieeeseeeee e 103
Suspension of Programs............ccoovviiiiiiiiiiiii i e, 104

EMPLOYEE PERFORMANCE EVALUATION

Performance Evaluation System ..........c.cccoeceevviiiiieniiienienieeieee, 105
Personnel Administrator and Performance Evaluations ................... 105
Probationary Period and Performance Evaluation ...........ccccccceeneene. 106
Annual Performance Evaluation ...........cccccoevvvieniiiincieccie e, 106
Unsatisfactory Evaluations ............cccocceevieniieniiiieeiieeieeiceeeeeiens 107
Performance Evaluation Overall Rating Appeal Procedure ............. 108
Other Performance Evaluations ..........c.cccocceevieeiiienienciienieeieeeeee, 109

v



Caroline County Personnel Rules and Regulations

CHAPTER 12

SECTION
12-101
12-102
12-103
12-104

CHAPTER 13

SECTION
13-101
13-102
13-103
13-104
13-105
13-106
13-107
13-108
13-109
13-110
13-111
13-112
13-113
13-114
13-115
13-116
13-117

CHAPTER 14
SECTION
14-101

14-102
14-103

APPENDIX

SEPARATIONS

POLICY e 110
Voluntary Separations ...........ccceeeeveeerieeeiieeeiieeeieeesreeesreeesveeesenens 110
Involuntary Separations ..........cccecceevieriierienieeiieeie e 110
Reduction-in-FOrce ..........ccoooiiiiiiiiiiiiiiieeeee e 111
COMPENSATION

Compensation Plan ..........ccccoeoiiiiiiiiiniiieecceee e 113
FLSA Classification of POSItIONS ........cccceeviiiiiiiieniiiienieeieeeee 113
Adoption of the Compensation Plan ............ccccccovviiiiiiniiinieniennn, 114
Administration of the Compensation Plan ...........ccccecoveeviiennnnnnen. 114
Amending the Compensation Plan .............ccccooeoivviiiiiiniiinienieees 114
Entrance into SETVICE ........cocieiiiiiiiiiiiiieiiee e 114
In-grade Pay INCIreases ........cceoieriieriieniieiieeie et 114
Re-classification ..........cooiieiiiiiiiiieiiec e 114
Temporary EMPIOYEES ......cccceevviiriiieiieiieieeieeieeee e 115
Contractual EMplOYees .......ccccviviiiieiiiiieiiie e 115
Adjustments to the Pay Rate ..........cccoooveiiiiiiiiiiiieieceeeee 115
Compensation During Temporary ASSIZNments ............cceeeeveeeenveenns 115
Overtime COMPENSATION ....c.eeevieriieeiieniieeieenieeeieeieeeeeeneeeeeeeeeeeenes 116
Cost of LivINg INCIEaSeS ......ccceeeveiveeiiieeiiieeiee e cieeeeee e evee e 119
Travel COMPENSAtION ....ccveeruiieiieiieeiierie ettt 119
Compensation of On-Call Time for Non-Exempt Employees .......... 120
Call BACK ..eouiiiiiiiiiiececeee e e 121

CONTINUITY OF OPERATIONS

Continuity of Operations Plans..........c.cccccveeviieiiiieniieecieccee e, 124
Levels of Operation..........ceeccuieiierieeniieniieieeie et 126
Employee Notification SyStem .........ccccueeeviieecieeeiieeeiie e e 130
............................................................................................................ 132



Caroline County Personnel Rules and Regulations

Chapter 1
The Caroline County Personnel System

Article 1. Creation

Section 1-101. Creation of These Rules and Regulations.

In furtherance of the provisions of Chapter 49 of the Code of Public Local Laws of Caroline
County, Maryland, these Personnel Rules and Regulations, which constitute the Caroline County
Personnel System, are hereby established.

Article 2. The Nature of the Personnel System

Section 1-201. No Property Interest or Contractual Rights Created by the System.

These Personnel Rules and Regulations do not create any property interest in County employment
or continued County employment. They do not create any contractual rights and are not intended
to be contractual in nature. They establish procedures and guidelines pursuant to which the County
and its Employees can be expected to interact, subject to amendment or modification at the sole
option and discretion of the County Commissioners. Nothing in these Personnel Rules and
Regulations shall prohibit the County Commissioners and/or the Office of Human Resources from
instituting processes, forms, procedures, and/or administrative directives to implement or carry out
these Personnel Rules and Regulations. Nothing in these Personnel Rules and Regulations shall be
interpreted to limit in any way the power and authority of the County Commissioners by motion
or resolution, to adjust rates of pay, work schedules, days and hours of employment, methods of
scheduling work hours, methods of determining overtime eligibility, or otherwise manage, change,
or alter any term or condition of employment, all of which power and authority rests in and may
be exercised by the County Commissioners, in their discretion, to meet the County’s obligation to
operate under law within a balanced budget.

Section 1-202. No Right to Continued Employment.

A. These Rules and Regulations do not create a continued right to employment.

B. Employees may be dismissed without cause and at the discretion of the County
Commissioners and the County Administrator whenever there are insufficient funds to
cover all of the County positions currently filled. When positions are being eliminated for
fiscal reasons, no special consideration need be given to Employees on the basis of tenure
or years of service with the County.!

! Pursuant to the Age Discrimination and Employment Act, a senior Employee with a good performance record may
not be eliminated in favor of a junior Employee merely because the senior Employee is paid more. See Section 12-
104, infra.
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The County Administrator may recommend a restructuring or reorganization of
departments, agencies, and working units, and may recommend the reallocation or
elimination of position functions, and the County Commissioners may restructure or
reorganize departments, agencies and working units, reallocate or eliminate position
functions, and may eliminate positions that are no longer deemed necessary to delivering
any service or work product of the County at any time and at their sole discretion and
pleasure. (See Section 12-104).

Section 1-203. Freedom to Amend Rules and Regulations at Any Time.

Employer reserves the right to amend, supplement, rescind or otherwise revise any and every
provision of these Rules and Regulations, in whole or in part, at any time.

Article 3. Construction of Provisions

Section 1-301. Definitions.

A.

B.

“Anniversary date” means the month and the day an Employee was hired.

“At-Will Employee” shall mean and include those At-Will Employees who serve at the
pleasure of the County Commissioners. (See Section 2-102). At-Will Employees also are
exempt from the overtime pay provisions of the Fair Labor Standards Act (“FLSA”). (See
29 U.S.C § 213 and 29 C.F.R Part 541).

“Class” shall mean and refer to the Employee or Employees who are described by and work
within a Class Specification.

“Classified Employee” is a Full-Time Employee or a Part-Time Employee who has
successfully completed any applicable probation period (see Chapter 7) and may only be
fired for cause. (See Section 2-104). If a Classified Employee also is exempt from the
overtime pay provisions of the Fair Labor Standards Act, the Class Specification for such
Employee’s position shall so state.

“Class Specification” shall mean and refer to the document that describes the minimum
qualifications and the duties and responsibilities of each position in the County’s
Compensation Plan. The Class Specification shall state whether the position is At-Will, in
the Classified Service, or has some other designation and, if a person filling the position is
an FLSA-Exempt Employee (i.e., is exempt from the overtime pay provisions of the Fair
Labor Standards Act) or is a Non-FLSA Exempt Employee (i.e., is entitled to overtime pay
for overtime hours worked) (see Section 13-102).

“Classified Service” consists of all of the positions filled by Classified Employees. (See
Section 2-104).
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G.

“Compensation Plan” means the plan prepared pursuant to Chapter 13 of these Personnel
Rules and Regulations that determines the grade/level and steps (i.e., the range of pay) for
each Class Specification within the Personnel System.

“Contractual Employee” means an Employee hired under a written contract that establishes
the terms of employment and is signed by the Employee and the Personnel Administrator
with the consent of the County Commissioners. (See Section 2-105).

“County Commissioners” means the County Commissioners of Caroline County,
Maryland, a body corporate and politic and a political subdivision of the State of Maryland.
In these Personnel Rules and Regulations, “County Commissioners,” “County,” and
“Employer” may be used interchangeably.

“County” means the “County Commissioners” or the “Employer.”

“Department Head” means the person who is responsible for the overall management and
administration of a County department or agency and who reports to no one other than the
County Administrator or the County Commissioners.

“Employee” means a person hired to serve the Employer in an employment relationship.
Such term excludes persons appointed to serve on a County board, commission, task force
or special committee, in such capacity, independent contractors, and similar arrangements.
Employees in the Sheriff’s Office, the Office of the State’s Attorney, the Circuit Court, or
any other agency or unit of State government are not Employees of Employer and are not
included within the meaning of the term “Employee” as defined in this subsection.

“Employer” means the “County Commissioners” or the “County.”

“Equipment” shall mean and refer to any personal property that is owned, purchased, leased
or borrowed by the County and used for County business including, but not limited to, any
analog, digital or electronic communication systems, cellular phones, computer equipment,
electronic mail (e-mail), the internet, the telephone system, intellectual property, and
electronic and digitized information and systems.

“Essential Employee” means an Employee who fills a position that is fundamental to the
public service mission in the following departments: Emergency Management, Public
Works, Emergency Medical Services, and Corrections. (See Section 4-104.B).

“Exempt Employee” shall mean an Employee who is paid a salary and who, pursuant to
the Fair Labor Standards Act (“FLSA”) including the exemptions for executive,
administrative, professional, computer/technological employees, and other exempt classes
of employees has been determined to be exempt from the overtime pay requirements of the
FLSA and, therefore, is not entitled to overtime pay or compensatory time off.
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Q. “Full-Time Employee” means an Employee who is regularly scheduled to work at least 40
hours each week, or other such other schedule permitted to be treated as a comparable,
normal full-time work period under the FLSA.

R. “Furlough” means when an Employee is placed on leave without pay for budgetary reasons
pursuant to Section 8-113 of these Personnel Rules and Regulations.

S. “Liberal Leave Policy” means a policy allowing Employees who are not designated as
Essential Employees to be absent for a portion of a workday or the entire workday and
charged paid leave (i.e., annual, compensatory or personal) or leave without pay, as
appropriate, for the period of the absence. Employees must notify their supervisors if they
intend to take liberal leave. (See Section 4-104).

T. “Non-Exempt Employee” means an Employee who, pursuant to the FLSA, is entitled to
overtime pay for overtime hours worked and who is eligible to earn compensatory time off.

U. “Part-Time Employee” means an Employee who is regularly scheduled to work less than
40 hours each week.

V. “Permanent Employee” means a Full-Time or a Part-Time, Classified or At-Will,
Employee who is not a Probationary Employee. Contractual and Temporary Employees
are not Permanent Employees.

W. “Personnel Administrator” means that Employee appointed by the County Commissioners
to be responsible for managing the day to day responsibilities and functions set forth in
sub-section 18-6.C(3) of the Code of Public Local Laws of Caroline County, as assigned
by the County Administrator, together with the overall responsibility for the County
Personnel System and the attendant functions and responsibilities thereof as set forth in the
County’s Personnel Rules and Regulations and as may be prescribed elsewhere in the
Code, as assigned by the County Administrator, and shall perform such other duties as may
be assigned by the County Administrator and the County Commissioners.. The Director of
Human Resources, unless otherwise determined by the County Commissioners, serves as
the Personnel Administrator. These titles can be used interchangeably throughout the
Personnel Rules and Regulations.

X. “Personnel and Benefits Coordinator” means that Employee designated and tasked by the
Personnel Administrator to assist him/her in the daily management of human resources
functions. The Assistant Director of Human Resources, unless otherwise determined by the
Director of Human Resources, serves as the Personnel and Benefits Coordinator. These
titles can be used interchangeably throughout the Personnel Rules and Regulations.

Y. “Personnel System” means the Caroline County Personnel System. (See § 1-101.)
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BB.

CC.

DD.

EE.

FF.

GG.

HH.

II.

“Probationary Employee” means an Employee who is serving a probationary period as
provided in Chapter 7 of these Personnel Rules and Regulations.

“Safety Sensitive Employee” means an Employee that occupies a position that frequently
requires such Employee to operate a vehicle or operate equipment that may pose a danger
to Employee or others working with Employee. A more complete definition is contained
in Section 4-103G.5. The Personnel Administrator shall maintain a list of the Safety
Sensitive positions that have been developed by the Personnel Administrator and the
Department Heads.

“Service” means the act of being employed by the Employer as an Employee and fulfilling
the duties and obligations inherent in and attendant to the Class Specification for the
position being filled by Employee.

“Temporary Employee” means an Employee who is hired as an at-will Employee under
the condition that employment with the Employer shall not be permanent while in this
status. Temporary Employees include seasonal workers and persons hired for a special or
limited function, a summer Employee or someone hired for a special function of limited
duration. (See Section 2-106).

“Prohibited Offense” means, as to an applicant for employment or the application to volunteer
for any County managed or related activity, (1) conviction of a Crime of Violence, (2)
conviction of a Sexual Offense, (3) determination of Sex Offender status, or (4) registration,
or a requirement to register, on the Sex Offender Registry or the Child Abuse or Neglect
Central Registry. Findings of abuse shall be deemed a per se Prohibited Offense. Findings of
neglect may, upon review by the Director of Human Resources and the County Administrator,
be waived.

“Crime of Violence” means a crime any crime described in § 14-101 of the Criminal Law
Article of the Annotated Code of Maryland. All references to provisions of current law
include subsequent amendments, relocation or renumbering in the Annotated Code, and
SUCCEeSSOr provisions.

“Sexual Offense” means any offense or conduct described in §§ 3-303 through 3-315 of
the Criminal Law Article of the Annotated Code of Maryland.

“Sex Offender” means a person described in § 11-701 of the Criminal Procedure Article of
the Annotated Code of Maryland.

“Sex Offender Registry” means the registry described in Subtitle 7 of Title 11 of the
Criminal Procedure Article of the Annotated Code of Maryland.

“Child Abuse or Neglect Central Registry” means the registry described in § 5-714 of the
Family Law Article of the Annotated Code of Maryland.

5
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JJ.

LL.

MM.

“Criminal Background Check” means a thorough check and review of the criminal
background or history of an applicant of volunteer, including the NCIC, CJIS, and other
related federal and state systems, as well as a check against the Sex Offender Registry and
the Child Abuse or Neglect Central Registry. Use of the central registry shall be restricted
to screening for employment or volunteer activities in which the individual will come into
contract with children (child caring institutions, schools, recreation and parks, emergency
medical services, police protection, corrections) and other positions for which it is likely
the individual will come into contact with children.

“Abbreviated Criminal Background Check” means a criminal background report obtained
through an acceptable third-party reporting system as determined by the Director of the
Office of Human Resources and the County Attorney, together with a check against the
Sex Offender Registry and the Child Abuse and Neglect Central Registry. Use of the
central registry shall be restricted to screening for employment or volunteer activities in
which the individual will come into contract with children (child caring institutions,
schools, recreation and parks, emergency medical services, police protection, corrections)
and other positions for which it is likely the individual will come into contact with children.

“Covered Volunteer” means, for the purposes of Section 3-107, any person retained,
accepted, or designated, by the County, to participate as a volunteer in any County operated
or managed (in whole or in part) program on a regular or recurring basis, or for a singular
purpose or program where the person is expected to have regular, recurring contact with
children. Volunteers provided by other organizations are not covered by these provisions
(but are expected to take all precautions required by applicable law).

“Exempt Volunteer” means any person requested or volunteering to perform a volunteer
service on a contemporaneous, situational basis (1) (a) where such volunteer activity will
not place the person in unsupervised or more than minimal contact with children, or (b)
where time or other circumstances do not permit an Abbreviated Criminal Background
Check, and (2) where the person is not otherwise known to have committed a Prohibited
Offense. Notwithstanding the foregoing, the term “Exempt Volunteer” includes (1)
individuals otherwise not permitted to volunteer or be employed hereunder, when
volunteering or otherwise providing services for bona fide law enforcement or correctional
purposes, including, but not limited to, inmate therapy and education programs, where
persons who have Prohibited Offense are a necessary or appropriate part of such programs
and (2) persons appointed to County boards or commissioners by the official action of the
County Commissioners.
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Section 1-302. Severability.

If any provision, section, or chapter of these Personnel Rules and Regulations is held by a court of
law to be invalid, all other provisions, sections, and chapters that are not held invalid shall continue
in full force and effect.

Section 1-303. Time.

A. Presumption that reference to days means calendar days. Unless otherwise specified in

these Personnel Rules and Regulations, where an action is required within a certain number
of days, the reference to days means calendar days.

B. Counting. In computing any period of time prescribed by these rules, the day of the act or
event after which the designated period of time begins to run is not included.

C. Saturdays, Sundays and County holidays. If the due date for an act or event falls on a

Saturday, Sunday or County holiday, then the due date shall be extended to the next day
that is not a Saturday, Sunday or County holiday.

Article 4. Personnel Administration

Section 1-401. Personnel Administrator.

A. The “Personnel Administrator” shall administer the Personnel System. The duties of the
Personnel Administrator shall include, but not be limited to:

1.

2.

9]

Developing and maintaining Class Specifications;
Developing and administering the Compensation Plan;

Developing and maintaining the program by which persons are recruited and
selected for employment;

Establishing and maintaining personnel records that shall include: a roster of all
Employees; Employee Class Specifications, Employee compensation, and
Employee status (e.g., performance evaluations, counseling and discipline and
performance improvement plans); and other information that may be useful in
managing personnel and Employer’s finances;

Establishing and maintaining a performance evaluation system; and
Establishing and maintaining a personnel file on each Employee.
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The Personnel Administrator may appoint a Permanent Employee to serve as the Personnel
and Benefits Coordinator, who will share in the Personnel Administrator’s human
resources responsibilities. The Personnel Administrator may appoint other Employees for
purposes of assisting the Personnel Administrator with the performance of his/her
responsibilities.

Section 1-402. Department Heads.

A.

Each Department Head shall have primary responsibility for:

1. Managing and recommending the hiring and the separation of Employees who work
in the respective department or agency of each Department Head.

2. Implementing the performance evaluation system and the progressive discipline
guidelines established by the Personnel Administrator and these Personnel Rules
and Regulations.

Each Department Head may share his/her personnel responsibilities set forth in Subsection
1-402A with those supervisors that work for such Department Head.

Section 1-403. Emplovyee Advisory Board.

A.

Purpose. The purpose of the Employee Advisory Board (the “EAB”) is to provide
employees with a group to represent employee interests, generate ideas, and foster
communication between administrative staff and County Commissioners and the
workforce.

Duties and Responsibilities.

1. The EAB shall provide advice, counsel, and suggestions to the County
Administrator, the Director of Human Resources, and the County Commissioners
regarding personnel issues, concerns, policies, and initiatives. The County
Administrator and Director of Human Resources are committed to a productive
working relationship with the EAB and shall provide feedback to formal
recommendations and requests for information in a timely manner.

2. The EAB can receive and voice employee human resources issues that may be
anonymous but cannot include confidential personnel matters including, but not
limited to, specific disciplinary and performance cases.

3. When appropriate, the EAB may consult with, and seek input from, the employees
of partner agencies operating under the County Personnel Rules and Regulations
under a Memorandum of Understanding with the County Commissioners.

4, The EAB, as a Board and the Board’s members individually, shall communicate
regularly with the workforce as a whole and the departments they represent
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regarding the activities, goals, and projects of the EAB and actively seek feedback
from the workforce to inform the members of the EAB in the execution of these

duties.

C. Organization.

1. Membership. The Employee Advisory Board will be composed of seven (7)
members, as described below:

a. Voting members. Voting members shall be selected from each department

as stated below:

1) Department of Corrections

i1) Department of Emergency Services

iiil)  Department of Planning and Codes

1v) Department of Public Works

V) Department of Recreation and Parks

vi) Administrative Departments of the County (Administration Office,
County Commissioners Office, Office of Finance, Office of
Information Technology, Office of Human Resources, and
Economic Development)

b. One (1) member shall be an employee from the Department of Human
Resources, as determined by the Director of Human Resources. This
member shall be a non-voting member.

2. Membership requirements. Only employees who meet the following requirements

shall be eligible to serve as a voting member on the Employee Advisory Board:

a. Members shall be full time Classified Employees.

b. The primary or chief administrative employee of a department may not
serve on the Employee Advisory Board, regardless of employment status.

C. Members must be employees in good standing and may not be on probation
for disciplinary or performance related reasons.

3. Selection. Voting members shall be selected in the following manner:

a. Specific voting procedures shall be developed by the EAB in order to
facilitate a fair election process and maximize employee participation in the
election.

b. Elections shall be held by confidential ballot, which shall be tallied by the
Office of Human Resources.

c. Prior to an employee being placed on a ballot, the Office of Human
Resources shall verify that the employee is eligible to serve on the EAB.

4. Terms of Office. EAB members shall serve three (3) year terms on a staggered

schedule.  Representatives from the Administrative Departments and the
Departments of Public Works and Recreation and Parks shall be elected in
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1.

2.

3.

November for terms which shall commence January 1. Representatives from the
Departments of Corrections, Emergency Services, and Planning and Codes shall be
elected in May for terms which shall commence July 1.

Vacancies and resignation. Vacancies during the course of a term shall be filled in
the same manner as the original selection for the unexpired portion of the term.
Resignations shall be accepted upon receipt by the Office of Human Resources of
a signed, dated letter or electronic correspondence from the member.

Removal. The County Administrator may, after consultation with the Director of
Human Resources, remove any member for misconduct, neglect of duty, or failure
to maintain eligibility. Any member absent from three (3) or more regularly
scheduled meetings within one calendar year may be removed from the Board. The
position shall be declared vacant and be filled in the same manner as the original
selection for the unexpired portion of the term.

Officers. Annually the EAB shall select from their number a member to serve as
Chair and a member to serve as Vice Chair. The Chair shall be responsible for
presiding at all meetings of the EAB, coordinating the meeting agenda, appointing
committees, calling special meetings as needed, and performing all duties generally
incident to the office of Chair. The Vice Chair shall serve as Chair in the absence
of the Chair. The non-voting member representing the Office of Human Resources
shall serve as executive secretary, shall attend all meetings, prepare minutes, and
be the official custodian of all records of the Board.

Meetings.

The EAB shall meet at least every other month on a regular schedule to be set by
the members.

The EAB shall meet with the County Commissioners at twice a year to review the
activities, goals, and projects of the EAB.

The EAB shall meet regularly with employees in order to inform them of the
activities, goals, and projects of the EAB and to receive feedback from the
workforce.

Quorum. A quorum shall not be required for general discussion. A quorum of four voting

members must be present in order for a vote to be taken on matters.

Sunshine Laws. The EAB is not subject to the Open Meetings Act and attendance at

meetings is limited to members and invited guests. Records of the EAB may be subject to
the Public Information Act.
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Chapter 2
County Employment

Section 2-101. Equal Employment Opportunity Employer.

The County is an Equal Opportunity Employer and will not discriminate on the basis of ancestry,
national origin, race, color, religion, age, disability, marital status, genetics, sex, sexual or gender
preference, gender identity, or any basis prohibited by law.

Section 2-102. The At-Will Service.

A. Members. The At-Will Service consists of those Employees who serve at the pleasure of
the County Commissioners. The Employees who fill At-Will Service positions will be
known as At-Will Employees and are subject to separation from County employment
without cause. The following positions are part of the At-Will Service:

1. County Administrator?
2. Chief of Staff
3. Director of Public Works

4. Director of Emergency Services

5. Director of Planning & Codes

6. Director of Recreation and Parks

7. Warden, Department of Corrections
8. Comptroller

0. Director of Finance

10. County Attorney

B. Purpose. The At-Will Service consists of those Employees who help to formulate, and are
important to the implementation of, the policies and directives that the County
Commissioners and the County Administrator establish. They hold positions that, should
they not be dedicated to assisting the County Commissioners directly, or through the

2 The County Administrator currently holds the additional position of Purchasing Agent (i.e., Director of
Procurement). If such position were to be held by an individual other than the County Administrator, such individual
would be At-Will Employees of the County.

11
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County Administrator, in the development and implementations of policies and directives,
could frustrate or undermine the implementation of such policies and directives established
for the County. It is imperative that the County Commissioners and the County
Administrator implicitly trust and retain the utmost confidence in the members of the At-
Will Service.

At-Will Emplovees.

1. An At-Will Employee may be terminated without cause.

2. An At-Will Employee may be terminated for publicly criticizing the County
Commissioners or other At-Will Employees because such actions serve to
undermine and frustrate the cohesive functioning of the County Commissioners and
the core management team, or the obtaining of the objectives thereof.

3. An At-Will Employee may not be terminated for:

a. Failure or refusal to support, financially or otherwise, any member of the
County Commissioners or any candidate for such office.

b. Failure or refusal to attend or work on fundraisers or other campaign
activities of any County Commissioner.

c. Any private opinions or thoughts relative to the County Commissioners, the
policies and practices of the County, or other At-Will Employees that are
expressed in a non-public forum to the County Commissioners, other At-
Will Employees, or other federal or state officials responsible for enforcing
laws or regulations applicable to the County; except that an At-Will
Employee may be terminated if any such stated opinions or thoughts have
the effect of undermining or frustrating the cohesive functioning of the
County Commissioners and/or the core management team, or obtaining the
objectives thereof.

Section 2-103. At-Will Emplovee Contracts.

A.

Subject to the approval of the County Commissioners, the County Administrator and/or
the Personnel Administrator may:

1. Develop employment contracts for At-Will Employees and require At-Will

Employees for whom an employment contract has been developed to execute said
employment contract.

12
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2. Provide six (6) months of severance pay and benefits to an At-Will Employee that
is separated from County Employment without cause. No severance pay or benefits
shall be provided as a matter of right or entitlement to any At-Will Employee who
is terminated for cause in accordance with the executed employee contract.

3. In order to obtain or retain a superior candidate for an at-will position the County
Commissioners, in public session, may agree to alter vacation benefits to be granted
to such at-will employee.

Section 2-104. The Classified Service.

A.

Each Employee who is not an At-Will Employee, a Contract Employee or a Temporary
Employee shall, unless otherwise provided, be a Classified Employee and the positions
filled by Classified Employees shall constitute the Classified Service.

A Classified Employee may only be dismissed from employment for cause.

1. A Full-Time Classified Employee shall accrue leave and enjoy the benefits set forth
in Chapters 8 and 9.

2. A Part-Time Classified Employee shall accrue leave and accumulate benefits on
the same basis as a Full-Time Classified Employee, except such leave and benefits
shall accrue on a pro-rata basis, based on the average number of hours worked per
week divided by 40 hours per week.

3. Notwithstanding the foregoing, Classified Employees may discharged or
furloughed without cause as provided in Chapter 12 hereof.

Section 2-105. Contractual Emplovees.

A.

A Contractual Employee is a non-Permanent Employee who is not in the Compensation
Plan and is hired pursuant to a written contract that specifies the terms of employment and
the right to leave or benefits, if any. Often a Contractual Employee is hired pursuant to a
grant to perform a specific task or project in accordance with the terms of such grant.

A Contractual Employee shall not accrue leave or benefits pursuant to Chapters 8 and 9 of
these Personnel Rules and Regulations, unless required under the terms of the grant
providing the support the position. A Contractual Employee shall only be entitled to leave
or benefits as specified in a written contract.

A Contractual Employee is an at-will employee and may be dismissed at the pleasure of
the County Administrator, unless contract terms specifically provide otherwise.

13
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D.

1. The Department Head for whom any Contractual Employee is working shall be
responsible for monitoring the performance of, and disciplining, such Contractual
Employee.

2. A Contractual Employee shall be subject to the Work Rules of Chapter 4 of these
Personnel Rules and Regulations.

3. Any supervisor with knowledge that a Contractual Employee has violated or
breached any of the Work Rules of Chapter 4 of these Personnel Rules and
Regulations, or otherwise is failing to perform the duties and responsibilities
assigned to such Contractual Employee, shall promptly notify the Department
Head, the County Administrator and/or the Director of Human Resources of such
deficiency, so that the appropriate disciplinary action may be initiated.

A Contractual Employee is not entitled to any of the Grievance Procedures set forth in
Chapters 6 and 11 of these Personnel Rules and Regulations.

Section 2-106. Temporary Emplovees.

A.

A Temporary Employee is an At-Will Employee who serves at the pleasure of the County
Administrator in a position that is not in the Compensation Plan for a service that is not
needed on a regular, continuous basis. Often, a Temporary Employee provides services
pursuant to a recreational program or some unusual or short term need.

A Temporary Employee is entitled only to worker’s compensation benefits. A Temporary
Employee shall not accrue any leave or benefits pursuant to Chapters 8 and 9 of these
Personnel Rules and Regulations.

A Temporary Employee may, but need not be, hired pursuant to a written contract. The
only person authorized to execute a written contract with a Temporary Employee that is
binding on the County is the Personnel Administrator, or in the absence of the Personnel
Administrator and with the approval of the Personnel Administrator, the Personnel and
Benefits Coordinator.

1. The Department Head for whom a Temporary Employee is working is responsible
for monitoring the performance of and disciplining such Temporary Employee.

2. A Temporary Employee is subject to the Work Rules of Chapter 4 of these
Personnel Rules and Regulations.

3. Any supervisor with knowledge that a Temporary Employee has violated or

breached any of the Work Rules of Chapter 4 of these Personnel Rules and
Regulations, or otherwise is failing to perform the duties and responsibilities
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assigned to such Temporary Employee shall promptly notify the Department Head,
the County Administrator and/or the Director of Human Resources of such
deficiency, so that the appropriate disciplinary action may be initialed.

D. A Temporary Employee is not entitled to any of the Grievance Procedures set for in
Chapters 6 and 11 of these Personnel Rules and Regulations.

15



Caroline County Personnel Rules and Regulations

Chapter 3
Recruitment and Selection

Section 3-101. Vacancies.

A.

B.

When a vacancy occurs in any job or position authorized by the annual budget, the
Department Head in whose department or agency the vacancy occurs shall notify the
Personnel Administrator, in writing, through the completion of the Request to Advertise
form, of the vacancy. In conjunction with completion of the Request to Advertise form,
the Department Head shall review and, if necessary, request any appropriate revisions to
such position’s Class Specification. The Department Head shall provide any other
information deemed pertinent or appropriate for consideration in filling the vacancy.

The Personnel Administrator shall determine whether the vacancy may be filled.

Section 3-102. Position Vacancy Announcements.

A.

Each vacancy the Personnel Administrator allows to be filled shall be announced and
advertised at least once no less than 15 calendar days prior to the closing date for submittal
of an application to the Director of Human Resources.

1. Internal Posting. The Director of Human Resources shall provide each Department
Head with a notice of vacancy that shall be promptly posted on all employee
bulletin boards within each department. Additionally, the Director of Human
Resources may provide email notice to Employees and post vacancies on the
County’s website. Employees are responsible for regularly reviewing the employee
bulletin board and web site and timely responding to position vacancies.

2. External Announcement. Position vacancies shall be advertised on at least one
external recruitment website and in any other manner deemed appropriate by the
Personnel Administrator.

Contents of Announcement. A position vacancy announcement shall contain:

1. The title of the position.

2. The type of the position (e.g., At-Will, Full-Time, Contractual, etc).

3. A summary of the Class Specification and whether the position is Exempt or Non-
Exempt.
4. The deadline for submitting an application.
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5. Contact information that explains how an application may be requested and/or
obtained.
6. A statement that Caroline County is an Equal Opportunity Employer.

All applications must be received by the Director of Human Resources by the close of
business on the closing date specified in the Vacancy Announcement.

Subject to the process set forth in Section 3-106, qualified internal applicants may be given
preference over similarly qualified external applicants.

Where the Personnel Administrator deems expeditious hiring to be in the best interests of
the county, external advertisements may occur simultaneously with internal posting.

Non-classified service vacancies are exempt from the provisions of this section above.
Non-Classified vacancies may be filled by ongoing, rolling recruitment and/or other
nontraditional methods to identify potential candidates for non-classified employment.

Section 3-103. Employment Applications.

A.

Employer shall create and maintain employment application forms that must be completed
by every job applicant seeking to fill a vacancy. The Director of Human Resources shall
make employment applications available to the public during regular business hours.

The Director of Human Resources shall establish reasonable deadlines not less than 15
calendar days after publication of notice to the public and transmission of notice for internal
posting for the receipt of employment applications for every employment opportunity.

The Director of Human Resources shall maintain all applications and documents relative
to the investigation, review, consideration and selection of an applicant for a period of not
less than three (3) years (see also Section 3-109) following the hiring for a vacancy.

Section 3-104. Preliminary Rejection of Applicants.

A.

Employer, including the Director of Human Resources, may preliminarily reject any
applicant for the following reasons:

1. Failure to complete all material portions of the application.

2. Failure to meet the minimum qualifications set forth in the Class Specification for
the position being filled.

3. Falsification or material misrepresentation of information in the application.
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4. Conviction of a crime that renders the applicant unfit to hold the position of public
trust being filled.
5. Any matter or reason which, in the reasonable discretion of the Director of Human

Resources, would create an impediment to the applicant’s satisfactory fulfillment
of the position’s requirements or place the applicant and or other members of the
workforce in jeopardy. This provision is not intended to and shall not be interpreted
to, affect or interfere with any rights of an applicant or any obligations of the
Employer pursuant to the Americans with Disabilities Act or any other right or
obligation mandated by federal or State law.

Section 3-105. Review of Applicants for At-Will Service.

A.

The applications of all qualified applicants for an At-Will position (i.e., those persons
whose applications are not preliminarily rejected pursuant to Section 3-104) shall be
forwarded for review by the County Commissioners or the At-Will Employee (i.e., County
Administrator and/or Department Head) who will supervise the applicant hired to fill the
position.

If applications for more than 10 qualified applicants are received, the person(s) designated
in Section 3-105A, in conjunction with the Personnel Administrator, may review the
applications and any written materials submitted in conjunction with the application and
eliminate all but 10 applicants.

The person(s) designated in Section 3-105A shall interview up to 10 applicants for a
vacancy.

1. Each applicant shall be asked a series of the same basic questions.

2. The interviewers shall submit a copy of the basic questions asked of all applicants
to the Director of Human Resources, who shall maintain a copy of such questions
with the application records maintained pursuant to Section 3-103C.

3. Subject to approval by the County Commissioners, the interviewers shall have
broad discretion to recommend the award of the position to the applicant of the
interviewer’s choice, because such At-Will positions are critical to the development
and implementation of County directives and policy. The interviewers must submit
a written rating of the top three applicants for the position to the Director of Human
Resources that explains the basis for the ratings. The Director of Human Resources
shall maintain such ratings with the application records maintained pursuant to
Section 3-103C.
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Section 3-106. Review of Applicants for Classified Service.

A.

A review team shall be formed to select a qualified applicant for any vacancy in the
Classified Service filled by advertisement and application. The Department Head shall
appoint three members to the review team and shall strive for diversity of membership in
light of the position and the persons in the chain of command that will be responsible for
the work product of the person filling the vacant position.

All qualified applicants for a Classified Employee position (i.e., those persons whose
application is not preliminarily rejected pursuant to Section 3-104) shall be forwarded to
the review team.

If there are greater than 10 qualified applicants for a vacant position, the review team may
review the applications and any written materials submitted in conjunction with the
applications and may, in consultation with the Personnel Administrator, eliminate all but
10 applicants.

The review team shall interview up to 10 applicants for a vacancy.
1. Each applicant shall be asked a series of the same basic questions.

2. The members of the review team shall submit a copy of the basic questions asked
of all applicants to the Director of Human Resources, who shall maintain a copy of
such questions with the application records maintained pursuant to Section 3-103C.

3. The review team shall rate each applicant interviewed from 1 to 10, with 1 being
the best applicant and 10 being the least qualified applicant. Ratings may be
weighted based on criteria such as qualifications, past experience and interview
results. The Department Head shall establish the rating system when the vacancy
is advertised, or the Department Head may delegate that task to the review team.
The rating system shall be established prior to distribution of applications and
written materials to the members of the review team. The rating team shall score
each applicant in all categories being rated (e.g., qualifications, experience and
interview) and the score sheets for each applicant shall be submitted to and
maintained by the Director of Human Resources pursuant to Section 3-103C.

4. The rating of each applicant prepared by each member of the rating team shall be
averaged to determine the highest rated applicant. The position shall be awarded
to the highest rated applicant. The members of the review team shall submit their
rating sheets to the Director of Human Resources, who shall maintain a copy of
such records pursuant to Section 3-103C.
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Section 3-107. Criminal Background Investigation of Applicants.

A.

A Criminal Background Check shall be requested prior to the hiring of any person for
employment in the County, including temporary, part-time, or contractual positions. The
Criminal Background Check shall be performed only if the Applicant has been
preliminarily selected for hiring. The applicant may commence employment prior to the
return of the information from the Criminal Background Check, provided that the registry
checks have been completed prior to the commencement of employment. If the results of
the Criminal Background Check, when completed, indicated that a Prohibited Offense has
occurred, the employee’s employment shall be immediately terminated.

A Criminal Background Check shall be requested prior to the commencement of volunteer
activity as to any person serving or expected to serve as a Covered Volunteer; except that
in the judgment of the Director of Human Resources in conjunction with a requesting
department head, an Abbreviated Criminal Background Check may be performed. In either
case, the volunteer may commence activities prior to the return of the information from the
Criminal Background Check, provided that the registry checks have been completed prior
to the commencement of activities. If the results of the Criminal Background Check, when
completed, indicated that a Prohibited Offense has occurred, the volunteer’s services shall
be immediately terminated.

No Criminal Background Check or Abbreviated Criminal Background Check is required
for an Exempt Volunteer.

No person shall be hired, employed, retained, or permitted to serve as an employee or a
Covered Volunteer of or for the County, in any capacity, who is determined to have
committed a Prohibited Offense.

In the event a Criminal Background Check or an Abbreviated Criminal Background Check
reflects that a person has had a charge the would otherwise constitute a Prohibited Offense
result in a nol pros, stet, or probation before verdict or judgment, the Director of Human
Resources and the County Administrator, with the advice of the County Attorney, may
make a determination that the circumstances warrant acceptance of a person as an
employee or a Covered Volunteer.

Section 3-108. Notification to Applicants.

A.

The Director of Human Resources shall notify each unqualified applicant that their
application for employment was rejected.

After the selection process is complete, the Personnel Administrator, or the designee of the

Personnel Administrator, shall notify each qualified applicant of the results of the selection
process.
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Section 3-109. Selection of Alternative Applicants.

A.

If the highest rated applicant for a position does not accept the offer of employment, the
County may offer the position to the next highest rated applicant, and so on.

If a successful applicant resigns or quits during the first year of employment, the County
may offer the position to the next highest rated applicant, and so on.

If a successful applicant is eliminated during the probationary period (see Chapter 7), the
County may offer the position to the next highest rated applicant, and so on.

If a position becomes vacant more than one (1) year after it was last advertised, the position
will be re-advertised, not filled from a prior list of applicants.

Section 3-110. Creation of Personnel File.

A.

The Personnel Administrator shall cause a personnel file to be created for each applicant
who is hired as a County Employee.

All personnel records, including the application, any written materials submitted in
conjunction with the application, and any written materials relative to the investigation and
selection of the applicant, shall be placed in the personnel file.

Section 3-111. County Assistance to State Agencies, Units of State Government and State

A.

Employees.

By law, the County is required to fund all or portions of the budgets, including office
supplies and equipment, positions and other agency expenditures, for agencies or units of
the State of Maryland, such as the Sheriff’s Department, the State’s Attorney’s Office, the
Circuit Court for Caroline County, the Cooperative Extension or the Soil Conservation
District, etc. Instead of hiring, or contracting for the services of separate human resources
professionals, procurement officers or other administrative support staff for such agencies
and units of State government, in the spirit of intergovernmental cooperation and the
prudent utilization of limited taxpayer and public resources, the County’s human resources,
procurement and other administrative Employees and representatives may, from time to
time, assist and perform human resources, procurement and related functions for such State
agencies, employees and units of State government. In providing such services and
assistance, the County is not in any way assuming any liability or responsibility for such
State agencies or employees and is not acting as a joint or dual employer of the employees
who work for such State agencies and units of State government. Employees that work for
such State agencies or units of State government shall remain State officials, agents or
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employees and shall not be entitled to any rights provided by these Personnel Rules and
Regulations for Employees.

B. Any person who has a question about such person’s status as a County Employee versus
as an employee of an agency or unit of State government should contact the Director of
Human Resources. Regardless of what such person is told by anyone regarding such
person’s status as an Employee of the County or an employee of the State, the law of the

State of Maryland shall be final and dispositive with respect to the employment status of
such person.
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Chapter 4
Work Rules

Section 4-101. Respectful, Professional and Non-Discriminatory Workplace.

A.

The County is committed to maintaining a mutually respectful work environment in which
all individuals are treated with respect and dignity. Each individual has a right to work in
a professional atmosphere that promotes equal opportunities and prohibits discriminatory
practices.

Any Employee who fails to maintain a mutually respectful work environment and to treat
individuals with respect and dignity shall be subject to discipline, up to and including
termination.

Section 4-102. Harassment Policy.

A.

Introduction. Caroline County government is a professional workplace where employees
are expected to act in a mature, considerate, and respectful manner. Discrimination against
or harassment of fellow employees or citizens is against the law, morally wrong, and is
contrary to the positive organizational culture the County Commissioners desire to
maintain.

The United States Equal Employment Opportunity Commission (EEOC) website offers the
following concise definition of harassment:

“Although the law doesn't prohibit simple teasing, ofthand comments, or isolated incidents
that are not very serious, harassment is illegal when it is so severe or pervasive that it
creates a hostile or offensive work environment or when it results in an adverse
employment decision (such as the victim being fired or demoted).”

A comment or action can be found offensive, but not meet the standard of harassment. In
turn, a comment or action can be considered harassment, even if no one present is offended,
if the comment is severely offensive. While a place of work, Caroline County government
also is an environment where there are thousands of interpersonal interactions every day.
As in any complex social setting, there is the possibility of misunderstandings,
miscommunication and, unfortunately, inappropriate behavior.

The County Commissioners are committed to maintaining an organization where a diverse
range of employees can work together in a climate of mutual respect and trust. The
Commissioners also recognize that this is a goal the County cannot achieve solely through
the Personnel Rules and Regulations. A positive working environment—ifree of
harassment and discrimination—is a responsibility that rests squarely on the shoulders of
all employees. This means more than individual employees following the rules; it means
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no employee can turn a blind eye to harassing or discriminatory behaviors.

B. Individuals covered: The policy and rules relating to Harassment shall apply to all County
officials (including the County Commissioners), Employees (whether Full-Time,
Contractual, Temporary, At-Will, or otherwise).

C. Training. All new individuals covered must be provided with a copy of this policy as part
of their orientation. The policy will be reviewed with each new individual. The individual
must certify by signing the prescribed form that the individual has been advised of this
policy, is aware of and understands its contents, and agrees to abide by it provisions during
the individual’s term with the County.

All individuals must receive training on an annual schedule on the requirements of this
policy and must certify by signing the prescribed form that they have reviewed the policy,
understood its contents, and agree that they will continue to abide by its provisions.

To the extent possible volunteers and consultants will be provided training to ensure that
their behavior does not violate this policy.

D. Definitions:

1. Harassment. Unwelcome conduct that is based on sex, race, color, religious beliefs,
national origin, disability (mental or physical), age, sexual orientation, gender
identification, genetic information, or hairstyle/hair texture or other protected status
that unreasonably interferes with another employee’s work performance or creates
an intimating, hostile or offensive work environment. Harassment is a form of
employment discrimination that may violate several Federal and State anti-
discrimination laws, including Title VII of the Civil Rights Act of 1964, the Age
Discrimination in Employment Act of 1967 and the Americans with Disability Act
of 1990.

The harasser can be the victim's supervisor, a supervisor in another area, a co-
worker, or someone who is not an employee of the employer, such as a client or
customer. Harassment outside of the workplace may also be illegal if there is a link
with the workplace. For example, it is harassment if a supervisor harasses an
employee while driving the employee to a meeting. Mere rudeness or personal
dislike will usually not be considered to be harassment under this policy.

2. Sexual Harassment. When workplace harassment includes unwelcome sexual
advances, requests for sexual favors, and other verbal or physical harassment of a
sexual nature or based on another person’s sex or sexual orientation, it is considered
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“sexual harassment.” Sexual harassment is illegal under federal and state laws.
Sexual harassment includes practices ranging from direct requests for sexual favors
to workplace conditions that create a hostile environment for a person of either
gender, including same sex harassment.

3. Hostile Work Environment — Unwelcome conduct that unreasonably interferes with
an individual’s work or creates an intimidating, hostile or offensive working
environment.

4. Bullying — Unreasonable behavior that demeans, intimidates or humiliates

employees either as individuals or as a group.

5. Acting in Good Faith - An allegation of harassment or discrimination is very
serious. Any employee making a complaint is required to act in good faith and
have reasonable grounds to believe harassment or discrimination has occurred. An
employee who makes a complaint of harassment that he/she knows is false or
complains for a malicious or improper purpose may be subject to discipline up to
and including termination from employment.

6. Retaliation — Occurs when employers treat applicants, employees or former
employees, or people closely associated with these individuals, less favorably for:

o Reporting discrimination

o Participating in a discrimination investigation or lawsuit (for example,
serving as a witness)

o Opposing discrimination (for example, threatening to file a charge or
complaint of discrimination).

o Verbal abuse, threats, or physical assaults.

7. Discrimination — While many employees are familiar with prohibitions against
discrimination because of race, religion, and national origin, the law has expanded
to cover other areas like age, genetic information and pregnancy. The following
types of discrimination and harassment are prohibited:

o Age discrimination involves treating someone less favorably because of his
age. The Age Discrimination in Employment Act (ADEA) forbids age
discrimination against people who are age 40 or older.

o Genetic information includes information about an individual’s genetic tests
and the genetic tests of an individual’s family members, as well as
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information about the manifestation of a disease or disorder in an
individual’s family members (i.e. family medical history). Federal law
prohibits the use of genetic information in making employment decisions.

o National origin discrimination involves treating people unfavorably
because they are from a particular country or part of the world, because of
ethnicity or accent, or because they appear to be of a certain ethnic
background (even if they are not).

National origin discrimination also can involve treating people unfavorably
because they are married to (or associated with) a person of a certain
national origin or because of their connection with an ethnic organization
or group.

o Pregnancy discrimination involves treating a woman unfavorably because
of pregnancy, childbirth, or a medical condition related to pregnancy or
childbirth. The Pregnancy Discrimination Act (PDA) forbids
discrimination based on pregnancy when it comes to any aspect of
employment.

o Race/Color discrimination involves treating someone unfavorably because
he/she is of a certain race or because of personal characteristics associated
with race (such as hair texture, skin color, or certain facial features). Color
discrimination involves treating someone unfavorably because of skin color
complexion.

Race/color discrimination also can involve treating someone unfavorably
because the person is married to (or associated with) a person of a certain
race or color or because of a person’s connection with a race-based
organization or group, or an organization or group that is generally
associated with people of a certain color.

o Religious discrimination involves treating a person unfavorably because of
his or her religious beliefs. The law protects not only people who belong to
traditional, organized religions, such as Buddhism, Christianity, Hinduism,
Islam, and Judaism, but also others who have sincerely held religious,
ethical or moral beliefs.

Religious discrimination can also involve treating someone differently
because that person is married to (or associated with) an individual of a
particular religion or because of his or her connection with a religious
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organization or group.

o Sex discrimination involves treating someone unfavorably because of that
person's sex, gender identity or sexual orientation. Sex discrimination also
can involve treating someone less favorably because of his or her
connection with an organization or group that is generally associated with
people of a certain sex. Discrimination against an individual because that
person is transgender is discrimination because of sex in violation of Title
VII. This is also known as gender identity discrimination.

E. Procedure — Harassment

1. Offensive conduct or harassment of a sexual nature, or based on race, color,
religion, national origin, disability, age, sexual orientation, gender identification,
genetic information, hairstyle/hair texture or other protected status is prohibited.
This may include but is not limited to:

J Offensive speech including written or spoken words and/or graphic
communication.

o Physical contact, including but not limited to unwelcome touching

J Expectations, requests, demands or pressure for sexual favors

o Slurs, jokes, posters, cartoons, photographs, or e-mails that contain

demeaning/derogatory terms, offensive symbols and offensive gestures.

2. Any such offensive conduct will be considered a prohibited form of harassment in
the following circumstances:

o There is a promise or implied promise of preferential treatment or negative
consequence regarding employment decision or status.

o Such conduct has the effect of creating an intimidating, hostile or offensive
work environment or unreasonably interferes with a person’s work
performance.

o A third party is offended by the conduct or communication of others

3. At times an individual may do or say something that is unintentionally offensive to

another employee. The offended individual may find it effective to simply tell the
individual that what they have done or said is offensive and this may resolve the
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matter.

4. An employee who believes they have been harassed shall immediately report such
conduct to their supervisor, or they may report to their Department Head or to the
Director of Human Resources.

5. Any supervisor who becomes aware of alleged harassment shall inform the alleged
victim that Caroline County is committed to maintaining a workplace that is free
from any type of intimidating, hostile or offensive behaviors or displays. The
supervisor must immediately report the alleged harassment to their department head
and the Director of Human Resources. Any supervisor who has knowledge of such
behavior yet takes no action address to address it is also subject to disciplinary
action up to and including termination.

6. Each complaint of harassment shall be fully investigated. The County Attorney, the
County Administrator and the Director of Human Resources will review the
complaint and determine the appropriate investigative process on a case-by-case
basis. The complainant shall be notified that their complaint has been received.
The investigative process will be determined within 48 hours.

a. Harassment Investigation Guide (Internal Investigations)

1. Investigation process will begin within 7 calendar days of receiving
the complaint.

11. Determine whether the alleged harasser may need to be transferred
to another position and/or department or placed on paid
administrative leave during the investigation.

1il. Interview the complainant - to get details of the allegations and
explain that a charge of discrimination/harassment is a serious
matter, that will be thoroughly investigated before reaching any
conclusions.

iv. Interview the alleged harasser — explain that a complaint has been
filed and the nature of the allegations. Advise the alleged harasser
that a thorough investigation will be completed prior to reaching any

conclusions.

v. Interview any witnesses - that may have been identified during
interviews with the complainant and the alleged harasser.

Vi. Resolving the complaint - fully document the investigation,
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determine  if  appropriate
training/counseling on harassment. Meet with the complainant and
the alleged harasser to inform them that matter has been resolved.

discipline,

b. The complaint and investigation will be conducted as a confidential
personnel matter with communication limited to those persons directly
involved in the investigation and any subsequent personnel actions.

c. Harassment is considered a form of employee misconduct. Disciplinary
action up to and including termination shall be taken against any employee
determined to be engaged in this type of behavior.

F. Procedure — Bullying

1. Bullying behavior is often persistent and part of a pattern. It is usually carried out
by an individual but can also be an aspect of group behavior. Examples include:

o Teasing

o Abusive and offensive language

o Spreading rumors or innuendos

o Unreasonable criticism

o Trivializing work and achievements
o Excessive demands

o Setting impossible deadlines

o Unfairly blaming for mistakes

o Excessive supervision

o Setting people up for failure

. Deliberate exclusion

o Criticizing in public

o Belittling or disregarding opinions or suggestions
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o Pushing, shoving
o Assault or threat of physical assault

o Cyberbullying

o Socially and physically excluding an employee
J Sabotage of an employee’s work
2. Bullying is unacceptable behavior that breaches principles of equality and fairness

and frequently represents an abuse of power and authority.

3. Employees have a responsibility to conduct themselves in a manner which ensures
the proper performance of their job responsibilities and maintains co-worker and
citizen confidence.

4. If an employee believes that the employee has been a victim of bullying or has
witnessed bullying in the workplace, the employee should report to the Employee’s
Department Head and/or the Director of Human Resources. An employee who
experiences bullying may find it effective to simply tell the individual that what
they had done or said is offensive and this may resolve the matter.

5. Any supervisor who becomes aware of alleged bullying shall inform the alleged
victim that Caroline County is committed to maintaining a workplace that is free
from bullying. The supervisor must immediately report to their department head
and the Director of Human Resources. Any supervisor who has knowledge of such
behavior yet takes no action to address it is also subject to disciplinary action up to
and including termination.

6. Each complaint of bullying shall be fully investigated. The Director of Human
Resources, the County Administrator and Department Head will review the
complaint and determine the appropriate investigative process on a case-by-case-
basis. The complainant shall be notified that their complaint has been received. The
investigative process will be determined within 48 hours.

a. Complaints will be treated confidentially to the extent possible for a
thorough investigation and resolution.

b. Individuals involved in an investigation shall be treated professionally and
shall not be subjected to retaliation in any form.

c. Employees who are found to have engaged in retaliation or who have failed
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to cooperate with an investigation shall be subject to disciplinary action.

d. Bullying is considered a form of employee misconduct. Disciplinary
action up to and including termination shall be taken against any employee
engaging in this type of behavior.

Section 4-103. Substance Abuse

A.

Policy.

1.

The County is committed to providing a safe, efficient, and productive work
environment through a substance free workplace. The purpose of this policy is to
prevent the risks and negative effects that are brought about by substance abuse
while respecting the dignity and privacy of Employees. Illegal or irresponsible
drug or alcohol use by Employees is not consistent with the County’s goal to
operate in a safe and efficient manner.

Violation of any portion of this policy will subject Employee to appropriate
disciplinary measures, up to and including termination. Although this policy has
been written to address as many of the pertinent issues in this sensitive area as
possible, Employer reserves the right to modify or amend it. Any Employee who
has questions or concerns about this policy should contact the Personnel
Administrator.

Pre-Employment Testing. Employer shall test each successful applicant for drugs and

alcohol prior to awarding applicant a position. If an applicant tests positive for drugs or
alcohol, Employer shall send applicant a notice of the applicant’s right to an independent
test. Employer shall not hire anyone who has a positive result from a pre-employment drug
and alcohol test. Employer also shall not consider for hire anyone who refuses to take a
pre-employment drug and alcohol test.

Prohibitions.

1.

Entry upon or into County premises or property, or presence at work, under the
influence of illegal or abused drugs or alcohol, or any combination thereof, is
strictly prohibited. No Employee shall possess, conceal, promote, sell or bring
alcohol, illegal substances, which term includes any related paraphernalia, onto
County property. County property includes, but is not limited to, County premises,
including leased premises, and/or County property (including County vehicles)
and/or any place where Employee is conducting business for or on behalf of the
County, or where the County conducts business. If the County has reasonable
grounds to believe that an Employee possesses, is concealing, or has brought
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substances onto County property, Employer reserves the right to conduct a
reasonable search for those substances, including but not limited to, a search of the
Employee’s office, desk, locker, or County vehicle.

2. An exception is made for Employees who take prescription medicines according to
instructions given by a licensed physician or medical provider. However, an
Employee who is taking prescription medications that may impair his or her ability
to perform his or her job has an affirmative duty to report the usage of such
medications to his or her supervisor. This reporting is required to assess the
Employee’s ability to conduct County business, drive a vehicle, or operate
machinery. If Employee does not report the usage of prescription drugs and causes
an accident upon, with, or while operating County property, Employee will be
subject to disciplinary action, up to and including termination.

D. Reporting. An Employee who receives either an alcohol driving conviction (defined
below) or a drug conviction (defined below) has an affirmative duty to report that
conviction within five (5) working days to the Personnel Administrator. Generally, the first
alcohol driving or drug conviction will subject Employee, at a minimum, to mandatory
participation in a sanctioned alcohol and/or substance abuse treatment program. A second
alcohol driving or drug conviction may result in termination of employment. Nothing in
these Personnel Rules and Regulations shall be interpreted to prohibit the termination of
an Employee on a first offense for a drug or alcohol related incident if the Personnel
Administrator or the County Administrator deems the offense to be of a magnitude or
severity that may reasonable be believed to place the County, its Employees, and/or the
public at large at risk. If Employer learns of an alcohol driving or drug conviction that was
not reported by Employee, such failure constitutes grounds for termination, and Employee
shall be subject to mandatory participation in a sanctioned alcohol and/or substance abuse
treatment program if not terminated. Safety Sensitive Employees who have prior alcohol
driving or drug convictions, or plea or resolution of criminal charges other than an
acquittal, may be tested as a continuing condition of employment for up to a total of three
years after their last conviction, or plea or resolution of criminal charges other than an
acquittal.

E. Alcohol and Drug Testing.

1. All Safety Sensitive Employees shall be subject to drug or alcohol testing: (1) on
a yearly basis, (2) prior to being transferred or promoted to a Safety Sensitive
position, or (3) prior to returning to duty after failing a previous test. Moreover,
any Employee (whether in a safety sensitive position or not) whose conduct,
appearance or behavior provides reasonable suspicion that the Employee is using
drugs or alcohol at work or any Employee whose job performance inexplicably
deteriorates, or whose demeanor becomes erratic, may be required to submit to
testing for drugs and alcohol. Reasonable suspicion is a belief that Employee has
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violated the alcohol or drug prohibitions of this policy based on specific,
contemporaneous, describable observations concerning such factors as appearance,
behavior, speech or body odors of Employee.

2. The first confirmed positive test result of any Employee will, at a minimum, require
Employee to undergo and successfully complete a sanctioned alcohol and/or
substance abuse treatment program. A second confirmed positive test result might
subject Employee to termination. After any positive result, Employee shall be
furnished with a notice that will indicate the test results, a copy of this policy,
Employer’s intent to take disciplinary action, and a statement that permits
Employee to request independent testing of the same sample. (See Appendix;
Notice Following A Positive Drugs and Alcohol Test.) Refusing to submit to
testing, or tampering with a specimen for testing, shall subject Employee to
termination. All testing will be conducted by a laboratory that holds a license under
Section 17-205 of the Health General Article of the Code of Maryland and in a
manner that respects and recognizes the dignity and privacy of the Employee.
Therefore, Employer will endeavor, to the greatest extent possible, to protect the
confidentiality of information regarding individual test results.

F. Treatment and Continued Employment. Employer realizes that alcoholism and drug
addiction can be illnesses for which there is effective treatment and rehabilitation. Prior to
reaching a point where an Employee’s judgment, performance or behavior leads to
disciplinary action, it is Employee’s responsibility to seek assistance from a sanctioned
alcohol and/or substance abuse treatment program. Please note that participation in a
sanctioned alcohol and/or substance abuse treatment program may be covered, in part,
under Employer’s health benefits. Employees will not be terminated for voluntarily
seeking assistance for a substance abuse problem. An Employee who continues to work
and who is participating in a sanctioned alcohol and/or substance abuse treatment program
will be expected to meet existing job performance standards and established work rules.
Continued performance, attendance or behavior problems may result in termination.
Employer will attempt to make reasonable accommodations for an Employee who
voluntarily initiates participation in and adheres to a sanctioned alcohol and/or substance
abuse treatment program.

G. Definitions as used in this policy.
1. Alcohol — means ethyl alcohol or ethanol.
2. Alcohol Driving Conviction — means a violation of the laws of Maryland or any

other jurisdiction involving driving or attempting to drive while intoxicated or
under the influence of alcohol, for which the Employee pleads guilty, pleads nolo
contendere (“no contest”), is found guilty, is given probation before judgment or
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verdict, or otherwise receives a disposition other than not guilty or a complete
dismissal of charges.

Drug — means any substance taken into the body, other than alcohol, which may
impair one’s mental faculties and/or physical performance. This definition includes
controlled dangerous substances as defined in Maryland’s criminal statutes,
prescription drugs, glue, paint thinner or any other item that when abused or
improperly administered, may impair one’s mental faculties and/or physical
performance.

Drug Conviction — means a conviction for violation of any controlled dangerous
substance law or illegal substance law, whether a violation of the controlled
dangerous substance laws of Maryland or the illegal/improper drug use laws of
federal or state jurisdiction, or involving driving or attempting to drive while under
the influence of a substance, for which the Employee pleads guilty, pleads nolo
contendere (“no contest”), is found guilty, is given probation before judgment or
verdict, or otherwise receives a disposition other than not guilty or a complete
dismissal of charges.

Safety Sensitive Employee — means (1) all Employees whose job duties require the
Employee to drive a motor vehicle during normal working hours or operate
Equipment that may pose a danger to Employee or others working with Employee;
(2) all Employees who have been convicted of an alcohol driving offense or drug
offense (as defined in Section 4-103, above); and (3) all Employees that occupy
positions determined to be Safety Sensitive by the Personnel Administrator and the
Department Heads.

Substance — means and includes Alcohol and Drugs and related drug paraphernalia.

Substance Abuse — means the use, sale, distribution, possession and manufacture
of alcohol or drugs in a manner prohibited by law or in such a way that the user-
Employee’s performance of his or her job is affected negatively.

Section 4-104. General Policies Governing Employee Conduct.

A. Violations of the following rules of conduct may result in immediate termination:

1.

Employee shall not fight or use abusive or physically threatening language while
on duty or on County premises.

Employee shall not possess any unauthorized firearms or weapons while on duty or
on County premises.
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10.

Employee shall follow all safety regulations, including wearing safety clothing and
using protective equipment.

Equipment and personal property.

a. Employee shall be responsible for and shall not misuse or remove from the
workplace, without prior written permission, any Equipment or personal
property of the County.

b. A violation of this policy shall be considered misappropriation or theft of
County property.

c. This policy applies to all Equipment and other personal property procured

(i.e., purchased, leased, borrowed or otherwise obtained by the County) by
the County including but not limited to documents and public records and
identification cards in the care, custody, and control of any Employee. An
Employee shall immediately report any lost Equipment or property to
his/her supervisor.

Employee shall not destroy or damage Equipment or County property. Malicious
or wanton and reckless destruction of Equipment or County property shall subject
an Employee to discipline up to and including termination.

Employee shall address and deal with the public, co-workers and other officials,
Employees and agents of Employer in a courteous and professional manner.

Employee shall not gamble, including but not limited to selling raffle tickets or
engaging in sports pools, or wager while on duty or on County premises.

Employee shall not bribe, blackmail, extort or otherwise offer, give or promise to
give money, sexual favors or something of value to a County official, agent or
representative, or to another Employee that may cause such County official, agent
or representative, or other Employee to act in conflict with the interest of, and/or
the duty of loyalty owed to, the County.

Employee shall not make false reports or otherwise falsify or alter public records.

An Employee assigned to a position that requires the operation of County-owned
vehicles shall maintain a favorable driving record. An Employee having four or
more cumulative points on his/her driving record shall immediately report this
information to his/her supervisor and the Director of Human Resources. Employer
may revoke permission for an Employee with a deficient driving record to drive
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11.

12.

any County vehicle or to drive any vehicle on behalf of the County. If driving is
an essential function of an Employee’s job and such Employee has five or more
points, such Employee may be terminated.

Employee shall immediately report any citation for or charge of “driving while
intoxicated” (DWI), “driving under the influence” (DUI), motor vehicle citation
arising out of an accident and driver’s license suspension to his/her department
head, the Risk Management Coordinator, and the Director of Human Resources.
Employee shall cooperate in any investigation by Employer into such charges for
purposes of determining whether Employee’s authority to drive a County vehicle
or to drive on behalf of the County should be suspended or revoked. Employer may
suspend or revoke permission for an Employee to drive a County vehicle or to drive
on behalf of the County as the result of such citation or charges. If driving is an
essential function of Employee’s job, the County may suspend without pay or
terminate such Employee.

Employee shall not violate any federal State or local laws, ordinances or regulations
and shall report, within two business days, any arrest for a felony, any indictment
for commission of a crime or any conviction for a crime.

B. Repeated (or grievous) violations of the following rules of conduct may result in
termination:

1.

An Employee must perform and fulfill the required duties and obligations of
Employee’s position in a timely and efficient manner on a continuous basis. An
Employee must consistently and regularly perform at a satisfactory level that meets
expectations of the position held by Employee.

Employee must be at his/her designated work area on time and ready to work and
shall continue to work in that location unless permission to leave is granted by the
supervisor.

Where operations are continuous, Employee shall not leave his/her post until
replaced by the next shift Employee or until relieved by Employee’s supervisor.

Employee shall not conduct private or personal business or a trade on Employer’s
premises during working hours without express authorization.

Except in an emergency, Employee shall not use Employer’s property, including
telephones and computers, for personal business or matters. An Employee may use
Employer’s phones to make local personal calls or may use other technology
Equipment in a reasonable manner that does not incur additional expense during an
approved break or lunch period. (See Section 4-106C).
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10.

11.

12.

13.

Employee  shall immediately report to  his/her  supervisor  all
accidents/incidents/injuries occurring within the course of employment. If the
immediate supervisor is unavailable the accident/incident/injury must be reported
to the Risk Management Office within 24-hours and, preferably, on the same day
of the accident/incident/injury. An accident, incident or injury not reported in
compliance with this provision may be handled as a questionable accident, incident
or injury, and an Employee may be disciplined for failure to report and notify as
required herein. In addition, Employee may be left personally responsible for
defending or resolving any claim arising from any accident, incident or injury not
reported as required herein.

Employee shall be responsible for reporting, in writing, any inoperable vehicle
restraint device (safety belt) or other essential safety equipment for repair.

Employee shall not litter the work area.

Employee shall not park in prohibited areas or areas designated for others on
County premises.

Employee shall notify his/her supervisor whenever there is a change in Employee’s
personal data, such as changes in Employee’s address, phone number, emergency
contact, or number of dependents.

Employee shall not restrict, interrupt or interfere with the work of other Employees
or agents of Employer.

Employee shall not post notices on County premises without prior written approval
from the appropriate authority and may only post in approved, designated areas.

In addition to the foregoing general rules of conduct that are applicable to all
Employees, a Department Head, may promulgate special rules applicable to all of
the Employees in the department, or equally applicable to all Employees in a
subgroup of the department, provided that such rules, policies or procedures are
first reviewed and approved by the Personnel Administrator.

Section 4-105. Technology, Cellular Phone, E-Mail, Internet, and Telephone Policy.

A.

This section sets forth Employer’s policy for proper use of any technology or technological
equipment owned, leased, borrowed, or paid for by the County, including but not limited
to any analogue, digital, or electronic communication systems, cellular phone, computer
equipment, electronic mail (e-mail), the internet and the telephone system (hereinafter
“Technology Equipment”). The policy applies to anyone who may use Technology
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Equipment of Employer. Violation of this policy will be grounds for disciplinary action
up to and including dismissal.

B. Employer can limit or deny access to Technology Equipment at any time.

C. Technology Equipment of Employer shall be used solely for business purposes. Limited
personal use will be allowed, however, misuse, abuse, use that causes the County to incur
additional expense, or use for personal business venture or profit will be cause for
disciplinary action, up to and including dismissal when the use is disruptive of job
performance or Technology Equipment is oth