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iiiskedtogivespecificre3S0nswhytheemployeestermin3tionshouldnotproceed3memberoftheclassifiedservicesh311notbeentitledto3nyrepresent3tion3t3pretermin3tionhe3ring1Intheeventth3ttheemployeeisdulynotified3ndbilsto3ppe3rforthepretermin3tionhe3ring311rightstosuch3he3ringsh311beforfoitedeProceduefoheJfng1AttendeesThepretermin3tionhe3ringsh311be3ttendedbyandlimitedtoiThe3ccusedemployeeiiThesupervisorsofthe3ccusedemployeeiiiTheappointingauthority3ndilTheDirectorofHum3nResourcesoradesignee2Attheconclusionofthehearingtheappointing3uthorityshallverb311yinformtheaccusedemployeeofthe3ctiontobet3kenifanyCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271103DismissalAnemployeewhoisdismissedfordisciplin3ryre3sonsshallberelievedimmedi3telyof311dutiesandresponsibilitiesanddischargedfromtheemploymentofthecountyCountyOrd9817Aeffoctfw111999JmendedbyCOJntyOrd9922effcctilf12211999271104DemotionaAnemployeewhoseperformanceisunsatisfactorymaybedemotedfordisciplin3ryre3sonsbTheappointingauthoritymaywiththeapprovaloftheCountyAdministratorandDirectorofHumanResourcesreassigntheemployeetoanotherpositioncAnemployeeNhoisdemotedshallberelievedofpresentduties3ndresponsibilitiesimmedbtelyWhenanappointinClauthoritydetermineswiththeconcurrenceoftheCountyAdministratorthataCountyemployeeshouldbedemotedtheemployeeshallimmediatelybeprovidedwrittennoticeoftheactiontobetakenwhichwillinclude1Effectivedateofthepersonnelaction2ThereasonsfortheactionincludinQthespecificworkrulesalleqedtohavebeenviolatedand



3TherecourseavailabletotheempoveeSountyOrd9817Aeffective111999amendedbyCountyOrd9922effective122119992711053DisciplinarysuspensionAAmemberofthec13ssifiedservicewhoissuspendedwithorwithoutP3Yfordisciplin3ryreasonsshallberelievedtemporarilyofallduties3ndresponsibilitiesfortheperiodofsuspensionCountyempoveewhoseperformanceisunsatisfactorymaybesuspendedwithoutpavfordisciplinaryreasonsBWhenanappointinqauthoritydetermineswiththeconcurrenceoftheDirectorofHumanResourcesthataCountyempoveeshouldbesuspendedwithoutpaytheempoveeshallimmediatelvbeprovidedwithwrittennoticeoftheactiontobetakenwhichshallinclude1Theeffectivedateofthepersonnelaction2Thereasonsfortheactionincludinqthespecificworkrulesalleqedtohavebeenviolatedand3TherecourseavailabletotheempoveeCACountyempoveewhoissuspendedwithoutpavshallberelievedtemporarilvfalldutiesandresponsibilitiesfortheperiodofthesuspensionCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271104DismissalAAnempoveewhoseperformanceisunsatisfactorymaybedismissedfromCountyserviceBWhenanappointinqauthoritydetermineswiththeconcurrenceoftheCountyAdministratorandDirectorofHumanResourcesthataCountyempoveeshouldbedismissedtheempoveeshallbeprovidedwithwrittennoticeoftherecommendedactionwhichshallinclude1Theeffectivedateofthepersonnelaction2Thereasonsfortheactionincludinctthespecificworkrulesalleqedtohavebeenviolated3Thedateofthepreterminationhearinqwhichshallbeheldwithinonebusinessdayfromthedatethewrittennoticeisprovidedtotheempovee4Therecourseavailabletotheempoveeand



5UponreceiptofwrittennoticeofthecontemplatedterminationtheemployeeshallimmediatelybeplacedonadministrativeleavewithpaypendinQthepreterminationhearingCDepartmentpreterminationhearing1AdepartmentalpreterminationhearinQshalliBeaffordedanymemberoftheclassifiedserviceCountyemployeeaWhohascompletedtheprobationaryperiodbWhomanappointinQauthorityhasdeterminedandtheCountyAdministratorhasconcurredshouldbeterminatedfromCountyemploymentforoneormorerulesviolations2TimingofpreterminationhearingiThepreterminationhearinQshalloccurnolaterthanfivedaysafterreceiptofconcurrencefromtheCountyAdministratorandDirectorofHumanResourcesthatanemployeeshouldbeterminatedfromserviceiiThepreterminationhearinQshouldoccurwithinonebusinessdayofreceiptofwrittennoticebeinQprovidedtotheemployeeoftheproposedtermination3ProcedureforthepreterminationhearingiAtthepreterminationhearingtheaccusedshallbeaInformedofthespecificnatureoftheallegationsagainsthimorherbGivenfullopportunitytorespondtothealleQedruleinfractionscAskedwhytheemployeesterminationshouldnotproceediiAttheconclusionofthehearinQtheappointingauthorityshallverballyinformtheaccusedemployeeoftheactiontobetakenifanyDProcedureforhearing1AttendeesThepreterminationhearingshallbeattendedbyandlimitedtoiAccusedemployeeiiThesupervisorsoftheaccusediiiTheappointinQauthorityandivTheDirectorofHumanResourcesoradesignee



2FailuretoattendpreterminationhearinCIntheeventtheemployeeisduly1otifiedandfailstoappearforthepreterminationhearinqallriqhtstosuchhearinqshallberfeitedFurthermoretheemployeeshallforfeithisherriChttoappealtheterminationdecisiontotheCountysPersonnelBoard2711065ExitprocedureaAnexitinterviewshallbeconductedbytheDepartmentofHumanResourceswitheverymemberoftheclassifiedserviceCountyemployeewholeavescountyemploymentvoluntarilyorinvoluntarilybThepurposeoftheexitinterviewshallbeto1Advisetheemployeeofhisorherlegalrightsandbenefits2Ensurethatallcompensationdueaterminatingemployeeispaidthatemployeelessanylegallycollectibledebtsowedtothecountyand3IdentifyareasincountyoperationssupervisionandormanagementwhichmightrequireimprovementCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999Subtitle12Appeals271201PolicyThepromptsettlementofmisunderstandingsorproblemsonaninformalbasisattheworklevelisdesirableintheinterestofsoundemployeeemployerrelationsAccordinglyitisthepolicyofthecountyaToprovideaneffectiveprocedureforthepresentationandmutualadjustmentofpointsofdisagreementwhicharisebetweenemployeesandtheirsupervisorsbThatemployeesreceiveapromptfairandimpartialreviewoftheirproblemsconcernsandcomplaintscTotheextentreasonablypossibleemployeesareencouragedtodiscussandattempttoresolvetheirconcernsregardingemploymentwiththeirimmediatesupervisorsdSupervisorsanddepartmentdirectorsshouldhaveanopportunitytorethinkandadjustinitialdecisionsregardingemployeesthroughthevehicleoftheappealprocedureeNopersonwhoinitiatesattendstestifiesbeforeorisotherwiseinvolvedinanyappealproceedingeitherfororagainstanemployeeshallsufferretributionfromanypersonororganizationandfTheattendanceofcountyemployeesatappealsproceedingsistobefacilitatedwheneverandwhereverpossible



CountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999171202MatterswhichmaybeappealedAnappealmaybefiledbyanemployeeinconnectionwithaApersonnelactionbConductofasupervisorcConductofapeeremployeeordWorkingconditionsCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271203EligibilitytoappealaExceptasotherwiseprovidedhereinanyemployeewhoisnotonprobationarystatusmayfileanappealinresponsetoapersonnelactionbAnyCountyemployeemayfileanappealforanyotherreasonenumeratedinthistitleCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199971204GuidelinesregardingappealsaTerminationofemploymentAnemployeewishingtofileanappealofadecisiontoterminatehisorheremploymentshalldosobyfilinganoticeofappealwiththeDirectorofHumanResourceswithinfive5businessdaysofthedateofthepreterminationhearinQbYP3ssing311otherintorveningappe31stepsbDemotionorsuspensionofemploymentAnemployeewishinQtofileanappealofthedecisiontodemoteorsuspendhisorheremploymentshalldosobyfilinQanoticeofappealwiththeDirectorofHumanResourceswithinfive5businessdaysofthedatethattheemployeeisnotifiedofthedemotionorsuspensionSteps1and2oftheCountysstepprocessarenotapplicabletodemotionsorsuspensionsTheemployeeshallimmediatelyproceedtoStep3oftheCountysStepprocessbcOtherappeals1AnemployeewishingtoappealacoveredmattershallproceedbyfilingaStep1appeal2ThecountythroughtheDirectorofHumanResourcesmayagreeinwritingtowaiveanystepsoftheappealprocess3AnemployeewhofilesanappealmaybeaccompaniedbutnotrepresentedbyoneotherpersonofhisorherchoosingatSteps12and3oftheappealprocessAnemployeemayberepresentedbyanattorneyorotherqualifiedpersonofhisorherchoosing3taStep43ppe31proceedingbeforetheCountyPersonnelBoardIntheevent



thattheemployeescompanionorrepresentativedisruptstheproceedingsinanywaythepresidingofficialshallwarntheemployeetocontrolsuchpersonandincaseofrepeateddisruptionsmaydeclarethecaseconcludedinafashionadversetotheemployeeCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271205AppealstepsaTerminationcasesAllcasesinvolvingterminationofemploymentshallbeheardbytheDirectorofHumanResourcesandthePersonnelBoardinaccordancewiththeprovisionsforsuchproceedingsestablishedbythissubtitlebNonterminationcases1Step1SupervisorsmeetingiAnyemployeedesiringtoinitiateanappealshallnotifyhisorherimmediatesupervisorofthatfacteitherorallyorinwritingwithin10calendardaysafteraneventorpersonnelactionwhichgivesrisetotheappealiiTheSupervisorshallreceiveandreviewtheappealandshallmeetpersonallywiththeemployeeandanyotherpersontheemployeewishestoattendsuchmeetingwithinfivecalendardaysafterreceiptofthenoticeofappealThepurposesofthemeetingshallbeto1Obtainallofthefactswhichformthebasisfortheappeal2Heartheemployeesversionoftheappealinfull3Makeadeterminationofanypossiblewaysbywhichthemattercanberesolvedatthesupervisorslevel4Discusstheavailablealternativesforresolutionofthedisputeifanywiththeemployeeand5AttempttoconcludeaninformalresolutionofthematterwiththeemployeeiiiAttheconclusionofthemeetingthesupervisormayelecttorenderadecisionorconsultwithhisorhersuperiorsInthelatterinstancethesupervisorsdecisionshallbeprovidedwithinfivecalendardaysofthemeetingIfnoresponseisreceivedbytheemployeewithinthespecifiedtimeperiodtheemployeemayproceedtoStep2oftheappealprocess2Step2DirectorsconferenceiAnyemployeedesiringtoinitiateanappealfromthedecisionofasupervisoratasupervisorsmeetingshalldosowithinfivecalendardaysafterthedateofthesupervisorsmeetingorthedateofreceiptofthesupervisorsdecisionwhicheverislaterbypreparingawrittennoticeofappealandprovidingacopyto



boththedirectorofthedepartmentinwhichtheemployeeworksandtotheDirectoroftheDepartmentofHumanResourcesiiWithinfivecalendardaysafterreceiptofthenoticeofappealthedirectorshallscheduleandconductadirectorsconferenceiiiThedirectorsconferenceshallbeheldinaninformalmannerbutshallconformwiththefollowingguidelines1Theemployeeshallbeartheburdenofestablishingtheproprietyofhisorhercasebyapreponderanceofrelevantfactsandtestimony2Thedepartmentdirectorshallhearanddecidethecaseonthebasisofonlycredibleinformationandfactswhicharepresentedattheconferenceandwithoutregardtotheidentityoftheemployeeorthenatureoftheappeal3ArepresentativeoftheDepartmentofHumanResourcesshallattendthehearingforthepurposeofmonitoringtheproceedingsandshalltakenoactivepartinthepresentationoradjudicationofthecase4TheemployeemaybringarepresentativetotheconferencehoweversuchrepresentativeshallbelimitedtopersonswhoareemployedbythecountyInasmuchasthehearingisadministrativeinnaturelegalcounselwillnotbepermittedforthecountyortheemployeeduringthecourseofthehearingand5TheemployeeandthecountymaycallotheremployeesaswitnessesandthedirectorshallfacilitatetheirattendanceattheconferenceivThepurposeofthedirectorsconferenceshallbeforthedirectorto1Obtainallofthefactswhichformthebasisfortheappeal2Heartheemployeesversionoftheappealinfull3Receiveandreviewtestimonialandotherevidence4Determinewhethertheactionorconditionwhichformsthebasisfortheemployeesappealamountstoaviolationoflaworpolicyand5DeterminewhetherthepenaltyimposedifanyisconsistentwiththeoffenseprinciplesofprogressivedisciplinetheemployeesjobrecordlawandcountypolicyvThedirectorsconferenceshallproceedinaccordancewiththefollowingsequence1Theemployeeshallpresenthisorhercase2Thesupervisororotherpersonwhoisthesubjectoftheappealshallpresentthecountyscase



3Theemployeeshallpresentaclosingstatementand4ThesupervisororotherpersonwhoisthesubjectoftheappealshallmakeaclosingstatementviThedirectormayrenderadecisionattheconclusionoftheclosingstatementsormayreservethedecisionInthelatterinstancethedirectorsdecisionshallbeprovidedwithinfivecalendardaysaftertheconferenceIfnoresponseisreceivedbytheemployeewithinthespecifiedtimeperiodtheemployeemayproceedtoStep3oftheappealprocessviiThedirectormay1Affirmorreduceanypenaltyfromwhichanappealflows2Requireanotheremployeetotakeorrefrainfromtakinganyactionorengaginginanyconductor3Takeanyactionwithinhisorherauthoritywhichthenatureoftheappealmayrequire3Step3HumanresourceconferenceiAnyemployeedesiringtoinitiateanappealfromthedecisionofadepartmentaldirectoratadirectorsconferenceshalldosowithinfivecalendardaysafterthedateofthedirectorsconferenceorwithinfivecalendardaysafterthedateofreceiptofthedirectorsdecisionwhicheverislaterbypreparingawrittennoticeofappealandprovidingacopytoboththedirectorofthedepartmentwhoheldtheconferenceandtotheDirectoroftheDepartmentofHumanResourcesiiWithinfivecalendardaysafterreceiptofthenoticeofappealtheDirectorofHumanResourcesshallscheduleandconductahumanresourceconferenceiiiThehumanresourceconferenceshallbeheldinaninformalmannerbutshallconformwiththefollowingguidelines1Theemployeeshallbeartheburdenofestablishingtheproprietyofhisorhercasebyapreponderanceofrelevantfactsandtestimony2Thescopeoftheappealshallconformtothematterswhichwereraisedbytheemployeeatthedirectorsconference3TheDirectorofHumanResourcesshallhearanddecidethecaseonthebasisofonlycredibleinformationandfactswhicharepresentedattheconferenceandwithoutregardtotheidentityoftheemployeeorthenatureoftheappeal4TheemployeemaybringarepresentativetotheconferencehoweversuchrepresentativeshallbelimitedtopersonswhoareemployedbythecountyInasmuchasthehearingisadministrativeinnaturelegalcounselwillnotbepermittedforthecountyortheemployeeduringthecourseofthehearingand



5TheemployeeandthecountymaycallotheremployeesaswitnessesandthedirectorofthedepartmenttowhichtheemployeeisassignedshallfacilitatetheirattendanceattheconferenceivThepurposeofthehumanresourceconferenceshallbefortheDirectorofHumanResourcesto1Obtainallofthefactswhichformthebasisfortheappeal2Heartheemployeesversionoftheappealinfull3Receiveandreviewtestimonialandotherevidence4Determinewhethertheactionorconditionwhichformsthebasisfortheemployeesappealamountstoaviolationoflaworpolicyand5DeterminewhetherthepenaltyimposedifanyisconsistentwiththeoffenseprinciplesofprogressivedisciplinetheemployeesjobrecordlawandcountypolicyvThehumanresourceconferenceshallproceedinaccordancewiththefollowingsequence1Theemployeeshallpresenthisorhercase2ThesupervisorordepartmentdirectorshallpresenttheCountyscase3Theemployeeshallpresentaclosingstatementand4ThesupervisorordepartmentdirectorshallmakeaclosingstatementIiWithinfivecalendardaysaftertheconferencetheDirectorofHumanResourcessallnotifytheemployeeinwritingofthefindingsandconclusionsoftheDirectorofHumanResourcesviiTheDirectorofHumanResourcesmay1Affirmorreduceanypenaltyfromwhichanappealflows2Requireanotheremployeetotakeorrefrainfromtakinganyactionorengaginginanyconductor3Takeanyactionwithinhisorherauthoritywhichthenatureoftheappealmayrequire4Step4PersonnelBoardhearingiAnyemployeedesiringtoinitiateanappealfromthedecisionoftheDirectorofHumanResourcesatahumanresourcesconferenceshalldosowithin10calendardaysafterthedateofthehumanresourceconferenceorwithin10calendardaysafter



thedateofreceiptoftheHumanResourceDirectorsdecisionwhicheverislaterbypreparingawrittennoticeofappealanddeliveringittothePersonnelBoardviatheDirectoroftheDepartmentofHumanResourcesiiWithinfivecalendardaysafterreceiptofthenoticeofappealtheDirectorofHumanResourcesshallconfirmreceiptofthenoticeofappealtotheemployeeandscheduleaPersonnelBoardhearingCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999Subtitle13PersonnelBoard271301EstablishmentofPersonnelBoardaEstablishmentofPersonnelBoardTheQueenAnnesCountyPersonnelBoardisherebyestablishedbDefinitionsAsusedinthisSubtitlethefollowingtermsshallhavethemeaningsindicated1PartyPartyincludesboththeemployeeprosecutinganappealandthecounty2RelevantRelevantreferstoinformationwhichrelatestoanissuebeforethePersonnelBoardandtendstoestablishthetruthorfalsityofsuchissuecCompositionofBoardThePersonnelBoardshallconsistoffiveresidentsofQueenAnnesountydAppointmentPersonnelBoardmembersshallbeappointedbytheCountyCommissionersanddesignatedasBoardMemberNO1through5forpurposeofestablishinganinitialtermofofficeeTermofoffice1InordertoestablishasystembywhichthetermsofBoardmembersarestaggeredsothatonceestablishedcontinuityofoperationmaybemaintainedtheinitialtermsofPersonnelBoardmembersshallbeasfollowsiBoardMemberNO1ThismemberstermofofficeshallexpireonJune302001iiBoardMemberNO2ThismemberstermofofficeshallexpireonDecember312001iiiBoardMemberNO3ThismemberstermofofficeshallexpireonJune302002ivBoardMemberNO4ThismemberstermofofficeshallexpireonDecember312002vBoardMemberNO5ThismemberstermofofficeshallexpireonJune302003



2AftertheinitialtermsofofficehaveexpiredforeachBoardmemberPersonnelBoardmembersshallbeappointedfortermsoffouryears3PersonnelBoardmembersmaybereappointedbutmayservenomorethanthreetermsinoffice4NomemberofthePersonnelBoardshallholdanyothercountyofficeorcountyemploymentfRemovalofBoardmemberAmemberofthePersonnelBoardmayberemovedbyamajorityvoteoftheCountyCommissionersbeforetheexpirationofhisorhertermofofficeforcauseforanyofthefollowing1Failuretoattendthreeormoremeetingsinanycalendaryear2Failuretodeliberatereceiveorconsiderevidenceorrenderadecisiononanycaseingoodfaithor3ConductwhichisclearlyintimidatingoppressiveorabusivetoanypersonCountyOrd9817Aeffective111999amendedbyCountyOrd9901effective221999CountyOrd9922effective12211999271302JurisdictionaScopeofauthorityThePersonnelBoardshallbeempoweredto1Hearanddecideallappealsbymembersoftheclassifiedservicefrompersonnelactionstakenbythecounty2AdvisetheCountyCommissionersregardingmodificationstotheclassificationandsalaryplanand3AnnuallyreceiveareportfromtheDirectorofHumanResourcesregardingthestateoftheHumanResourcesDepartmentandtheCountyMeritSystemandpresentitsfindingsregardingtheDepartmentspecificallyandcountypersonnelpracticesgenerallytotheCountyCommissionersbScopeofappealAnappealtothePersonnelBoardshallbelimitedtotheissues1Agreeduponbythecountyandtheemployeeor2ThosewhichwerepresentedatthehumanresourceconferenceorpreterminationhearingcAuthorizedaction1BaseduponthedecisionofamajorityoftheBoardthepersonnelactionappealedfromshallbeeitheriSustainedor



iiOverruledThePersonnelBoardshallnotbeempoweredtomodifyanydisciplinarysanctionimposedbyanappointingauthority2AsaresultofaPersonnelBoardhearingtheBoardmayrequireanotheremployeetotakeorrefrainfromtakinganyactionorengaginginanyconductdAdditionalpowersTheCountyCommissionersmaybyordinanceconferuponthePersonnelBoardsuchfurtherrightsanddutiesasmaybedeemednecessarytoenforceandcarryouttheprinciplesandintentofthistitleCountyOrd9817Aeffective111999amendedbyCountyOrd9907Aeffective7161999CountyOrd9922effective12211999271303PurposeofPersonnelBoardhearingThepurposeofaPersonnelBoardhearingshallbeforthePersonnelBoardtoaObtainallofthefactswhichformthebasisfortheappealbHeartheemployeesversionoftheappealinfullcReceiveandreviewtestimonialandotherevidencedDeterminewhethertheactionorconditionwhichformsthebasisfortheemployeesappeall1ountstoaviolationoflaworpolicyandeDeterminewhetherthepenaltyimposedifanyisconsistentwiththeoffenseprinciplesofprogressivedisciplinetheemployeesjobrecordlawandcountypolicyCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271304FrequencyofmeetingsThePersonnelBoardshallmeetwithin10calendardaysafterreceiptofanemployeeappealandasfrequentlyotherwiseasisrequiredtodischargeitsresponsibilitieseffectivelyCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271305RulesofprocedureaQuorumThreePersonnelBoardmembersshallconstituteaquorumbChairperson1DuringthemonthofJanuaryofeachyearoratthefirstmeetingofthePersonnelBoardinanyyearatwhichaquorumispresentthePersonnelBoardshallelectoneofitsmembersasChairperson2TheChairpersonshall



iScheduleallPersonnelBoardhearingsandmeetingsiiConductandpresideatallmeetingsofthePersonnelBoardiiiMakeevidentiaryrulingsatallhearingsIntheeventofanydisagreementsamongmembersofthePersonnelBoardregardingevidentiaryorproceduralmattersobtaintheconsensusoftheBoardregardingtheissueinquestionandabidebysuchconsensusivPollmembersofthePersonnelBoardtelephonicallytomakepreliminaryrulingsregardingpreliminaryobjectionsraisedbyanypartypriortoaPersonnelBoardhearingcGuidelinesforhearingsThePersonnelBoardhearingshallbeheldinaninformalmannerbutshallconformwiththefollowingguidelines1Theemployeeshallbeartheburdenofestablishingtheproprietyofhisorhercasebyapreponderanceofrelevantfactsandtestimony2Thescopeoftheappealshallconformtothematterswhichwereraisedbytheemployeeatthehumanresourceconference3ThePersonnelBoardshallhearanddecidethecaseinaccordancewiththeQueenAnnesCountyPersonnelBoardRulesofProcedure4TheemployeeandorthecountymayberepresentedbyanattorneyataPersonnelBoardhearingand5TheemployeeandthecountymaycallotheremployeesaswitnessesandthedirectorofthedepartmenttowhichtheemployeeisassignedshallfacilitatetheirattendanceattheconferencedTimelimits1Allappealsshallproceedinaccordancewithtimelimitsestablishedbythistitle2IfanyactionrequiredbythistitleisnottakenwithinanestablishedtimelimititshallbetimebarredandanyappealdependentuponsuchactionshallbedismissedePreliminaryobjections1ApartymaynoteanobjectiontoanyStep4appealbyfilingapreliminaryobjectionnolaterthan10dayspriortothedateofanyscheduledPersonnelBoardhearing2ApreliminaryobjectionmaybefiledtochallengeiTheimpartialityofanymemberofthePersonnelBoardiiThejurisdictionofthePersonnelBoardor



iiiNonconformancebyapartywithanymandatorytimelimitorotherproceduralrequirementfEvidence1FormalrulesofevidenceshallnotapplytoaPersonnelBoardhearing2ThePersonnelBoardmaytakeadministrativecognizanceofiTheexistenceandcontentoffederalstateandcountylawsiiTheidentityoftheCountyCommissionersCountyAdministratorandalldepartmentdirectorsiiiFactswhicharecommonknowledgeandivNormalphysicalpropertiesofitems3AllremainingfactsmustbeestablishedthroughtheintroductionofadmissibleevidenceataPersonnelBoardhearing4EvidenceshallbereceivedwhichinthejudgmentofthePersonnelBoardiIscredibleiiTendstoestablishorrefutetheexistenceofarelevantfactandiiiIsnotbyitsnatureunreasonablyprejudicialorrepetitious5EvidentiaryrulingsshallbemadebytheChairmanofthePersonnelBoarduponobjectionbyapartytoaPersonnelBoardhearingtoanytestimonyoritemofevidence6EvidencewhichisnotadmittedshallnotbeconsideredbythePersonnelBoardforanyreasongBurdenofproof1Theemployeeprosecutingtheappealshallhavetheburdenofestablishingtheproprietyofhisorherpositionbyapreponderanceofevidence2IfthePersonnelBoardisunabletodecidewhethertheemployeehassuccessfullymethisorherburdenofprooftheBoardshallfindforthecountyhOrderofpresentationThefollowingorderofpresentationshallapplytoallPersonnelBoardhearings1Theemployeewhoisprosecutingtheappealmaymakeanopeningstatementormayelecttowaivesuchstatement2Thecountymaymakeanopeningstatement



3Theemployeewhoisprosecutingtheappealshallpresenthisorhercasethroughhisorhertestimonythetestimonyofwitnessesandtheintroductionofphysicalevidence4Thecountyshallpresentitscasethroughthetestimonyofwitnessesandtheintroductionofphysicalevidence5Theemployeewhoisprosecutingtheappealmaymakeaclosingstatementsummarizingthecaseand6ThecountymaymakeaclosingstatementsummarizingthecaseiExaminationofwitnesses1Apartyshallexaminehisoritswitnessesthroughuseofnonleadingdirectquestionswhicharedesignedtoelicitinformationwhichisrelevant2EachpartymaycrossexaminetheotherpartyswitnessesuponcompletionofsuchwitnessdirecttestimonythroughuseofleadingorotherquestionsiNopartymayverballyabuseorotherwiseimposeuponawitnessintermsofthemannerinwhichquestionsareaskedandiiIntheeventthatawitnessrefusestoanswerquestionsoncrossexaminationthewitnessshallbewarnedthatcontinuedrefusalshallresultintheexclusionfromevidenceofhisorherdirecttestimonyanduponcontinuedrefusalofsuchwitnesstoanswerquestionsoncrossexaminationthePersonnelBoardmayexcludeallorpartofsuchpersonstestimony3UponcompletionofcrossexaminationthepartycallingawitnessshallhavetheopportunitytoaskadditionalquestionsonredirectexaminationTherightofrecrossexaminationshallbegrantedorwithheldinthediscretionofthePersonnelBoard0DecisionofPersonnelBoard1ThedecisionofthePersonnelBoardshallbederivedfromamajorityvoteofaquorumofBoardmemberswhoattendedtheentireStep4appealshearing2Within30calendardaysaftertheconferencethePersonnelBoardshallnotifytheemployeeinwritingofthefindingsandconclusionsofthePersonnelBoardkContinuances1ThePersonnelBoardshallasamatterofrightgrantonecontinuancetoapartyprovidedthattherequestismadenolaterthansevencalendardaysbeforeanyscheduledPersonnelBoardhearing2UpongoodcauseshownthePersonnelBoardmaygrantsuchothercontinuancesasitdeemsessentialtothesearchfortruthortheproperresolutionofanemployeesappeal



CountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999Subtitle14PersonnelRecords271401PersonnelrecordsmaintenanceSuchpersonnelrecordsasarenecessaryfortheproperadministrationofthepersonnelsystemwillbemaintainedbytheDirectorofHumanResourcesThecountyshallmaintaininpersonnelrecordsonlyinformationthatisnecessaryandrelevanttoaccomplishinglegitimatepersonneladministrationneedsAllmedicalinformationshallbekeptconfidentialandseparatefrompersonnelfilesCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271402InformationopentothepublicWithrespecttoacountyemployeethefollowingispublicinformationaNamebDateoforiginalemploymentorappointmenttocountyservicecCurrentpositiontitledCurrentsalaryandeOfficetowhichtheemployeeiscurrentlyassignedCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271403AccesstopersonnelrecordsAsrequiredbytheMarylandPublicInformationLawtheinformationlistedinS271402isavailableforthepurposeofinspectionexaminationandcopyingduringregularbusinesshourssubjectonlytosuchrulesandregulationsforthesafekeepingofpublicrecordsastheCountyCommissionersmayadoptAnypersondeniedaccesstoanyrecordshallhavearighttocompelcompliancewiththeseprovisionsbyapplicationtoacourtforwritofmandamusorotherappropriatereliefCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271404ConfidentialinformationAllinformationcontainedinacountyemployeespersonnelfileotherthantheinformationlistedinS271402ofthissectionwillbemaintainedasconfidentialinaccordancewiththerequirementsoftheMarylandPublicInformationLawandshallbeopentoinspectiononlyinthefollowinginstancesaTheemployeeorhisorherdulyauthorizedagentmayexamineallportionsoftheemployeespersonnelfileexceptlettersofreferencesolicitedpriortoemployment



bAlicensedphysiciandesignatedinwritingbytheemployeemayexaminetheemployeesmedicalrecordcAcountyemployeehavingsupervisoryauthorityovertheemployeemayexamineallmaterialintheemployeespersonnelfiledByorderofacourtofcompetentjurisdictionanypersonmayexaminesuchportionofanemployeespersonnelfileasmaybeorderedbythecourtandeAnofficialofanyagencyofthestateorfederalgovernmentoranypoliticalsubdivisionofthestatemayinspectanyportionofapersonnelfilewhensuchinspectionisdeemedbytheofficialhavingcustodyofsuchrecordstobeinspectedtobenecessaryandessentialtothepursuanceofaproperfunctionoftheinspectingagencybutnoinformationshallbedivulgedforthepurposeofassistinginacriminalprosecutionoftheemployeeorforthepurposeofassistinginaninvestigationoftheemployeestaxliabilitywithoutanorderofcourtCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271405RemediesofemployeesobjectingtomaterialinapersonnelfileAnemployeewhoobjectstomaterialinhisorherpersonnelfilemayplaceinthefileastatementrelatingtothematerialtheemployeeconsiderstobeinaccurateormisleadingTheemployeemayseektheremovalofsuchmaterialbysendingawrittenrequesttodeletesuchmaterialtotheDirectorofHumanResourcesountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271406PenaltyforpermittingaccesstoconfidentialfilebyunauthorizedpersonAnypublicofficialoremployeewhoknowinglyandwillfullypermitsanypersontohaveaccesstoanyconfidentialinformationcontainedinanemployeepersonnelfileexceptasexpresslyauthorizedbythedesignatedcustodianorpersonininterestshallbesubjecttodisciplineincludingterminationfromemploymentCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271407DestructionofrecordsNopublicofficialmaydestroyorotherwisedisposeofanypublicrecordexceptinaccordancewiththeprovisionsoftheMarylandPublicInformationLawCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999Subtitle15Contractualemployees271501ContractualworkersaPurposeofcontractualworkAcontractualworkerisanindividualnotacorporationlimitedliabilitycompanyororganizationofanytypewhoorwhichisselectedtoperformadefinedrangeofspecificactivitiesforthecounty



underanemploymentagreementbyanappointingauthorityThecountymayelecttoenterintoemploymentagreementstoemploypersonsforthepurposeof1Performingworkwhichmembersoftheclassifiedservicearenotabletoperform2PerformingworkforadurationnottoexceedoneyearfromthatdateofexecutionofsuchanagreementunlesssuchcontractisfundedbyagrantfromasourceexternaltothecountyinwhichthedurationoftheemploymentagreementshallextendfortheentireperiodofthegrantUponcertificationbyanappointingauthoritythatsufficientfundsexistanemploymentagreementmaybeextendedforadditionalincrementsnotexceedingoneyearbStandardsforemploymentcontracts1StandardformemploymentagreementTheDirectorofHumanResourcesshallinconjunctionwiththeCountyAttorneydevelopandmaintainastandardformemploymentagreementwhichshallbetheexclusivevehiclebywhichcontractualworkersshallbeemployed2NondiscriminationAllemploymentagreementsshallbeiInitiatedandexecutedonthebasisoflegitimatecountyneediiBaseduponmeritandfitnessascertainedbymeansofjobrelatedselectionpracticesandtechniquesandwithoutdiscriminationduetoracecolorreligionpoliticalaffiliationmaritalstatussexageoranyotherbasisprohibitedbystateorfederallaw3ContractsalaryTheamounttobepaidanycontractualworkershallbeapprovedbytheDirectorofHumanResourcesandshallgenerallybeequivalenttothatpaidmembersoftheclassifiedserviceforworkofcomparablevaluecRecruitmentandselectionExceptasotherwisedirectedbytheDirectorofHumanResourcesuponafindingthattodosowouldamounttoaninappropriateandunnecessaryexpenditureofcountyfundsthefollowingprocedureshallbeemployedfortheacquisitionofcontractualworkersservices1RequisitionAnappointingauthoritywishingtoemployacontractualworkershallinitiateastaffrequisitionandforwardittotheDirectorofHumanResources2AnnouncementTheDepartmentofHumanResourcesshallprepareanddistributeajobannouncementforthepositionwhichisclearlydenotedasacontractualposition3AdvertisingTheDepartmentofHumanResourcesmayadvertisethevacantcontractualpositioninanewspaperofgeneralcirculationinthecountyandelsewhere4SelectionTheDepartmentofHumanResourcesshallinconjunctionwiththerequisitioningdepartmentconstructandadministerajobrelatedselectionprocesstoidentifythemosthighlyqualifiedcandidateforemploymentThecandidatewhoisidentifiedasmostqualifiedintheselectionprocessshallbethepersonwithwhomtheemploymentagreementisexecuted



dExecutionofemploymentagreementEmploymentagreementsshallbe1PreparedbytheHumanResourceDepartmentand2ExecutedbyiTheappointingauthorityseekingtoemployacontractualworkeriiTheDirectorofHumanResourcesandiiiTheCountyAdministratoreContractualworkerbenefits1ThefollowingbenefitsaremandatoryandshallbeincludedinallemploymentagreementsiWorkerscompensationcoverageandiiFICA2ThefollowingbenefitsmayattheoptionoftheappointingauthoritywishingtoemployacontractualworkeranduponacertificationbysuchappointingauthoritythatsufficientfundsareavailabletopayforthemandapprovaloftheDirectorofHumanResourcesbeincludedinanemploymentagreementThesebenefitsapplytolonqtermemploymentaqreementsonlyiIndividualcoveragehealthinsuranceTheCountywillpayfor90ofthecostofhealthinsurancefortheindividualwiththecontractualworkerpayinq10ofthecostTheCountywillalsoprovidedentalcoveraqeatnocosttotheContractualworkerThopremiumsforhe31thinsur3ncecOJer3getobep3idinther3tioof90bythocounty3nd10bythecontr3ctu31Norkerforindividu31husb3nd3ndvifeorf3milycover3geiiHolid3YsContr3ctu31Norkersm3Yreceivenomoreth3nsixmajorp3idholid3YcincludingThecontractualworkermayobtainexpandedhealthinsurancecoveraqeasavailablebutshallberesponsibleforallcostsoverandabove90ofthecostofindividualcoveraqeDentalcoveraqeisavailablefor100premiumcost1NeNYe3rsD3Y2Memori31D3Y3FourthofJuly1L3borD3Y5Th3nksgiling3nd



6Christm3sDayiiiLe3vecontr3ctu31Norkerm3Y3ccrueeighthoursofle3vepermonthNhichm3Ybeusedforvac3tionillnessorinjuryorperson31purposesAnyaccruedbutunusedleaveNilIbeforfeitedupontermin3tionof3nemployment3greementfConditionsapplicabletocontractualworkersPersonsemployedunderanemploymentagreementshall1Producerequireddocumentstosubstantiatetheireligibilityforemploymentunderfederallawsandmustcompletethe19ImmigrationForm2InthecaseofworkwhichissafetysensitiveconformtotherequirementsofthecountysAlcoholandControlledSubstanceTestingPolicy3ReceiveconsiderationfortheircontractservicesintheformofperiodiccontractualsalarywhichshallbepaidatthesametimeasthatpaidtomembersoftheclassifiedserviceContractualworkersshallnotbeeligiblefornorreceivecostoflivingadjustmentsaccordedmembersoftheclassifiedandprofessionalandexecutiveservicesInmakingcontractualsalarypaymentsthecountywilldeductFICAaswellasfederalandstateincometaxwithholdingsand4ConformtoallcountyordinancesandpolicieswhichimposeadutyuponcountyemployeesgTerlTiinationofemploymentagreement1Atsuchtimeasworkwhichformedthebasisforanemploymentagreementisnolongernecessaryoratsuchtimeasagrantwhichisthesourceoffundingforanemploymentagreementterminatestheemploymentagreementshallalsobeterminatedbythecounty2TerminationofanemploymentagreementshallbeinwritingandiNormallybeprefacedbyatwoweeknoticeperiodoriiInthecaseofterminationforcauserequirenoperiodofnoticepriortoextinctionhPreferentialstatusAcontractualworkershallhavepreferenceovercountyemployeesandexternalcandidateswithrespecttoanypositionintheclassifiedservicewhichisanoutgrowthofanemploymentagreementtowhichsuchcontractualworkerisapartyCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271502IndependentcontractorsPersonsandorfirmsmayberetainedtoperformworkforthecountyunderageneralcontractInthisinstancenoemployeremployeerelationshipbetweenthecountyandindividualsactuallyperformingtheworkshallbecreated



CountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999



27424LongevityaComputationoflongevityLongevityawardsshallbecomputedonthesalarytheemployeeisearningatthemaximumsalarybygradeoftheCountysClassifiedEmployeesSalaryScalebAwardoflongevityLongevityshallbeawardedonanemployeesanniversarydates1UponthefifthanniversarydateaftertheemployeereachesthemaximumsalarybygradeontheClassifiedEmployeesPayScheduletheemployeewillbeeligibleforamaximumsalaryincreaseof6basedontheemployeesannualevaluation2Uponthe10thanniversarydateaftertheemployeereachesthemaximumsalarybygradeontheClassifiedEmployeesPayScheduletheemployeewillbeeligibleforamaximumsalaryincreaseof6basedontheemployeesannualevaluation3Uponthe15thanniversarydateaftertheemployeereachesthemaximumsalarybygradeontheClassifiedEmployeesPayScheduletheemployeewillbeeligibleforamaximumsalaryincreaseof6basedontheemployeesannualevaluationCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927425SalaryofparttimeandtemporaryemployeesAnemployeeappointedforlessthanfulltimeserviceshallbepaidataratenotlessthantheinimumforacomparableclassofpositionsinthesalaryplanIfthereisnocomparableclassofJositionsinthesalaryplantheemployeeshallbepaidataratetobeapprovedbytheDirectorofHumanResourcesCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927426EffectivedateofsalaryadjustmentsaSalaryadjustmentsapprovedafterthefirstworkingdayofthepayperiodshallbecomeeffectiveatthebeginningofthenextpayperiodoratspecificdatesasmaybeprovidedbJobperformancesalaryadjustmentsshallnormallybeeffectivethefirstpayperiodfollowingtheemployeesanniversarydatecCOLAadiustmentsifapprovedbyCountyCommissionerswillnormallybeeffectivethefirstfullpayperiodinJulyCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927427CountyDirectorofFinancetopayemployeesPaycheckOptionsAtleastonceeachye3rtheDirectorofFinmceor1design1tedrepresent1tiveshJ1Iperson1l1y1nde3chemployeehisorhers1brycheckEmployeeshavetheoptionofreceivinClanactualJaycheckormaychoosedirectdeposit



CountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927428PayrolldeductionsFederalandstateincometaxessocialsecuritytaxandretirementcontributionsshallbedeductedasrequiredbylawAdditionaldeductionsbenefitsorsalaryreductionsmaybeallowedattheoptionoftheemployeeAuthoritytoallowanyotherpayrolldeductionsisvestedintheCountyCommissionersCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999Subtitle5ProfessionalandExecutiveService27501EstablishmentaTheprofessionalandexecutiveserviceofQueenAnnesCountyisherebyestablishedbAllappointmentspromotionsandpersonneltransactionswithintheprofessionalandexecutiveserviceshallbe1Basedsolelyuponmeritandfitnessascertainedbymeansofjobrelatedselectionpracticesandtechniques2MadewithoutdiscriminationduetoracecolorreligionpoliticalaffiliationmaritalstatussexageoranyotherbasisprohibitedbystateorfederallawountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927502TenureMembersoftheprofessionalandexecutiveserviceshallretaintheirpositionsofemploymentprovidedthataSufficientfundsareavailabletopaytheirsalariesbTheydisplayacceptablelevelsofcompetenceintheirassigneddutiesandresponsibilitiescTheyarephysicallyandmentallyablewithorwithoutreasonableaccommodationstoperformassignedessentialfunctionsanddWithrespecttoadisciplinaryoffense1Itisnotestablishedbyapreponderanceofevidenceinthejudgmentoftheappointingauthoritythattheycommittedsuchanoffenseand2TerminationfromcountyserviceisnotareasonablesanctiongiventhenatureoftheoffensecommittedtheemployeesworkhistoryandanyrelevantmitigatingfactorsountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927503Appointingauthoritiesandqualifications



aGIefkExecutiveAssistanttoCountyCommissioners1AppointmentTheGtefkExecutiveAssistanttotheCountyCommissionersshallbeappointedbytheCountyCommissioners2MinimumqualificationsTheGtefkExecutiveAssistanttotheCountyCommissionersshallpossessahighschooldiplomaandbeabletoaccuratelyrecordandtranscribeminutesoftheBoardofCountyCommissioners3NorightofappealApersonappointedtothispositionbytheCountyCommissionersshallhavenorightofappealofanadversepersonnelactiontothePersonnelBoardbCountyAdministrator1AppointmentTheCountyAdministratorshallbeappointedbytheCountyCommissioners2MinimumqualificationsThissectionsetsforththeminimumqualificationsforanypersonappointedtothepositionofCountyAdministratorThesequalificationsmaybesupplementedwithotherjobrelatedqualificationsbytheBoardofCountyCommissionersofQueenAnnesCountyiEducationanundergraduatedegreeinpublicorbusinessadministrationengineeringorplanningandamastersdegreeinpublicorbusinessadministrationengineeringorplanningoralawdegreeiiExperiencefiveormoreyearsexperienceinpublicsectoragencymanagementoriiiAnequivalentcombinationofeducationandexperienceinthediscretionoftheCountyCommissioners3EmploymentagreementiUponappointmenttheCountyCommissionersshallexecuteanemploymentagreementwiththeCountyAdministratorthedurationofwhichshallnotexceedfouryearsandwhichshallexpirenolaterthanDecember31oftheyearofageneralelectioniiTheemploymentagreementshallcontainallofthecompensationrightsprivilegesandbenefitstowhichtheCountyAdministratorshallbeentitledduringhisorherperiodofservice4NorightofappealApersonappointedtothispositionbytheCountyCommissionersshallhavenorightofappealofanadversepersonnelactiontothePersonnelBoardCDepartmentdirectors1AppointmentDepartmentdirectorsshallbeappointedbytheCountyAdministratorupontheadviceandconsentoftheBoardofCountyCommissioners



2MinimumqualificationsThissectionsetsforththeminimumqualificationsforanypersonappointedtothepositionofdepartmentdirectorThesequalificationsmaybesupplementedwithotherjobrelatedqualificationsbytheBoardofCountyCommissionersofQueenAnnesCountyiEducationanundergraduatedegreeinpublicorbusinessadministrationengineeringorplanningiiExperiencethreeormoreyearsexperienceinpublicsectoragencymanagementoriiiAnequivalentcombinationofeducationandexperience3NorightofappealApersonappointedtothepositionofdepartmentdirectorshallhavenorightofadministrativeappealofanadversepersonnelactiondRemainingmembersoftheprofessionalandexecutiveservice1AppointmentAllmembersoftheprofessionalandexecutiveserviceotherthanthoseenumeratedinparagraphsc1throughc3ofthissubsectionshallbeappointedbythedepartmentdirectorsofthedepartmentstowhichthepositionsareassigned2RightofappealPersonsappointedtopositionsintheprofessionalandexecutiveserviceotherthanthoseenumeratedinparagraphsc1throughc3ofthissubsectionshallhavearightofadministrativeappealofanadversepersonnelactionCountyOrd9817Aeffective111999amendedbyCountyOrd9901effective221999CountyOrd9922effective1221199927504PositionclassificationplanforprofessionalandexecutiveserviceemployeesAplanassigningpositionswithintheprofessionalandexecutiveservicetopaygradesshallbeestablishedandamendedfromtimetotimebyresolutionoftheCountyCommissionersCountyOrd9817Aeffective111999amendedbyCountyOrd9901effective221999CountyOrd9907effective7161999CountyOrd9907Aeffective7161999CountyOrd9922effective1221199927505CompensationaSalaryscheduleTheProfessionalandExecutiveSalaryScheduleshallbeestablishedandamendedfromtimetotimebyresolutionoftheCountyCommissionersThissalaryscheduleshallconstitutethepaygradesandequivalentratesofpayforallpositionswithintheprofessionalandexecutiveserviceasfollowsbCostoflivingadjustments1TheProfessionalandExecutiveSalarySchedulemaybeadjustedfromtimetotimebytheCountyCommissionerstoaccountforanyincreasesinthecostoflivingSuch



adjustmentsifanyshallbebasedupontheannualsWGyreviewconductedbytheDirectorofHumanResourcesdesignedtoidentifyanychangesintheConsumerPriceIndexmaintainedbytheUnitedStatesDepartmentofLaborCPIUfortheBaltimoreWashingtonarea2AspartoftheannualoperatingbudgetprocesstheCountyCommissionersshallreviewthecostoflivingstatisticsfortheprecedingfiscalyearfurnishedbytheDirectorofHumanResourcesandthereaftermaycontinueoramendallcountysalaryschedulesfortheforthcomingfiscalyear3AdjustmentstoexistingsalariesWhentheminimumandmaximumrangesofthepaygradesoftheProfessionalandExecutiveSalaryScheduleareadjustedthesalariesofallpersonsassignedtothatscheduleshallbeadjustedbyapercentageamountequivalenttothepercentageadjustmentappliedtothescheduleasawholeCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927506labormarketcomparabilityofprofessionalandexecutiveserviceaPaysurveyToestablishandmaintainacompensationprogramwhichiscompetitivewithotheremployersinthelabormarketatleastonceeverythreeyearstheDirectorofHumanResourcesshallconductapaysurveyinthelabormarketofprevailingwageratesforthebenchmarkpositionsbBenchmarkpositionsThebenchmarkpositionsfortheprofessionalandexecutiveservice1allconsistofthefollmvingbeidentifiedbvtheCountyAdministrator1DirectorHummResources2ChiefROldsEnginoer3DirectorofFinlnce1DirectorofPllnninglndZoning5DirectorofRecroltionandPlrks6DirectorofPublicorkscSurveyoutcomeIfwarrantedbythesurveyresultstheDirectorofHumanResourcesshallrecommendapercentageadjustmenttoprofessionalandexecutivepositionclassificationplanandsalaryschedulesoftheprofessionalandexecutiveemployeeCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927507SalaryuponinitialappointmentUponappointmenttotheprofessionalandexecutiveserviceapersonshallbeassignedthattialaryamountdenotedastheminimumsalaryforthepaygradeBaseduponuniqueexperienceknowledgeskillandorabilityhowevertheCountyAdministratormayassignastartingsalarytoa



newmemberoftheprofessionalandexecutiveserviceanamountrangingfromtheminimumsalarytothemaximumforanypaygradeCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927508AnnualperformancereviewThejobperformanceofallemployeesshallbereviewedannuallybetweenJune1andJune20throughuseofobjectivejobrelatedmethodsapprovedbytheDirectorofHumanResourcesCountyOrd9817Aeffective111999amendedbyCountyOrd9901effective221999CountyOrd9922effective1221199927509PerformancesalaryadvancelincentiveawardwithinthegradesaAnnualsalaryincreaseEmployeesmayreceiveanannualsalaryincreaseonJuly1effectivethefirstfullpayperiodinJulyprovidedthattheirperformanceisevaluatedasacceptableorbetterbPurposeofannualpayincreaseTheseincreasesareintendedtorecognizeincreasesinproductivityandeffectivenessasemployeesgainexperienceintheirpositionscDeterminationofamountofannualpayincrease1AnyincreaseinannualsalarywhichmayoccurshallresultinarateofpaywhichfallswithintherangeofpaysetforthintheProfessionalExecutiveServiceSalaryScheduleandshallbedeterminedinaccordancewiththeprovisionsofthissection2EmployeesshallreceiveanannualperformanceevaluationconductedbytheirappointingauthorityonorwithinonemonthpriortotheiranniversarydateiIfanemployeesperformanceisratedasacceptableasalaryincreaseof2oftheemployeesrateofpayshalltakeeffectinthepayperiodimmediatelyfollowingthedateofevaluationiiIfanemployeesperformanceisratedaboveaverageasalaryincreaseof3shalltakeeffectasprovidedaboveiiiIfanemployeesperformanceisratedascommendableasalaryincreaseof4shalltakeeffectasprovidedaboveivIfanemployeesperformanceisratedassuperiorasalaryincreaseof5shalltakeeffectasaboveprovidedvIfanemployeesperformanceisratedasoutstandingasalaryincreaseof6shalltakeeffectasaboveprovidedviIntheeventthatanemployeesperformanceisevaluatedasunsatisfactorynosalaryincreaseshallbeprovided



1TheappointingauthorityshalLreevaluatetheemployeesperformancewithinthreemonthsoftheinitialevaluationorthedateofthefinaldecisiontoawardnosalaryincreasewhicheverclater2IfthesecondperformanceevaluationisalsounsatisfactorytheappointingauthoritymayupontheapprovaloftheCountyAdministratorreducetheemployeessalarybynomorethan10orterminatetheemployeeaJobperformanceincentiveawardsThedegreetowhichanemployeeshallbeentitledtoreceiveanannualincentiveawardshallbedependentuponthequalityofhisorherworkperformanceasreflectedintheannualperformancereviewIntentTheseincreasesareintendedtoiRecognizeacceptableorbetterperformanceonthepartoftheemployeeandarenotintendedtobeautomaticandiiReflectincreasesinproductivityandeffectivenessasemployeesgainexperienceintheirpositions2EligibilityiFulltimeemployeesshallbeeligibleforconsiderationforajobperformanceincentiveawarddependingontheirperformanceiiIncentiveawardsshallbegrantedtothoseemployeeswhohavedemonstratedaproficientlevelofjobperformanceiiiOnlythoseemployeeswhohavereachedthemaximumsalaryrange3AmountofincentiveawardiAtwopercentincentiveawardshallbegrantedforanacceptablejobperformanceevaluationiiAthreepercentincentiveawardshallbegrantedforanaboveaveragejobperformanceevaluationiiiAfourpercentincentiveawardshallbegrantedforacommendablejobperformanceevaluationivAfivepercentincentiveawardshallbegrantedforasuperiorjobperformanceevaluationandvAsixpercentincentiveawardshallbegrantedforanoutstandingjobperformanceevaluationountyOrd9817Aeffective111999amendedbyCountyOrd9901effective221999CountyOrd9922effective1221199927510Salaryrateuponpromotionfromaclasswithintheclassifiedservice



UponpromotionfromaclassintheclassifiedservicetoaclasswithinprofessionalandxecutiveservicetheemployeesnewrateofpayshallbethegreaterofaTheminimumsalaryforthegradeintheProfessionalandExecutiveServiceSalaryScheduleorbAsalaryratewithinthenewpaygradewhichisatleast100ofthebasesalarytheemployeeisbeingpaidatthetimeofpromotionCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927511SalaryrateuponpromotionfromanotherclasswithintheprofessionalandexecutiveserviceUponpromotionfromoneclasswithintheprofessionalandexecutiveservicetoanotherclassallocatedtoahigherpaygradewithintheprofessionalandexecutiveservicetheemployeesnewrateofpayshallbethegreaterofaTheminimumsalaryforthegradeintheProfessionalandExecutiveServiceSalaryScheduleorbAsalaryratewithinthenewpaygradewhichisatleast100ofthebasesalarytheemployeeisbeingpaidatthetimeofpromotionountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927512SalaryrateuponreclassificationaReclassificationtopositionwithahigherpaygradeIntheeventthatanemployeeisreclassifiedtoanexistingpositionwhichisassignedtoahigherpaygradethanthatoccupiedbyanemployeesuchemployeeshallontheeffectivedateofthereclassificationbeentitledtoreceiveanincreaseinhisorherrateofpaywhichshallbecomputedasthegreaterof1TheminimumsalaryforthegradeintheProfessionalandExecutiveServiceSalaryScheduleor2Asalaryratewithinthenewpaygradewhichisatleast100ofthebasesalarytheemployeeisbeingpaidatthetimeofpromotionbReclassificationtopositionwithalowerpaygradeIntheeventthatanemployeeisreclassifiedtoapositionwhichisassignedtoalowerpaygradethanthatoccupiedbyanemployeethesalaryofsuchemployeesAaUmayontheeffectivedateofthereclassificationbereducedbynomorethananamountwhichequalsasixpercentreductioninthesalarywhichtheemployeewasreceivingonthedateofthereclassificationCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927513Salaryrateuponreallocationofclassofwork



aReallocationofclassofworkwithhigherpaygradeIntheeventthataclassofworkoccupiedbyanemployeeisreallocatedtoahigherpaygradethanthatcurrentlyassignedanypmployeeoccupyingthatclassofworkshallontheeffectivedateofthereallocationbeentitledtoceiveanincreaseinhisorherrateofpaywhichshallbecomputedasthegreaterof1TheminimumsalaryofthenewgradeintheProfessionalandExecutiveServiceSalaryScheduleor2Asalaryratewithinthenewpaygradewhichisatleast100ofthebasesalarytheemployeeisbeingpaidatthetimeofpromotionbReallocationofclassofworkwithhigherpaygradeIntheeventthataclassofworkoccupiedbyanemployeeisreallocatedtoahigherpaygradethanthatcurrentlyassignedanyemployeeoccupyingthatclassofworkshallexperiencenodecreaseinpayCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927514SalaryrateuponlateraltransferIntheeventthatanemployeeistransferredtoanotherpositionwithintheprofessionalandexecutiveservicewhichisallocatedtothesamepaygradetheemployeeshallreceivenoincreaseinsalaryCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective122119997515EffectivedateofsalaryadjustmentsSalaryadjustmentsapprovedafterthefirstworkingdayofthepayperiodshallbecomeeffectiveatthebeginningofthenextpayperiodoratspecificdatesasmaybeprovidedJobperformancesalaryadjustmentsshallnormallybeeffectivethefirstfullpayperiodfollowingtheemployeesannivers3ryd3teinJuIVCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927516LimitationofeffectNosalaryincreaseasaresultofapromotionreclassificationorannualperformanceshallresultinasalaryrateabovethemaximumrateofthegradeforthepositionheldCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927517TemporarytransferpayaEntitlementAnemployeeshallbeentitledtoreceivetemporarytransferincreasedpayintheeventthatasupervisoryauthorityrequiresanemployeeforacontinuedworkperiodofmorethan15days1Toperformtheworkofapersonoccupyingafundedpositionwithintheprofessionalandexecutiveservicewhoforanyreasonisabsentfromworkand



2ToassumeallofthedutiesafanestablishedclassofworkwhichisassignedtoahigherpaygradethanthatoccupiedbyanemployeebAmountTemporarytransferpayshallbecomputedasthegreaterof1Theminimumsalaryofthepaygradeofthepositionthedutiesofwhichtheemployeeistemporarilyperformingisassignedor2OnehundredandfivepercentofthebasesalarytowhichtheemployeeisnormallyentitledCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927518HoursofworkMembersofthecountysprofessionalandexecutiveserviceaShallnotworkafixedworkschedulebutworkduringthosehoursnecessarytosatisfactorilyperformassigneddutiesandresponsibilitiesandbAreallexemptfromtheprovisionsoftheFairLaborStandardsActThuspersonsoccupyingpositionsinthisserviceshallnotbeentitledtoearnovertimecompensationofanysortsincetheirsalarieshavebeenestablishedonthepremisethatareasonableamountofworkshallbeperformedafternormalworkinghoursountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999Subtitle6RecruitmentandSelection27601PositionvacancyannouncementsaTheDepartmentofHumanResourcesshallprepareanddistributepositionvacancyannouncementsforeveryvacantpositionwithintheclassifiedserviceandprofessionalandexecutiveservicebPositionvacancyannouncementsshallbeposted1OnthecountybulletinboardinthelobbyoftheLibertyBuildingand2ByeachdepartmentdirectoronatleastonebulletinboardwithintheirdepartmentorbytheHumanResourceDirectorcAllpositionvacancyannouncementsshallbepostedfortheperiodspecifiedwithintheannouncementbutinnoeventforlessthanaperiodofsevencalendardaysdPositionvacancyannouncementsshallcontainataminimum1Theannouncementnumber2Theperiodduringwhichtheannouncementshallbeposted



3Thetitlerateofpayandlocationoftheposition4Theclosingdateoftheannouncement5Asummaryofthedutiesoftheposition6Asummaryofthebasicqualificationsrequirements7Theproceduresformakingapplicationand8AstatementofequalemploymentopportunityCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927602PositionadvertisementsaIntheeventapositionvacancyisnotfilledfromthepriorannouncementwithinQueenAnnesCountygovernmentinsevencalendardaysthevacancyforaclassofworkduringanyoneyearperiodshallbeadvertisedinanewspaperofgeneralcirculationwithinQueenAnnesCountyVacancieswithinthesameclassofworkduringanyyearinwhichavacancyadvertisementhasbeenpublishedneednotbutmaybeatthediscretionoftheDirectorofHumanResourcespubliclyadvertisedAtthediscretionoftheDirectorofHumanResourcesadvertisementsmayrunconcurrentlywithinhouseannouncementsbOptionaladvertisinginstatewidenationalorspecificpublicationsandtheCountywebsiteaybecarriedoutasrequestedbythedepartmentdirectorinthediscretionoftheDirectorofthelJepartmentofHumanResourcesandasfundsareavailableCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927603ApplicationforemploymentAnofficialcountyapplicationformshallbemadeavailabletoallapplicantsforallpositionlistingsandshallbetheonlymethodbywhichapplicantsforvacanciesshallbeconsideredforemploymentNoapplicationsmaybeacceptedbyadepartmentallapplicationsmustbemadethroughandfiledwiththeHumanResourcesDepartmentCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927604ApplicanttrackingaTheHumanResourcesDepartmentshallberesponsibleformaintenanceofpermanentrecordsofallpositionvacancyannouncementsincludingpostingandclosingdatesalloptionalreferralsourcesusedintherecruitmentprocessandthepoolofapplicantsconsideredforeachvacancybTheapplicantpooldataforeachpositionshallincludeanalphabetizedlistingofall1plicantsandtestscoreswhenapplicableforeachpositionvacancyannouncementInadditioncEO4formsprovidingdataonraceandsexofapplicantsshallbemaintainedbytheHumanResourcesDepartment



CountyOrd9817Aeffective111999amendedbyCountyOrd9922effective122119997605QualificationstandardsAllapplicantsconsideredforemploymentorpromotionshallmeettheessentialqualificationstandardsestablishedbytheclassspecificationsforthepositiontowhichtheappointmentisbeingmadeCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927606DisqualificationforfalsestatementsApplicantswhoknowinglymakeanymaterialfalsestatementconcerningtheirapplicationforappointmentorpromotiontoapositionincountyemploymentshallforfeittheirrighttobeconsideredfororoccupythepositionCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927607SelectionTheDepartmentofHumanResourcesshalldevelopuseanddocumentonaconsistentroutinebasisaselectionprocessthatbestsuitsthecountysneedsinfillingpositionvacanciesAllselectionmethodsdevelopedandutilizedshallbevalidmeasuresofjobperformanceCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927608EstablishmentofeligibilitylistsaTheDirectorofHumanResourcesshallberesponsibleforassistingthedepartmentsinrecruitingandselectingsuchemployeesasareauthorizedbythepositionclassificationplansforclassifiedandprofessionalandexecutiveemployeesandbythebudgetbTheHumanResourcesDepartmentshallconductallemploymentscreeningprocessesandshallreferthoseapplicantsmostqualifiedforthepositiontotheappointingdepartmentcDependinguponthenatureofthedutiesassignedtothepositiontobefilledthecountyscreeningprocessshallinclude1AssembledandunassembledtestingincludingwrittenandnonwrittentestingGobtasksimulationexercises2Structuredoralinterviews3Previousemploymenthistoryverification4Reviewandanalysisofchlr3cterbusinessreferencesand5Reviewofmotorvehicletrafficrecordsandcriminalconvictionhistoryrecords



dNocommitmentshallbemadebytheHumanResourcesDepartmentorappointingdepartmenttoanapplicantoremployeeuntilsuchtimeasallavailableinterestedindividualshaveIadareasonableopportunitytobeconsideredforthepositioneTheDirectoroftheDepartmentofHumanResourcesmayestablishalistofeligiblesforallclassesofwork1Regardlessoftheexistenceofavacancyforsuchclassofworkand2ForaseriesofclassesofworksuchasOfficeAssistantIIIIIIIVandVfUponcompletionofallemploymentscreeningforanyclassofworktheDepartmentofHumanResourcesshall1Establishcriteriabywhichapplicantsforthevacancyshallbeevaluated2Evaluateallpersonswhohavecompletedthescreeningprocess3Determinewhichcandidatesmeettherequiredqualificationsandwhichdonot4Notifyallunqualifiedcandidatesthattheyhavenotbeenselectedforemployment5Analyzethequalificationsofthosepersonsdeemedqualifiedandrankordertheminasequencefromthemosthighlyqualifiedtotheleastqualifiedand6PlacethenamesintheorderofappearanceonaneligibilitylistforthatclassofworkgEligibilitylistsshallbemaintainedbytheDepartmentofHumanResourcesandshallremainvalidforaperiodof12monthshowevertheymaybeextendedindurationbytheDirectoroftheDepartmentofHumanResourcesCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927609AppointmentsaAppointmenttotheclassifiedserviceshallonlybemadefromthenamesofpersonsappearingonavalideligibilitylistbUponreceiptofarequisitionfromanappointingauthoritytofillavacantpositiontheDirectoroftheDepartmentofHumanResourcesshallcertifythenamesofthethreepersonsstandinghighestonanappropriatelistofeligiblestotheappointingauthoritycAnappointingauthorityshallselectthenameofthepersontobeappointedfromamongthethreenamescertifiedInmakingtheselectiontheappointingauthoritymayreviewthecandidatescredentialsandinterviewthethreecandidateshowevertheappointingauthorityshalladministernoadditionaltestsofanytypepriortoidentifyingthepersontobehireddAppointmentstocountyemploymentshallbemadeonthebasisofmeritandfitnessdemonstratedbyexaminationandorotherevidenceofcompetencewithoutregardtoracesexcolornationaloriginreligionagepoliticalaffiliationorphysicalormentaldisability



eQualifiedpersonswithadisabilityorpersonswhohaveaknownassociationwithadisabledpersonshallbegivenequalconsiderationwithotherapplicantsforpositionsinwhichtheirknown1hysicalandmentallimitationsshallbereasonablyaccommodatedfAfteraconditionaljobofferismadeallapplicantsaresubjecttoamedicalexamThecountycannotrefusetohiredisabledindividualsbasedontheresultsofamedicalexamunlessthereasonforrejectionisjobrelatedandtheirknownphysicalandmentallimitationscannotbereasonablyaccommodatedorincircumstancesinwhichtheonlypossibleaccommodationswouldimposeanunduehardshiponcountyoperationsCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927610PromotionsaPromotionsincountyemploymentshallbemadeonthebasisofmeritexperienceconductandsenioritydemonstratedbytestingandorotherevidenceofcompetencewithoutregardtoracesexcolornationaloriginreligionagepoliticalaffiliationorphysicalormentaldisabilitybBasedontheresultsofthepromotionalscreeningprocesstheHumanResourcesDepartmentshallcertifytotheappointingdepartmentthenamesofthoseapplicantsmostqualifiedforthepositioncPromotionalappointmentsshallbemadebythedepartmentdirectorwiththeapprovaloftheHumanResourcesDepartmentandCountyAdministratorortheCountyAdministratorasthecasemaybeCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999Subtitle7ConditionsofEmployment27701AlcoholtestingEmployeeswhooccupysafetysensitivepositionsshallbesubjecttotestingforbloodalcohollevelsinaccordancewithapolicypromulgatedbytheCountyAdministratorCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927702CommunicablediseaseQueenAnnesCountyhasalegitimateinterestinmaintainingasafeandhealthyworkenvironmentforemployeesEmployeeswithseriouscommunicablediseaseswillbesubjecttotheprovisionsoftheCountysCommunicableDiseaseProgramTheQueenAnnesCountysCommunicableDiseaseProgramshallbeadministeredinaccordancewithstatelawgoverningcommunicablediseasesandtheAmericanswithDisabilitiesActandshallbegovernedbythemostcurrentcommunicablediseasepolicyadoptedbytheCountyCommissionersCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199917703ControlledsubstancetestingaQueenAnnesCountysadrugandalcoholfreeworkplace



abEmployeeswhooccupysafetysensitivepositionsotherthanswornSheriffspersonnelchallbesubjecttotestingforthepresenceofthefollowingdrugsintheirsystemsinaccordancewithpolicypromulgatedbytheCountyAdministrator1Marijuana2Cocaine3Opiates4PhencyclidinePCP5Amphetamines9cSwornSheriffspersonnelandcorrectionalofficersshallbesubjecttotestingforthepresenceofthefollowingdrugsintheirsystemsinaccordancewithapolicypromulgatedbytheCountyAdministrator1Marijuana2Cocaine3Opiates4PhencyclidinePCP5Amphetamines6Barbiturates6Propoxyphene8BenzodiazepinesCountyOrd9817Aeffective111999amendedbyCountyOrd9907effective7161999CountyOrd9907Aeffective7161999CountyOrd9922effective1221199927704DriversafetystandardsQueenAnnesCountyhasestablishedthefollowingdriversafetystandardsinordertoensurethatallpersonswhooperatemotorvehiclesaresuitablyqualifiedtodosoForthepurposeofthesestandardsamotorvehicleisdefinedasanyautomobiletruckorothermotorizedconveyancewhichisintendedtotransportoneormorepersonsorwhichrequiresoneormorepersonstooperateandwhichisoperatedinconnectionwithcountyactivitiesorbusinessaAllpersonswhoarerequiredtooperateamotorvehicleshallpossessavalidlicenseissuedthestateofhisorherresidenceduringthecourseoftheperiodofhisorheremploymentThelicenseshallbeoftheclassandwithappropriateendorsementstoauthorizeoperationofthetypeofmotorvehiclerequiredinordertoperformassignedessentialfunctions



bPersonswhooperatemotorvehiclesshallreporttotheirimmediatesupervisorallmotorvehiclecollisionsorviolationsinvolvinganypropertydamageimmediatelycEmployeesoperatingamotorvehicleatthetimeofanaccidentarerequiredto1Remainattheaccidentsceneuntildirectedtodootherwisebytheirsupervisor2Requesttheappropriatelawenforcementagencytocometothesceneandmakeareportand3AskforhisorhersupervisortocometothesceneIftheemployeessupervisorcannotbereachedtheControlledSubstanceTestingProgramCoordinatorshallbeaskedtocometothescenedThedrivingrecordsofemployeeswhooperatemotorvehiclesshallbereviewedperiodicallybythecountyeAnypersonwhoaccumulatesfiveormorecurrentpointsonhisorherMarylandmotorvehiclelicenseorawarningletterfromanystatemotorvehicleadministrationasaresultoftheaccumulationofpointsfromtrafficoffenseconvictionsshallbeprohibitedfromoperatingamotorvehicleuntilheorshecompletesareportofpointassessmentandreceivesandsuccessfullycompletesanappropriatecourseofretrainingadministeredbyoratthedirectionofthecountyfPriortoemploymentinanypositiontheessentialfunctionsofwhichrequiretheoperationofamotorvehiclethemotorvehiclerecordofallapplicantsshallbereviewedThecountymaydeclinehireanypersonwhosemotorvehiclerecorddisplaysahistoryofviolationswhichraisesareasonabledoubtconcerningtheapplicantscommitmenttosafevehicleoperationorabilitytosafelyoperateamotorvehiclegBothapplicantsforemploymentandemployeesshalluponrequestofthecountycompleteandsubmitanauthorizationtoobtainmotorvehicleoperatorrecordinformationhAllpersonsoperatingandoccupyingmotorvehiclesequippedwithpassengerrestraintsseatbeltsandorshoulderharnessesshallcomplywiththecountysSafetyBeltUsePolicyduringallperiodsofvehicleoperationiExceptunderemergencycircumstancespersonsauthorizedtodososhallonlytransportchildrenundertheageof10yearsorwhoweighlessthan60poundsintherearseatofamotorvehicleGNopersonshalloperateamotorvehicleinamannerwhichisinconsistentwiththeMarylandmotorvehiclelawsSpecificallynopersonshalloperateamotorvehicleeitherwhilehisorherabilityisimpairedbyalcoholorcontrolleddangeroussubstancesorwhileintoxicatedbyalcoholorcontrolleddangeroussubstanceskNopersonwhoselicenseiseithersuspendedorrevokedshalloperateamotorvehicleinfurtheranceofthebusinessofthecountyAnypersonwhomustoperateamotorvehicleinordertolrformassignedessentialfunctionsandwhoselicenseissuspendedorrevokedmayattheoptionofthecountybedemotedsuspendedwithoutpayorterminatedfromemploymentCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999



27705EmployeeEmployerRelationsPolicyaProductiveandharmoniousrelationshipsbetweencountyemployeesandmanagementcanbestbeachievedwithrespecttoworkingconditionsifrelationshipsandpoliciesareclearlysetforthThefollowingshallbeconsideredtheofficialpolicyofthecountyrelatingtoemployeeemployerrelations1ThecountyinaccordancewithMarylandStateLawdoesnotacceptanyemployeeorganizationasthesolespokesmanforanycategoryofemployees2Employeesoremployeerepresentativesofemployeegroupswillbeaffordedtherighttopresentsuggestionsandmakestatementsonanyissuerelatingtoconditionsofwork3StrikesandworkstoppagesbycountyemployeeswillnotbepermittedInstigationofparticipationinorgivingleadershiptoastrikeslowdownorworkstoppageshallconstitutegroundsfordisciplinaryactionuptoandincludingdismissaland4InfractionsofworkrulesincludingunauthorizedabsencesfromworkshallbegroundsfordisciplinaryactionuptoandincludingdismissalbTheCountyAdministratorisherebydesignatedasthespokesmanforthecountyinmattersconcerningemployeeemployerrelationsunderordinaryconditionsTheCountyAdministratororadesigneeisherebyempoweredtomeetandconferwithemployeesThefinaldeterminationofmployeeemployerrelationspolicyrestswiththeCountyCommissionersCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927706EmploymcntJsupervisionofrolativesNepotismTheemploymentofrel1tivesintheS1medep1rtment1ndthesupervicionof1nimmedi1tef1milymemberby1rel1tivesh111requirethe1uthoriz1tionoftheCountydministr1torADepartmentDirectororemploveemaynotappointpromotereassiqnorparticipateinanyactionaffectinqamemberofhisherfamilvoranindividualinvolvedwiththeemploveeinanintimaterelationshipADepartmentDirectormaynotpermittheemplovmentofmembersofafamilvwhereonehasdirectorindirectsupervisionovertheotherIIFamilvisanindividualrelatedtotheCountyemploveebvbloodmarriaqeoradoptionExamplesincludebutarenotlimitedtoparentorstepparentspousebrotherstepbrothersisterstepsisterchildorstepchildspousesparentsqrandparentsorspousesqrandparentscousinleqalguardianoranyotherrelativelivinqunderthesameroofastheemploveeIIlntimaterelationshipisasituationinwhichtwoindividualsareinvolvedinaromanticsenseandmayormaynotcohabitateExamplesincludesiqnificantotherboyfriendorgirlfriendorpartnerAnvexceptionsshallrequiretheapprovaloftheCountyAdministratorCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective122119997707FitnessfordutyphysicalexaminationaTheCountyDirectorofHumanResourcesmayrequireanemployeetosubmittoaphysicalandormentalexaminationtoevaluatetheemployeesfitnessforcontinuedduty



1Afteranemployeeuses20consecutiveoratotalof20sickleavedaysinanyonehundredeightydayperiodor2UponlearningoffactsandcircumstanceswhichleadtothereasonableconclusionthatanemployeeissufferingfromamedicalconditionwhichimpedeshisorherabilitytoperformassignedessentialfunctionsbTheresultsoftheexaminationshallbereviewedbytheappointingauthoritytheemployeeandtheDirectorofHumanResources1Ifitisdeterminedthattheemployeeisaqualifiedindividualwithadisabilitythecountyshallprovidereasonableaccommodationsothattheemployeewillbeabletoreturntowork2InafterathoroughexaminationofallrelevantfactsandcircumstancesnoreasonableaccommodationispossibleiThecountyshallrequiretheemployeetofileandtheemployeeshallfileanapplicationfordisabilityretirementwiththeStateRetirementandPensionSystemofMarylandifeligibleiiInsuchinstancetheemployeeshallbeterminatedfromemploymentbythecountyonthebasisoftheinabilitytoperformassignedessentialfunctions3IfitisdeterminedthattheemployeeisnotaqualifiedindividualwithadisabilityandthereisnoreasonablelikelihoodthattheemployeewillbeabletoreturntoworkwithinareasonableperiodoftimeiThecountyshallrequiretheemployeetofileandtheemployeeshallfileanapplicationfordisabilityretirementwiththeStateRetirementandPensionSystemofMarylandifeligibleiiInsuchinstancetheemployeeshallbeterminatedfromemploymentbythecountyonthebasisoftheinabilitytoperformassignedessentialfunctionsCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927708OccupationalsafetyQueenAnnesCountyhasalegitimateinterestinthewelfareandsafetyofitsemployeesandthepublicitservesThecountydesirestoprovidethesafestpossibleworkingconditionsforitsemployeesandtoprovideasafeenvironmentforthepublicthatusesourservicesQueenAnnesCountyoccupationalsafetyprogramshallbegovernedbythemostcurrentsafetypoliciesadoptedbytheCountyCommissionersCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective122119997709Outsideemployment



aTheworkofthecountyshallhavepriorityovertheotheroccupationalinterestsofemployeesbAnemployeeshallnotundertakeanyoutsideworkwhichwouldcreateaconflictofinterestorotherwisebeincompatiblewithcountyserviceCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927710PoliticalactivityaEveryemployeehasacivicresponsibilitytosupportgoodgovernmentbyeveryavailablemeansandineveryappropriatemannerbEachemployeemayjoinoraffiliatewithcivicorganizationsofapartisanorpoliticalnaturemayattendpoliticalmeetingsmayadvocateandsupporttheprinciples2iavailablemeansandineveryappropriatemannercEachemployeemayjoinoraffiliatewithcivicorganizationsofapartisanorpoliticalnaturemayattendpoliticalmeetingsmayadvocateandsupporttheprinciplesorpoliciesofcivicorganizationsofapartisanorpoliticalnaturebutmaynot1Engageinanypoliticalactivityincludingtheperformanceofanydutiesofelectiveofficewhileonduty2Berequiredasadutyofofficeoremploymentorasaconditionforemploymentpromotionortenureofofficetocontributefundsforpoliticalorpartisanpurposes3Coerceorcompelcontributionsforpoliticalorpartisanpurposesbyanyotheremployeeofthegovernmentalunitor4UseanysuppliesorequipmentofthegovernmentalunitforpoliticalpurposesdAnycountyemployeewhoshallregistertobecomeacandidatefornominationorelectiontotheofficeofCountyCommissionershallimmediatelyforfeittheemploymentheldwiththecountyeCampaignspeechesorotherpoliticalactivitiesbyindividualsseekingacountyelectiveofficeshallnotbeconductedonthepremisesofanycountypropertynorshallcandidatesforacountyelectiveofficeseektocontactandtalktoemployeesforthepurposeofpromotingtheircandidacywhiletheemployeesareondutyforthecountyThisshallnotprohibitcandidatesfromspeakingwithcountyemployeesinalegitimateefforttoobtaininformationconcerningcountyoperationsTheuseoffacilitiesdesignedforpublicmeetingsshallbeexemptedfromthissubsectionfAnyviolationofthissectionshallbedeemedimproperconductandshallsubjectsuchemployeetodismissalorotherdisciplinaryactionbytheappointingauthorityCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999711ProbationaryperiodaOriginalprobationaryperiod



1PriortoattainingpermanentstatuseverypersonappointedtoapositionincountyemploymentwithineithertheclassifiedorprofessionalandexecutiveservicesisrequiredtosuccessfullycompleteaprobationaryperiodofoneyearexceptforlawenforcementpersonnelemployedbytheQueenAnnesCountySheriffsDepartmentwhosAaUmayberequiredtosuccessfullycompleteaprobationaryperiodoftwoyearsWhereappropriateandwiththeapprovaloftheDirectorofHumanResourcesaprobationaryperiodmaybeextendedanadditionalsixmonthsuponthewrittenrequestofadepartmentdirectorwhichisinitiatedpriortotheexpirationoftheoriginalprobationaryperiod2Theprobationaryperiodshallbeconsideredtobepartoftheselectionprocess3AprobationaryemployeemaybethesubjectofapersonnelactionwithoutrightofappealatanytimeduringtheprobationaryperiodiftheappointingdepartmentdirectorwiththeapprovaloftheDirectorofHumanResourcesdeterminesthattheemployeeisnotperformingassigneddutiesinasatisfactorymanner4Jobperformanceevaluationsshallbecompletedonallprobationaryemployeesattheendofthreemonthssixmonthsand11monthsofserviceTheappointingdepartmentdirectorshallindicatetotheHumanResourcesDepartmentinwritingoneachjobperformanceappraisaliThattheemployeesaccomplishmentsfailuresstrengthsandweaknesseshavebeendiscussedwiththeemployeeiiWhetherornottheemployeeisperformingacceptableworkandiiiWhetherornottheemployeeshouldberetainedinthepositionbPromotionalprobationaryperiodAnyemployeeappointedtoapromotionalpositionshallserveaprobationaryperiodofsixmonthsBeforetheendoftheprobationaryperiodtheappointingdepartmentdirectorshallindicatetotheHumanResourcesDirectorinwritingonapromotionalprobationaryevaluationform1Whetherornottheemployeeisperformingacceptablework2WhetherornottheemployeeshouldberetainedinthepositionorbereinstatedinaformerclassReinstatementtoaformerclassduringapromotionalprobationaryperiodshallnotbeconsideredademotionunlessthereinstatementisdonefordisciplinaryreasonscExtensionofprobationaryperiodTheappointingdepartmentdirectormaywiththeapprovaloftheDirectorofHumanResourcesextendanemployeesoriginalprobationaryperiodorpromotionalprobationaryperiodforaperiodoftimenottoexceed90daysCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999CountyOrd9922Aeffective122119997712Reductioninforce



aSelectioncriteriaIntheeventthatareductioninforcebecomesnecessaryconsiderationshallbegiventothequalityofeachemployeesperformanceasdocumentedbycurrentperformanceappraisalsorganizationalneedsandseniorityindeterminingthoseemployeestoberetainedbNoticeofreductioninforceEmployeeswhoarelaidoffbecauseofareductioninforceshallbegivenatleasttwoweeksnoticecProtectionoffulltimeemployeesNofulltimeemployeeshallbeseparatedwhiletherearecontractualparttimeortemporaryemployeesservinginthesameclassinthesamedepartmentunlessthefulltimeemployeeisnotwillingtotransfertothepositionheldbytheparttimeortemporaryemployeedSeverancepayInanycircumstanceinwhichemploymentisterminatedbecauseoflackofworkorabolitionofapositionfromtheannualbudgetanaffectedemployeemayapplyforandreceiveseverancebenefitswhichshallincludethefollowing1SeverancebenefitsSalaryequivalenttothatdepictedinthefollowingscheduleiLessthanoneyearofcountyservicenobenefitiiOneyearbutlessthanfiveyearsofcountyserviceonemonthofsalaryiiiFiveyearsbutlessthan10yearsofcountyservicetwomonthsofsalaryivTenyearsbutlessthan15yearsofcountyservicethreemonthsofsalaryvFifteenormoreyearsofcountyservicefourmonthsofsalary2PaymentofseverancebenefitsSuchpaymentmaybemadeinalumpsumorbiweeklyattherequestoftheemployeeForpurposeofthissectionofthistitlenopayreceivedpriortothereceiptofwrittennoticeoftheterminationbytheemployeeshallbeincludedintheamounttowhichtheemployeeisentitledunderthissectionDuringtheperiodanemployeereceivesasalaryunderthissectionnormalwithholdingoftaxesandothersumsshallcontinueEmployeesshallnotaccrueanyleaveduringthisperiod3PaymentforaccruedleaveiAnaffectedemployeeshallreceivepaymentforallaccruedbutunusedannualandcompensatoryleavetowhichheorsheisentitledThispaymentshallbemadeattherateofpayearnedbytheemployeeasofthedateofreceiptofaterminationnoticeiiAllpaymentsforunusedleaveshallbemadeinalumpsumpayment4HealthinsuranceiThecountyshallcontinuetopaythatportionoftheaffectedemployeeshealthinsurancepremiumthatitpaidimmediatelypriortothenoticeofterminationSuchpaymentshallcontinueforaperiodofthreemonthsfromthedateofreceiptofwrittennotificationofterminationbytheemployee



iiIntheeventthattheemployeeacquiresotherhealthinsuranceduringthisperiodoftimeheorsheshallnotifythePersonnelDepartmentatwhichtimethecoveragewillterminateiiiThisbenefitisintendedtobeinadditiontoandnotalimitationofanyrightstowhichanemployeemaybeentitledunderCOBRA5CountyequipmentandfacilitiesTotheextentreasonablypossibleandconsistentwiththecountysfinancialoperationalandadministrativeneedsanemployeewhoreceivesnoticeofseveranceunderareductioninforcemaybeallowedtousecountyofficeequipmentincludingatelephoneforlocalcallsonlyinpursuitofanotherjobThisbenefitshallbeprovidedlimitedconditionedandsupervisedwithinthesolediscretionoftheCountyAdministratoreWorkreferenceAnaffectedemployeeshallreceiveasuitableworkreferencetoinquiringpotentialemployersThisreferencemaybeintheformofeitherawrittenorverbalresponsetoaninquiryandwillbeconsistentwiththelastperformanceevaluationreceivedbytheemployeefTerminationforotherreasonsTheforegoingprovisionsarenotintendedtonordotheyprovideanybenefitsforpersonswhoseemploymentisterminatedbythecountybecauseofretirementvoluntaryresignationfailuretoasuccessfullycompleteprobationpoorjobperformanceorcommissionofadisciplinaryinfractiongReinstatementIntheeventthatanemployeeisreinstatedtofulltimecountyemploymentwithin365daysfromthedateofterminationtheemployeeshallbeentitledtocreditforsickleaveflYunusedvacationleaveandtheperiodofpriorserviceincomputinglongevitycreditforanyurposewhatsoeverCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927713SexualharassmentaDefinitionofsexualharassmentSexualharassmentisdefinedasunwelcomesexualadvancesrequestsforsexualfavorsandotherverbalorphysicalconductofasexualnaturewhen1Submissiontosuchconductismadeeitherexplicitlyorimplicitlyatermorconditionofanindividualsemployment2Submissiontoorrejectionofsuchconductbyanindividualisusedasthebasisforemploymentdecisionsaffectingsuchindividualor3SuchconducthasthepurposeoreffectofunreasonablyinterferingwithanindividualsworkperformanceorcreatinganintimidatinghostileoroffensiveworkingenvironmentbPolicy1QueenAnnesCountyopposessexualharassmentbymypersonofanyotherpersoninmyfrmofanykind2Thecountyshallthoroughlyinvestigateallallegationsofsexualharassment



3AlternativeofficialsshallbedesignatedtoreceiveinvestigateandadjudicatecomplaintsofsexualharassmenttoavoidasituationinwhichanofficialmayhaveaconflictofinterestintermsofbeingaccusedofsuchanactwhileresponsibleforprocessingacomplaintcComplaintprocedure1AnyemployeewhobelievesheorshemayhaveacomplaintofsexualharassmentmayfilethecomplaintdirectlywithiAdepartmentdirectoriiTheDirectorofHumanResourcesoriiiTheCountyAdministrator2ThecomplaintshallbeinwritinginaformprescribedbytheDepartmentofHumanResources3NocomplaintshallbeacceptedbytheDepartmentofHumanResourcesunderthissectionunlessiItcontainssufficientfactsandallegationstocompriseacaseofsexualharassmentasdefinedhereiniiItsufficientlyidentifiesthecomplainantandthepersonallegedtohavecommittedtheactAnonymouscomplaintswillnotbeacceptedandiiiItisexecutedbythecomplainantdGuidelinesThefollowingguidelineswillapplytoanycomplaintallegingsexualharassmentintheworkplace1Thecomplainantshallnotbetransferredorreassignedunlessathisorherrequest2Noactionoralterationinthetermsandorconditionsofthecomplainantsemploymentshalloccurinretributionforthefilingofacomplaintregardlessofwhethersubstantiatedorunsubstantiatedunlessitisdeterminedthatthecomplaintwasfalseandfiledforimproperpurposes3Nopersonaccusedinacomplaintofanactofsexualharassmentshallparticipateintheprocessingofacomplaintarisingoutofsuchaccusations4ThepersonaccusedshallbepresumednottohavecommittedtheactuntilaconclusiontothecontraryisreachedbyadepartmentdirectororCountyAdministrator5Allinformationsuppliedinconnectionwithacomplaintandinvestigationofsexualharassmentshallbeheldinconfidenceandavailableonlytoofficialswhoareresponsibleforinvestigatingadjudicatingorhearingandappealinconnectionwithacomplaintofsexualharassment



6ApersonfoundtohavecommittedanactofsexualharassmentortohavefiledafalsecomplaintagainstanotherpersonshallbedisciplinediInamannercommensuratewiththefactsandcircumstancesoftheoffenseiiConsistentwithprinciplesofprogressivedisciplineandiiiInconsiderationofhisorherlengthofcountyserviceandworkrecordandothermitigatingfactorseInvestigationUnlessheorsheisthesubjectofacomplainttheDirectorofHumanResourceswillconductacomprehensiveinvestigationintoanyallegationofsexualharassmentAtaminimumtheinvestigationshallinclude1Athoroughreviewandanalysisofthecomplaint2Developmentofalistofpersonstobeinterviewed3Acquisitionofanyphysicalevidence4Personalinterviewswiththecomplainant5Personalinterviewswiththeemployeewhoisaccusedofsexualharassment6Personalinterviewswithanypersonsidentifiedaswitnessesbythecomplainantand7AvisittothesceneoftheallegedincidentforthepurposeoflocatingadditionalevidenceandwitnessesfPreparationofreportThepersonconductingtheinvestigationshallprepareandsubmitareportdocumentingtheinvestigativefindingsonlytothedirectorofthedepartmentinwhichtheaccusedemployeeisassignedortheCountyAdministratorintheeventthatthedirectoristhepersonaccusedNoconclusionsorassumptionsshallbeincludedinthereportgDeterminationofculpabilityThedepartmentdirectorreceivingthereportorCountyAdministrator1Shallobjectivelyreviewallavailablestatementsandevidence2Maydrawreasonableinferencesfromtheevidenceandstatements3Shallcomparetheelementsoftheallegedinfractionwiththefactsandreasonableinferencestherefromand4Shallmakeadeterminationbaseduponapreponderanceofallavailableevidencethattheaccusedcommitteddidnotcommitanactofsexualharassmentandformaconclusionregardingwhetherthechargesagainsttheaccusedemployeearetruefalseorunsubstantiated



hAdministrationofdisciplineThedepartmentdirectororCountyAdministratoractinginhisorhersteadshalladministerappropriatedisciplinarysanctionsforanyactofsexualharassmentiFalseaccusationsAnypersonwhomakesanaccusationofsexualharassmentwhichisproventobefalseandmadeonthebasisofimpropermotiveshallbesubjecttodisciplinaryactionuptoandincludingtermination0NotificationtocomplainantThedepartmentdirectororCountyAdministratoractinginhisorhersteadshallnotifythecomplainantoftheoutcomeofthecomplaintBecausethespecificnatureofdisciplinaryactionisnotpublicinformationunderstatelawthenatureofthedisciplinarysanctionadministeredinsustainedcasesshallnotbedisclosedCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927714SolicitationprohibitedNoofficeroremployeeofthecountyoranyotherpersondirectlyorindirectlyshallsolicitorreceiveorinanymannerbedirectlyorindirectlyinvolvedinsolicitingorreceivingfromanyoneonaneligiblelistoremployedintheclassifiedserviceofthecountyanyassessmentsubscriptioncontributionorpoliticalserviceforaidingorassistinginthecampaignforelectionorappointmenttoanypoliticalorofficialpositioninthecountyserviceortoanypositionintheclassifiedserviceofthecountyCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective122119997715TardinessaEmployeeswhoreportlateforworkmaybedockedforsuchtimeastheyarelatewithaminimumof34hourspaybeingdeductedforanyoneincidentbEmployeeswhoarehabituallylatemaybesubjecttodisciplinaryactionuptoandincludingdismissalCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927716UnexplainedabsencesaEmployeeswhoareabsentwithoutapprovedleaveandwhodonotnotifytheirsupervisorwithinaperiodoftwoconsecutiveworkdaysshallbeconsideredashavingvoluntarilyterminatedtheiremploymentwiththecountybAnyexceptionsshallbemadeattherequestofthedepartmentdirectorwiththeapprovaloftheDirectorofHumanResourcesandtheCountyAdministratorCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927717WhistleblowerprotectionNoemployeeshallbethesubjectofretaliationbythecountyitsmanagersorsupervisorsforfilingacomplaintwiththeCountyAdministratorCountyCommissionersoranyothergovernmental


