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PREFACE

This Document is designed to acquaint you with Allegany County government and provide
information about working conditions, Employee benefits, and some of the policies affecting your
employment. You should read, understand, and comply with all provisions herein. It describes
many of your responsibilities as an Employee and outlines the programs developed by Allegany
County to benefit Employees. One of our main objectivesisto provideawork environment that is
conducive to both personal and professiona growth.

No document will anticipate every circumgance or question about policy. As Allegany
County government continues togr ow, the need may ariseand Allegany County government reserves
theright to revise, supplement, or rescind any policy or portion of thisdocument from timeto time
asit deemsappropriate, in its sole and absol ute discretion and by Resolution adopted by theBoard
of County Commissioners. Employeeswill, of course, be notified of such changes tothe document
asthey occur.
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RULES & REGULATIONS
GOVERNING
EMPLOYEES

OF
ALLEGANY COUNTY, MARYLAND

CHAPTER 1. APPLICATION AND DEFINITION

ARTICLE 1.1 APPLICATION

These Rules & Regulations shall apply to al individualsin classified positions and to individuals
in specified unclassified positions. Employeeswhose actions are subject to any provision of state
or federal law shall be governed by the provisionsof the applicable state or federal lawsto the extent
the provisions desaibed in these Rules & Regulations conflict with the applicable laws.

Agreementsnegotiated by contract or recognized barganing units will supersede, if so specifically
written, specified portions of these Rules & Reguldions.

ARTICLE 1.2 DEFINITIONS

Section 1.201, Anniversary date means the date an Employee first begins work as a ful-time
employee of Allegany County government.

Section 1.202, Appointing Authority in most cases (SeeArticle 4.5) istheCounty Administrator
of Allegany County. Appointing Authority means the person or persons authorized by law to
select, remove and otherwise disdpline and direct Employees.

Section 1.203, Appointment meansthe personnel action by whichan Appointing Authority offers
employment and hires a person to work for Allegany County government.

Section 1.204, Break in service means that an Employee leaves County service but is rehired. If
rehired within one year, thereby incurring abreak in service of less than one year, the Employee
shall berestored to hisoriginal anniversary date, and shall beeligiblefor all benefitsto which hewas
entitled by virtue of that anniversary date. An Employee who incurs abreak in service of one year
or longer and isrehired, shall have the rehire date as his anniversary date.

Section 1.205, Civil Service rights and privileges are not extended to the following: elected
officialsof the County; personsappointed to the variousAll egany County boards, commissions and
committees; consulting, part-time or temporary employees, emergency employees, and contract



employees; consultants;, County Attorney and attorneys for the various boards, commissions and
committees, Assistant State's Attorneys, persons appointed by the Governor of Maryland with the
advice and consent of the Maryland State Senate; persons appointed by the Judges of the Circuit
Court of Allegany County; persons appointed by the Sheriff of Allegany County; and the County
Administrator.

Section 1.206, Classified positions are those non-elected positions, the salaries for which are paid
for by authority of the Board of County Commissioners.

Section 1.207, Department Head refers to a person responsible for a distinct operating unit of
Allegany County government who reports directly to the County Administrator or County
Commissioners.

Section 1.208, Employer is the Allegany County Commissioners.

Section 1.209, Immediate family referstothe Employee'sfather, step-father, mother, step-mother,
wife, husband, child, step-child, grandchild, mother-in-law, father-in-law, brother-in-law, sister-in-
law, brother, step-brother, sister, step-sister, son-in-law, daughter-in-law, grandmother, step-
grandmother, grandfather, and step-grandfather.

Section 1.210, Management positions are typically those positions responsible for the operation
of adepartment or division, or other distinct operatingunit of the County. Although not inclusive,
management includes directing the work of other Employees, interviewing, selecting, training and
evaluating Employees; handling grievancesand complaints and imposing discipline; planning the
work and determining the techniques used; and assigning and apportioning work.

Section 1.211, Probation means the duration of time specified under the Rules & Regulations
during which new appointees are evaluaed, in terms of attitude and ability, for thar suitability to
serve in the positions to which they have been appointed.

Section 1.212, Retirement means a qualified separation from service subject to the State laws
providing for the M SRPS, which may changefrom timeto time. These provisionsshall applyto all
County Employeesdigiblefor retirement benefits, including Civil Service, elected, appointed, and
contractual, irrespective of participation in the MSRPS.

ARTICLE 1.3 VALIDITY & SEVERABILITY

Section 1.301, Validity. Any part of these Rules & Regulations shall be considered valid unless
declared otherwise by the courts.

Section 1.302, Severability. If any part of these Rules and Regulations is held by the courts to be
invalid, all other parts not held invalid shall continue infull force and efect.

2 Rev. 07/16/2009



Section 1.303, Gender references to the male gender in these Rules & Regulations should be
construed to include both male and femal e persons.

ARTICLE 1.4 DISTRIBUTION

Each Department Head shall be furnished with a copy of these regulations together with any
revisions thereof for his own use and at least one other copy for the use of the Employeesin his
department.

3 Rev. 07/16/2009



CHAPTER 2. STATEMENT OF POLICY

It is the policy of Allegany County government to ensure equal employment opportunity for all
Employees and appointed representatives. This commitment includes a mandate to promote and
afford fair and equal treatment and services to all County residents, County representatives, and
Employees, and to assure to all persons equal employment opportunity based on ability and fithess
regardlessof race, religion, color, creed, national origin, sex, marital status, age, or the presence of
any sensory, mental, or physical disabilityunlesssuch disability effectively preventsthe performance
of the essential duties required of a position and which are bonafide occupational qualifications
which cannot be accommodated without undue hardship. Thegoalsand objectivesof thispolicy are
to:

- Ensure fair treetment and non-discrimination in County hiring and promotional opportunities,
Employee benefits, and in appointments to and service on County boards and commissons;
and

- Provide compliance with local, state and federal Equal Employment Opportunity requirements
and regulations; and

- Provide a basis for encouraging those who do business with the County to practice Equal
Employment Opportunity.

ARTICLE 2.1 AFFIRMATIVE ACTION

Allegany County's Affirmative Action efforts will be focused on assuring the full utilization of
qualified minorities, females, and other protected groupsin direct relation to their availability inthe
local work force. Affirmative Actionwill not include such unlawful practicesasthelowering of job
gualifications or standards for minorities and females, or the hiring of unqualified minorities and
females.

Management personnel are strongly encouraged to promote equal employment opportunitiesin all

phases of their daily operations at al levels of employment. Disciplinary actions may be taken
against those persons willfully violating these provisions.

ARTICLE 2.2 NEPOTISM

a. Itisthe Employer's policy that immediate family will not be employed in positions where:

1. Onerelative would have the authority or practical power to supervise, appoint, remove,
discipline or evaluate the performance of the other.

2. One relative would be responsible for auditing the work of the other.

4 Rev. 5/5/06



3. One relative would handle confidential material which might create the appearance of
improper or inappropriate access to that material by the other.

4. Two relatives from different departments could influence the final outcome of County
projects and/or policy decisons.

5. Other circumstances exist which would place the relative in a situation of actual or
reasonably foreseeable conflict between the Employer's interest and their own.

b. For purposes of this Article, an Employee's “immediate family’ shall be limited to the
Employee's parent; spouse (or spousal equivalent in acohabitational relationship); child, including
step-child and adopted child; s bling; step-sibling; mother-in-law; father-in-law; grandparent; and
grandchild. This policy shall also apply to persons related by blood or marriage, and/or
cohabitational relationship, residing in an Employee's home.

c. When arelationship as described in Article 2.2, paragraph 2, occurs during employment, one of
the Employees must be transferred to another department where the reporting, auditing, or
supervisory relationship doesnot exist. If atransfer cannot beaccomplished duetothe unavailability
of an open position, one of the Employees must resign. The dedsion as to which Employee will
transfer or resign will bemade in the firstinstance by the Employeesinvolved. If the Employeesdo
not decide which Employee will transfer or resign within 30 days after becoming related to one
another, the County Administrator, upon consultation with the Director of Human Resources, shall
determine which employee will transfer or resign based upon the best interest of the County.

d. The County Administrator shall makethefinal determination asto whether asituation of conflict
exists.

5 Rev. 5/5/06



CHAPTER 3. CLASSIFICATION PLAN

ARTICLE 3.1 CLASS DESCRIPTIONS

Section 3.101. Written specifications which define a Class shall be prepared for each Class of the
Employer.

Section 3.102. The written spedfications of a Class shall include thefollowing elements:

a. Jobtitle;

b. Type of work, such as manual, trade, clerical, administrative, professional, or
managerial;

c. Level of work, such as entry, experienced, supervisory, or master;

d. Type of supervision received, such as direct or general supervision;

e. Type of supervision exercised; and

f. Manner in which the position is evaluated.

ARTICLE 3.2 POSITION DESCRIPTIONS

Section 3.201. Job title, preferably one found in Dictionary of Occupational Titles.
Section 3.202. Classidentity.
Section 3.203. Essential duties and responsibilities

Section 3.204. Fair Labor Standards Act 1937 Status - Exempt/non-exempt.
(See Section 6.402)
Section 3.205. Qualifications:

a. Education and/or experience;

b. Skill - language, mathematical, technical;

c. Ability - performing essential functions of the position with reasonable accom-
modati on i f necessary.

Section 3.206. Physica Demands. The physical demands desaribed here shall be representative of
those that must be met by an Employee to successfully perform the essential functions of the job.
Reasonabl e accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Section 3.207. Required licenses and certificates: Any type of driver's license, vocational or
professional certificate to fulfill the duties of the position.



Section 3.208. Work Environment: The work environment characteristics described are
representative of those an Employee encounters while performing the essential functionsof thejob.
Reasonable accommodations may be made to enable individualswith disabilities to perform the
essential functions.

ARTICLE 3.3 MAINTENANCE OF PLAN

Section 3.301. Intheevent anew position isproposed and funded, a Position Description shall be
completed by the Depatment Head and submitted to the County Human Resources Director. The
Human Resources Director shall submit to the County Administrator his or her recommendations
with respect to the Position Description and its classification. The County Administrator shall
forward the material along with his or her ovn recommendations to the Board of County
Commissioners for review.

Section 3.302. In the event aunit of the Employer is reorganized, Position Descriptions for al
affected Employees shall be submitted to the County Human Resources Director by the affected
Department Head. The Human Resources Director shall then submit revised Position Descriptions
to the County Administrator, who shall forward for review the revised Position Descriptions to the
Board of County Commissioners with his or her recommendations.

ARTICLE 3.4 POSITION CREATION AND ABOLISHMENT

Section 3.401. Whenever it is determined that the duties and responsibilities of one or more
positions are not appropriately described by any authorized Class in the Classification Plan, the
County Human Resources Director, under the direction of the County Administrator, and upon
review by the Board of County Commissioners, shall create anew Class.

Section 3.402. Under the direction of the County Administrator and upon review by the Board of

County Commissioners, the County Human Resources Director may abolish a Class when it is
determined that the Class is no longer needed.

ARTICLE 3.5 RECLASSIFICATION

Section 3.501. TheBoard of County Commissioners may reclassify aposition when areview of the
position indicates a significant change in any of the following:

a. Type of work performed;

b. Difficulty and complexity of duties,

c. Levd of responsibility; or

d. Required knowledge, skills and abilities.

Section 3.502. The Department Head may submit to the County Human Resources Director a
written recommendation to reclassify aposition. The Human Resources Director shall evaluatethe
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recommendation and submit the file and recommendation on the matter, together with a projection
of the impact on the County's budget, to the County Administrator. After reviewing the file, the
County Administrator shall, based upon funding availability, recommend the reclassification aspart
of the fiscal year budget process, to the Board of County Commissioners for itsreview.

Section 3.503. The same procedure asdescribed in Section 3.502 shall befollowed in the event an
Employee, who has reason to believe a change has occurredin the duties and responsibilities of his
or her position, submits arequest to reclassify the position. Such arequest must be directed to the
Employee's Department Head who shall forward the request to the County Human Resources
Director, along with the Department Head'srecommendati onconcerning therecl assification request.

Section 3.504. On a periodic bads, or in the event the Human Resources Director has reason to
believe achange has occurred in the duties and responsibilities of one or more positions, the Human
Resources Director may initigte a reclassification review by requesting the Department Head to
submit revised position descriptions to the Human Resources Director. The Human Resources
Director may then, at his or her discretion, submit the file to the County Administrator for his
recommendation and subsequent forwarding to the Board of County Commissionersfor itsreview.

Section 3.505. Inorder for any Employeeto continue serving in aposition that hasbeen reclassified,
the Employee mug meet the minimum qualifications and requirements of the reclassified position.
Training will be provided if necessary. Reclassification shall not be used asa tool to eliminate
undesirable employees.

ARTICLE 3.6 COMPENSATION OF INDIVIDUALS IN RECLASSIFIED
POSITIONS

Section 3.601. Reclassificationto ahigher pay grade shall entitleanemployeeto afive percent (5%)
increasein salary/wage abovetheir current compensation or the minimum of thehigher gradeif less
than five percent (5%). Furthermore, the new grade/step shall not exceed the maximum limit of the
new pay grade.

Section 3.602. Reclassification to alower gradelevel isto be madein such away asnot todecrease
the current pay of the incumbent. Should the maximum rate in thelower grade be smaller than the
rate currently paid to the incumbent, the current rate will remain unchanged for a period of up to
twenty-four (24) months. At the end of that period, the pay shdl be automatically adjusted within
the appropriate pay grade.

8 Rev. 8/22/03



ARTICLE 3.7 UPDATING SALARY RANGES

At the discretion of the County Commiss oners and County Adminigtrator, sdary ranges may be
reviewed to determine the amount of adjustment, if any, needed to keep them current. Adjustments
should be based on the results of a comprehensive study conducted by the Human Resources
Department.

9 Rev. 4/8/04



CHAPTER 4. METHOD OF SELECTING NEW EMPLOYEES

ARTICLE 4.1 VACANCIES

When management determines that a vacancy existsin any position, the Department Head shall
submit an Employee Requisition, with al the pertinent and specific information, to the Director of
Human Resources. Upon approval of the Appointing Authority, andshould an eligibility list not be
available, the Director of Human Resources shall post the vacancy in-house for a period of five (5)
working days and at the discretion of the Department Head and the Director of Human Resaurces,
shall concurrently advertise the position publicly.

ARTICLE 4.2 ADVERTISEMENT OF POSITION

Section 4.201, Publication. Allegany County shall publish in a newspaper of County-wide
circulation and when advertising for a professional position, in a media addressing itself to that
profession, that applications are being accepted for a specific classification. The closing date for
receiving applications may not be sooner than five (5) days after publication. Such notification and
advertisement shall be placed as promptly as may be reasonably possible after the occurrence of a
vacancy for which no eligibility list exists.

Section 4.202, Content of Advertisement. Each public notice of a position opening shall state,
among other things, the f ollowing:

a. Title of the position.
b. Qualificationsas to education, experience, and physical requirements.

Section 4.203, Notification to Applicants. All accepted applicants shall be notified of the date,
time and place of the examination or interview (if applicable).

Section 4.204, Conducting Examination/Interview. Interviews and/or examinations shall be
conducted no earlier than five (5) working days after the closing date for application.

ARTICLE 4.3 EMPLOYMENT APPLICATION

Section 4.301, Ineligible. No person shall be considered for a position, nor shall any person be
appointed to a position unless such person shall have:

a. Filed applicationover his’/her own sgnatureon an Allegany County job applicationform,

or submitted a detailed resume stating his’her qualificaions and interest in a particular
position, and with appropriate cover letter over his/her signature.

10 Rev. 9/13/01



b. Been determined eligible in accordance with Article 4.4, Hiring Process.

Section 4.302, Application Rejection. The application may be rejected for any of the following
causes:

a. That the applicant is found to lack one or more of the minimum requirements for
appointment to a podtion in the classification in which thevacancy exists.

b. That the applicant has intentionally made an erroneous, false or misleading statement
in hisfher applicaion with regardto material fact.

c. That the application was not filed within the period specified in the official notice of
the vacancy.

d. That the applicant has been refused a place on the digibility list because of irregular
conduct or of erroneous, false or misleading statements on an application or in an
examination.

e. Any other reasonable and legal groundsrelating to job requirements.

ARTICLE 4.4 HIRING PROCESS

Section 4.401, Components. May include any combination of the following:
a. Review of application by Human Resources and the affected Department Head to
determineif applicant meetsstated qualifications. Thoseindividual swho present the highest
gualifications, in accordance with the job description, shall be selected for further review;

i.e. testing and/or interview. Effort will be made to refer as many candidates as pradical.

b. Written examination, and/or oral examination, to test appropriate level of ability and
knowledge, which is reasonably expected in subject matter area

c. Written and/or oral examination to be given by the Director of Human Resources or by
a Board of Specid Examiners who are subject matter specialists in the fidd in which
examination is being given.

d. Physica testif goplicable, with reasonable accommodations, if necessary.

e. Reference check.

Rev. 4/8/04
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f. Skills test to determine proficiency of the potential Employee in the area and with the
equipment required to be used.

g. Examination of aredentials. Certain positions requiring State Certification or licensing
may be exempted from examinations other than review of application and possibly the
physical examination provided the credential coversthe minimum requirements established
and that the issuing authority confirmspresenting the certificate or license to the applicant.

h. Records Check. Positions of trust and of financial responsibility shall requirearecords
check by an appropriate law enforcement organization.

i. Medical and laboratory examination. Certain classificationsrequire medical or |aboratory
examinations.

j. Employees who are subject to driving a County-owned vehicle during the performance
of their job shall be subject to adrivers license record check through the MVA.

k. Any other action deemed suitable for evaluation of applicant.

[. All new hires shall be subject to acriminal background check aswell as driver’slicense
check.

Section 4.402, Conducting Examinations.
a. All examinations shdl be conducted upon the approval of the Appointing Authority and
under the direction of the Human Resources Department, which may, from time to time,
designate Special Examinersto conduct or assi st in conducting any examination. All written
examinations must be approved by the Director of Human Resources, the Department Head,
and the County Attorney.
b. Proof of identification shall be required of all applicants.
c. Any applicant who, during an examination, attempts to aid himself or another applicant
in any manner whatsoever, shall be dismissed from such examination and shall receive no
grade. This paragraph shall be read at the beginning of such examination.

Section 4.403, Parts and Weights.

a. Examinations for any classification shall consist of one or severa parts. The Human
Resources Director, with input from the Department Head, shall determine parts and
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weights appropriate for each job vacancy. Each part shal be assigned weights prior to
holding the examination. Weights shall be assigned in accordance with the relative
importance of the parts in determining the qualifications and fitness of the applicants for
employment in the classification for which examined.

b. Veteran's Credit (Authority: Art. 96-1/2, 848, of the Annotated Code of Maryland,
1976).

(1) Veteran's who have served aminimum of one hundred eight-one (181) active duty
days, unless they have a service connected disability, and are in possession of an
honorabl e discharge from the United States Armed Forces, will, after achieving the
minimum composite score, have five (5) points added.

(2) Definition of digibility:

Theterm "Veteran" under the provision of thisruleisan honorably discharged member
of any of the component parts of the Armed Forcesof the United States, who served
on active duty in time of war, campaign or expedition.

(3) Evidence of Veteran eligibility must be submitted with application.

(4) County employees being considered for a position will be given an additional five (5)
points added to the final test/interview scores. The total maximum score shall be
one hundred five (105) points possible. If the employeeis also a Veteran, they shall

not receive morethan a combined total of five (5) additional points.

(5) A universal Interview Form Worksheet will be used for all positions. The total score
shall consist of twenty-five percent (23%) for test score(s), two percent (2%) for
education requirements, and seventy-five percent (75% for interview score. If notest
is administered, the applicant would receive the twenty-five percent (25%) in whole
as part of their final score.

ARTICLE 4.5 ELIGIBILITY

Section 4.501, Appointing Authority. The County Administrator shall bethe Appointing Auhority
for all positions, except as follows:

a. The Board of County Commissioners shall be the Appointing Authority for the County
Administrator and the Clerk to the County Commissioners.
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b. The County Administrator shall bethe Appointing Authority for the following senior
management positions, subject to ratification of the appointment by amgjority vote of the
County Commissioners.

Director of Finance

Director of Community Services

Director of Public Works

Director of Human Resources & Personnel Services
Director of Economic Devel opment

Director of Public Safety & Homeland Security
Manager of Animal Shelter

c. Pursuant to Section 2-501, Courts and Judicial Proceedings Article of the Annotated
Code of Maryland (1989), the Judges o the Circuit Court of Allegany County shall be the
Appointing Authority for those positions which areancillary to the Court;

d. The Sheriff shal be the Appointing Authority for the Employees of the Sheriff's
Department described in 82-309(b) of the Courts and Judicial Proceedings Article of the
Annotated Code of Maryland (1989), provided however, that the County Administrator shall
be the Appointing Authority for the Jail Administrator, with said appointment subject to
ratification by a mgjority of the Board of Courty Commissioners.

e. The State's Attarney shall be the Appointing Authority for the Deputy State's Attorney
and any Assistant State's Attorneys and office staff functioning within the office, including
Child Support Enforcement.

f. The Board of License Commissioners shall be the Appointing Authority for the office
staff functioning within the office as described in Article 2B, 810-204(3)(i)2 of the
Annotated Code of Maryland.

g. The Administrator of Elections shall be the Appointing Authority for the office staff
functioning within the office as described in Article 33, §2-207 of the Annotated Code of
Maryland.

Section 4.502, Certification of Appointing Authority.

The Human Resources Director shall, as soon as possible after completion of the hiring process,
certify to the County Administrator and also keep open to public inspection an eligibility list
containing only the names of the persons eligible for the position to be filled as aresult of the
processoutlined in Article 4.4. Theeligibility list thus established shall remainin force and effect
for one (1) year.

Rev. 4/17/08
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Section 4.503, Appointments from Eligibility List.

a. Vacanciesin classified positions which shall occur within oneyear fromthe date of the
examination shall befilled from said éligibility list. Theuse of oneyear elighility listsshall
becomeeffective upon adoption of these changesby Resolution. However, current eligibility
lists shall remain in effect until expiration.

b. Anindividual whosename appearson an eligibility list shall be eligible for appointment
inthat classfication only.

c. The Department Head shall submit the names of the applicants ligible for selection
along with his/her recommendation(s) to the Human Resources Director, who in turn will
make arecommendation to the A ppointing Authority for selection. Thesuccessful applicant
shall be notified in writing by the County Administrator or the Human Resources Director.

Rev. 4/8/04
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CHAPTERS. APPOINTMENTS

ARTICLE 5.1 REGULAR APPOINTMENT

A regular appointment is an appointment made by the A ppainting Authority from an Eligibility List
and whose appointment is not defined in Article 5.2 of this Chapter.

ARTICLE 5.2 CONTRACT APPOINTMENT

A contractual appointment is an appointment in which the Employee works under a contractual
agreement made by and with the Appointing Authority. Where possible, candidates shall be taken
from an eligibility list. Such Employee shall have no status as a Classified Employee.

Section 5.201, Temporary. A temporary full-time Employeeisonewho ishired to work on ajob
established for a specific period of time or for the duration of a specific project. Candidates shall
be taken from the digibility list, if such alist exists. Temporary Employees are not entitled to
holiday pay, vacationaccrua , or other County benefits, except Workers Compensation. Thisapplies
to appointments in which the appointegs salary is funded by a State or Federal grant.

Section 5.202, Emergency. An appointment made when circumstances do not permit compliance
with the appointing procedure and for a period not exceeding thirty (30) work days.

Section 5.203, Part-time. An appointment in which the appointee normally worksfewer hours per
week than Employees typically work in the office, department, or agency to which theEmployeeis
assigned. Maximum hours per week: 20-30 hours.

Section 5.204, Summer Internships. College Students are hired as temporary employeesto work
full-time or part-time, for a period not to exceed four (4) months. Temporary positions are not
normally renewable, however, based on funding and need, preference will be given to returning
interns upon the recommendation of the Department Head, the Director of Human Resources, and
the County Adminigrator. Temporary employeesare covered by Worker sCompensation Insurance
and FICA, but arenot eligiblefor other approved County benefits. Eligibility requirementsinclude:
1) The Applicant must be aminimum of 18 years old when he/sheapplies; 2) Belegally eligbleto
work in the United States; and 3) Be enrolled in a college or university with no lessthan 12 credit
hours. Wage rates will be determined each year by the Director of Finance, Director of Human
Resources, and the participating Department Head(s). General labor positions are exempt from

educational requirements; however, employee must meet all other eligibility requirements.

Section 5.205, Poll Workers. Individuals are needed to work at polling places during the Primary
and General Elections. Qualifications

1. Registered Voter; and

2. Ability to speak, read, and write the English language
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In order to provide for agreater avareness of theelection process, the rights and responsibilities of
votersand theimportance of participatingintheelectoral process, aswell asto providean additional
workforcefor our elections, any county employeewho volunteersto work will receivethefollowing
in compensation:
Primary Election: Eight (8) hours of pay at theemployee's regular rate
Salary received by poll workers*
No loss to vacation or personal time
General Election: Eight (8) hours of pay at theemployee's regular rate
Salary received by poll workers*
Eight (8) hours time off to be used within 180 days

Any County employeewhoiswilling to becomepart of the el ection process should contact the Board
of Electionsand they will beresponsiblefor notifyingthe employee’ sdepartment head of their intent
to work.

* Salary will be received after the completion of both elections.

ARTICLE 5.3 PHYSICAL EXAMINATION AND DRUG SCREENING

Section 5.301, Physical Examination. Appointments to fill vacant positions may be made under
the condition that the appointee take and pass a physical examination conducted by a physician of
the Employer’schoice. In the event this examinaion isrequired, this examination shall be at the
expense of the County.

Section 5.302, Drug Screening. Appointments to fill vacant positions may be made under the
condition that the appointee take and pass a drug screening conducted by a laboratory of the
Employer’s choice. In the event this drug screening isrequired, this drug screening shall be at the
expense of the County. In all cases, when appointmentsto fill vacant positions subject to random
drug screening are made, a drug screeningwill be required.

ARTICLE 5.4 SENIORITY

No contractual Employee shall be guaranteed any seniority rights nor shall such employment be
construed in any manner to be aprobationary period. However, if acontractual Employeeis placed
under the Classified Service, he/she shall carry his/her first hire date as hi gher anniversary date. |If
he/she entersthe Classified Servicein alike position, his/her probationary period may be waived by
the County Administrator upon recommendation by the Department Head and the Director of Human
Resources.

Rev. 7/19/02
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ARTICLE 5.5 INTEGRATION

The Appointing Authority may integrate any position, or position and incumbent, into the Classified
Service. Any position to be considered must be evaluated by the Human Resources Director, ajob
description written, and a grade assigned. Except under extreme circumstances, where a position
and incumbent are to be considered for integration, said incumbent must have been previoudy
appointed and funded by the Board of County Commissioners. After evaluation by the Human
Resources Director and the appropriate Department Head, said position, or position and incumbent,
shall be recommended for integration with due consideration granted for time worked.

ARTICLE 5.6 EMPLOYMENT ORIENTATION

All new appointees, regardless of status, shall be counseled by the Office of Human Resources on
or about their first day of work as to terms of employment and employment benefits.

ARTICLE 5.7 PROBATIONARY STATUS

The probationary period and/or trial period shall be utilized for closely observing the Employee's
work, for obtaining the most effective adjustment of a new or newly promoted Employee, and for
separating any new Employeefromthe Classified Service or reassigning any newly promoted regular
appointment Employee, whose performance does not meet the required peformance standards of
the position.

Section 5.701, Employee Probation.

Employees appointed to a regular County classified position, shall serve a three (3) month
probationary period, while those Empl oyees appointed to management positionsshall serveasix (6)
month probationary period. Any period in which the incumbent has been employed by the County
on afull-time basis under a Federal or State program, may be applied against the probation if the
Employee is subsequently given classified staus.

Section 5.702, Evaluation.
a. Probationary Employees shall be evaluated at least twice prior to the expiration of the
probationary period: 1) after 50% of Employee's probationary period; and ii) at least fifteen
(15) days prior to the expiration of probation.
b. In the event the work performance of a probationary Employee is not satisfactory at
the time of the first evaluation, the supervisor shall counsel the Employee and attempt to

improve the Employee's work performance.
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Section 5.703, End of Probationary Period.

Atleast fifteen (15) daysprior to the expiration of the probationary period, theimmediate supervisor
shall submit awritten recommendationto the Appointing Authority stating that:

a. Theemployee's work has been sati sfactory.

b. The probationary period should be extended up to a maximum of 50% of the origina
length of the probation to allow additional time to evaluate the Employee's performance.

c. The Employee's work has been unsatisfactory. Probationary Employees may be
terminated for any reason at any time during probation, provided the Employee is notified
inwriting at least ten (10) days prior to the effective date of thetermination. The Appointing
Authority may, at his’her discretion, authorize the payment of ten (10) days pay in lieu of
notice.

Section 5.704, Classified Status.
An Employee upon completing probation shall be entitled to status in the Classified Service,
provided the Department Head certifies that the Employee's service has been satisfactory and the

Appointing Authority takes no action against the awarding of such status to the Employee. Union
Employees shall be covered by the terms of their respective contracts.

ARTICLE 5.8 PROMOTIONS

Section 5.801, Policy.

a. Promotions shall be made on a competitive basis. In addition to offering career
advancement for qualified Employees, the Employer's promotional program shall offer
Employees:

(1) The opportunity to receive fair and appropriate consideration for higher-level
positions;

(2) The assurance that their knowledge, skills and abilities will be fully utilized;
and

(3) The incentive to improve performance and to develop skills, knowledge and
abilities.

b. In the event an Employee seeking promotion is the most qualified as regardsto another
job applicant who isnot a County Employee, the Employee shall be selected to fill avacant
position.

Rev. 7/19/02
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Section 5.802, Promotion Criteria.

Merit shall bethe sole basisfor promotion. When apromoationisthereault of avacancy, merit shall
be ascertained as described in Article 4.4. When the promotion is the result of an increase in
individual responsibility or scopeof the position, merit shall be ascertained by areview of theduties
of the position, awritten recommendati on of theimmediatesupervisor (approved by theDepartment
Head), a review of the Employees file, including educational badkground, achievements,
qualifications as pertaining to the job description, and previous evaluations. Promotions shall be
awarded on the basis of the aforementioned criteria and with the concurrence of the Director of
Human Resources and the approval of the County Administrator.

Section 5.803, Probationary Period.

Employeeswho are promoted shall serve a six month probation pursuant to Chapter 5, Article 5.7,
of the Rules and Regulations, provided the Employeeretains areguar appointment. Inthe event a
promoted Employee falsto pass probation, the Employee shall be offered avacant position in the
Class to which the Employee was assigned prior to promotion if such a vacancy exists or,
dternatively, the Employee shall be given first preference in any forthcoming position vacancy for
which the Employee qualifies.

Section 5.804, Salary of a Promoted Employee.

Promotion to a higher pay grade isto be made at the particular step within that higher grade which
isat least five percent (5%) greater than their current sal ary/wage. If ab% increaseintheemployee’'s
wage/salary does not bring the Employee within the pay range of the higher grade to which he/she
has been promoted, then said employee will receive the minimum salary/wage of the higher pay
grade. Furthermore, the new grade/step shall not exceed the maximum of the limit of the new pay
grade. The promotional increase shall be effective on thedate promoted. If the Employeeiseligible
for anincremental increase, it shall begranted onthefirst anniversary of the promotion. Subsequent
increments, for those eligible Employees, will be granted at the beginning of the fiscal year next
succeeding.

ARTICLE 5.9 TRANSFERS

Section 5.901, Voluntary Transfers.

a. An Employee may request a transfer to any open position in any department for which
he or she qualifies. Upon determination by the County Human Resources Director that the
Employeeisqualified, the Employee shall be placed on the Eligibility Register for the vacant
position and ranked according to his or he qualifications as determined by the Hiring
Process as described in Article 4.4.
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b. An employee shdl normally have a minimum of one year of service in their current
classification/title, and have successfully completed the probationary period for that
classification/title to be eligible for avoluntary transfer.

c. A transfer may be one of three types

1. Promotion - when a vacant position is filled by a current employee who moves
from one position to another position assigned to ahigher classification level and/or
to a position of greater responsibility requiring substantially higher qualifications,
skills, and abilities.

2. Lateral - when avacant position isfilled by a current employee who moves from
one position to another position assigned to the same classification level and/or to a
position of similar respongbility and requiring similar qualifications, skills, and
abilities.

3. Voluntary transfer to position with alower classification or pay level - when a
vacant position is filled by a current employee who moves from one position to
another position assigned to alower classification level and/or to aposition of lesser
responsibility requiring substantially lesser qualifications, skills, and abilities.

d. Employeespromoted to ahigher classification shall receiveasdary increase as described
inArticle 5.8.

e. Employeesreceiving alateral transfer shdl not receive an adjustment to their current rate
of pay unless one of the following two conditionsapplies:

1. If the Employee’s current rate is below the minmum salary/wage for the new
position, then said Employee will receive the minimum salary/wage for the new
position; or

2. If the Employee’s current rae is above the mid-point of the salary range for the
new position, then said Employee’ sratewill bereduced to themid-point of the salary
range of the new position.

f. Employeeswho arevoluntarily moved to aposition with alower classification or pay level
shall receive areduced rate withinthe range of the lower level dassification commensurate
with their qualifications, skill, and experience as they relate to the new position. The new
rate should neither be below the minimum salary/wage nor abovethe maximum salary/wage
for the new position.

g. An Employee who transfers and is appointed to another position shall serve probation
pursuant to Article 5.7, provided the Employee retains a Regular Appointment.
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Section 5.902, Involuntary Transfers.

a. Any Employee who isinvoluntarily transferred to another position shall be transferred
to aposition with asalary asclose as possible to the salary previously received. Involuntary
transfers may occur for the fdlowing reasons

(1) Changeintechnology;
(2) Lack of funds;

(3) Lack of work; and

(4) Unsuitability for position.

b. Reclassificationto alower grade level is to be made in such a way as not to decrease
the current pay of the incumbent. Should the maximum rate in the lower grade be smaller
than the rate currently paid to the incumbent, the current rate will remain unchanged for a
period of up to twenty-four (24) months. At the end of that period, the pay shall be
automatically adjusted within the appropriate pay grade.
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CHAPTER 6. COMPENSATION

ARTICLE 6.1 ADHERENCE TO PAY SCALE

All Employees shall be paid in accordance with the Employer's pay scale, whichisbased upon a40-
hour work week. (Which shall include a paid 60-minute lunch break each day.)

ARTICLE 6.2 SALARY OF NEW EMPLOYEES

Section 6.201, Starting Salary. Generally, new Employees shall be paid the starting salary of the
Classto which the Employee's position is assigned; however, in those cases where no qudified job
applicant is available for appointment at the starting salary, a job applicant who exceeds the
minimum qualificationsfor the position may be appointed at asalary that exceedsthe starting salary
for the Class, provided that no person shall be paid asalary higher than that authorized for theClass.

Section 6.202, Increments.

a. All regular Employees shall receive an annual step (as approved in the budget and
authorized by the Commissioners) until they reach the mid-paint of their respective salary
range. After mid-point, Employees must have a satisfactory evduation (to be conducted
annually) in order to receive an increment.

b. Employees hired between July 1 and December 31 will be eligible for an increment

the following July 1. Employees hired between January 1 and June 30 will be eligible for
an increment at the beginning of the second fiscal year following their hire date.

ARTICLE 6.3 TEMPORARY RECLASSIFICATION

An Employee working in a classification higher than their own for a period greater than ten (10)
working days (80 hours), excluding Vacation, Sick Leave Personal Leave, FMLA, Worker's
Compensation, Holiday Hours, Overtimehours, and Bereavement L eave, annually, eech Fiscal Y ear,
shall be paid an additional amount equal to five percent (5%) of their current salary/wage beginning
on the eleventh (11") day. There shall be no retroactivity for the first ten days. After working ten
(10) days (80 hours) annually, individuals who subsequently serve intermittently for a period in
excessof eight (8) hoursin the higher rated classification, shall be paid the rate of five percent (5%)
on adaily basis. Prior written authorization from the Department Head or Division Chief must be
obtained that an employee has been assigned to do the duties of the higher classification. A copy of
the approved authorization form shall be submitted to the Department Head and the Finance
Department.
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Any temporary reassignment that may invoke the provisions of this paragraph shall be approved: 1)
by the Department Head, or in his absence, 2) by the County Administrator.

ARTICLE 6.4 OVERTIME COMPENSATION

Section 6.401, Policy.

a. The Employer’ sovertime compensation policy may not contravene the provisions of the
Federal Fair Labor Standards Act (FLSA) pertaining to overtime compensation.

b. Unless an Employee is considered an Exempt Employee under the FLSA, the Employer
cannot require an Employee to accept compensatory leave in lieu of overtime pay.
Compensatory leave may be provided to a non-exempt Employee in lieu of overtime only
in the event that both the Employer and an individual Employee agree to the provision of
compensatory |leave.

c. Compensatory leave may be used at a time established by mutual agreement of the
Employer and Employee. Compensatory leave may be granted to an Employee because of
ilInessof the Employee’ simmediate family (for the purpose of thispolicy definedasachild,
spouse, or parent), and for the placement of a child with the Employee for adoption.

Section 6.402, Exemptions. The Fair Labor Standards Act (FL SA) exempts Employeeswho meet
the following designated management, administrative, and professional criteriafrom the overtime
provisions of the Act:

Executive: Primary duty must be management of theenterprise or adepartment; Employee
must customarily and regularly direct thework of at |east two other Employees and have the
authority to hire and fire or recommend hiring or firing.

Administrative:  Primary duty must be regonsible office work directly related to
management policies or general business operations, Employee must customarily and
regularly exercise discretion and independent judgment.

Professional: Primary duty must be work that requires advanced knowledge in a field of
science and/or learning or work that is original and creative in character; Employee must
consistently exercise discretion and judgment.

The following non-union positions are exempt from FLSA overtime requirements and shall not
receiveovertime compensationintheform of wages. The County, asabenefit to exempt employees
shall offer these positions compensatory |eave on an hour-for-hourbasis, for hoursworkedin excess
of 40 per week. Compensatory leave must be pre-approved, to the extent possible, by the
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Department Head or the County Administrator. Compensatory leave may be accumulated to a
maximum of 40 hours and must be used within 180 days.

County Administrator

Clerk to the County Commissioners
Assistant Director of Tourism
Director of Public Works

Deputy Director of Public Works
County Engineer

Building Maintenance Superintendent
Engineer |

Engineer Il

Engineer 111

Engineer IV

Chief Engineering Technician

Roads Division Chief

Roads Superintendent

Road District Supervisor

Roads Administrative Technician
Bridge & Traffic Control Maintenance Supervisor
Equipment & Maintenance Foreman
Transit Division Chief

Transit Supervisor

Utilities Division Chief

Utilities Superintendent

Utilities Area Supervisor

Director of Finance

Assistant Director of Finance

Chief Accountant

Senior Accountant

Accountant

Supervisor, Tax & Utility Office
Information Technology Coordinator
Director of Economic Development
Deputy Director, Economic Devel opment
Economic Development Representative
Senior Project Manager — Economic Devel opment
Director of Community Services
Director of Planning

Chief, Land Development Services
Land Use & Planning Engineer
Senior Inspector, Code Enforcement
Senior Inspecor, Permits

GIS Coordinator
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Planner |

Planner 11

Planner 111

Chief, Housing Division

Housing Officer

Community Development Coordinator
Development Project Officer
Cartographer

Director of Human Resources

Benefits Specidist

Risk Manager

Public Information Officer

Assistant Administrator, Detention Center
Alternative Sentencing Director

Labor Unit Manager

Corrections Lieutenant

Director, Public Safety and Homeland Security
Chief, 911 Joint Communications

Chief, Emergency Medical Services
Chief, Emergency Management

Assistant Director, Emergency Management
Animal Control Shelter Manager
Emergency Services Planner
Administrator of Elections

Senior Registrar

Director of Nursing Services

Registered Nurse Assessment Coordinator
Assistant Director of Nursing

Nursing Coordinator

Activity Director

Social Worker

Food Service Manager

Court Administrator

a. The Employer shall compensate overtime at the rate of one and one-haf the rate of
hourly pay for hours worked in excess of forty (40) hours per week, as required under the

FLSA.

23

In a case where compensatory leave is earned at arate exceeding 24 hours per calendar month due
to emergency-related work, the maximum amount of compensatory leave accumulation and the
periodinwhich it must be used may beextended upon recommendation of the Department Head and
approval of the Director of Human Resources and the County Administrator.

Section 6.403, Overtime Program (Non-Exempt Employees).
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b. Pursuant to Section 6.401, of these Rules and Regulations, upon request of the
Employee, the Employer may, at its discretion, grant compensatory time-off in lieu of
overtime pay.

c. Compensatory leave may be accumulated to a maximum of forty (40) hours and must
be used within 180 days.

d. A non-exempt employee, in a non-union position, who is required to work two (2) or
more hours beyond their regular shift, shall be entitled to a paid thirty (30) minute meal
period. The employee shall be reimbursed at the rate of six dollars ($6.00) per meal unless
meal isprovided by employer. If anon-exempt employee, in anon-union position, iscalled
to work within four (4) hours of their normal shift end, employeeshall be entitled toa paid
thirty (30) minute meal period, and shall be reimbursed at six dollars ($6.00) after four (4)
hours of work.

Section 6.404, Responsibilities.

a. It is the responsibility of the individual Employee to request compensatory time-off
in lieu of overtime pay if so desired. Additionally, itisthe responsibility of the Employee
to ensure that accrued compensatory timeis used within the time limitation set forth by this

policy.

b. It shall be the responsibility of each Department Head to administer the provisions of
this policy within their respective departments and to determine whether overtime or
compensatory time-off is to be granted to the Employee when compensatory time-off is
requestedin lieu of overtimepay. Department Headsshall exerciseextremediscretioninthe
utilization of overtime within their departments. Temporary adjustments in working hours
or realignment of dutieswithin the department should be considered asalternativesto theuse
of overtime. Overtime shdl be considered necessary only in emergency situations, where
additional effort is needed to complete a critical task. Department Heads shall ensure that
all overtime pay and compensatory time-off earned and used is recorded on the
Employee's time record as it occurs.

c. The Finance Department shal ensure that a permarent record of overtime
pay/compensatory time-off accrued and used iskept on all Employees, based oninformation
provided by Department Heads, and that the proper financial transactions are completed at
the end of each pay period. Upon an Employees termination, the Finance Department shall
ensure that eligible Employees are given credit for dl hours worked and all unused
compensatory time-of f within the li mitati ons established by this policy.

Section 6.405, Flex Time. Department Heads are encouraged to instituteflex time and to discuss
with their Employees the starting time they desire to have within the prescribed work week.
Department Heads shall subsequently give awritten memorandum to each Employee stating the
schedule of working hours for that Employee. A copy of this memarandum shall be mantained in
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the personnel file. This will enable offices to stay open longer and cover lunch periods while
granting flexihility to individuals.
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CHAPTER 7. EMPLOYEE LEAVE

ARTICLE 7.1 SICK LEAVE

Section 7.101, Use.

a. Sick leave, which is earned, paid leave, shall be granted to an Employee because of
personal illness, injury, medical quarantine, medical, dental, or optical examinations and
treatments, or any temporary disability caused or contributed by pregnancy, miscarriage, or
childbirth. Sick leave may also be granted to an Employee because of illness of the
Employee’ simmediate family (for the purpose of this policy defined as a child, spouse, or
parent), and for the placement of a child with the Employee for adoption.

b. Sick leave shall not be granted in excess of the amounts accrued under the provisions
of Section 7.102.

c. Sick hours are accrued beginning on the Employee hiredate. Accruedsick hours may be
used by the Employee during his/her probationary period.

Section 7.102, Accumulation.

a. Employees may begin accumulating sick leave upon employment, including probationary
employment, and shall accumulate sick leave at arate of 4.62 hours per pay (15 days per
year, or a maximum of 120 hours per fiscal year). Unused sick leave may be carried over
from one year to the next.

b. Inthe event of retirement or death, an Employee or an Employee's estate shall be entitled
to amaximum of one hundred twenty (120) days compensation for earned and accumul ated
sick leave payable in one lump sum.

Section 7.103, Notification of Illness & Verification.

a. Employees unable to report for work due to illness or accident shall, as soon as
possible, within one hour of the assigned starting time of the work period, personally inform
their supervisor or other responsible person in their assigned areaasto their status. Except
under emergency situations, the Employee must personally contact his supervisor.

b. Employees who fail to provide the appropriate notice may not receive paid sick leave
unless proof is subsequently furnished that the reporting delay was unavoidable.

c. For absences from work in excess of three consecutive working days, an Employee
shall provide a physician's certificate indicating the type of illness and the length of the
absence required by the illness. For absences of three days duration or less, a Department
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Head may require, at his or her discretion, an Employee to provide aphysidan's certificate
indicating the type of illness and the length of the absence required by the illness. This
request must be made by the Empl oyer when the Employee requests a sck day.

d. Excessive use and/or abuse of sick leave can be defined as a consistent pattern of
unschedul ed absenceswhich have anegativeimpact onthe employee’ sability to accomplish
the duties and requirements of their position. Thereisapattern of the employee’ s absences
when there are consistent absences on a particular day of the week, the day before or after
ascheduled holiday, or based upon observation or other relevant evidencethat thereisreason
to believe that the employeeisnot sick. An employeewho exhibits excessive useor abuse
of sick leave will be required to provide an original physician’s certificate signed by the
physician, for all absences. Documentation shal be required as outlined in subsection “c”
of this Section. Theemployeewill be notified inwriting by the Department Director of such
requirement.

e. The requirements in Section 7.103.c., and 7.103.d., above, shall be equally applicable
when sick leaveis granted to an Employee because of illness of the Employee’ simmediate
family.

Section 7.104, Physical Examination. Before resuming work, Employees who havebeen absent
due to illness or accident may be required, at the Employer's expense, to undergo a physical
examination by a physician of the Employer's choice.

Section 7.105, Expiration of Paid Sick Leave.

a. In the event an Employee is unable to resume work due to illness or injuries and has
used and totally depleted all accrued sick leave and annua leave, the Employee's
employment benefits shall cease, except asmay otherwisebeprovidedin Article 7.1 or under
the Family and Medical Leave Ad, discussed in Article 7.3.

b. Employees who are unable to resume work due to illness or injury may be eligble
to receive benefits under Maryland State Retirement, Disability Retirement, and/or under
a short-term disability plan, if Employees have purchased such a plan.

Section 7.106, Incentive Bonus. Beginning July 1, 2000, employees who completesix months of
servicewithout any use of sick leave, shall receivea minimum $75 bonus, or equal to one (1) day’s
wages at higher regular rate, whichever is higher. Time shall be tracked within individual
departmentsand requests for bonuses shall be submitted to the Finance Department. Awards shall
be paid on arollingbasis.

Section 7.107, Voluntary Sick Leave Donation. The Sick Leave Donation Program is intended

to allow employeesto voluntarily provide assistance to their co-workerswho arein critical need of
leave due to an extended medical necessity of the employee only, not family members. Employees
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may donate accrued sick leaveto employeeswho are otherwiseeligible to acaue and usesick leave,
but have exhausted all accrued leave (including vacation, personal days and compensatory time).
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This policy isintended to cover all non-union, union and other non-union, contractual employees
who are eligible to accrue and use sick leave.

Employees using donated sick leave shall be considered on leave without pay (inactive)
status and shall not accrue leave but shall be entitled to any benefits to which they would
otherwise be entitled, i.e. FMLA. All donated leave shall be considered sick leave, and shall
never be converted into a cash benefit. Employees who voluntarily choose to donate sick leave
shall be permitted to donate a maximum number of five (5) days or forty (40) hours per Fiscal

Y ear.

Definitions:

a

Accrued leave shall mean sick leave, vacation |leave, personal leave or
compensatory leave which has been earned, but not used, by the applicant.

Medical necessity shall mean amedical condition that will require an employee’'s
absence from work for a period of time exceeding 80 continuous scheduled work
hours and will result in aloss of income due to unavailable paid leave. (Must be
off w/o pay for a period of 10 days or 80 hours).

Applicant Qualifications:

a

Applicant must have exhausted all accrued leave (sick, vacation, personal and
compensatory) before receiving donations from the Sick Leave Donation
Program.

Applicant must apply for donated leave through the Office of Human Resources.
The application (see attached) must be accompanied by physician’s statement of
illness and presumed length of leave. All information regarding the physician’s
statement shall be held in strict confidence to the extent allowed by law. The
Office of Human Resources will process and approve the appropriate paperwork
and verify the necessary information provided by the applicant.

If an employeeis eligible but unable to apply due to a physical or mental
condition, any immediate family member, or legal agent may apply on behalf of
that employee.

Payroll will ensure that an employee receives appropriae donated sick leave credit
not to exceed the number of hours the employee is scheduled to work each pay
period. (Excludesovertime, holiday pay, etc.) The payroll clerk shall not discuss
this information with anyone other than the Director of Human Resources.

Donated leave will be held in strict confidence. The applicant will not have
access or other information regarding which employee(s) donated the sick leave.
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f. The employee who voluntarily donates sick leave shall not suffer aloss of his/her
own non-absence incentive benefit for donating sick leave.

g. Theapplicant will be paid at his/her current rate of pay for any donated sick leave
pay.

ARTICLE 7.2 LIGHT DUTY

Generally, Employeesmust be able to perform all of the adivities and responsibilities of their
job. Injury or illness result in lost production and income, diminish Employee sdf-esteem and
affect the Employee/Employer relationship. Injuries and illnesses, also, may temporarily render
an individual unable to perform his or her duties. When this occurs, the Employer, at his
discretion, may temporarily assign an Employee who suffers a health condition to either a
modified or limited-duty status. An Employee's early return to work in alimited non-permanent
capacity servesto lessen the financial impact to the residents of the County, preserves a balance
of respect between Employees and the Employer and presents a positive message to the
remaining work force.

It isthe intent of Allegany County government to strive to return all injured or ill Employees
to productive work in atimely fashion, compatible with the medical condition of the Employee
and workplace safety. Modified or limited-duty status will be gererally considered for all
Employees unless an Employee istotally disabled or medically determined unable to work.

Section 7.201, Scope.

a. These guidelines set forth herein apply only to an Employee who is expected to return
to full duty in their previously-held position within a prescribed time period.

b. The limited duty assignment will nat become a permanent assignment. The total
number of days that an Employee may be given limited duties may not exceed thirty (30)
consecutive cd endar daysin any consecutive 12-month period for the same inj ury.

c. The modified duty assignment will not become apermanent assignment. The total
number of days that an Employee may be assigned modified duties may not exceed 90
consecutive cd endar daysin any consecutive 12-month period for the same inj ury.

d. The maximum number of calendar days that an Employee may be on limited and
modified duty for ayearis 120 calendar days.

Section 7.202, Definitions. The following terms pertinent to these guidelines have the meaning
indicated:
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a. "Appointing Authority" means the person or persons who have the power to make
appointments and to terminate employment. (See Section 1.202)

b. "Appropriate assignments' are duties at the same pay grade consistent with the
recovering Employee's physical condition.

c. "Limited Duty" means the assignment of reduced working hours during which the
Employee carries out al of hisor her job activitiesfor a specified number of hoursdaly (less
than the normal duration of shift) and supports an early return to work.

d. "Modified Duty" means a temporary assignment of job tasks (not necessarily within
his or her normal job classification nor within his or her normal department) which is

compatiblewith an Employee's medical restriction(s) and supportsan earlyreturnto full duty.

e. "Medical Restriction" means limitations on the types and duration of physical effort
the Employee cantolerate, e.g. physical tolerances (sitting, standing, pushing/pulling, carrying,
lifting, kneeling/squatting, walking, etc.); durationtolerances (hoursat atime or hoursper day);
environmental tolerances (noise, heat/cold, dust, dampness, heights, chemicals, fumes, gases,
vibration, etc.); and treament needs (therapy appointments, hot/cold treatments, medication
needs and side effects, etc.).

f. "Temporary Physical Disability" is any medical condition which is not permanent
but which restricts an employee from performing the normal duties of their dassification.

Section 7.203, Procedures for Granting Temporary Physical Disability.

a. After an absence of three (3) or more consecutive days due to a job-related illness
only or job-related injury only, an Employeeshall submit an original physician'scertificatetothe
Employer's Human Resources Director or designaed department representative.

b. The physician's certificate shall include:

(1) Statement that the physician has reviewed job description;

(2) Statement that the Employee may return to work;

(3) A diagnosis of an Employee's illness or impairment within the confines of HIPPA
(Health Insurance Portability and Accountability Act of 1996);

(4) A prognosis for recovery;

(5) The estimated date when the Employee will be fully recovered; and

(6) Any medical restrictions to be considered when identifying a limited-duty or
modified-duty status.

c. If the documentation provided by the Employee as noted above is incomplete or

unclear, the Human Resources Director or Appointing Authority may request that the Employee
secure more detailed medical information.
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d. The Human Resources Director, at the direction of the Appointing Authority, may
arrange for asubsequent medical opinion for the purposeof determining whether the Employee
has a medical restriction which would prevent the Employee from performing limited or
maodified-duty assignments, or to verify thefindingsand the opinion of the Employee's physician.

e. Regardless of a limited-duty or modified-duty assignment, the physician's certificate
shall be updated and submitted by the Employee to the Human Resources Director or designated
department representative at least every thirty (30) calendar days during a medically restricted
status.

Section 7.204, Appropriate Assignment.

a. If, based on the Human Resources Director's recommendation, after concurrence by
the Appointing Authority and Department Head that adjustment of duties (limited or modified)
will not be harmful to the Employee, will not create an undue hardship on other Employees and
will not adversely affect the work of the assignment location, the Employee's supervisor and the
Human Resources Director shall determine an appropriate assignment considering the
Employee's medical restrictions and the County's needs.

b. The assignment shall be reevaluated and updated, as applicable, by the Human
Resources Director and Employee's supervisor upon submissi on and review of the Employee's
physician's 30-day cetificate on the Employee's medical progress.

c. When an appropride assignment is not available in the Employee's job classification
within hisor her assigned department, the Employeewill be given otherjob tasksto perform that
accommodate his or her pay restrictions at the same pay grade outside his or her department.

d. A recovering worker may not be assigned work tasks unde limited-duty or modified-
duty status inconsistent with the physician's medical restrictions or as determined by the
Employer's physician.

e. If the Employer is unable to accommodate the recovering Employee’s restrictions, the
Employeewill remain on accident or other leave as appropriate until such timeasan appropriate
assignment or location isidentified, or the Employee's condition improves sufficiently toallow
him or her to be assigned.

f. The Human Resources Director, or the Employee's supervisor, with concurrence from the
Human Resources Director, will notify the recovering Employee of his or her limited-duty or
modified-duty responsibilities. Said notice may be in writing when necessary. The Human
Resources Director, Employee and the Employee's supervisar shall review the Employee'swork
assignment, duties to be performed, and work restrictions as applicable.

Section 7.205, Refusal of Limited-Duty or Modified Duty.
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a. An Employee who refuses to cooperate in medical evaluations shall be disciplined
accordingly.

b. An Employee who refuses alimited-duty or modified-duty assignment shall beon aleave of
absence without pay for medical reasons; and

c. Any Employee who refuses limited-duty or modified-duty assignment shall be reported to
the Worker's Compensation Carrier, and a request shall be made by the Appointing Authority
for a suspension of temporary total benefits.

Section 7.206, Implementation of Guidelines. The implementation of these guidelines shall not

contravene or conflict with any duty or act required by the Employer under the Family and Medical
Leave Act; and/or the Americans with Disabilities Act.

ARTICLE 7.3 FAMILY AND MEDICAL LEAVE ACT

Section 7.301, Policy. The Family and Medical Leave Act (FMLA) provides eligible Employees
with up to twelve (12) workweeks, a maximum of four hundred eighty (480) hours, of unpaid, job-
protected leavefor certain family and medical reasons.

Section 7.302, Eligible Employees. Employeeswho haveat least 1,250 hours of service and who
have been employed by the Employer for at least twelve (12) months are eligible to receive leave
under the FMLA.

Section 7.303, Eligible Events. An eligible Employeeisentitledto FMLA leavewhen any of the
following occurs:

a. The birth of achild, in order to care for the child:;
b. The placement of achild for adoption or foster care;

c. A serious health condition of the Employee's son, daughter, parent, or spouse, in order
to care for that individual; or

d. An Employee'sserioushealth condition that prohibitsthe employeefrom doing hisor her job.

Section 7.304, Serious Health Condition. A serious health condition for purposes of the FMLA
isaphysicd or mental condition that involves:

a. an overnight stay in ahospital, hospice, or residential medical carefacility; or

b. an absence from work, school, or other regular daily activities for more than three calendar
days that also involved continuing treatment by, or under the supervision of, a health care
provider; or
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c. acontinuing treatment of, or under the supervision of, a health care provider for achronic or
long-term illness that is incurable or so serious that, if not treated, would likely result in
incapacity for more than three days; or

d. prenatal care.
Section 7.305, General Entitlement.

a. An eligible Employee is entitled to a total of twelve (12) workweeks of leave during
the twelve (12)-month period that begns on the date when leave is first taken. For the
birth or placement of a child, that twelve (12)-month period expires on the first anniversary of
the date of the child's birth or placement. If both spouses are employed by the Employer, the
aggregateamount of FMLA leave to which both are entitled may be limited to 12 workweeks
for the birth or placement of achildor for the careof asick parent.

b. An Employee has the option of taking all or only pat of the twelve (12) week period.
Section 7.306, Compensation.

a. Employees are entitled to unpaid leave, but an Employee has the option of substituting
any accrued vacation leave, personal leave, or sick leave for any part of the twelve (12)-week
period.

b. If an Employee elects to substitute any acarued vacation leave, persona leave, or sick
leavefor part or all of the twelve (12)-week period, the Employee will be paid hisor her regular
salary during the part of the FMLA leave for which the acaued leave is substituted. Any
remaining time taken under FMLA will be unpaid leave.

c. If an Employee chooses not to substitute any accrued leave for any part of the leave
granted under the FM LA, the Employee may usedl of hisor her accrued |eave, however earned,
and then use up to twelve (12)-weeks of unpaid leave available under the FMLA.

Section 7.307, Benefits.

a. Leave under the FM LA does not result in the loss of any employment benefits during
the period of leavetaken. Group health plan benefits will conti nue onthe samebasisas coverage
would have been provided if the Employee had been continuoudy employed during the leave
period, except as provided in paragraph (c) of this section.

b. If leave taken under the FMLA is paid leave, the Employer and Employee shares of
health plan premiums shall be paid in the method normally used. (For example, if an amount
is usually deducted from an Employee's pay check for health insurance, these deductions will
continue for the duration of the leave; the Employer will continue paying its usual share.)
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c. If leave under the FMLA is unpaid leave, the Employer shall continue to make its
usual share of a health insurance premium, and the Employee shdl meet with the Human
Resources Director to determine how the Employee will pay the Employeés share of any health
insurance premium during the period of unpaid leave. If, after reaching an arrangement
concerning the Employees contribution, an Employee's premium payments are more than thirty
(30) days late, the Employer will be under no obligation to maintain the Employee's health
insurance coverage.

d. An Employee is not entitled to the accrual of any additional seniority or employment
benefits during the FMLA leave.

Section 7.308, Work Schedules.

a. FMLA leave can betaken al at one time or, for a serious health condition, intermittently or
on a reduced leave schedule. An intermittent work schedule is one in which leave is taken
periodically for afew hours or several days to accommodate visits to doctors, for example. A
reduced |eave scheduleis a schedulein which the Employee works a reduced number of hours
per day or per week.

b. Intermittent or Reduced Leave Schedules are permitted for the birth or placement of
achild only if both the Employer and the Employee agree to the arangement. It is otherwise
available only when medically necessary to care for a serious health condition.

c. For a serious health condition, the Employer may require the Employee to transfer
temporarily to an alternative position which has equivalent pay and benefits and that better
accommodates a recurring period of leave.

d. If leave is taken under an Intermittent or Reduced Leave Schedule, only the amount
of leave actually taken may be counted towards the twelve (12)-week limit. For example, if an
Employee takes one day of |eave over afive-day work week, then the Employee uses one-fifth
of aweek of the FMLA leave. If an Employee works half days for oneweek (20 hours out of
40), the Employee uses one-half week of |leave under the FMLA.

e. Employees shall be permitted to take leave in the shortest increment that the Employer's
payroll system uses to account for absences.

Section 7.309, Notice.

a. When leave is foreseeable, based on planned medical treatment for a serious health
condition, or for the birth or placement of achild, the Employee shall provide athirty (30) day
notice. When foreseeable leave will be used on planned medical treatment, the Employee must
mak e areasonable effort to schedule the treatment so as not to disrupt operations unduly.
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b. When it is not possible under the circumstances to provide advance notice of leave,
notice must be given as soon as pradtical.

Section 7.310, Certification. The Employer may requirethat ahealth care provider certifyarequest
for leave for aserious health condition. At the Employer's expense, the Employer may require that
asecond opinion be obtained from a health care provider designated or approved by the Employer.
In cases where two opinions differ, athird and binding opinion by a health care provider, approved
by both parties, at the Employer's expense, may be required.

Section 7.311, Reemployment.
a. Upon return to employment, the Employer shdl restore the Employee to the position
held when the FMLA commenced or to an equivalent position, as measured in terms of
Employee benefits, pay, and other conditions of employment.
b. If an Employee fails to return to work for reasons within his or her control, the
Employer may recover from the Employee the Employer's cost for maintaini ng the Employee's

group health plan coverage during a period of unpaid leave.

c. The Employer may require that a health care provider certify an employee is fit for
work after the Employee returns to work from a serious health condition.

ARTICLE 7.4 DISABILITY LEAVE

Section 7.401, Definition. Disability L eaveispaidleavegranted to an Employeewhoistemporarily
disabled as a result of an accidental injury or illness sustained directly in the performance of the
Employee's work, as provided for in the Workers Compensation Law of the State of Maryland.

Section 7.402, Benefits and Requirements.

a. An Employee who is deemed temporarily disabled under the Workers Compensation
Law of the State of Maryland and who is unable to work due to the disability shall be granted an
excused absence with full pay by the Employer for the first three (3) daysfollowing the onset of
the disability. Following the three (3) day period, the Employee shall be entitled toreceive his
or her regular rate of pay to the extent the Employee has accrued leave and elects to use such
leave. In the event an Employee is without acarued leave or does not elect to use his or her
accrued leave, the Employee shall receive the amount provided under the Workers
Compensation Laws of the State of Maryland.

b. Any Workers Compensation wage payments due an Employee during the period when

full wages are bang paid by the Employer shall be endorsed or otherwise remitted to the
Employer for payment to the Employer.
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c. Disability Leave shall not be charged against any accrued sick leave or other type of
leave unless requested by the employee.

d. An Employee using Disability Leave shall continue to accrue all benefits and seniority,
excluding holiday pay, during the period of leave, including the Employee's health and life
insurance coverage, and retirement benefits, under the conditions applicable to all Employeses.

ARTICLE 7.5 ANNUAL/VACATION LEAVE

Employeesare granted paid vacation based upon yearsof servicewith the County. Vacationsshould
be taken annually for the benefit of the physical well-being of the Employees, as well as for
operating effectiveness. Vacation is provided to ensure that the Employee takestime for relaxation
and recreation fromwork assignmentsand responsibilitiesand, therefore, it isrecommended that the
Employee use his/her vacation time.

Section 7.501, Annual Accrual. Full-time County Employees shall accrue annual vacation time
asfollows:

Hours No. Total Maximum
Per Pay Pays Accrual Accrual
1st Year 1.85 26 48 48
2-5Years 3.08 26 80 160
6-9 Years 4.62 26 120 240
10-19 Years 6.15 26 160 320
20+ Years 7.69 26 200 400

Maximum Accrual refersto the total vacation hours which can be carried at any point in time.
Accrual begins at the beginning of the "anniversary date", not when the year is compl eted.

Section 7.502, Probational Accrual. Although an employee shall accrue vacation leaveon a per
pay basis from this date of hire, new employees shall not be authorized use of such leave until the
probationary period has been compl eted.

Section 7.503, Carryover. Each Employeeisencouraged to take the vacation accrued annually.
The maximum amount of vacation that an Employee may carry at any onetimeisequal to twicethe
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annual accrual. For example, if an Employee accruesten (10) vacation days per year (80 hours), the
most said Employee may carry at any point in time is twenty (20) days (160 hours).

Section 7.504, Maximum A ccrual Hours. Accrued hourswill bedisplayed on the Employee's pay
stub so the Employeewill always be aware of how much vacation is availableand if vacation hours
are approaching the maximum limit. Inthose cases where, for one reason or another, the Employee
has been unable to schedul e vacation prior to reaching the maximum allocation, additional accruals
will be converted tosick days. Once vacation hourscomeinto compliance, vacation hourswill once
again begin to accrue, per pay, according to the schedule. Sick hours cannot be transferred to
vacation hours.

Section 7.505, Separation Entitlement. There shall be no monetary allowanceinlieu of vacation.
In the event of death, resignation, retirement, or discharge of an eligible Employee, said Employee
or his’her estate shdl be entitled to receive compensation for any accrued vacation payablein alump
sum.

Section 7.506, Granting of Vacation Time. Vacations are generally given at the convenience of
the Employee, however, the needs of the Employer must be considered as paramount. Department
Heads shall grant vacationswith consideration of the seniority of theEmployee. Vacation may also
be granted to an Employee because of illness of the Employee’ simmediate family (for the purpose
of this policy defined as a child, spouse, or parent), and for the placement of achild with the
Employee for adoption.

Section 7.507, Accurate Accounts of Time Earned/Taken. Each Department Head shall be
responsiblefor establishing and maintaining accurate accounts of vacation time earned and taken by
each Employee in the department.

Section 7.508, Part-Time Employees. Part-time Employees shall not be entitled to vacation with
pay.

Section 7.509, Contractual/Temporary Employees. Contractual and temporary Employees will
be awarded vacation based upon the terms of their enployment agreements.

Section 7.510, Department Heads. Employees serving positions classified as Department Heads
may accrue Annual Leave at a rate established as a condition of employment during negotiations
between them and the County Administrator, provided the conditions are in writing and signed by
the County Administrator. Total days shall not exceed the maximum as described in County leave

policy.

ARTICLE 7.6 PERSONAL LEAVE

Section 7.601. Personal Leaveisleave that can beused for any purpose with prior notification to
the employee’ s supervisor. Except as provided in Sections 7.602 and 7.603, each Employee shall
beentitledtoforty (40) hours of personal leave atthe Employee’ sregular rate of payper Fiscal Y ear.
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Personal leave shall be earned as stated in Section 7.603 of thisArticle. Any unused Personal Leave
may not be carried over to the next Fiscal Y ear.
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Section 7.602. Probationary Employees accrue no personal leave.

Section 7.603. Each Classified Employee shall be credited with forty (40) hours of personal leave
on July 1 of each year. Employeeswho attain classified employment status during the Fiscal Y ear
shall be credited with personal leave on a pro rata basis for theremainder of the Fiscal Year after
attaining Classified status, not to exceed forty (40) hours per Fiscal Y ear.

ARTICLE 7.7 MATERNITY LEAVE

An Employee who is pregnant shall be expected to work for as long as the Employee can perform
her normal duties or until a physician advises otherwise. Employees may use sick leave, annual
leave, personal |leave, leave under the Family and Medical Leave Act, compensatory |eave, donated
leave, or any combination thereof, during the period of maternity leave.

ARTICLE 7.8 FUNERAL LEAVE

Section 7.801. An Employee, except atemporary, emergency, or part-time Employee, who has a
deathin hisor her immediae family shdl, upon request, be granted an excused absence for alength
of time necessary to attend the funeral and to handle personal issues. The Employee shall be paid
at his or her regular rate of the pay for any of the first five (5) regularly scheduled work days, a
maximum of forty (40) hours, immediately followingthedeath. SeeArticlel.2 Definitions, Section
1.209, Immediate family. Reasonable evidence of the death shall be furnished to the County upon
request.

Section 7.802. Funeral leave may not be charged against annual |eave, sick leave, or personal leave.

ARTICLE 7.9 JURY DUTY

Section 7.901. In the event employees are required to perform jury duty or serve as witnesses under
court subpoenain a case to which they are not a party, they will receive their regular rate of pay for
such time as they are required to be away from their job during their regularly scheduled hours of
work. Itisto beunderstood that thisallowance coversonly timelost while actually engaged in such
court service, and no provision ismade or intended to cover payment for time lost outside of regular
work hours. Employeesrendering suchservicewill berequired to secureastatement from the Clerk
of the Court officially verifyingthe service rendered.

Employeeswho serve on jury duty less than two (2) hours on any day, must return to work for the
balance of their scheduled turn in order to be compensated for their absence. Thiswould exclude
jury duty that would require travel out of town.

Section 7.902. Jury Duty may not be charged against annual leave, sick leave, or personal leave.
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ARTICLE 7.10 MILITARY LEAVE

Section 7.1001 As provided in this section, Employees who are members of the organized militia
or the Army Reserve, Army National Guard, Naval Reserve, Air ForceReserve, Air National Guard,
the US Marine Corps Reserve, or the Coast Guard Reserve, shall be eligible for military leave for
training purposes annually, when the training is required by law.

Section 7.1002. Before an Employee shall be entitled to payment for military leave for training
purposes, application for military leave shall be made to his or her Department Head immediately
upon receipt of offidal notification from the appropriate military authorities that the training is
required.

Section 7.1003. The Employer shall pay the gross amount normally paid the Employee by the
Employer for a period not to exceed fifteen (15) calendar days annualy. All military leave
documentation and military payroll statements shall be made available to the Finance Office upon
request. When the Employee has exhausted hisright to paid military leave, he has the right to use
accrued annual leave (vacation) or unpaid leave.

Section 7.1004. Thefirst fifteen (15) days of military leave may not be charged against sick leave,
annual leave, or personal |leave.

ARTICLE 7.1 LEAVE WITHOUT PAY

Section 7.1101. With the consent of the Board of County Commissioners, the County
Administrator, and an Employee's Department Head, anEmployee may begranted |eave without pay
for adefinite or indefinite period, not to exceed one (1) year.

Section 7.1102. Leave without pay may be granted for personal reasons or for study or training of
value to the Employer.

Section 7.1103. Refer to Article 10.6, Political Activity, Section 10.605, Candidate for Political
Office.

Section 7.1104. An Employee taking a leave of absence may maintain health insurance and life
insurance at the Employee's expense at the group ratecost, if the Employee requests that his or her
insurance be maintained. The Employee shall not accrue any other employment benefit or rights of
seniority during the period of leave.

Section 7.1105. An Employee returning from leave as provided in this section shall be reinstated
to aposition of similar status, seniority, and pay as that previously held, provided the Employee
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complieswith al the provisionsrelating to aleave of absence. TheEmployer may fill aposition that
becomes vacant due to leave granted pursuant to this section.

Section 7.1106. An Employeein violation of any of the provisions of this section or any condition
under which the leave is granted may be terminated within fif teen (15) working days after receiving
notice to report to work. In the event the Employee refuses to return to work within 15 days of
receiving notification, the Employee shall be treated as having resigned from his or her position.

ARTICLE 7.12 HOLIDAY LEAVE

Section 7.1201. Except part-time Employees, and except asprovided in Sections7.1202 and 7.1203,
Employees shall be granted the holidays approved by the Board of County Commissionerswith no
lossin regular pay for the day on which they occur. They ae:

New Y ear's Day Veterans Day

Martin Luther King Day Thanksgving Day

Good Friday Friday after Thanksgiving

Memoria Day Christmas Day

Independence Day General Election Day in Presidential
Labor Day and County Election Years

Section 7.1202. In the event an Employee isrequired to work Thanksgiving Day, Christmas Day,
or New Y ear's Day, the Employee shall be entitled to an additional day's wages computed at time
and one half the Employee's regular rate of pay. Inthe event an Employeeisrequired to work on
another holiday, the Employee shall be entitled to an additional day's wages computed at the
Employe€esregul a rate of pay.

ARTICLE 7.13 INCLEMENT WEATHER LEAVE

Section 7.1301. The Board of County Commissioners recognizes that on certain days it may be
difficult for an Employee to come to work due to excessive snow, ice, or inclement weather. The
Board designatesthe County Administrator the authority todeclareaweather emergencyintheevent
of such weather.

Section 7.1302. If thereisaweather emergency declared, Employeeswho are ableto report towork,
or leave early on such days, shall be paid their regular wagesfor actual time worked. Departments
who are not required to maintain 24-hour emergency service, shall dlow Employeeswho are unable
to report to work, or who arrive late or leave early (due to aweather emergency) the option of using
vacation hoursor compensatory time (which hasbeen authori zed and documented by the Department
Head or designee) for hours not worked, or dlow an Employee to alter his’/her work schedule to
make up the time.

39 Rev. 2/19/09



Section 7.1303. For guidanceinthe policy, missed timeinexcessd four (4) hours,should normally
take vacation or earned compensatory time. Timelessthan four (4) hours may alter work schedules
in blocks of at least two (2) hours to make up the time. Lunch hours will not be used to make up
time. Department Heads shall determine the schedule with the Employee considering the interest
of both the County and the Employee. All time must be productive.

Section 7.1304. During weather emergencies, Employees of thosedepartmentsrequired tomaintain
essential (key personnd inEmergency Services, Public Works, Sheriff's Office, and Nursing Center)
or twenty-four (24) hour emergency service are required to report to work. The Department Head
or designee may continue to use available personnel beyond regularly scheduled hours.

Section 7.1305. If an Employee does not have any accrued time, the time shall be deducted once
earned.

ARTICLE 7.14 BIRTHDAY LEAVE

Employees shall be entitled to eight (8) hours of birthday leave at their regular rate of pay per
calendar year. Birthday leave may not be carried from one calendar year to the next and no wages
shall be paid in lieu of leave.
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CHAPTER 8. OTHER BENEFITS

ARTICLE 8.1 RETIREMENT

The Employer is a member of the Maryland State Retirement/Pension Systems (M SRPS) which
provides retirement income and income for certain surviving dependents as well as disability or
death benefits, should ather occur prior to retirement. As amember of the MSRPS, the County is
subject to the State laws providing for MSRPS, which change from time to time. All Employees
shoul d schedul e an appoi ntment with the Human Resources Department at | east six (6) months prior
to retirement in order to determine that all aspects of the retirement process are in order. The
following highlights some current, basic provisions:

Section 8.101. Enrollment in the MSRPS is mandatory upon becoming a Classified Employee.

Section 8.102. For Employeeshired prior to December 31, 1979, only, and who el ected to keep the
deduction, the appropriate percentage of salary isdeducted from each paycheck and deposited in an
annuity savings account with the Retirement System. Effective on July 1, 1998, employees hired
after January 1, 1980, who were members of the Non-Contributary Pension system, became
members of the Contributory Pension System, with a two percent (2%) contribution of the
employee sannual salary/wages mandatary. Effedtiveon July 1, 2006, employees, who were active
members of the Contributory Pension System, became members of the Alternate Contributory
Pension Selection Plan. Mandatory employee contributions are required as established by the
Maryland State Retirement and Pension System and adopted by theBoard of County Commissioners.
The contributory amount is withheld bi-weekly according to the payroll schedule.

Section 8.103. Maryland Retirement System.
Normal Service Retirement: Age 60 regardless of years of service (provided
5 year vesting requirement has been met).
30 years of service regardless of age.
Early Retirement: 25 years of service prior to Age 60. Actuarially-reduced bendfits.
Please refer to pension handbook for specific detals.
Section 8.104. Maryland Pension System.
Normal Service Retirement: Age 62 - 5 yrs. service
Age 63 - 4yrs. service
Age 64 - 3yrs. service

Age 65+ - 2 yrs. service
Any age - 30 yrs. service
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Early Retirement: Age 55 with 15 or more years of digibility service and receive
actuarially-reduced benefits.
Please refer toyour retirement handbook for specific detals.

Section 8.105. Any Employee applying for disability retirement shall be required to submit to a
medical examination by a physician of the Employer's choice and at the Employer's expense.

Section 8.106. Upon becoming a member of the MSRPS, the Employee shall be given full
information on benefits and options. For additional information, an Employee may wirite to:
Maryland State Retirement/Pensions Systems, 120 East Baltimore Street, Bdtimore, MD 21202.

Section 8.107. Memberswithin 8 yearsof retirement and their spousesare eligibleto attend one-day
pre-retirement planning seminars sponsored by the MSRPS. An eligible Employee may recave
wagesfor oneday to attend a pre-retirement seminar if the seminar fallsonthe Employee’ sregularly
scheduled workday. An Employee may receive wages for attending the seminar only one time.
Proof of attendance at the seminar will be required to receive payment.

Section 8.108. Unlesstheir contract does not specifically provide for them, Employees who meet

qualification requirements and who retire directly from County service shall be eligible for the
following benefits: retirement/pension from MSRPS, health insurance, and life insurance.

ARTICLE 8.2 DEFERRED COMPENSATION

The Employer offers a Deferred Compensation Plan to its Employees. Employees desiring
additional information about the Deferred Compensation Plan should contact the County Human
Resources Director.

ARTICLE 8.3 HEALTH INSURANCE

Section 8.301. The Employer maintains an Employee health insurance plan for Employees. New
Employees are eligible to enroll in the health insurance program on thefirst day of the month
following 60-day employment. Employees who fail to enroll at tha time but who subsequently
desire to enroll may contact the County Human Resources Director to determine their digibility.
Any employeewho voluntarily choosestoreturn to part-time empl oyment and subsequently changes
their status back to full-time status, shall be required to serve asix (6) month waiting period before
health benefits are reinstated.

Section 8.302. In the event an Employee dects not to enroll in the health insurance program, the
Employer shall reimburse the Employee $50.00 per month in order to pay for coverage under a
spouse's policy, unless the spouse is also covered by the County Health Insurance Plan. Proof of
other coverage is required.
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Section 8.303. Administration of programsis handled through the Human Resources Department.
Each Employee receives a booklet explaining the various featuresand details of these benefits, as
provided by the County Commissioners.

Section 8.304. The Retirees Hedth Insurance Under 65 benefits plan will be provided to full-time
Employeeswho retire directly from County service and who are at least 62 years of age and have
completed ten (10) years of continuous service or who have twenty-five (25) years of continuous
serviceregardlessof age. Individual semployed after July 1, 1997, will be responsiblefor 50-percent
of health insurance premiums upon retirement. The County will not allow for additional dependents
to be added to any retiree’s current policy ater retirement, regardiess of the date of retirement.

Effective January 1, 2005, if theretiree wishesto carry family coverage, the retiree will be required
to pay 100% of the cost of the difference between Husband and Wife premium and the Family
premium. Also, effectiveon January 1,2005, all retirees hired prior to July 1, 1997, will berequired
to make a premium payment equivalent to all other active employees.

Retireeswill bebilled for insurance on either aquarterly or semi-annual basis, which theretiree will
select at thetime of enrollment. All insurance billswill include information on the consequences of
late or non-payment, which can include late fees or policy cancellation. Bills will be mailed to
retirees approximately 30 days before the payment due date, and payment is due on the first day of
thebilling period. If payment has not been received by the due date, a second noticewill be sent, and
a $50 late fee will be assessed on all payments. Any retiree insurance bills that remain unpaid 15
days after the due date will result in automatic cancell ation of theretiree's palicy.

Section 8.305. Retirees are automatically transferred to a Standard Low Option, and receive the
benefits under the plan, as of the first day of the month in which age 65 is attained. There is no
diagnostic or major-medical provided under this program.

An upgrade for Over 65insuranceis avalable with the full cost of the difference for the upgrade to
be borne by the retiree. If the retiree chooses the upgraded insurance plan and subsequently
withdraws from the upgraded plan, then the retiree shall berequired to compl ete atwenty-four (24)
month waiting period before making re-application.

ARTICLE 8.4 LIFE INSURANCE

Allegany County provides term life insurance, in an amount authorized by the County
Commissioners, for each full- time Employee. This insurance becomes effective upon fulfillment
of the 30-day waiting period imposed by theinsurer. Any Employee, who voluntarily chooses to
return to part-time employment and subsequently changes their status back to full-time status, shall
be required to serve a six (6) month waiting period before life insurance benefits are reinstated.
Certain part-time employees may be eligible for life insurance as authorized by the County
Commissioners.
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Retired Employees with at least five (5) yeas of service as a full-time employee will receive a
“reduced” lifeinsurance policy as authorized by the County Commissioners.

ARTICLE 8.5 WORKERS' COMPENSATION

Section 8.501. Employeesare protected under theState'sWorkers Compensation Lawsintheevent
of an injury arising out of and in the course of employment. Compensation shall be paid based on
the nature of theinjury and the sd ary received at thetime of injury.

Section 8.502. Employeeswho suffer awork-incurred injury shall receivefull pay for thefirst three
(3) days, as necessary, of their temporary absence. Thereafter, compensation shdl be paid, if
approved, by theinsurance carrier. If the Employee should receiveadditional compensation from
theinsurance carrier for thefirst three (3) days of temparary absence, the Employee shall reimburse
such moniesto the County.

ARTICLE 8.6 DEATH BENEFITS

In the event of an Employee’s death prior to separation from service the Employee's estate or
beneficiaries shall be entitled to any unpaid salary, compensation for accrued and unused annual
leave, unused sick leave to a maximum of one hundred twenty (120) days, life insurance and any
other entitlement that may be due from the Maryland State Retirement and Pension System or other
Employeebenefit plan. The Employee’ sbeneficiary or Estate shall receive alump sum payment for
any monies due to a deceased employee.

ARTICLE 8.7 UNEMPLOYMENT

Terminated Employees should contact the Maryland Job Service in regard to available benefits.
Employeesterminated as aresult of areduction inforce are eligible for benefits. Allegany County
will contest unemployment claims made by Employees who leave employment voluntarily or are
terminated for just cause.
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CHAPTER 9. PERFORMANCE EVALUATIONS

ARTICLE 9.1 PURPOSE

The Employee performance eval uation system isthe total process of observing and reviewing work
performance, recognizing its quality, identifying needs for improvement, and working with
Employees to improve their effectiveness and efficiency in order to maximize the use of their
knowledge, skillsand abilities. It isacontinuous process and an on-going exchange of expectations
between the Employee and supervisor about work requirements and that which is needed to assure
that certain standards are met. The evaluation may also serve to determine Employee promotions
and merit increases in salaries.

ARTICLE 9.2 CRITERIA

Section 9.201. Employees shall be evaluatedand rated by their designated supervisor who, prior to
evaluating the Employee, shall, in conjunction with the Employee, compilethe criteriaby which the
Employeeisto be evaluated. Department Heads shall be evaluated by the County Administrator.
Performance goals should be meaningful, relative, and measurable or observable. The designated
supervisor shall meet and discussthe evaluation criteriaprior to theactual evaluation with any other
supervisor in aposition to evaluae the work of theEmployee. The consensus as tothe appropriate
criteriafor evaluating the Employeeshall help determine the actual criteria used inthe evaluation.

Section 9.202. Higher level supervisors should paticipate in the goal and standard setting process
to ensure consistency throughout each department and the County. Department Headsshould review
the performance factors, criteria, and goals established for their Employees noting that all are
meaningful, realistic, and measurable. The County Administrator, with theassi stance of the Human
Resources Director should review the performance factors and goal's to ensure consistency across
departments. Goals that appear to be too high or too low should be discussed with the Department
Head and agreed upon.

Section 9.203. Supervisory personnel shall be provided with evaluation documents and trained in
specific evaluaion procedures.
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ARTICLE 9.3 FREQUENCY

Section 9.301. Probationary Employees shall be evaluated at least twice prior to the expiration of
the probationary period: i) after 50% of Employe€'s probationary period; and ii) at least 15 days
prior to the expiration of probation.

Section 9.302. Employeeswho have successfully completed probation shall beevaluated verbally
and informally three months prior to their first Anniversary Date; however, in the event
the Employee's overall evaluation is less than satisfactory -- that is, the Employee fails to meet the
agreed upon standards for the position -- awritten evaluation and rating shall be prepared pursuant
to Article 9.4.

Section 9.303. Except as provided in Sections 9.301 and 9.302, Employees shall be evaluated and

rated annually. Evaluations and ratings, however, also may be rendered whenever an Employeeis
considered to be performing in a superior or unsatisfactory manner.

ARTICLE 9.4 UNSATISFACTORY EVALUATIONS

Employeesreceiving an eval uation with an averagerating of "unsatisfactory" shall be counseled and
re-eval uated after three months. The Employee shall be placed on a90-day probationary period and
after that period shall bere-evaluated. If the Employeeisagain rated "unsatisfactory', the Employee
shall be dismissed.

ARTICLE 9.5 POST EVALUATION PROCEDURES

Section 9.501. After a performance evaluation has been compleed and the results have been
discussed with the Employee, the Employee shall sign the evaluation form. The evaluation form
thereafter shall beforwarded for the signature and comment of the Department Head or other person
or personswho play the chief supervisoryrolein regardto the Employee's performance. Thesigned
evaluation form shall beforwarded to the Human Resources Department where it shall be placed in
the Employee's permanent file.

Section 9.502. Intheevent the Employeeobjectsto theresultsreachedin aperformance eval uation,
the Employee may file a grievance in accordance with the provisions of Chapter 12.
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CHAPTER 10. WORK RULES

ARTICLE 10.1 POLICY

The orderly and efficient operation of County government requires that certain work rules be
established and followed. Therulesexistinorder to protect and preserve County property and good
will, Employees health and safety, and to maintain uninterrupted County services. The following
rules, applicableto all Employees, are notinclusive and the Employer may establish additional rules
to insure the effective operation of the County government.

ARTICLE 10.2 WORKSITE ACTIVITIES

Section 10.201. Employees shall deal with the public and co-workers in a courteous, tactful, and
professional manner.

Section 10.202. Employees shall report to thar designated work sites on time and be in fit
condition, ready for work. Employees shall work and remain at their designated work sitesuntil the
scheduled quitting time unless permisson to leave the wark site is granted by their supervisors.

Section 10.203. Where operations are continuous, Employees shdl not leave their posts until
replaced by the Employees of the next shift, or until relieved by their supervisors.

Section 10.204. Anindividual reporting off shall, within one hour of the assigned starting time of
the work period, report to his supervisor personally his inability to report to work and the reason
therefore.

Section 10.205. Employees may not neglect their duties and responsihilities or refuse to perform
assigned work.

Section 10.206. Employeesshall not restrict or interrupt work or interfere with the work of others.

Section 10.207. Employees shall be attired in a manner appropriate to the duties they arerequired
to perform.

Section 10.208. Employeesshd | not falsfy records, reports, or claims of illness or injury.
Section 10.209. Employees shall avoid litteringwork areas.

Section 10.210. Employees may not punch-in or sign anothe Employee's time card or time-
attendance record.
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Section 10.211. Employees shall not engagein immoral conduct, fighting, unauthorized behavior,
gambling or useabusive language while on duty or on County premises.

Section 10.212. Employees shall not smoke in County buildings, vehides, or prohibited areas for
health and safety reasons.

ARTICLE 103 ACCIDENTS AND SAFETY REGULATIONS

Section 10.301. Employeesshall follow all safety regulaions, including, inappropriate settings, the
wearing of safety articles and the use of protective equipment. Employees shall abide by the
terms of any and dl acci dent prevention policies or other safety initiatives adopted by Allegany
County government.

a. The Commissioners of Allegany County are very conscious of the need for the Safety of its
employees and the welfare of the general public, and recognize their obligationsto provide the
safest possible workplace for its employees and in having a safe environment for the general
public.

b. Itisour belief that most accidents are preventable. Furthermore, many accidents may be
associated with awasteful and inefficient operation. Therefore, in accordancewith these beliefs,
we have initiated various Safety and Training Programs.

c. Each department and/or division will work closely with the County Administrator, County’s
Risk Manager, and the Director of Human Resources, to develop specific directives and
guidelines for a safety program pertinent to their department and/or division. Employees are
encouraged to contact their supervisor and/or internal safety committee to obtain a copy of the
County's comprehensive "Safety Statement - Allegany County"” and associated directives and
guidelines.

Section 10.302. Employeesshall report accidentsor injuriesimmediately to their supervisors, each
of whom shall furnish awritten report to the County Human Resources Director within twenty-four
(24) hours fol lowing an accident or injury.

Section 10.303. Employees may not conduct themsel vesin any manner which would be detrimental
to the safety and efficient operation of County government.

Section 10.304. Employees may not possess unauthorized firearms, weapons, drugs, or acoholic
beverages on the premises or in vehicles of the Employer, nor have such itemsin their possession
while on duty. Employees who are found to be in violation of this section may be subject to
disciplinary action up to and including termination.

ARTICLE 104 EMPLOYER PROPERTY
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Section 10.401. Employees shall be responsible for, and may not misuse Employer property,
records, or other materialsintheir care, custody and control. Employer'sproperty, recordsand other
materialsmay not be removed from the Employer's premises without permission. Employeeswho
arefoundto be negligent in the use of the Employer’ sproperty, including, but not limited to, damage
to any vehicle equipment, etc., shall be responsible for the cost of any damage to said vehicle,
equipment, etc., that is not covered by insurance. The employee shall be subject to disciplinary
action and may result in termination of employment.

Section 10.402. Employees shall be judicious in the use of the Employer's telephones for
incoming or outgoing personal calls and in conduding personal business during work hours.

Section 10.403. Employees may not post notices on the Employer's premises without prior
written approva from the appropriate authority.

Section 10.404. Employees may not park in prohibited areas

ARTICLE 10.5 PERSONAL BUSINESS

Section 10.501. Employees shall notify thar supervisors whenever there is achange in their
personal datardative to employment.

Section 10.502. Employees shall not gather on County premises to condud any personal
business without authorization.

Section 10.503. Employees may not use Employer's property for personal business

ARTICLE 10.6 POLITICAL ACTIVITY

Section 10.601. Each Employee is encouraged to participate in the political process by
registering and casting his or her vote. Employees may express their views on matters of public
policy to the extent the expression of views does not adversely impact the workplace
environment.

Section 10.602. Employees may not actively campaign for a party or candidate while on duty or
on the Employer's premises. Prohibited activities while on duty or on the Employer's premises
includes directly or indirectly soliciting another Employee to contribute anything of vdue to a
party, candidate, organization, or person for a political purpose.

Section 10.603. Employees may not intentionally use their office or officia authority to affect
the election of particular candidates for political office.
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Section 10.604. Employees whose activity isfinanced in part or in whole by grants or loans
made by the United States or a Federal agency shall be governed by the Hatch Act.

Section 10.605, Employee Holding Political Office.

a. Inthe event that any Employee should be elected to the office of County
Commissi oner for All egany County, said Employee shall immediately resign
from County employment upon being sworn to the elected position.

b. Any Employee being eleced to any other public officeshall not allow said
election to creae a conflict of interest with his or her employment with
Allegany County or interfere with his or her performance of responsibilities as
an Employee of Allegany County.

c. Theterms of this section shall apply to all Employees whether members of

Classified Service or contractud, as well as all appointed positionsin County
boards, committees, and authorities

ARTICLE 10.7 DRESS CODE

Allegany County’s primary objective is to have employees project a professiond image while
taking advantage of more casual and relaxed clothing. Casual dress offers an alternative to the
business attire of dresses, suits, ties, and dress shoes Conversely, not all casual clothing is
appropriate for the office. There are times when traditional business attire isto be worn on
casual days. Take your day’s schedule into account when you are dressing. If you have a
meeting scheduled with visitors, or if you are advised that others in the department will have
visitors with whom you will come in contact, you will want to dressin business attire. Listed
below isagenera overview of acceptable business casual wear as well as alisting of some of the
more common items that are not appropriate for the office. Neither group isintended to be all-
inclusive. (Field-based employees should contact their Department Head to determine what level
of dressis appropriate for their position.)

Slacks: Cotton slacks are acceptable provided they are clean and wrinkle free.
Inappropriae items include, sweat pants, wind suits, shorts, skorts, bib overalls,
leggings, spandex or other form fitting pants.

Shirts: Casual shirt, golf shirt, sweaters and turtlenecksare acceptable. Inappropriate
items include tank tops, sweatshirts, shirts with large lettering, logos or slogans
(except those shirts with the County emblem), halter tops, midriff tops, and t-shirts,
unless worn under another blouse, shirt or jacket.
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Dresses and Skirts: Casual dresses and skirts, and split skirts at or below the knee are
acceptable. Dress and skirt length should be mid-length or at least tothe knee. Mini-
skirts and spaghetti-strap dresses should not be worn to the office.

Footwear: Loafers, boots, flats, dress sandals, open-toed shoes, clogs and leather dedk
shoes are acceptable. Not wearing stockings is acceptable if it’s appropriate for the
rest of the outfit. Athletic shoes, sneakers, thongs, flip-flops, and dlippers are not
acceptable.

Jewelry: Should be conservative with no visible body piercing other than pierced ears.
Depending on the position and/or the job duties, the Department Head may require
that earrings, etc., be removed while an employeeis performing their regular job
duties.

Tattoos: Shall not be exposed, unless approved by the Department Head.

Uniforms If County uniforms and clothing are provided to the employee, that
clothing must be worn at work. Altering of County provided uniformswill not be
permitted.

Safety considerations, etiquette, or certainjob duties, may require the Department Director to
establish adress code that is stricter.

With the prior approval of the Department Director, jeans and athletic shoes are acceptable
on certain days, such as clean-up days. In work areas tha have approval for specified “ dress
down” or “casud” days, management shall determine appropriate attire standards for those

days.

If an item of clothing is deemed to be inappropriate for the office by the employee’s
supervisor, the employee may be sent home to change clothes and will be given averbal
warning for the first offense, and progressive disciplinary action will be taken for further
dress code violations.

These are to be considered the “minimum” guidelines to this policy. The Department
Director shall have final say regarding their own department.

ARTICLE 108 HARASSMENT POLICY

Types of behavior which may beconsidered harassing or discriminatory include, but are not
limited to: verbal abuse; exclusion, condescension; employment decisions based on age, race,
religion, or sex; repeated verbalisms of aracist or sexua nature; employment decisions based
upon submission to sexual demands; and any other unwelcome behavior which an Employee
finds disturbing or offensive.
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Sexual Harassment normally fallsinto two categories. (1) Quid Pro Quo harassment iswhen
sexual demands are made specifically in exchange for employment benefits; and (2) Hostile
work-environment harassment is when there is awork environment which is so hostile,
offensive, or abusive that it interferes with an Employee's ability to do ajob.

It isthe purpose of this policy to ensure that all Employees of Allegany County enjoy a safe work
environment free from any form of harassment as defined above. Harassment of any nature,
sexud or otherwi se, isagaingt thelaw and will not betolerated by Allegany County.

Allegany County will provide aworkplace free of harassment of any kind, from any source.
Allegany County will address all complaints promptly, handling them in afair, unbiased, and
confidential manner.

Any policy which seeks to guarantee Employee rights requires Employees to meet certain
responsibilities. Although this policy appliesto all Employees equally, by the very nature of
their positions, some Employees are more apt to be targets of harassment complaints than others.
Supervisory personnel, by definition, bear additional responsibility for enforcement of this
policy. Responsibilities for successful implementation of Allegany County's Harassment Policy
are asfollowsfor all Employees:

B Prior to reporting any incident, determine beyond a reasonable doubt, that the conduct you
find offensive isindeed discriminatory or harassing. If possible, have witnesses substantiate
your accusation.

B Prior to filing a complaint, make the offending person(s) aware that you find the conduct
offensive. If, after making your feelings known, the conduct continues, proceed with your
complaint by contacting your Department Head. Y our Department Head shall report the
incident to Human Resources. If the offending person is your Department Head, report the
incident to the Director of Human Resources or any other Department Head with whom you
feel comfortable. All complaints will be handled in strict confidence.

After areported incident, Human Resources will makea complete investigation of all complaints
and report the findings, in writing, to al partiesinvdved, within ten (10) working days. Theam
of the investigation will be to determine the facts and resolve the situaion. Copies of all
investigations will be forwarded to the County Administrator for review prior to corrective
action.

Allegany County has the right to apply any sanctions or combination of sanctions deemed
necessary to deal with discriminatory or harassing behavior, including:

B Counsdling

B Probation, with warning of suspension or discharge for repeated offenses
B Suspension with or without pay

B Discharge
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ARTICLE 10.9 SUBSTANCE ABUSE

The County recognizes alcohol and drug abuse as potential hedth, safety, and security problems.
The County expects all Employees to assist in maintaining awork environment free from the
effects of aloohol, drugs, or other intoxicating substances. Compliance with this substance abuse
policy is made a condition of employment.

Section 10.901. County prohibits Employees from the manufacture, possession, use,
distribution, or purchase of non-prescribed drugs and intoxicants on County premises and from
working under the influence of dcohal, illegal drugs or intoxicants during working hours.

Section 10.902. All Employees are required to report to their jobs in appropriate mental and
physical condition, ready to work. If an Employee may be impaired because of taking

medi cation according to a doctor's prescription, he is expected to discuss it with his supervisor
before commencing work that day.

Section 10.903. Any Employee who is convicted of any violation of any crimind drug statute
(including misdemeanorsfor aviolation occurring on County property orduring workingtime) shall
notify the Human Resources Department withinfive (5) daysof thedate of conviction. A conviction
includes any finding of guilt (including one agreed to by the employee) or pleaof no contest and/or
any imposgtion of afine, jail sentence or other penadlty.

Section 10.904. Any violation of this substance abuse policy shall result in discipline up to and
including discharge, under the County's progress ve discipline policy.

Section 10.905. Employeeswho have an acohol or drug abuse problem are strongly encouraged
to seek assistance through alocal community based program or their private physician. When work
performanceisimpaired, however, useof thisor other programsdoesnot preclude appropriateaction
by the County. The County retains full and final discretion on whether, when, and under what
conditions, an Employee may be re-employed after an instance of substance abuse.

Section 10.906 Any Employee who drives a commercial vehicle as defined in the Commercial
Motor Vehicle Safety Act and Maryland's Commercial Driver's License Program, shall be subject
to the requirements set forth in these regul ations pertinent to alcohol, drugs and other intoxicating
substances.

ARTICLE 10.10 CONFLICTS OF INTEREST

Section 10.1001. Ethics Handbook for Allegany County.

The County adopted on June 25, 1982, and later amended on March 4, 1983 and August 16, 1985,
an "Ethics Handbook for Allegany County". The handbook appliesto certain elected officials,
employeesand other of ficia sholdi ng certain posi tionsi n Al legany County. Although the handbook
isnot included in this document, it is expected and understood that the affected officials know and
follow the provisions thereof.
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Section 10.1002. Participation of County Officer, Employee or Agent in Matters in Which He
or His Family Has Financial Interest.

Except as permitted by Section 10.1004, hereof, it shall be unlawful for any officer, employee, or
agent of any department, board, commission, authority, or other public agency of the government
of Allegany County to participate personally and substantially, to deal or have any transaction with
any firm or organizaion in which he hasafinancial interest or with whom he is negotiating or has
any arrangement concerning prospective employment or part ownership.

To deal or have any transaction shall include decision, approval, disapproval, recommendation, the
rendering of advice, invegigation, or othewise, inajudicid or other proceeding, application, request
for aruling or other determination, contract, claim, controversy, charge, accusation, arrest, or other
particular matter inwhich, to hisknowledge, he, hisspouse, parent, minor child, brother or sister has
afinancial interest.

Section 10.1003. Financial Interest Defined. Asused in thissection, theterm “financial interest"
shall mean (a) ownership of any interest or involvement in any relationship from or as a result of
which the owner has, within the pag three years, received or is presently or in the future entitled to
receive more than $1,000 per year, or (b) ownership of more than 3% of the invested capital or
capital stock of any firm, corporation, association, or other organization, or (c) ownership of
securities or obligations of any type which are or may become equivalent to or convertible into
ownership of more than 3% of the invested capital or capital stock or any firm, corporation,
association, or organization.

Section 10.1004. Exemptions from Section 10.1002. Section 10.1002 hereof shall not apply if the
officer, employee, or agent first makes written disclosure to the immediae supervisor, or, if said
officer or employeeis an agency head, then to the Board of County Commissioners, of thefinancial
interest and the nature and circumstances of the agency transaction involved and iseither officially
relieved from responsibility in the particular matter or received in advance awritten determination
by the immediate supervisor, that under the circumstances the public welfare and interest in the
officer's, employee's or agent's participation exceeds the public interest in his disqualification.

Section 10.1005. Penalties for Violation. Any person who violates any of the provisions of this
Article shall be deemed guilty of a misdemeanor and shall, on conviction thereof, be punished by
afineof not morethan one thousand dollarsor by imprisonment for not more than oneyear, or both;
and in addition, it shall be obligatory upon the Board of County Commissioners, or the employing
agency, as the casemay be, following such conviction, forthwith to dismiss such convicted person
from his office or position.

Section 10.1006. Avoidance of Transactions. Any transaction entered into by any agency of this
County in violation of this Section may be set aside in a suit brought on behalf of Allegany County
by the State's Attomey, unlessthe court finds tha such transaction isin the public interest, and the
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burden of proof shall be upon the party seeking to uphold such transaction to show that avoidance
of such transactionwould not bein the public interest. Except as herein provided, no transaction of
such agency shall be set aside because of violation of this Section or on the ground of conflict of
interest.

ARTICLE 10.11 IDENTIFICATION BADGE POLICY

Section 10.1101. Policy. Itisthepolicy of Allegany County Government to issue anidentification
(ID) badge to each employee for the purpose of constant and immediate identification of staff to
visitors and to other employees. Volunteers and members of County boards and commissions may
alsobeissued ID badgesif their work regularly requires them toenter County facilities. Thispolicy
applies to al employees regardless of status or classification, and indudes volunteers, interns,
temporary/agency workers, contractor personnel, guests, vendors, and visitors.

Section 10.1102. ID Badge Procedures.

a Personalized ID badge are issued to employees based upon the authorization of the
Department of Human Resources for classified and administrative staff, temporary employees,
members of County boards and committees, interns, volunteers, and others whose wark regularly
requires them to enter County facilities.

b. ID badgesarerequired for accessto the County Office Complex mustbeworninahighly
visible manner while on the property. Employee ID badges must be carried and produced upon
request while on other property owned or under the control of the County.

C. Vendors, contractor personnel, guests, and other temporary visitors shall obtain a
temporary 1D badge dter signing inat the main entranceto the County office complex. A photo 1D
may be required. Temporary 1D badges shall be valid for one day only, and must be returned at the
end of the visit.

d. ID badgesremain the property of Allegany County Government and aretheresponsibility
of individual employees to safeguard. Badges may not be defaced, pierced, or visually obstructed
in any manner. Lost or stolen badges must immediately be reported to Human Resources.

e The ID badge will be maintained until the relationship with the County has been
terminated, or upon demand of the employee's supervisor or other responsibl e County officid. |If
employment is terminated, the ID badge shall be returned to Human Resources and the badge
destroyed. If an employee transfersfrom one department to another, the ID badge shall be returned
to Human Resources, the badge destroyed, and anew ID badge shall be issued.

f. Employees who misplace or forget to take thear badge to work must check out a

temporary badge out at themain lobby reception desk. Loaner badges are to be returned on adaily
basis, unless prior approva from Human Resources is obtained. Failure to wear the ID badge or
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excessive loss or damage to badges may |ead to progressive disciplinary action in accordance with
Chapter 11 of this manual.

0. ID badges shall not be loaned or otherwisetransferred to another individual. Intentional
misuse and/or fraudulent use of ID badges may lead to progressive disiplinary action in
accordance with Chapter 11 of this manual.

h. Aninitial personalized ID badge will be issued with clip holder or lanyard at no cost to
the employee. ID badges requiring replacement due to normal wear and tear or periodic updating
by the County shall be replaced for free at the discretion of Human Resources. Replacement fee
shall be $10.00 for alost badge.

i. Nothing inthispolicy shall prohibit individual County departmentsto issue specialized
ID badges as required by law, policy, or regulation. Official badges issued by these departments
shall be deemed compliant with this palicy.

B Any employee encountering an unknown person without proper identification in a
nonpublic area should offer assistance. If the employee has any doubt as to the person’ sresponse
or demeanor, Security should be notified immedi ately.

K. Failure to comply with this policy may subject the violator to progressive disciplinary
action, in accordance with Chapter 11 of this manual.

CHAPTER 11. DISCIPLINARY ACTIONS

ARTICLE 11.1 PHILOSOPHY
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A disciplinary action against an Employee must beinitiated promptly when such action is necessary
in order to maintainan orderly and productive work environment. Except in cases of theft, criminal
conduct, or serious violations of policy or procedures, disciplinary actions shall be progressive in
sverity. Theseverity of the action shall be determined after consideration of the nature and gravity
of theoffense, itsrelationship to the Employee'sassigned dutiesand responsibil ities, the Employee's
work record, theharm or risk to othe employees or the public, and other relevant factors.

ARTICLE 11.2 CAUSES FOR DISCIPLINARY ACTION

The following, while not inclusive, may be cause for disciplinary action:

Section 11.201. Failure to perform duties in a competent or acceptable manner, including the
negligent performance of duties and insubordinate behavior;

Section 11.202. Violation of any County, State, or Federal laws, ordinances, regulations, policies
or procedures,

Section 11.203. Theft or mi sappropri ati on of Employer's funds or property;
Section 11.204. Unauthorized absence or chronic tardiness;

Section 11.205. Working or reporting to work while under the influence of alcohol or any
unprescribed controlled, dangerous substance;

Section 11.206. Material falsification of information provided on anapplication for enployment,
promotion, or leave of absence;

Section 11.207. Knowingly making false staements or reports in the course of employment;

Section 11.208. Engaging in a private business or in atrade or occupation during official working
hoursin violation of County laws, regulations or administrative procedures;

Section 11.209. Accepting, offering, giving or promising to gve money or valuable item;
Section 11.210. Making athreat of force or disclosure of personal affairs, blackmail or extortion

to exert pressure on any person in the performance of official duties or directing an Employee to
perform any service or work outside of officid duties;

Section 11.211.. Soliciting endorsements for employment or promotion from individuals who are
or who may be engaged in doing business for the Employer;

Section 11.212.. Refusal to take amedical examination or to provide medical records; or
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Section 11.213. Absence from work without permission or proper excuse for three (3) consecutive
work days.

ARTICLE 11.3 DISCIPLINARY MEASURES

Section 11.301, Counseling. Counseling isa personal meeting between supervisor and Employee
to alleviate minor problems or errars of judgment.

Section 11.302, Oral Reprimand. An oral reprimand isnot a matter of record but may be used by
asupervisor to indicate disapproval concerning a specific act, infraction or violation of a policy or
procedure. Supervisor may provide notation of oral reprimand(s) for futurereferenceand place same
in an Employee's personnel file.

Section 11.303, Written Reprimand. A written reprimand is a matter of record for use by
Department Heads, Division Chief(s) or their designee, and Appointing Authorities. Thisform of
disciplinary action is used for a series of minor infractions or a serious infraction, which, in the
opinion of the Department Head, Division Chief(s) or their designee, or Appointing Authority, does
not warrant a more serious disciplinary action.

Section 11.304, Loss of Increment. Loss of incranent may arse when an Employee receives two
written reprimands during atwelve (12) month period resulting in the denial of an incremental pay
increase to which the Employee may have otherwise been entitled.

Section 11.305, Suspension. An Employee may be suspended from work and the Empl oyee'swages
may be withheld for the period of suspension. The Department Head or Division Chief(s), or their
designee, may issue a one (1) day suspension without pay. The Appointing Authority may take
additional disciplinary action for the same offense.

Section 11.306, Suspension - Pending Trial. An Employee who is charged with committing a
criminal offense while in the execution of his or her office may be suspended without pay at the
discretion of the Appointing Authority until such time as the case has been disposed of by the
appropriate cout. Benefits shall continue to accrue and the salary duethe Employeeshall be held
intrust pending the Court'sdecision. Employeeswho are acquitted shall have any amounts of salary
which had been held in trust returned to them along with the accrued interest at the prevailing
savings account rate. In the event the Employeeis found guilty of the offense, the Appointing
Authority shdl seek alegal opinion as to the appropriate disposition of any salary which has been
withheld.

Section 11.307, Dismissal. Dismissal is the removal of an Employee from County govemment
employment for cause.

ARTICLE 11.4 AUTHORITY
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Section 11.401, Department Heads shall have the authority to recommend to the Appointing
Authority that the following disciplinary actions be taken: Loss of Increment; Suspension Greater
than One Day; Suspension-Pending Trial; and Dismissal. Final action must be authorized by the
Appointing Authority. Supervisors and Department Heads may take any lesser action considered

appropriate.

Section 11.402, Appointing Authority shall have the full range of authority to discipline an
Employee.

ARTICLE 11.5 SUSPENSION

Section 11.501. Any Employee may be suspended without pay for reasons of misconduct,
negligence, inefficiency, insubordination, repeated unauthorized absence or other offenses when,
given the nature of the offense, other personnel actions would be inappropriate.

Section 11.502. Suspensionsshall be madeinwriting and hand delivered by the Department Head,
Division Chief’s, or their designee, or forwarded to the Employee by certified mail with a return
receipt.

Section 11.503. An Employee who has been suspended and who incursanother offense during the
ensuing twelve (12) month period may be required by the County Administrator to show cause as
to why the Employee should not be dismissed.

Section 11.504. A copy of thewritten statement provided under Section 11.502 shall be filed with
the Human Resources Director.

Section 11.505. An Employeemay appeal asuspensioninaccordancewiththeprovisionsof Atrticle
12 of these Rules and Regulations.

ARTICLE 11.6 DISMISSAL

Section 11.601, Written Charges.

a. In the event a recommendation is received to dismiss an Employee, the Appointing
Authority shall require written charges to be presented indicating the nature of the Empl oyee's
offense or offenses and why other personnel actions are inappropriate. Upon receipt of the
written charges, the Appointing Authority may dismiss an Employee.

Rev. 6/14/07
b. The affected Employee shall be given a written statement setting forth the reasons for
the Employee's dismissal and hisor her rights to appeal the decision. A copy shall be furnished
to the County Human Resources Director.

Section 11.602, Causes for Dismissal. In generd, any Employee may be dismissed for some
substantial shortcoming which renders the Employee's continuance in office detrimental to the
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discipline and efficiency of the Employer and which sound public opinion recognizes as good cause
for an Employee'sdismissal. Thiswouldincludetheinability to perform required work, misconduct,
negligence, inefficiency, insubordination, repeated unauthorized absence, or the commission of other
offenseswhen, given the nature of the offense, other personnel actionswould beinappropriate. The
following list, while not inclusive, dso may serve as causes for dsmissal:

a. Conviction of afelony or any criminal offense involving moral turpitude.

b. Intoxicationwhileon duty, impaired by drug use while on duty, or employeesfound tobein
possession of alcohol or prohibited drugs while on duty or on County property..

c. Wanton carelessness or gross negligence inthe performance of duties.

d. Wanton offensive behavior or the brutal treatment of fellow Employees or other
persons.

e. Violation of alaw, ordinance or regulation whilein the course of enployment.

f. Failure to obey any order or direction made or given by a supervisor when such failure
to obey amounts to an act of insubordination.

0. Engaging in a private business or in a trade or occupation, the nature of which
interfereswith the proficient performance of dutiesfor the Employer or which could beaconflict
of interest pursuant to Article 10.10 of these Rules and Regulations.

h. Receipt of unsatidactory peaformance evduations pursuant to Article 9.4 of these
Rules and Regulaions.

i. Absence from work without permission or good cause for three consecutive days and/or
without notifying the Employee's supervisor or Department Head of the Employee'sintention to
return to work.

j- Theft of County or any Empl oyeg's property.

k. Physical ailment preventing an Employee from performing the required work (the
Employer having duly complied with the provisions of the Americans with Disabilities Act).

Section 11.603, Appeal. An Employeemay apped adismissal in accordance with the provisions
of Chapter 12 of these Rules and Regulations.
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CHAPTER 12. EMPLOYEE GRIEVANCE

ARTICLE 12.1 FILING A GRIEVANCE

Section 12.101, Policy. Legitimate problems and differences of opinion may arise between the
Employer and itsEmployees. It shall betheresponsibility of all Department Heads, supervisorsand
other administratorsto establish and maintain awork climate within whichan Employee'sgrievance
may be identified, presented, discussed and given fair, prompt consideration. In presenting a
grievance, an Employee must be assured freedom from restraint, interference, coercion,
discrimination and reprisal. Employees have the right to representation, of their own choosing and
expense, at any level of review.

Section 12.102, Definition of Grievance. A grievance is a formal written complaint by an
Employeearising out of amisunderstanding or disagreement between an Employee and supervisor,
which expressesdi ssati sfaction concerning acondition of employment or treatment by management,
supervisors or other Employees.

Section 12.103, Filing a Grievance. In the event a problem cannot be settled informally through
oral discussions with an Employee's supervisor, a grievance may be filed if an Employee or
Employeesisare adversely dfected by an aleged:

a. Violation, misinterpretation or improper goplication of established laws, regulations,
procedures or policies,

b. Improper or unfair act by a supervisor or other Employee, which may include coercion,
restraint, reprisal, harassment or intimidation;

c. Improper, inequitable or unfair act in the administration of the classified service, which

may include promotional opportunities, selection for training, duty assignments, work
schedules, transfers and reductions in force;

d. Improper, inequitable or unfar application of compensation polides and employee
benefits, which may includesd ary, pay differentials, awards, overtime pay, leave, insurance,
retirement and holidays; or
e. Disciplinary actions, described in Chapter 11.

Section 12.104, Grievance Procedure.
a. An Employee who has completed Probation may, within ten (10) working days of the

cause of agrievance, present the grievance in writing to his or her immediate supervisor.
The supervisor shall, within three (3) working days of recaving an Employee's written

grievance, meet and discussthe grievancewith the Employee and then reply to theEmployee
in writing within three (3) working days of their meeting.
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b. In the event the immediate supervisor's decision is not satisfactory to the Employee,
the Employee may, within five (5) working days of receivingthe supervisor'swritten reply,
present the grievance in writing to the Division Chief or Department Head. The Division
Chief or Department Head shall receivethe grievanceand, within five (5) working days of
receiving the written grievance, meet and discuss the grievance with the Employee. The
Division Chief or Department Head shall then reply to the Employee in writing within five
(5) working days of their meeting.

In those cases where the Department Head serves as the Employee's first line supervisor,
the County Human Resources Director shall be considered the second line supervisor for the
purposes of this Section 12.104b. If the Human Resources Director isthe Employeesfirst
line supervisor, the County Administrator shall be consider ed the second linesupervisor. In
the event the Human Resources Director and County Administrator are the same person, the
Employee's second line supervisor shall beany Department Head which the Empl oyer selects
for purposes of this Section 12.104b.

c. Inthe event the second line supervisor's decision is not satisfactory to the Employee,
the Employee may, withi n five (5) working days of receiving the supervisor'swritten reply,
present the grievance in writing to the Human Resources Director or any other County
officia asdesignated by the Human Resources Director. The Human Resources Director or
designee shall receive the grievance and, within five (5) working days of receiving the
written grievance, meet and discussthegrievancewith the Employee. TheHuman Resources
Director or designee shall then reply to the Employeeinwriting withinfive(5) working days
of their meeting.

d. Inthe event the decision of the Human Resources Director or designee does not satisfy
the Employee's grievance, the Employee may, within five (5) working days of receiving the
Human Resources Director'swritten reply, file awritten request with the Human Resources
Director for a hearing before an Appeals Panel. Said matter shall then be reviewed in
accordance with Article 12.2.

e. The Human Resources Director shall collect all pertinent data concerning the matter and
promptly present the Employee's written request and all other pertinent written material to
the Director of the County Baard of Appeals.

f. An appeal from the decision of an Appeals Panel shall be filed with the Circuit Court
of Allegany County in accordance with the rules and procedures of the Court governing
appeals from administrative agencies (MD Rule of Procedures 7-201 et sec). The
decision of an Appeals Panel is presumed to be corred.

g. Nothing contained herein shall prohibit a member of a bargaining unit covered
by collective bargaining agreement from electing to file a grievance under this
section. Provided, however, that if such an Employee has pursued a grievance as

55 Rev. 2/20/04



provided for in the colledive bargaining agreement, then the Employee shall not be
entitled to pursue an additional grievance of the same matter under this Section.

Section 12.105, Stay of Action. All actions, other than those of the first line supervisor, shall not
be effective until all requested reviews have been exhausted.

Section 12.106, Conditions of All Appeals.

a. Failure of the Employee to appeal a decision to the next higher stage of appeal within
the time designated in Section 12.104b shall bar any future action by the Employee.

b. Failure of Management to reply to a grievance, in writing, within the time designated
in Section 12.104b, shall result in disposition of the grievance in favor of the Employee.

c. Failure of the Employer to cooperate with any proceeding of an Appeals Panel or to
implement any final decision of an AppealsPanel, shall result in disposition of the grievance
in favor of the Employee.

d. Failure of an Appeals Panel to schedule ahearing or to render a decision in accordance
with Section 12.201, may result inadisposition in favor of the Employeeif the Employer is
materially responsible for the failure of an Appeals Panel toact, or if the Employer failsto
take all reasonable efforts to cause an Appeals Panel to act.

e. The Employee may withdraw agrievance at any time by written notice.

ARTICLE 12.2 HEARINGS

Section 12.201, Application.

a. Upon receipt of arequest from the Human Resources Director for a hearing, the Director
of the Board of Appeals shall assign the matter to an Appeals Pand. Within ten (10)
working days of the assignment, the Director shall cause a notice of hearing to be issued to
all parties. The hearing date shall be within thirty (30) calendar days of the assignment to
an Appeals Panel. The hearing may be rescheduled upon consent of the parties or upon
good cause at the request of the parties or the Appeals Panel. The Appeds Panel shall
submit its written decision to the Director of the Board of Appeals within fifteen (15)
working days of the hearing.

b. The Notice of Hearing provided for in Subsection a, shall include the identity of thethree
(3) Panel members assigned to the Appeal. Any party seeking to have a Panel member
excluded for cause, shall make arequest in writing to the Director within ten (10) calendar
days of the date of the hearing notice  The Director shall consult the member who is the
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subject of the request, and after such consultation, the Director shall either deny the request
or assign asubstitute member to the Panel. The decisionto remove amember or to reassign
amember isinthe sole Discretion of the Director. Nothing contained herein shall preclude
aPanel from goingforward with lessthan three (3) membersby agreement of the partiesand
the consent of the Director.

c. For reasons other than loss of increment, suspension, or dismissal, the Employee may
elect, in lieu of a hearing, to submit the matter in writing to the Director of the Board of
Appealsfor adecision. Inthat event, thematter shall be assigned to an Appeals Panel which
shall meet to consider the matter within thirty days (30) days of receiving the assignment.
The Appesals Panel shall render its decision within fifteen (15) working days of its meeting.

d. Notwithstanding any other provisions contained herein, the Employer and the Employee
may mutually agree to pursue any other Alternative Dispute Resolution method.

Section 12.202, Hearing Procedure.
a. The hearing shall be held during regular working hours to the extent possible.

b. The hearing shall not be public unless mutually agreed to by both the Employer and
Employee.

c. All hearings shall be recorded and all testimony shall be given under oath.

d. The attorney member of the Appeals Panel shall serveas Chairman in accordance with
Section 12.303.

e. The hearing shall be quasi-judicial in nature and conducted in accordance with
recogni zed principles of administrative due process, but shall not be governed by strict rules
of evidence applicable to judicid proceedings.

f. The Appeals Pand shall issue its dedsion in writing to the Director of the Board of
Appealsin accordancewith Section 12.201a The Director of the Board of Appeals shall
provide al parties with a copy of the written decision within five (5) working days upon
receipt of decision from the Appeals Panel.

g. Either party may apped the decison of the Appeds Panel to the Circuit
Court for Allegany County in acoordance with the Maryland Rules of Procedure governing
appealsfrom administrative agencies. The decision of an Appeals Panel is presumed to be
correct.
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Section 12.203, Representation Permitted.

a. An Employee may be accompanied and represented by legal counsel or a duy
authorized representative of the recognized bargaining unit to which the employee
may belong. The Employee may not prepare his or her case for hearing or meet with
his or her representative duringwork hours.

b. The County Attorney, or hisdesignated representative, shall represent the Employerat any
hearinginvolving theappeal of an Employee'sgrievance. Inaddition, the Director of Human
Resources and the County Administrator shdl be permitted to attend any grievance hearing.

Section 12.204, Notification. All noticesto the Employer shall be sent to the Director of Human
Resources, the Office of the County Attorney, and the Appointing Authority for said Employee.

ARTICLE 12.3 BOARD OF APPEALS

Section 12.301, Creation.

a. County Commissioners shall appoint nine (9) membersto the County Board of Appeals
who shall serve athree (3) year term. Members may be appointed for successive terms.

b. Three (3) positions on the Board of Appeals shall be reserved for Attorneys at Law
admitted to the practice of law in the State of Maryland (attorney members).

c. Six (6) positions on theBoard of Appeds shall be reserved for additional adult residents
of Allegany County (lay members).

Section 12.302, Director.

a. One of the Attorney members of the Board of Appeals shall be appointed by the Board
of County Commissioners as Diredor of the Board of Appeals.

b. Duties of the Director:

1. Upon receipt of an appeal, the Director shall designate an Appeals Panel to hear and
decide the appeal. Each panel shall consist of one (1) attorney member and two (2)
additional members.
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2. TheDirector shall providefor the safe-keeping of all records of theBoard of Appeals.

3. The Director shall insure the timely decision of al appeals and the timely filing and
notice of all dedsions and reports

Section 12.303, Appeals Panel.

a. The attorney member of an Appeals Panel shall serve as Chairman and shall make all
rulings concerning procedures, due process, and admission of evidence.

b. All grievances shall be decided by a majority vote of the Appeals Panel. The Chairman
shall cause awritten Decision to be prepared stating the Finding of Facts and Conclusions
of Law agreed upon by the Appeals Panel.

c. The Chairman, with the assistance of the Director of the Board of Appeals, shall makeall
arrangements for the conduct of the hearing.

Section 12.304, Compensation.

a. The Director of the Board of Appeals shall receive an annual salary in an amount to be
determined from time to time by the Board of County Commissioners.

b. All members of the Board of Appeals, including the Director, shall be compensated on
a per diem basis for al hearings in which they participate in an amount to be determined
from time to time by the Board of County Commissioners. The per diem amount for an
attorney serving as Chairman of an Appeals Panel may exceed the per diem amount for the
other members of an Appeals Panel.

c. Nothing contained herein shall prevent compensation of any member of the Board of

Appealsfor expensesdirectly related to serviceon the Board of Appeals, or attendance at any
Appeals Pandl hearing.
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ARTICLE 12.4 EFFECT OF OTHER LAWS

Law Enforcement Officers Bill of Rights In the eventthe Law Enforcement Officers Bill
of Rights or other laws establish the grievance procedures of certain Employees, the provisions of
this Section shall not apply to such Employee.
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CHAPTER 13. SEPARATION FROM SERVICE

ARTICLE 13.1 VOLUNTARY SEPARATIONS
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Section 13.101, Retirement. Any Employee who is eligible may retire from service with the
Employer in accordance with the procedure established under the Maryland State Retirement
System. (See the description of retirement benefitsin Article 8.1 of these Rules and Regulations.)

Section 13.102, Resignation.

a. In order to resign in good standing, an Employee shall give at least two weeks notice
of hisor her intention to terminate employment. In the event an Employee resignsin good
standing and is rehired by the Employer, the Employee may receive credit for prior service
for certain employment benefits. (See Section 1.204, Break In Service Definition)

b. Employees are encouraged to inform their supevisor as far in advance of separation
as possibl e to enable the A ppointing A uthority to prepare for the position vacancy.

Section 13.103, Quitting. Employees who separate from service without a least two (2) weeks

notice may not be considered tohave separated in good standing. Such former Employeeswho are
rehired may not receive cradit for prior service for certain employment benefits.

ARTICLE 13.2 REDUCTIONS IN FORCE

Section 13.201, Lay-Offs. Any involuntary separation from service for reasons other than
disciplinary reasons shall be considered a lay-off.

Section 13.202, Separation Priorities. Inthe event it becomes necessary to reduce the Employer's
workforceand Employeesarelaid-off, expertise, experience, seniority and performance eval uations
shall be considered in determining which Employees shall beretained. There shall be no provision
for "bumping"”.

Section 13.203, Notice of Lay-Off. In the event of a reduction in force, Employees serving
probation may be terminated by the Appointing Authority without notice and Employees shall
receive at |least two (2) weeks notice of termination.

Section 13.204, Recall. Employeeswho are subject to areductioninforce and who arelaid off shall
berecalledintheinverse order of their separation from servicewhen appropriate position vacancies
becomeavailable, provided such Employeesarequalified tofill such vacancies. Thisrecal privilege
shall exist for atwo (2)-year period commencing at the date of separation.

ARTICLE 13.3 OTHER INVOLUNTARY SEPARATIONS

Section 13.301, Disability. Any Employee who becomes disabled and separates from service may
be eligible to receive retirement disability in accordance with the rules and procedures established
under the Maryland State Retirement System.
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Section 13.302, Dismissal. Separation from service duetodismissal isdescribedin Section 11.307
these Rules and Regulations.

Section 13.303, Death. Death benefits are described in Article 8.6 of these Rules and Regulations.

CHAPTER 14. ADMINISTRATIVE

ARTICLE 14.1 TIME SHEETS

Section 14.101. Accurately recording timeworked istheresponsibility of every Employee. Federal
and state laws require Allegany County government to keep an accurate record of timeworked in
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order to calculate Employee pay and benefits. (Timeworked isall thetime actually spent onthejob
performingassigned duties.) Thisrecord must bekept and submitted to Payroll on standardized time
sheets provided by the Finance Department. Departments are to follow payroll guidelines
established by the Finance Office. Records are to be maintained by the Departments for five (5)
years.

Section 14.102. Nonexempt employees should accurately record the time they begin and end their
work, as well as the beginning and ending time of each meal period. They should also record the
beginning and ending time of any split shift or departure from work for persond reasons. Overtime
work must always be approved before it is performed.

Section 14.103. Itisthe employees responsibility to sign their time recordsto certify the accuracy
of all timerecorded. The Department Director and supervisor will review and initial thetimerecord
before submitting it for payroll processing. Inaddtion, if corrections or modifications are made to
the time record, both the employee and the supervisor must verify the accuracy of the change by
initialing the time sheet.

Section 14.104. Altering, falsifying, tampering with time records, or recording time on another
Employee's time record may result in disciplinary action, up to and including termination.

ARTICLE 14.2 EXPENSE REPORTS

Fromtimeto time, various positions within Allegany County require Employeesto travel. Because
such travel is at the County's expense, the County does not pay for travel time outside of normal
business hours.

Those Employees who have received County credit cards agree to use the cardsfor County-related
business. Cash advances oncredit cards are prohibited and will result in cancellation of the credit
card. If requested, the County may provide a cash advance. An expense report isrequired for any
County travd reimbursement. Forms are available from respective Department Heads.

Reimbursement of travel and entertainment expensesissubject to the provision that no expenseswill
beallowed unlessthey are official County business, budgeted and accompanied by detail ed receipts,
in accordance with Section 14.201a.

Section 14.201, Credit Card Expenses.

a. Credit Card expenses must have a County purpose in order to be paid. County policy
requires that charges be detailed. Details required include:

- Date of charge

- Place where expenses were incurred

- County purpose

- Amount

- Name and County connection of persons attending

b. County requires detailed receipts for all credit card charges.
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c. County credit cards may only be used for meals while peforming County business.
Employees must provide a detailed receipt of the meal, the reason for the meeting, and
the names of the persons present. If employeedoes not provide areceipt, they will
receive one warning. With the second offense, employee will beliable for the cost

of the meal and lose their credit card privilege.

Section 14.202, Travel Expenses.

a. The County will reimburse expensesincurred by Employeeson Official County Business.
Mileage reimbursement will be based on the IRS standard mileage rate for use of apersonal
vehicle, effective January 1, 2001; meals at $10.00 for breakfast, $15.00 for lunch, and
$20.00 for dinner, with documentation to be submitted with the Expense Report.
Department Head may waive meal allowancepolicieswhenan Employeeisrequiredtotravel
in ahigh-cost area.

b. Department Heads are authorized to approve travel for their Department which involves
acost not to exceed $500. If the request exceeds $500, approvd shall be obtained from the
Finance Director, who will confirm that funds are budgeted. 1f the request exceeds $1,000,
approval shall be obtained from the County Administrator. However, there may be special
situations and times where the County Commissioners may temporarily have additional
revised travel policiesin effed.

C. No alcoholic beverages are to be purchased with County funds. If a spouse
accompanies the Employee to a seminar, dinner, etc., the spousal expense is borne by
the Employee.

d. All expensesfor travel and related expenses must be approved by the Department Head.

In the case of a County Commissioner, the expense must be approved by at least two County
Commissioners.

ARTICLE 143 SMOKING

In keeping with Allegany County government's intent to provide a safe and healthful work
environment, smoking is prohibited throughout the workplace, including County vehides. This
policy applies equally to al Employees, customers and visitors.

ARTICLE 14.4 PUBLIC INFORMATION REQUESTS

Section 14.401. Policy Statement: |naccordancewith Section 10-611 through 10-628 of the State
Government Article of the Annotated Code of Maryland, the Allegany County Commissionershave
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authorized the establishment of a written procedure to be followed by each department under the
jurisdiction of Allegany County Government to facilitate public access to the records of Allegany
County when such accessisallowed bylaw. The Countywill facilitate publicaccessby minimizing
the costs and time delays for those individual s requesting information.

Section 14.402. Definitions:
“Applicant” — means a person requesting disclosure of public records.

“Department or Office” —A unit of county government under thejurisdiction of the Allegany
County Commissioners.

“Custodian” — means the person employed by the Office/Department having personal
custody and maintenance of the public records of that office. Unless otherwise provided by law, the
secretary/office associate is the custodian of the records.

“Official Custodian of Public Records” — The Clerk to the County Commissioners has been
designated by the Board to oversee the public information process

“Personal Record” — A public record that names or, with reasonald e certainty, otherwise
identifiesanindividual by anidentifying factor (such asan address, desaription, finger or voiceprint,
anumber or apicture).

“Person In Interest” — A person or governmental unit that is the subject of a public record
(includes a designee, parent, guardian, legd representative employees

“Public Record” —Any documentary material inanyform including paper, correspondence,
maps, drawings, microform, electronic record, regardless of physical form either created by or
received by the department or office. This does not require department to creste documents to
respond to arequest nor does it create access to information per se, unless thereis a public record
containing that information.

“Written documents” — All books, papers, maps, photographs, cards, tapes recordings,
computerized records, and other documentary materials, regardless of physica form or
characteristics.

Section 14.403. Application for Obtaining Records — Any person may request to inspect or
receive copies of public records of Allegany County.

Section 14.404. County Public Information Request (PIR) Form:

All requests shall be submitted to the Clerk on the prescribed form during normal business hours.
Thisform includes the name, address and telephone number of the applicant, the date and space to
detail the information being sought. At the bottom of the form a section islisted for the custodian
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and the department to respond to the request indicating the timeand expense necessary to comply.
In the event a written request is received which contains subgtantially the same information and
representations, the requirement for submission on the prescribed form may be waived.

Section 14.405. Availability of Documents:

- Immediate Access: The County shall make documents availableimmediaely if
they are part of the current, routine information readily accessible in any of its
departments. These documents shall include: minutes of public meetings,
agendas, resolutions, orders, etc. adopted by the county in the current calendar
year. Each department shall notify the custodian of all documents easily
accessible in that department that can be provided upon request.

Reasonable Access: The County shall make documents available within a
reasonableperiod, not to exceed 30 days from the date of the request where such
period of time is needed to retrieve the information.

Section 14.406. Departmental Procedure:

Submission of PIR form

Therequest form shall be submitted by the Clerk to the Department Head of the
office/department possessing the records and a copy forwarded to the County
Attorney as soon as possible but no later than three (3) business days following
the Clerk’ sreceipt of the request. Notification shall be made by the Clerk to any
“Personin Interest” acknowledgingthat arequest seeking information about the
government unit or individual has been filed and providing a copy of the PIR
form.

Departmental Review

The Department Head shall notify the Clerk within three (3) business days
following receipt of the request, if the Department has the record requested by
completing the lower portion of the PIR form asto the availability of the record,
the time needed to gather the information and the estimated cost. If the request
is too vague or too voluminous to allow the Department Head to make such
determination, the Department Head shall sonotify the Clerk within said period.
If the Department Head is uncertain asto whether the records are confidential or
privil eged he/she shall obtain the opinion of the County Attorney.

3. Applicant Review

The Clerk shall arrange atime convenient to applicant and county department for
the review of the records. Such review shall occur within the Department. All
inspections of records by public on County premises shall be supervised and
observed by personnel from the affected department where the records are

located. The Clerk shall notify the applicant of thetime and cost indicated by the
Department Head for completing the request. |If the applicant waives prior
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review of documents and wants all documents copied, said documents will be
made available upon payment by the applicant. |If the applicant requests the
documentsto be mailed, the custodian shall includeinthe chargeall postagefees
to be received prior to mailing.

Section 14.407 Cost and Fees:

Copies

The fee for each copy is $0.25 per page if reproduction is made by a
photocopying machine within the Department. Copies of larger size maps and
drawings shall be provided at the current rate charged by County departmentsfor
suchdocumentation. If recordsare not susceptibleto photocopying (for example:
punch cards, CD, magnetic tapes, blueprints, and microfilm), the fee for copies
will be based on the actual cost of reproduction.

Certifications

If a person requeds that a copy of a record be certified as a true copy, an
additional fee of $1.00 per page, or if appropriate, per item shall be charged.

Minimum Fee

A charge will not be made if the total amount of the fee for standard 8 %2 x 11
correspondence would be $5.00 or less (equivalent to 20 pages).

Search/Preparation Fee

A charge of Twenty Dollars($20.00) per hour shall beimposed for each hourin
excessof two (2) hoursexpended by County personnel i nreviewing, researching,
compiling and preparing the records for inspection and time devoted to
supervising/observing the applicant’ s record inspection.

Mailing Fee
If the applicant requests that copies be mailed or ddivered, the custodian shall

charge the applicant for the cost of postage or delivery. Said charge to be
included in the totd charge to be prepaid by goplicant.

Payment Agreement

Before copying arecord, the custodian shall estimatethe cost of reprodudion and
either obtain the agreement of the applicant to pay the cost or demand prepaying
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of any estimated fee before reproducing the record. If no prior agreement has
been made, payment of all fees must be made at the time the services are
provided.

Section 14.408 Waivers:

Form — The custodian has the ability to waive use of the PIR Form as detailed
in Section 14.404 when awritten request is received with substantially the same
information.

Formalities — Departments are permitted to immediately disclose those
documents classified as current, routine information with or without the form.
Fees — County may not charge for copying standard size documents that do not
total at least five dollars ($5.00). The county will not charge when an applicant
requests a waiver and it is determined that a waiver would be in the public
interest.

Voluminous documents — I f the applicant seekscopiesof alarge number of files
involving documents from two or more departments or archived records not
easily accessible, thecounty and gpplicant shall mutually agree on a schedule to
provide copiesonarolling basis.

Section 14.409 Problems With The Request

Records Not Available — If it is determined that no such records exist thereis
no obligation on the part of the county to create any record. Custodian will
promptly notify applicant, within ten days at most, that thereare no records

Request unclear or vague — If the Custodian is unable to determine specific
records being requested or if the request is unreasonably broad, the county will
promptly ask the applicant to clarify or narrow the request. (Within ten days).

Search/review to take an unusual amount of time — If itisdetermined that the
request will involve voluminous records, archived records not easily accessible,
many documents that must be reviewed for possible confidential or privileged
information, then the Custodian shall explan the situation as soon as possible to
the applicant andindicate its cost implications.

Section 14.410 Denial of Request

There are various reasons that arecord may or must be withheld. Inspection of records described
in Section 10-615, 10-616 and 10-617 of State Government Article, Annotated Code of Maryland
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shall be denied.

Law that May Prohibit Disclosure — The MPIA 10-618 provides discretion of
the Custodian of Record to determine disclosure and MPIA 10-619 prohibits
disclosure under special court orders.

Review by County Attorney — The Custodian of Recordsand/or the department
head shall bring any questionof availability of recordsto theCounty Attorney for
thorough review before releasing or denying documents. Custodian shall meet
with the Attorney as soon as records are questioned by either the department or
Custodian asto the appropriateness of disclosure.

Ruling — The County Attorney, following acompl etereview of documents, shall
determine whether specific records are available and if they are not what section
of law prohibits release.

Notification — Based on the opinion of the County Attorney, the Custodian shall
provide awritten denial to applicant as soon as possible.

Section 14.411 Authority and Resource

Authority — State Statute: Annotated Code of Maryland, State Govemnment
Article, Sections 10-611 through 10-628. Should any section of this policy
conflictinform, interpretati on or through omission from statelaw, the Annotated
Code shall take precedence over said policy which shd | be amended to comply.

Secondary Resource — Public Information Act Manual dated January 1997
published by the Office of the Attorney General.

ARTICLE 14.5 PRESS RELEASES

Section 14.501, Departmental Operations. Press releases, statements, media appearances, and
other public relations activities shall be made by Department Head or dedgnated representative,
and only in areas regarding their respective departments. A copy of printed material, or summary
notes, shall be provided to the County Administrator, so asto ensure well coordinated and cohesive
county-wide public relations.

Section 14.502, County-Wide Operations/Policy. Any statements, announcemernts, speeches,
remarksor appearances afecting the areas of County-wide operations, affairs, or pdicy shall befirst
reviewed and cleared by the County Administrator, who will coordinate the matter with the Board
of Commissioners.
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ARTICLE 14.6 EARLY PAYROLL CHECKS

Section 14.601. County empl oyees wil | be pai d bi-weekly.

Section 14.602. Employees hired after October 17, 2001, are required to use direct deposit of
payroll checks.

Section 14.603. Each department shall designate an employee to pick up and distribute all the
payroll checks for that department. Checks will only be given to the designated employee.

ARTICLE 14.7 COUNTY-OWNED VEHICLES

Section 14.701. No County Employee shal operate or use any County-owned vehicle for any
purpose or use except as required in the performance of official or assigned duties. Theuse of any
vehicle owned by Allegany County for pleasure or for business or personal purposes other than
County businessshall begroundsfor progressivedisciplinary action. Commuting ispermitted where
specifically designated and assigned by the County Commissioners, however, no county owned
vehicle may be taken outside of the geographic boundary of Allegany County for commuting
purposes. Employees assigned to a county take-home vehicle are subject to rambursement
guidelines as may be established and modified from time to time by the Board of Commissioners.

Section 14.702. Any vehicleviolations (moving or non-moving), other than equipment failure,
received in connection with the operation of a County vehicle, or a personal vehicle, are the sde
responsibility of the driver.

Section 14.703. Employees shall report any damage to County-owned vehicles, equipment, or
property (or to non-County vehicles, equipment, or property as aresult of normal job function), no
matter how slight, to the Supervisor or Department Head as soon as possible.

Section 14.704. Use of County Pool Vehicdes.

a. All County vehicles, except those especially assigned to approved Department Heads,
will be part of themotor pool.

b. Any person wishing to use amotor pool will be responsible for personally signing out the
vehicle and responsble for the vehicle be ng used in accordance with County policy.

c. VehicleLogs: A logwill be maintained in each County vehicle. The person responsiblefor
the use of the vehicle shal| be responsible for personaly compl eting the log. The log shall
include beginning and ending miles, the purpose of thetrip, and any personsaccompanying the

driver onthetrip. Logswill beremoved from the vehicle at |east monthly and filed so that afile
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will be maintained for each vehicle, and will be available for public inspection.

d. Vehiclesthat are needed before business hours may be taken out the business day prior to the
trip aslong as they are not used for other than governmental purposes. Vehicles returned after
business hours may be taken home, but must be returned the next business day and may not be
used for any non-governmental purpose.

Section 14.705. Use of Personal Vehicles in Lieu of County-Owned Vehicles.

Any person using a personal vehicle for County businessin lieu of using a car pool vehicle will be
reimbursedin accordancewith Section 14-202, Travel Expenses, upon submission of an appropriate
voucher. Intheevent of awork related accident with a personal vehicle the County will reimburse
for any deductible expenses, however, if the deductible is reimbursed by athird party, the County
will immediately be reimbursed by the Employee for this expense.

Section 14.706, Seat Belt Use Policy. Employees (and their non-employee passengers) who operate
vehicles, or who operate or ride in personal vehicles on County business, shall wear properly
fastened and adjusted seat belts, shoulder harnesses, and other such similar equipment as provided
in vehicles in which they are operating or riding.

Employees shall report any malfunction of seat/shoulder belts to have this equipment repaired or
repl aced as soon as possibl e after di scovery.

Fines assessed for violations of applicable seat belt laws are the responsibility of the employee and
are not reimbursable.

An employee found operating or riding in avehicleon County business without seat belts/shoul der

harnesses fastened will be subject to progressive disciplinary action in accordance with chapter 11
of this manual.

ARTICLE 14.8 BUDGET PROCEDURES

Section 14.801, Annual Budget Procedures. Successful depatmental operation can often be
directly attributed to the ability of the Department Head to prepare an annual proposed budget within
established guidelines which will provide for efficient and effective operation.

The County Adminidrator will distribute guidelines and a budget calendar to Department Heads,
after which Department Headswill submit budget proposal sto the County Administrator. Following
receipt of constant yield tax rate datafrom the state, usually by the middle of February, the County
Administrator will conduct preliminary budget review meetings with the various departments and
agencies.
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The County Administrator and the Director of Finance will combine all detail data, with necessary
computer input, for review by the Commissioners. Following apublichearing, the Commissioners
may review appeals and make adjustments, resulting from requests from the public.

Thefinal adoption of the budget and thetax levies(includingtax differentials) shall beaccomplished
by June 30.

Section 14.802, Budget Performance and Transfers. Monthly departmental budget performance
will be monitored by the Director of Finance. Department Heads are expected to maintain revenues
and expenditureswithin the budgeted accounts. However, unusual circumstances may dictate aneed
to revise existing budget lineitems. There isaform to be used to shift funds from one accourt to
another, within the same department, if the net bottom line for the total department is not changed.
A reason shall begivenfor therequested transfer. Formsare availablefrom the FinanceDepartment.

Budget transfers requiring additional funding beyond thetotal departmental budgeted amount shall
require approval of the Board of Commissioners.
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ARTICLE 14.9 PURCHASING PROCEDURES

Section 14.901, Purchasing. The purchase of materials, supplies, or equipment, for which funds
have been provided within gppropriate departmental budget accounts, shal be accomplished by
Purchase Order, submitted to the office of the Director of Finance, for all purchases of $500 or
more.

The Department Head is responsible for selection of the vendor who can deliver within
specifications required at the lowest cost. If the purchase amount will exceed $25,000, the
Department Head shall coordnate the bidding process with the Clerk to the Commissioners in
accordancewith the provisions of 823-12 of the Code of Allegany County. Bidsand the acceptance
thereof require approval of theBoard of County Commissioners.

The following items do not require a Purchase Order: emergency minor repairs, postage, expense
accounts, utilities, and insurance.

Proof of delivery and signed original invoices shall be submitted to the Finance Department for
payment.

In the case of leases, a copy o the lease with covering Purchase Order, shall be submitted through
the County Adminidrator and Finance Office for advance approva. The County Attorney will also
review al propety leases

Section 14.902, Payment of Invoice. Original invoicesto be processed for payment shall be signed
by the Department Head and shall show the appropriate budge account code. They shall be
submitted to the Finance Department with one (1) copy by the monthly cut off dates of the Sth or
24th.

It is the responsibility of the Department Head to ascertain that adequate budgeted funding exists,

and an approved Purchase Order has been submitted (if the expenditure exceeds $500), prior to
submittal of invoices to the Finance Office.

ARTICLE 14.10 SURPLUS PROPERTY DISPOSAL

Section 14.1001, Value of Property. The Department Head must present County Commissioners
with aquote or justified estimate establishing value of any equipment to be disposed.

Section 14.1002, Declare Surplus. County Commissioners must take public action to declare the
equipment surplus to the County's needs.
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Section 14.1003, Resale of Property.
Equipment is deemed appropriate for public resale when:

a. Declared surplus, the Commissioners will instruct the Clerk to publicly advertise the
property for public sale.

b. All property will be sold in“asis’ condition with no warranty, etc.
c. Bid opening will be set and sealed bidsreceived and publicly opened.

d. Results of the bid will be announced in the usual manner at a public meeting.
e. Review and recommendation of the department head will be obtained.
f. Bid will be awarded by the Commissioners at a public meeting.

Equipment is deemed inappropriate for resale or determined of little or no value (under $200 per
unit) to the general public:

a. Department Head may solicit quotes from three purchasers (if possible).

b. Conduct internal solicitation. Department Head coordinates with Attorney and clerk
to post and give notice to all county departments of surplus property.

(1) Sealed Bid Procedure: Any Employee may submit a sealed bid for purchase
at atime and place included in solicitation notice on a standard bid form provided by the
County.

(2) Drawing Procedure: Any Employee may submit a sealed offer to purchase said
surplus property at the established value.

c. All bids will be opened at the posted time by an authorized, designated County
representative.

d. Solicitations will be awarded to the highest, responsible bid received. Or in the case
of adrawing, to thefirst sealed offer selected at random.

e. Department Head will notify County Attorney and County Administrator of bid results
and disposition of property.

f. No equipment or property deemed unsafe for use will be offered for sale.
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Section 14.1004, Sale or Donation to Other Governmental Unit or County-Funded Agency or
Non-Profit Organization.

a.  When declared surplus, the Commissioners may sell at the established value or donate
property for use by another governmental body or for use by an agency funded by Allegany County or local
non-profit organization. The County will follow the procedure established for setting the value and
declaring property surplus.

b. Results of any sale or donation as explained above will be made public at a regular
meeting of the County Commissioners.

Section 14.1005, Consignment or Public Auction. In the event alarge volume of surplus items
is declared by the Commissioners, the County has the option of consigning property to a qualified
person or persons to conduct a sale, or holding a public auction.

ARTICLE 14.11 MOONLIGHTING

It isnot the policy of the County to interfere with or have concern about activities of Employees off
the job, unless such activity or conduct off the job impairs the County job performance of the
Employee, or causes a conflict of interest as set forth in this Document.

The Employeehasthe obligation to inform the Department Head before taking an additional outside
job, to insure that no conflict of interest occurs. The Department Head shall advise all Employees
that Allegany County employment istheir primary occupation, and that any supplementary outside
work (moonlighting) is never avalid reason for inadequate job performance.

ARTICLE 14.12 INTERNET/NETWORK/E-MAIL USAGE

Section 14.1201. All information processed by Allegany County government Employees is
considered aresource which is the property of Allegany County government. Implementation and
adherence to Allegany County government's policy for Interng use is necessary to protect this
resource. ALLCONET standards shall be applied in the procurement, design, development,
implementation, and operations of Allegany County government's use of ALLCONET services.

Section 14.1202. Prior to the relesse of a user account, the Employee is required to report to the
Information Technology Coordinator to read and sign a Certification of Security form.

Section 14.1203. It is Allegany County government policy to limit Internet access to official
business. The introduction of viruses, or malicious tampering with any computer system, is
expressly prohibited. Any such activity can result in revocation of accessand disciplinary action,
including suspension or termination of employment. Passwords must remain confidentid.
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Section 14.1204. If awork station isto be left unattended, the user must log off.

Section 14.1205. Acquisition of information must exhibit clear business justification that does not
infringe upon existing laws or ethical standards.

Section 14.1206. Employees using Allegany County government accounts are acting as
representatives of Allegany County government. As such, Employees should act accordingly so as
not to damage thereputation of Allegany County government.

Section 14.1207. All workstationswith Internet access must have anti-virus softwareinstalled. All
appropriate precautions should be taken to detect for avirusand, if necessary, to prevent its spread.

Section 14.1208. The truth or accuracy of information on the Internet and in e-mail should be
considered suspect until confirmed by a separate (reliable) source.

Section 14.1209. Employees shall not place Allegany County government material (copyrighted
software, internal correspondence, etc.) on any publicly accessible Interng computer or e-mal
message without prior permission as prescribed by Allegany County Government Policy and
Procedure.

Section 14.1210. AlternateInternet ServiceProvider connectionsto Allegany County government's
internal network are not permitted unless expresdy authorized by the Information Technology
Coordinator and property protected by afirewall or other appropriate security device(s).

Section 14.1211. The Internet does not guarantee the privacy and confidentiality of information.
Sensitive materia transferred over the Internet may be at risk of detection by a third party.
Employees must exercise caution and care whentransferring such material in any form.

Section 14.1212. Unless otherwise noted, all software on the Internet should be considered
copyrighted work. Therefore, Employees are prohibited from downloading software and/or

modifying any such files without permission from the copyright holder and the Information
Technology Coordinator.

Section 14.1213. Any infringing activity by an employee may be the responsibility of the
organization. Therefore, thisorganization may choose to hold the Employee liable for their action.

Section 14.1214. Allegany County government reservestheright toinspect an employee'scomputer
system for violations of this policy as well asto monitor and review all aspeds of system activity
including mail messages and Internet activity.

Section 14.1215. Local, State, and Federal 1aws regarding unauthorized accessto an disclosure of
confidential information must be strictly adhered to.
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Section 14.1216. It is the undersanding of all account holders that electronic mail may be
discoverablein a court of law and the employer, Allegany County government, may monitor and
review a | aspectsof system activity, including mail messages and Internet activity.

Section 14.1217. Users may not use workstations to gain unauthorized access to ALLCONET,
Allegany County government's computer systemsor networks, or to any other network or computer
system.

Section 14.1218. Users may not obstruct other people's work by consuming gratuitously large
amountsof systemresourcesor by deliberately crashing any Allegany County government computer
system or ALLCONET system.

Section 14.1219. Usersmay not make any attempt to cause degradation of ALLCONET or Allegany
County government computer or network performance through the alteration of or damage to
computer equipment, software, and/or configuréions.

Section 14.1220. ALLCONET access to the Internet as well as its electronic mail capabilities
support the operation of Allegany County govemment. Useof these capabilitiesor dataheld therein
for unauthorized activity such as: to obtain personal monetary gain; to jeopardize legitimate use; to
advance persona, poalitical, or religious causes; to provide resources to unauthorized persons; to
conduct illegal activities, are forbiddenand will be prosecuted within the scope of applicable laws.
Similarly, use of the system to send offensive or improper messages, including recial or sexual slurs
is strictly prohibited.

Section 14.1221. Violations of ALLCONET and Allegany County government policies and
procedures can result in revocation of access and disciplinary action, including suspension or
termination of employment.

Section 14.1222. Any changesin employment status which would affect an employee's access is
to be reported to the Information Technology Coordinator so that appropriate measures may be
enacted.

Section 14.1223. Any breach of ALLCONET and Allegany County government policies must be
reported immediately to the Information Technology Coordinator.

ARTICLE 14.13 TELEPHONE USE

Employeesaspart of their normal duties, may havetel ephone contact with other County departments
and the generd public. Answer promptly and courteously, providing the caller with as much
information as possible.
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Remember that the telephone, desk unit and cellular, is paid for by the County and is provided for
businesspurposes. Persond callsshould be made and received only when necessary and kept to an
absolute minimum. Personal long distance calls and/or calls involving "roaming charges' are
prohibited.

Employeesfound to beinviolation of thispolicy shall be subject todisciplinary action. Employees
found to be making "900" number calls from County owned telephones shall be subject to the
harshest of disciplinary action; up to and including termination.

H(TICLE 14.14 CHARITABLE CONTRIBUTIONS

Inorder to make payroll deductionsavailablefor charitabl e causes, total empl oyee participation must
be a least 30 employees with acombined total contribution of no | ess than $100 per pay.

ARTICLE 14.15 VIOLENCE POLICY

Section 14.1501. Allegany County provides a safe workplace for all employees. To ensurea safe
workplaceand to reducetherisk of violence, all employees should review and understand all aspects
of this workpl ace viol ence palicy.

Section 14.1502. We do not tolerate any type of workplace violence, physical or verbal, committed
by or against employees. Employees are prohibited from making threats or engaging in violent
activities. Thefollowing list of behaviors, while not inclusive, provides examples of conduct that
IS prohibited:

@ Causing physical injury to another person;

@® Making threatening remarks;

@ Aggressive or hostile behavior that creates reasonable fear of injury to another person
or subjects anothe individual to emotional distress,

@ Intentionally damaging employer property or property of another employee;

@ Possession of awegpon while on compary property or while on comparny business;

@ Committing acts motivated by, or related to, sexual harassment or domestic violence.

Section 14.1503. Any potentidly dangerous situation must be reported immediately to asupervisor
or the Human Resource Department. Reports can be made anonymously and all reported incidents
may be investigated. Reports or incidents warranting confidentiality will be handled appropriately
and information will be disclosed to others on a need-to-know basis. All parties involved in a
situation will be counsel ed and the results of investigationswill bediscussed withthem. The County
will actively intervene at any indication of apotentially hostile or violent situation.

Section 14.1504. The Human Resources Department will take reasonable measures to conduct
background investigations to review candidates backgrounds and reduce the risk of hiring
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individuals with a history of violent behavior.

Section 14.1505. The County will conduct inspections of the premises to evaluate and determine
any vulnerabilitiesto workplace violence or hazards. Any necessary corrective action will betaken
to reduce all risks.

Section 14.1506. While we do not exped employees to be skilled at idertifying potentially
dangerous persons, employees are expected to exercise good judgment and to inform the Human
Resources Department if any employee exhibits behavior which could be a sign of potentially
dangerous situaions. Such behaviar includes:

@ Discussing weapons or bringing them to the workplace;

@ Displaying overt signs of extreme stress, resentment, hostility, or anger;
@® Making threatening remarks;

@ Sudden or significant deterioration of performance;

@ Displayingirrational or inappropriate behavior.

Section 14.1507. The Human Resources Department will identify and maintain alist of employees
who have been determined to be at risk for becoming victims of violence because of the nature of
their job or because they are subject to harassment, violence, or threats from a non-employee.
Human Resources, in conjunction with law enforcement officials, will design a plan with at-risk
employees to prepare for any possible emergency situation.

Section 14.1508. Employeeswho confront or encounter an armed or dangerous person should not
attempt to challenge or disarm the individual. Employees should remain cd m, make constant eye
contact and talk to theindividual. If a supervisor can be safety notified of the need for assistance
without endangering the safety of theemployee or others, such notice should be given. Otherwise,
cooperate and follow the instructions given.

Section 14.1509. Threats, threatening conduct, or any other acts of aggression or violence in the
workplace will not be tolerated. Any employee determined to have committed such acts shall be
subject to disciplinary action, up to and including termination. Non-employees engaged in violent
acts on County property or toward County employeesin the performance of their duties, shall be
reported to the proper authorities and fully prosecuted.

ARTICLE 14.16 DRUG AND ALCOHOL POLICY/SAFETY-SENSITIVE POSITIONS

Section 14.1601, Policy Objective and Intent

Allegany County is committed to providing a safe, productive and substance-free work
environment for all its employees. Therefore, Allegany County has established this Substance
Abuse Policy in order to meet thefollowing goals:

1. To insure that each employee has a work environment that is free from the adverse
effects of drug use and alcohol misuse; and
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2. To assure that employees are not impaired in their ability to perform assigned dutiesin
asafe, productive and healthy manner; and

3. To prohibit the unlavful manufacture, distribution, dispensing, possesson, or use of
controlled substances.

It is the intent of this policy to send a clear message to all employees and to the general public
that the use of prohibited substances isincompatible with employment with Allegany County.

Since some prescribed medications, in particular narcotics, may interfere with an employees
ability to safely perform their duties, any employee taking a prescribed medication shall have
their physidan complete a physical capabilities form.

Section 14.1602, Purpose and Applicability of Employee Drug and Alcohol Testing

This policy provides a uniform procedure regarding the testing of applicants for employment
and/or employees to detect individuas having drugs and/or alcohol in their system in accordance
with 49 CFR Parts 40 and 382. The purpose of such testing is to provide, inthe interest of saety
of employees and the general public, work and service environments that are free from the efects
of drug and alcohol abuse. The use of any drug, including dcohol, can interfere with the safe and
efficient functioning of County Personnel. Therefore, drug and/or dcohol abuse is a matter of
great concern and will be dealt with in an appropriate manner.

Allegany County expects its employees to report to work in a condition to perform their duties.
On-the-job involvement with drugs and/or alcohol is a violation of County policy and Federa
law. The County also recognizes that employee off-the-job involvement with drugs and/or
alcohol can have an impact on the workplace and the County’ s ability to accomplish their goal of
asafe, effective, drug and dcohol-free work environment.

This policy applies to al applicants for employment and employees, including part-time
employees, temporary employees, volunteers, contract employees and contractors when on
County property or when performing any County associated and/or safety-sensitive function.
Adherence to the terms and conditions of this Substance Abuse Policy is a condition of
employment with Allegany County. Each employee is bound by the terms of this policy and a
condition of employment with the County.

Section 14.1603, Definitions

“Accident” — An occurrence associated with the operation of a motor vehicle and/or
equipment if, as aresult:

Anindividual dies;
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And individual suffers a bodily injury and immediately receives medical treatment
away fromthe scene of the accident;

One or more of the vehicles and/or mobile equipment involved incurs disabling
damage as a result of the occurrence and is transported away from the scene by atow
truck or another vehicle and/or mobileequipment.

“Alcohol” - The intoxicating agent in beverage alcohol, ethyl alcohol, or other low
molecular weight alcohol including methyl or isopropyl alcohol. References to use or
possession of any beverage, mixture or preparation containing ethyl alcohol includes any
medication contaning alcohol.

“Alcohol Concentration” — The alcohol in a volume of breath expressed in terms of
grams of alcohd per 210 liters of breath asindicated by an evidential breath test.

“Alcohol Use” — The consumption of any beverage, mixture, or preparation, including
any medication containing acohol.

“Aliquot” — A portion of a specimen used for testing.

“Breath Alcohol Technician (BAT)” — An individua who instructs and assists
individuals in the alcohol testing process and operates an Evidentia Breath Testing
(EBT) device.

“Canceled or Invalid Test” —

In drug Testing, a drug test that has been declared invalid by a Medical Review Office.
A cancelled testis neither a pasitive nor a negative test. For the purpose of thispolicy, a
sample that has been rejected for testing by a laboratory is treated the same as a
cancelled test.

In acohol testing, a test that is deemed to be invalid under 49 CFR, Part 40.79. IT is
neither a negative nor a positive test.

“CDL” — Commercia Driver's License.
“Chain of Custody” — Procedures to account for the integrity of each urine or blood specimen

by tracking its handling and storage from point of specimen collection to final disposition of the
specimen.

“Collection Container” — A container into which the employee urinates to provide the urine
sample usedfor a drug ted.
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“Collection Site” — A place designated by the employer where individuals present themselves
for the purpose of providing a specimen of their urine to be analyzed for the presence of drugs.

“Confirmation or Confirmatory Test” —

In acohol testing, a second test, following a screening test with a result of 0.02 or
greater, that provides a quantitative data of alcohol concentration.

In drug testing, a second analytical procedure to identify the presence of a specific drug
or metabolite that is independent of the screening test and that uses a different technique
and chemical principle from that of the screening test in arder to ensure reliability and
accuracy. Gas Chromatography/Mass Spectrometry (GC/MS) is the only authorized
confirmation method for cocaine, marijuana, opiates, amphetamines, and phencyclidine.

“Controlled Substances/Drugs” — For the purpose of this policy, cocaine, marijuana, opiates,
amphetamines, phencyclidine and any other substance determined by the United States
Department of Transportation to be a controlled substance/dr ug.

“County” — Allegany County Government.

“County Premises” — Any property owned, leased or occupied by All egany County.

“County Representative” — Allegany County Director of Human Resources. This person shall
retain all records inrelation to this policy, maintain the County’ s random name selection process,
and insure compliance with and respond to questions regarding this policy and all applicable
Federal, State and local laws.

“DHHS” — The United States Department of health and Human Services.

“Disabling Damage” — Damage which precludes departure of a motor vehicle or equipment
from the scene of the accident in its usual manner in daylight after simple repairs.

“DOT” — The United States Department of Transportation.

“Employee” — Any person employed by Allegany County.

“Evidential Breath Testing Devise (EBT) — A devise approved by the National Highway
Traffic Safety Administration’s (NHTSA) Conforming Products List (CPL) and is used for the
evidential testing of breath.

“Illegal Use” — The use of any illegal drug, the use of illegally obtaned prescription drugs, and
the misuse of legally prescribed drugs.

“Licensed Medical Practitioner” — A person who is licensed, certified, and/or registered, in
accordance applicable Federal, State, local, or foreign laws and regulations, to prescribe
controlled substances and other drugs.
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“Medical Review Officer” — A licensed physician (medical doctor or doctor of osteopathy)
responsible for receiving |aboratory results generated by the drug testing program who has
knowledge of substance abuse disorders and has appropriate medical training to interpret and
evaluate an individual’s confirmed positive test result together with his or her medical history
and any other relevant biomedcal information.

“NHTSA” — The National Highway Traffic Safety Administration.

“On-Duty Time” — All time from the time an employee begins wak, or is required to be ready
to work, until the time the employeeis relieved from work. On-Duty time also includes off-site
break and/or | unch periods when an employee is scheduled to return to work.

“Performing a Safety-Sensitive Function” - An employee is considered to be performing a
safety-sensitive function during any periad in which he or she is actudly performing, ready to
perform, or immediately available to perform any safety-sensitive function.

“Prohibited Substances” — Any illegal drug or substance identified in schedules | through V,
Section 202 of the Controlled Substance Act (21 U.S.C. 812), as further defined by 21 CFR,
Parts 1300.11 through 1300.15. This includes, but is not limited to marijuana, amphetamines,
opiates, phencyclidine, and cocaine, as well as any drug not approved for medical use by the
Untied States Drug Enforcement Administration or the United States Food and Drug
Administration. Prohibited Substance also includes all controlled substances, look-alike drugs,
designer drugs, synthetic drugs, unauthorized prescription drugs, prescription drugs not used for
their prescribed purpose and alcohol.

“Refuse to submit to an alcohol or controlled substances test”- If an employee:

Fails to provide adequate breath for alcohol testing, without a valid medical explanation,
after he or she has received notice of the requirement f or breath testing;

Fails to provide an adequate urine sample for controlled substance testing, without a
genuine inability to provide a specimen (as determined by a medical evaluation), after he
or she has received notice of the requirement for urine testing; or

Engages in conduct that clearly obstructs the testing process.
“Safety-Sensitive Function” — All time form thetime an employee begns work or is required to
be in readiness to work until the time he or she is relieved from work and all responsibility for
performing work. Safety-sensitive functions shall include:

All time an employee is on the County’s property or other public property waiting to be
dispatched, unless the employee has been relieved from duty by the County;

All time spent at the driving controls of a motor vehicle or equipment in operation;

All time spent loading and unloading a vehicle, supervising, or assisting in the loading or
unloading, attending a vehicle being loaded or unloaded, remaining in readiness to
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operate a vehicle, or in giving and receiving receipts for shipments loaded or unloaded,;
and

All time repairing, obtaining assistance, or remaining in attendance upon a disabled
vehicle.

“Screening or Initial Test” —

In alcohal testing, an analytic procedure to determine whether an employee may have a
prohibited concentration of alcohol in a breath specimen.

In drug testing, an immunoassay screen to eliminate “negative” urine specimens form
further analysis.

“Shipping Container” — A container capableof being secured with a tamper evident seal that is
used for transfer of one or more urine specimen bottle(s) and associated documentation from the
collection site to the | aboratory.

“Specimen Bottle” — The bottle that, after being labeled and sealed according to the procedures
in 49 CFR Part 40, is used to transport a urine sample to the | aboratory.

“Split Sample” — An additiond sample collected with the original specimen to be tested in the
event the original specimen tests positive.

“Substance Abuse Professional” — A licensed physician (Medica Doctor or Doctor of
Osteopathy); or a licensed o certified psychologist, social worker, or employee assistance
professional; or an addiction counselor (certified by the National Association of Alcoholism and
Drug Abuse Counselors Certification Commission or by the International Certification
Reciprocity Consortium/Alcohol & Other Drug Abuse). All must have knowledge of and clinical
experience in the diagnosis and treatment of acohol and controlled substance-related disorders.

“Verified Negative Drug Test Result” — A drug test result reviewed by a Medical Review
Officer (MRO) and determined to have no evidence of prohibited drug use.

“Verified Positive Drug Test Result” — A drug test result reviewed by a Medical Review
Officer (MRO) and determined to have evidence of prohibited drug use.

Section 14.1604, Restricted Acts

The use, possession, purchase, conceal ment, transportation, promotion, or sale of a Prohibited Substance
is gtrictly prohibited by All egany County on County premises or upon any job sites where the County is
working. Any employee whose body system contains a detectable amount of a Prohibited Substance is
prohibited from entering upon County premises or any job site where Allegany County is working.

As part of thi s policy, the following prohibitions shall apply:

1. No employee shall possess, sell, trade, use or offer for sale any prohibited substance whilein
the employ of the County.
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2. No employee shall report for duty, remain on duty or perform a safety-sensitive function
while under the influence of any prohibited substance.

3. No employee shall use prescription drugs illegaly while in the employ of the County.
Nothing contained in this policy is intended to preclude the appropriate use of legaly prescribed
and medidly necessary medications Employees who are taking prescription or non-prescription
lawful drugs that may affect the performance of their job duties, including without limitation,
drowsiness, impaired reflexes, or reaction time, or a limitation on judgment, must report such
usage to their immediate supervisor before begnning their workday. At the supervisor's
discretion, the employee may be temporarily assigned to a non-safety sensitive position or gven
other duties which better accommodates the employee’ s health condition. Such drugs used on-
the-job may be deermined to be allowed drugs if the Medical Review Officer and/or Licensed
Medical Practitioner has determined that the use of the drug is consistent with safe performance
of the employee’ s duties and the drug is being used at the prescribed dosage. Itisthe employee’s
responsibility to inform their medical practitioner of their job-related duties and to obtain written
guidance for the safe use of any presxcribed medication(s). A copy of the medical practitioner’s
instructi ons shall be provided to the empl oyee’ s supervi sor upon the empl oyee' s retur n to work.

4. No employee shall possess or store any prohibited substance in any locker, desk, vehicle,
eguipment, or other property owned by the County or upon job or work sites where the County is
employed.

5. Any employee who refuses to submit to a drug and/or alcohol test, when required under the
terms of this policy, shall be immediately suspended withaut pay and shall only be allowed to
return to duty following completion of return to duty testing as provided under Section 14.605 of
this policy.

6. No employee shall reman employed by the County if he or she submits false sample for drug
and/or acohol testing.

7. No employee shall remainon duty, report for duty, or perform safety-sensitive functions after
having tested positive for any prohibited substance.

8. Any employee performing safety-sensitive functions shall not consume dcohol within eight
(8) hours following an accident, or before undergoing a post-accident test, whichever occurs first.

9. No employee shall consume alcohol within four (4) Hours of going on duty. Therefore, the
period of the workday for which the empoyee must be in compliance would be four (4) Hours
prior to actually reporting to work and during all times thereafter while onduty or available to be
on duty.

10. The use of beverages containing alcohol or substances including any medication

mouthwash, food, candy or any other substance such that alcohol is present in the body while
performing County businessis strictly prohibited.
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11. No employee shall reman employed by the County upon corviction unde any State or
Federal law for a prohibited substance violation occurring in the workplace. All employees are
required to notify the County of any such conviction within five (5) days of the conviction.

12. No employee shall fail to comply with any rules and regulations of any testing programs
maintained by the County for drug and/or alcohol testing as part of this policy.

13. No employee or applicant for employment shall be employed by the County if he or she
refuses to sign a Consent and Release form for drug and/or alcohoal testing as part of thi s policy.

Section 14.605, Circumstances for Drug and/or Alcohol Testing

Allegany County will utilize the following drug and/or alcohol testing situations:
1. Pre-employment Testing
All applicants for employment with Allegany County shall undergo testing for the presence of
prohibited substances as a condition of employment. Any applicant for employment who refuses
to be tested or receives a confirmed positive test result will be disquaified for employment for a
period of six (6) months. Any goplicant for employment who previously denied testing or
received a confirmed positive test result may reapply for employment with the County only upon
receipt of evidence that the perspective employee has successfully passed a prohibited substance
test following the six (6) month disqualification period.
Any employee who has been furloughed for more than one (1) year shall, for the purpose of this

policy, be treated as a new applicant for employment with the County and shall undergo
prohibited substance testing in accordance withthis provision.

2. Post-accident Testing
All employees will be teged following accidents and/or occurrencesif:
There was aloss of life;
Aninjury occured requiring transportationto a medical treatment fecility;

Any vehicle must be towed from the scene and the employee receives a citation under
state or local law for a moving traffic violation;

Or if the empoyee’ s perfarmance could have contributed to the acd dent.

Any employee whose performance could have contributed to the accident as determined by the
County using the best information available at the time of the accident, must submit to a drug and
alcohol test. Post accident drug tests must be performed within thirtytwo (32) hours after the
accident. Aloohol tests must be performed within two (2) hours after the accident.
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3. Random Testing

Testing will be conducted on employees on a random, unannounced bads. Each year at least
10% of all employees performing safety-sensitive functions will be tested for alcohol, and at
least 50% will be tested for drugs. The annual percentage rate for random drug testing may be
changed in accordance with the requirements of the United State Departmert of Transportation.
All employees will remain in the random seledion pool at al times, regardless of whether or not
they have been previously sdected for testing. Each employee who is selected for random
alcohol and/or drug testing must proceed directly to the testing site immediately upon receipt of
notification.

4. Reasonable Suspicion

All employees will be subject to drug and/or alcohd testing when a determination that a
reasonable suspicion exists. The determination will be based on specific observations consistent
with the effects of prohibited substance abuse and/or alcohol misuse. Examples of reasonable
suspicion include, but are not limited to:

Physical signs and symptoms such as appearance, behavior, speech, and/or body odors;

Evidence of the manufacture, distribution, dispensing, possession, o use of prohibited
substances and/or alcohol;

Indications of the chronic and withdrawal effects of prohibited substances;

Occurrences of any incident which results in a recordable bodily injury, as defined by
OSHA, or any damage to the property of the County or of a third party;

Physical atercations, assaults, and a flagrant disregard or violation of established safety,
security, or other operating procedure.

When a supervisor suspects that an employee may be under the influence of alcohol and/or
drugs, the supervisor shall complete a* Supervisor’'s Reasonable Suspicion Determination” form
and inform the employee and the County Representative of the observations noted. The County
Representaive or a designated alternate along with the Supervisor shall escort the employee
immediately to the testing site for testing.

5. Return to Duty Testing

Any employee who previously refused to submit to a drug and/or alcohol test, or failed such a
test, shall be tested for prohibited substances and/or acohol use prior to returning to duty. The
employee must obtain a testing result indicating an alcohol concentration of less than 0.02 and a
verified negative result for prohibited substance use, and must also be certified by the Substance
Abuse Professional (SAP) as capable of resuming duties prior to returning to duty. Any such
employee, once returned to duty, may be administered unannounced follow-up drug and/or
acohol testsfor up to s xty (60) months after their return to duty.
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6. Follow-up Testing

Once an employee is allowed to return to duty, they will be subject to unannounced follow-up
prohibited substance and/or alcohol teging for at lesst twelve (12) but not to exceed sixty (60)
months. The frequency and duration of the follow-up testing will be recommended by the
Substance Abuse Professional (SAP) as long asa minimum of six (6) testsare performed during
the first twelve (12) months after the employee returns to duty. Follow-up testing is separate
from an in addition to random testing.

Section 14.1606, Substances to be Included in Testing

Alcohol (Ethanol), amphetamines, cannabinoids (marijuana), cocaine, opiates, phencyclidine (PCP), and
their metaboliteswill be included. Because the County is concerned about the abuse of prescription and
over-the-counter medications as well as illegal drugs and alcohol, the above list may be expanded to
include yet to be developed substances, changes in this policy, and/or changes to federal and state laws
and regulations.

Section 14.1607, Drug Testing Procedures

Allegany County shall use only laboratories certified under the United States Department of Health and
Human Services (DHHS) “Mandatory Guidelines for Federal Workplace Drug Testing Programs”, April
11, 1988, and subsequent amendments thereto, to perform the urinalysis testing described by these
procedures. Specimen oollection procedures will be in compliance with 49 CFR, Part 40, regarding
designation of the collection site, security, chain of custody, access to authorized per sonnel only, privacy,
integrity and identity of specimen(s), collection control, trangoortation to the laboratory, failure of an
employee to cooper ate, an employee requiring medica attenti on, and use of a Chai n of Custody Form.

Initial Test:
The initial test shall use immunoassay which meets the requirements of the Food and Drug

Administration for commercial distribution. The following initial cutoff levels shall be used
when screening specimens to determine whether they are negative for these drugs or classes of

drugs:
Type of Drug Initial Test Qutoff Level (hg/ml)
Marijuana Metabolites 50
Cocaine Metabolites 300
Opiate Metabolites 2,000
Phencyclidine 25
Amphetamines 1,000

These cutoff levels are subject to change by the Department of Health and Human Services as
advancesin technology or other considerationswarrant identification of these substances at other
concentrations.
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Confirmatory Test:

All Specimens identified as paositive on the initial test shall be confirmed using gas
chromatography/mass spectrometry (GC/MS) techniques at the cutoff levels listed below for
each drug. All confirmations shall be by quantitative analysis.

Type of Drug Confirmatory Test Cutoff L evels (ng/ml)
Marijuana Metabolites (1) 15
Cocaine Metabolites  (2) 150
Opiates:

Morphine 2,000

Codeine 2,000
6-Acetylmorphine (3) 10
Phencyclidine 25
Amphetamines:

Amphetamine 500

Methamphetamine (4) 500

(1) Delta-9-tetrahydrocannibinol-9-carboxylic acid

(2) Benzoylecgonine

(3) Test for 6-AM when morphine concentration exceeds 2000 ng/ml

(4) Specimen must also contain amphetamine at a concertration greater than or
equa to 200ng/ml

These cutoff levels are subject to change by the Department of Health and Human Services as
advances in technology and other considerations warrant identification of these substances at
other considerations.

Section 14.1608, Reporting and Review of Drug Testing Results

Reporting and review of drugtesting results will bein accordancewith 49 CFR, Part 40.33. The Medical
Review Officer (MRO) will review and interpret confirmed positive test results obtained through the
County’ s teging program, and shall examine alternate medical explanations for positive test resuts. This
action may include conducting a medical interview and review of the employee’s medical history, or
review of any other relevant biomedical factors. The MRO shall review all medical records made
available by the employee when a confirmed positive test could have reaulted form legally prescribed
medication. The MRO shall not, however, consider the results or urine samples that are not obtained or
processed i n accordance with this policy.

Prior to making a final decision to verify a positive test result for an employee, the MRO shall gve the
individual anopportunity to discuss thetest result with him or her. The MRO shall contact the individual
directly, ona confidential basis, to determine whether the employee wishes to discuss the test result.

If, after making all reasonable efforts and documenting them, the MRO is unalde to reach the employee
directly, the MRO shall contact the County’s representative who shall direct the employee to contect the
MRO as soon as possible. If it becomes necessary to reach the employee through the County's
representative, the representative shdl employ procedures that ensure, to the maximum extent
practicable, the requirement that the employee contact the MRO is held in confidence.
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The following circumstances may alow the MRO to verify a test as positive without having
communicaed directly with the employee about thetest:

1. The employee expressly declined the opportunity to discuss the test;

2. Neither the MRO nor the County’ s representative, after making reasonable efforts, has
been able to contact the employee within fourteen (14) days of the date on which the
MRO receives the confirmed positi ve test result from the laboratory;

3. The County’ srepresentative has successfully made and documented a contact with the
employee and instructed the employee to contact the MRO, and more than five (5) days

have passed since the date the employee was successfully contacted by the County’s
representative.

If atest is verified positive under the preceding paragraph, the employee may present tothe MRO
information documenting that serious illness, injury, or other circumstances unavoidably
prevented the employee form being contacted by the MRO or County representative, or from
contacting the MRO within the times provided. The MRO, on the basis of such information,
may reopen the verification, allowing the employee to present information concerning a
legitimate explanation for the confirmed positive test. If the MRO concludes that there is a
legitimate explanation, the MRO declares the test to be negative.

Before the MRO verifies a confirmed positive test result for opiates, the MRO shall determine
that there is clinical evidence, in addtion to the urine test, of unauthorized use of any opium,
opiate, or opium derivative. This requirement does not apply if the GC/MS confirmation testing
for opiates confirms the presence of 6-monoacetylmorphine.

The MRO shall notify the employee who has a confirmed positive test that the employee has 72
hours in which to requed areanalysis of the split spedmen. If the enployee requests an analysis
of the split specimen within 72 hours of having been informed of a verified positive test, the
MRO shall direct, in writing, the laboratory to provide the split specimen to another DHHS
certified laboratory for analysis. If the anaysis of the split specimen fails to reconfirm the
presence of drug(s) or drug metabolite(s) found in the primary specimen, or if the split specimen
is unavailable, inadequate for testing or not testable, the MRO shall cancel the test and report the
cancellation and the reasons for it to the County’ s representative and the employee.

If the analysis of the split specimen is reconfirmed by the second laboratory for the presence of
the drug(s) or drug metabolite(s), the MRO shall notify the County’s representative and the
employee of the results of the test.

If the employee has not contacted the MRO within 72 hours, the employee may present to the
MRO information documenting that serious illness, injury, inability to contact the MRO, lack of
actual notice of the verified positive test, or other circumstances unavoidably prevented the
employee form timely contactingthe MRO. If the MRO concludes that thereis alegitimate
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explanation for the employee’ s failure to contact the MRO within 72 hours, the MRO shall direct
that the reanalysis of the split specimen be performed.

Following verification of a positive test result, the MRO shall contact the County’ s representative
and the employee and provide the test results.

Section 14-1609, Alcohol Testing Procedures

The County shall conduct alcohol testing in a location that optimizes confidentiality to the
employee being tested. Alcohol testing and all record keeping procedures will be conducted in
accordance with 49 CFR, Part 40. Alcohol testing will be conducted using Evidential Breath
Testing (EBT) devises under the direction of a Breath Alcohol Technician (BAT).

Screening Test:

The screening shall be performed using an EBT in accordance with 49 CFR, Part 40.63.
If the result of the sareening test is abreath alcohol concentration of less than 0.02, the
BAT shall transmit the results of less than 0.02 to the County's representative in a
confidential manner. If the result of the screening test is an alcohol concentraion of 0.02
or greater, a confirmation test shall be performed.

Confirmation Test:

The confirmation test shall be performed in accordance with 49 CFR, Part 40.65. The
BAT shall instruct the enployee not to eat, drink, put any substance in his or her mouth,
and, to the extent possible not to belch during the waiting period before the confirmation
test. Thisisto prevent any accumulation of mouth alcohol leading to an artificially high
reading. This time period begins with the completion of the screening test, and shall not
be less than fifteen (15) minutes. The confirmation test shall be conducted within thirty
(30) minutes of the completion of the screening test. The test will be conducted at the
end of the waiting period even if theemployee has disregarded the BAT’ sinstrudions.

If the result of the confirmatory test is less that 0.02 alcohol concentraion, a negativetest
result shall be reported by the BAT.

In the event that a screening and confirmation test results are not identical, the
confirmation test result is deemed to be the final result. The BAT shdl transmit all
results to the County’ s representative in a confidential manner.

Section 14.1610, Confidentiality

The County shall maintain records in a secure manner so that disclosure of information to
unauthorized persons does not occur. The County, as part of the testing for prohibited
substances, will not disclose the results of those tests to third parties, except under the following
circumstances:
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1. When such disclosureis required by law;

2. When such disclosure is authorized by the employee, in writing, who was the subject of such
testing. Release of the information will only be in accordance with the terms of the employee’s
consent.

Section 14.1611, Disciplinary Actions
Controlled Substances / Drugs:

Immediately following receipt of averified positive test result from the MRO, and the employee
does not, in the discretion of the MRO, provide an adequate explanation for the positive test
result, the employee will be afforded the opportunity to seek counseling and rehabilitaion at a
licensed-recognized facility. Any cost for the treament that isnot covered by available health
insurance benefits will be the sole responsibility of the employee. Diciplinary actions will bein
accordance with County policy.

Prior to the employee being reinstated, he or she must undergo Return to Duty Testing in
accordance with this policy. Once reinstated, the employee will be subject to Follow-up Testing
in accordance with this policy.

After an employee who previously received a verified positivetest result has been reinstated, any
subsequent verified positive test result may subject the employee to dismissal in accordance with
County policy.

Alcohol:

Immediately following receipt of a confirmatory test result of 0.02 or grater but less than 0.04
alcohol concentration, the employee will be removed from their position without pay for a period
of not less than 24 hours And will be subject to further disciplinary action in accardance with
County policy. Prior to being reinstated the employee must under go a breath alcohol test and
have aresult less than 0.02.

If the results of the confirmatory test is 0.04 alcohol concentration or greater, the employee will
be afforded the opportunity to seek counseling and rehabilitation at a licensed-recognized
facility. Any cost for the treatment that is not covered by available health insurance benefitswill
be the sole responsibility of the employee. Employee leave time for counseling and/or
rehabilitation shall be in accordance with County policy. Disciplinary action will proceed in
accordance with County policy.

Prior to the employee being reinstated, he or she must undergo Return to Duty Testing in

accordance with this policy. Once reinstated, the empoyee will be subject to Follow-up Testing
in accordance with this policy.

After an employee who previously received a confirmatory test result of 0.02 alcohol
concentration or greater has been reinstated, any subsequent confirmatory test reault of 0.02
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alcohol concentration or greater may subject the employee to dismissal in accordance with
County policy.

APPENDIX
DEPARTMENT OF PUBLIC WORKS
SAFETY SENSITIVE POSITIONS
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A. TRANSIT DIVISION

Bus Driver

Van Driver

Mechanic |

Mechanic Il
Dispatcher

Office Associate |V
Trangit Division Chief
Operations Manager
Transit supervisor

B. ROADS DIVISION

Roads Worker 11 (Equipment Operator 1)

Roads Worker Il (Equipment Operator 1)

Roads Worker | (Utility - Utility Tranee)

Equipment Service Technician (Automotive Mechanic)
Equipment Service Technician Helper (Auto Serviceman)
Bridge and Traffic Control Maintenance Supervisor
District Supervisors

Road Superintendent

Division Chief

Roads Foreman

Equipment Maintenance Shop Foreman

Assistant Equipment Maintenance Shop Foreman

C. MAINTENANCE DIVISION

Building Maintenance Superintendent

D. UTILITIES DIVISION

Utilities Superintendent
Utilities Area supervisor

E. ALL OTHER EMPLOYEES WHO ARE REQUIRED TO HOLD A CDL LICENSE
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OR PERFORM A SAFETY SENSITIVE FUNCTION

ALLEGANY COUNTY DRUG & ALCOHOL POLICY
FOR ALLEGANY COUNTY EMPLOYEES
IN SAFETY-SENSITIVE
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CONTACT PERSONS

Transit Division Chief
1000 L afayette Ave.
Cumberland, MD 21502
301/722-6360

Transit Supervisor

1000 L aFayette Ave.
Cumberland, MD 21502
301/722-6360

Roads Division Chief
701 Kelly Road
Cumberland, MD 21502
301/777-5955 x220

Roads Superintendent
701 Kelly Road
Cumberland, MD 21502
301/777-5955 x226

Human Resources Director
702 Kelly Road
Cumberland, MD 21502
301/777-5979 x 325

Director of Public Works
701 Kelly Road
Cumberland, MD 21502
301/777-5933 x200

ARTICLE 14.17 GROUP HEALTH PLAN PRIVACY NOTICE (HIPAA OF
1996)

This notice describes how medical information about you may be used and disclosed and
how you can get access to this information. Please review it carefully.
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The Hedth Insurance Portability and Accountability Act of 1996 (HIPAA) imposes numerous
requirements on employer health plans concerning the use and disclosure of individual hedth
information.  This information, known as protected hedth information, includes virtualy all
individually identifiable health information held by the Plan — whether received in writing, in an
electronic medium, or as an oral communication. This notice describes the privacy practices of the
following plans:

Medica PPO Plan
Denta Plan
Vison Plan
Prescription Plan
EAPPlan
AFLACPan
Cancer Plan

The plans covered by this notice may share health information with each other to carry out Trestment,
Payment, or Health Care Operations. These plans are collectively referred to asthe Plan in thisnotice,
unless specified otherwise.

The Plan’s duties with respect to health information about you

The Plan is required by law to maintain the privacy of your health information and to provide you
with this notice of the Plan's legal duties and privacy practices with respect to your health
information. If you participatein an insured plan option, you will receive a notice directly from the
Insurer. It'simportant to note that these rules apply to the Plan, not Allegany County as an employer
— that’s the way the HIPAA rules work. Different policies may apply to other Allegany County
programsor to data unrelated to the health plan.

How the Plan may use or disclose your health information

The privacy rules generally allow the use and disclosure of your health information without your
permission (known as an authorization) for purposes of Health Care Treatment, Payment activities,
and Health Care Operations. Here are some examples of what that might entail:

Treatment includes providing, coordinating, or managing health care by one (1) or more
health care providers or doctors. Treatment can also include coordination or management of
care between a provider and a third party, and consultation and referrals between providers.
For example, the Plan may share health information about you with physicians who are treating
you.

Payment includes activities by this Plan, other plans, or providers to obtain premiums, make
coverage determinations and provide reimbursement for health care. This can include eligibility
determinations, reviewing services for medica necessity or appropriateness, utilization
management activities, claims management, and billing; as well as “behind the scenes’ plan
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functions such as risk adjustment, collection, or reinsurance. For example, the Plan may share
information about your coverage or the expenses you have incurred with another health plan in
order to coordinate payment of benefits.

Health Care Operations include activities by this Plan (and in limited circumstances other plans
or providers) such as wellness and risk assessment programs, qudity assessment and
improvement activities, customer service, and interna grievance resolution. Hedth care
operations also include vendor evaluations, credentiding, training, accreditation activities,
underwriting, premium rating, arranging for medical review and audit activities, and business
planning and development. For example, the Plan may use information about your claims to
review the effectiveness of wellness programs.

The amount of health information used or disclosed will be limited to the “Minimum Necessary” for
these purposes, as defined under the HIPAA rules. The Plan may aso contact you to provide
appointment reminders or information about treatment aternatives or other health-rel ated benefitsand
servicesthat may be of interest to you.

How the Plan may share your health information with
Allegany County

The Plan, or its health insurer, may disclose your health information without your written
authorization to Allegany County for plan administration purposes. Allegany County may need your
hedlth information to administer benefits under the Plan.  Allegany County agrees not to use or
disclose your health information other than as permitted or required by the Plan documents and by
law. Allegany County Office of Human Resources and County Attorney’s Office staff are the only
Allegany County employeeswho will have accessto your health information for plan administration
functions,

Here' s how additional information may be shared between the Plan and Allegany County, as alowed
under the HIPAA rules:

The Plan, or its Insurer, may disclose “summary health information” to Allegany County if
requested, for purposes of obtaining premium bids to provide coverage under the Plan, or for
modifying, amending, or terminating the Plan. Summary health information is information that
summarizes participants claims information, but from which names and other identifying
information have been removed.

The Plan, or itsInsurer, may discloseto Allegany County information on whether anindividual is
participating in the Plan, or has enrolled or disenrolled in an insurance option offered by the Plan.

In addition, you should know that Allegany County cannot and will not use health information
obtained from the Plan for any employment-related actions. However, health information collected by
Allegany County from other sources, for example under the Family and Medica Leave Act,
Americans with Disabilities Act, or workers' compensation is not protected under HIPAA (athough
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this type of information may be protected under other federal or state laws).

Other allowable uses or disclosures of your health information

In certain cases, your health information can be disclosed without authorization to a family member,
close friend, or other person you identify who is involved in your care or payment for your care.
Information describing your location, general condition, or death may be provided to a smilar person
(or to apublicor private entity authorized to assist in disaster relief efforts). You'll generally be given
the chance to agree or object to these disclosures (although exceptions may be made, for example if
you're not present or if you' reincapacitated). In addition, your health information may be disclosed
without authorization to your legal representative.

The Plan isaso alowed to use or disclose your health information without your written authorization
for the following activities:

Workers’ Disclosuresto workers' compensation or similar legal programsthat provide benefits
compensation for work-related injuries or illness without regard to fault, as authorized by and
necessary to comply with such laws

Necessary to prevent | Disclosures made in the good-faith belief that releasing your health information is
seriousthreat to necessary to prevent or lessen a serious and imminent threat to public or personal
health or safety health or safety, if made to someone reasonably able to prevent or lessen the threat
(including disclosures to the target of the threat); includes disclosures to assist law
enforcement officials in identifying or apprehending an individual because the
individual has made a statement admitting participationin a violent crimethat the Plan
reasonably believes may have caused serious physical harm to a victim, or where it
appears the individual has escaped from prison or from lawful custody

Public health Disclosures authorized by law to persons who may be at risk of contracting or
activities spreading a disease or condition; disclosuresto public health authorities to prevent or
control disease or report child abuse or neglect; and disclosuresto the Food and Drug
Administrationto collect or report adverse events or product defects

Victims of abuse, Disclosures to government authorities, including social services or protected services
neglect, or domestic agencies authorized by law to receive reports of abuse, neglect, or domestic violence,
violence as required by law or if you agree or the Plan believesthat disclosure is necessary to

prevent serious harm to you or potential victims (you'll be notified of the Plan's
disclosure if informing you won't put you at further risk)

Judicial and Disclosures in response to a court or administrative order, subpoena, discovery

administrative request, or other lawful process (the Plan may be required to notify you of the request,

proceedings or receive satisfactory assurance from the party seeking your health information that
efforts were made to notify you or to obtain a qualified protective order concerning the
information)

Law enforcement Disclosuresto law enforcement officials required by law or pursuant to legal process,

purposes or to identify a suspect, fugitive, witness, or missing person; disclosures about a crime

victim if you agree or if disclosure is necessary for immediate law enforcement
activity; disclosure about a death that may have resulted from criminal conduct; and
disclosure to provide evidence of criminal conduct on the Plan’s premises

Decedents Disclosures to a coroner or medical examiner to identify the deceased or determine
cause of death; and to funeral directorsto carry out their duties

Organ, eye, or tissue Disclosures to organ procurement organizations or other entities to facilitate organ,
donation eye, or tissue donation and transplantation after death
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Research purposes Disclosures subject to approval by institutional or private privacy review boards, and
subject to certain assurances and representations by researchers regarding necessity of
using your health information and treatment of the information during a research

project
Health oversight Disclosures to health agencies for activities authorized by law (audits, inspections,
activities investigations, or licensing actions) for oversight of the health care system, government

benefits programs for which health information is relevant to beneficiary eligibility,
and compliance with regulatory programsor civil rights laws

Specialized Disclosures about individuals who are Armed Forces personnel or foreign military
government functions | personnel under appropriate military command; disclosures to authorized federal
officials for national security or intelligence activities; and disclosures to correctional
facilifies or custodial law enforcement officials about inmates

HHS investigations Disclosures of your health information to the Department of Health and Human
Services (HHS) to investigate or determine the Plan’s compliance with the HIPAA
privacy rule

Except as described in this notice, other uses and disclosures will be made only with your written
authorization. 'Y ou may revoke your authorization as allowed under the HIPAA rules. However, you
can't revoke your authorization if the Plan has taken action relying on it. In other words, you can't
revoke your authorization with respect to disclosures the Plan has aready made.

Your individual rights

You have the following rights with respect to your health information the Plan maintains. These
rights are subject to certain limitations, as discussed below. This section of the notice describes how
you may exercise each individud right. See the contact section a the end of this notice for
information on where to submit requests.

Right to request restrictions on certain uses and disclosures of your health information and the
Plan’s right to refuse

You have the right to ask the Plan to restrict the use and disclosure of your health information for
Treatment, Payment, or Health Care Operations, except for uses or disclosures required by law. You
have the right to ask the Plan to restrict the use and disclosure of your health information to family
members, close friends, or other persons you identify as being involved in your care or payment for
your care. 'Y ou aso have theright to ask the Plan to restrict use and disclosure of health information
to notify those persons of your location, general condition, or death — or to coordinate those efforts
with entities assisting in disaster relief efforts. If you want to exercise this right, your request to the
Plan must be in writing.

The Plan is not required to agree to a requested restriction. And if the Plan does agree, a restriction
may later be terminated by your written request, by agreement between you and the Plan (including an
ord agreement), or unilaterally by the Plan for health information created or received after you're
notified that the Plan has removed the restrictions. The Plan may also disclose health information
about you if you need emergency treatment, even if the Plan has agreed to aregtriction.
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Right to receive confidential communications of your health information

If you think that disclosure of your health information by the usual means could endanger you in some
way, the Plan will accommodate reasonable requests to receive communications of hedlth
information from the Plan by alternative means or at dternative locations.

If you want to exercisethis right, your request to the Plan must be in writing, and you must include a
statement that disclosure of all or part of the information could endanger you.

Right to inspect and copy your health information

With certain exceptions, you have the right to inspect or obtain acopy of your health informationin a
“Designated Record Set.” This may include medical and billing records maintained for a health care
provider; enrollment, payment, claims adjudication, and case or medica management record systems
maintained by a plan; or a group of records the Plan uses to make decisions about individuals.
However, you do not have a right to inspect or obtain copies of psychotherapy notes or information
compiled for civil, criminal, or administrative proceedings. In addition, the Plan may deny your right
to access, dthough in certain circumstances you may request areview of the denidl.

If you want to exercise this right, your request to the Plan must be in writing. . Within 30 days of
receipt of your request (60 days if the hedth information is not accessible ongte), the Plan will
provide you with:

The accessor copies you requested;

A written denia that explains why your request was denied and any rights you may have to have
the denid reviewed or fileacomplaint; or

A written statement that the time period for reviewing your request will be extended for no_ more
than 30 more days, along with the reasons for the delay and the date by which the Plan expectsto
addressyour request.

The Plan may provide you with a summary or explanation of the information instead of accessto or
copies of your health information, if you agreein advance and pay any applicablefees. The Plan may
also charge reasonablefeesfor copies or postage.

If the Plan doesn’'t maintain the health information but knows where it is maintained, you will be
informed of whereto direct your request.

Right to amend your health information that is inaccurate or incomplete

With certain exceptions, you have aright to request that the Plan amend your health informationin a

Designated Record Set. The Plan may deny your request for anumber of reasons. For example, your

request may be denied if the health information is accurate and complete, was not created by the Plan

(unless the person or entity that created the information is no longer available), is not part of the

Designated Record Set, or is not available for inspection (e.g., psychotherapy notes or information
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compiled for civil, criminal, or administrative proceedings).

If you want to exercisethis right, your request to the Plan must be in writing, and you must include a
statement to support the requested amendment. Within 60 days of receipt of your request, the Plan
will:

Make the amendment as requested;

Provide a written denia that explains why your request was denied and any rights you may have
to disagree or fileacomplaint; or

Provide awritten statement that the time period for reviewing your request will be extended for no
more than 30 more days, aong with the reasons for the delay and the date by which the Plan
expectsto addressyour request.

Right to receive an accounting of disclosures of your health information
Y ou have theright to alist of certain disclosures the Plan has made of your health information. This
is often referred to as an “accounting of disclosures.” You generally may receive an accounting of
disclosures if the disclosure is required by law, in connection with public health activities, or in
smilar stuations listed in the table earlier in this notice, unless otherwiseindicated below.
Y ou may receive information on disclosures of your health information going back for six (6) years
from the date of your request, but not earlier than April 14, 2003 (the genera date that the HIPAA
privacy rules are effective). Y ou do not have aright to receive an accounting of any disclosures made:

For Treatment, Payment, or Health Care Operations;

To you about your own health information,;

Incidental to other permitted or required disclosures;

Where authorization was provided,

To family members or friends involved in your care (where disclosure is permitted without

authorization);

For national security or intelligence purposes or to correctional institutions or law enforcement

officialsin certain circumstances; or

Aspart of a“limited dataset” (health information that excludes certainidentifying information).
In addition, your right to an accounting of disclosuresto a hedlth oversight agency or law enforcement

officia may be suspended at the request of the agency or official.
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If you want to exercisethisright, your request to the Plan must be in writing. Within 60 days of the
request, the Plan will provide you with the list of disclosures or a written statement that the time
period for providing thislist will be extended for no more than 30 more days, along with the reasons
for the delay and the date by which the Plan expectsto address your request. Y ou may make one (1)
request in any 12-month period at no cost to you, but the Plan may charge a fee for subsequent
requests. You'll be notified of the fee in advance and have the opportunity to change or revoke your
request.

Right to obtain a paper copy of this notice from the Plan upon request

Y ou have the right to obtain a paper copy of this Privacy Notice upon request. Even individualswho
agreed to receive this notice el ectronically may request a paper copy at any time.

Changes to the information in this notice

The Plan must abide by the terms of the Privacy Notice currently in effect. This notice takes effect on
April 14, 2003. However, the Plan reserves the right to change the terms of its privacy policies as
described in this notice at any time, and to make new provisions effective for al heath information
that the Plan maintains. Thisincludes health information that was previoudy created or received, not
just hedlth information created or received after the policy is changed. If changes are made to the
Plan’s privacy policies described in this notice, you will be provided with arevised Privacy Notice.

Complaints

If you believe your privacy rights have been violated, you may complain to the Plan and to the
Secretary of the U. S. Department of Health and Human Services. Y ou won't be retaliated against for
filing acomplaint. To fileacomplaint to the Plan, write:

Allegany County

Office of Human Resources— Director
701 Kelly Road, Suite 412
Cumberland, Maryland 21502

Youmay also e-mail thePlan at:  damyot@allconet.org

APPENDIX B
GRADE ALLOCATION TABLE
(Effective Res. 97-6, 4/23/97)
(Revised 07/08/08)

Salary Grade Classification Title

1 Solid Waste Management Worker |



Salary Grade

Utilities Worker Helper

Meter Reader
Office Associate |

Account Clerk |
Engineering Technician |

Activity Assistant
Building Maintenance Worker
Office Associate Il

Account Clerk Il

Building Maintenance W orker 11
Election Clerk

Solid Waste Management Worker |1
Utilities Worker |

Accounting Technician |
Assistant Activity Director
Engineering Technician 11
Inmates Records Clerk
Licensed Prectical Nurse
Office Associate Il

Quality Assurance Coordinator

Accounting Technician I

Building Maintenance W orker 111
Building Service Worker |11
Caseworker

Code Enforcement Officer

Election Registrar

Emergency Medical Technidan - Basic
Housing Inspector

-1-
Classification Title

8 (cont.)

Housing Officer

Lega Secretary

Lega & Human Resources Secretary
Medica Records Coordinator

Office Asociate IV

Permits Service Clerk

Social Worker Assistant

Utilities Worker II



Visitor's Center Manager

9 Building Maintenance Worker 1V
Building Supervisor |
Cartographer
Emergency Medical Technidan - Intermediate
Food Service Manager
Information Technology Support
Instrumentation Electrical Technician
Office Associate V
Plant Operator |
Roads Foreman
Senior Accounting Technician
Senior Registrar
Utilities Foreman

10 Accountant
Activity Director
Admissions/Marketing Director (ACN&RC)
Animal Control Shelter Manager
Assistant Equipment Maintenance Foreman
Building Maintenance Supervisor-ACN& RC)
Building Supervisor Il
Data Specialist/Systems Programmer
Drafter/CADD Operator
Emergency Management Coordinator
Emergency Medical Services (EMS) Scheduler
Emergency Medical Techniaan - Paramedic
Engineering Technician Il
Executive Assistant - Marketing & Prospects
Judicial Unit Manager

Labor Unit Manager
Planner |
Plant Operator |1
-2-
Salary Grade Classification Title
10 (cont.) Public Works Management Assistant

Registered Nurse

Senior Inspector, Code Enforcement
Senior Inspedor, Permits

Social Worker

Survey Crew Chief

Transit Supervisor

11 Bridge & Traffic Control Maintenance Supervisor



Chief, 911 Joint Communications
Community Development Coordinator
District Supervisor

Employee Benefits Specialig
Engineer |

GI'S Coordinator

Nursing Coordinator

Planner 11

Plant Operator Il - Celanese

Risk Manager/Safety Instructor
Roads Administrative Technician

12 Administrator of Elections
Assistant Director of Nursing
Chief Engineering Technician
Chief, Housing Services Division
Corrections Lieutenant
Economic Development Representative
Chief, Emergency Medical Services
Engineer I
Equipment & Maintenance Foreman
Land Use & Planning Engineer
Patrol Lieutenant
Planning Coordinator
Planner 111
RN Assessment Coordinator
Supervisor, Tax & Utility Office
Utilities Area Supervisor

13 Building Maintenance Superintendent
Chief, Emergency Management
Chief, Land Development Services

-3-
Salary Grade Classification Title
13 (cont.) Clerk to the County Commissioners
Engineer 111

Public Information Officer
Roads Superintendent
Senior Accountant
Utilities Superintendent

14 Assistant Administrator, Detention Center
Chief Accountant
Chief, Planning Services Division



15

16

17

18

Engineer IV
Manager, Office of Project Services
Senior Project Manager - Economic Devel opment

Transit Division Chief

Roads Division Chief

Utilities Division Chief

Information Technology Coordinator
Deputy Director of Economic Devel opment
Director of Human Resources

Assistant Director of Finance
Capital Projects Engineer
Community Services Director
County Engineer

Director of Economic Devel opment

Deputy Director of Public Works

Director of Public Works
Director of Finance



